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Navigating the Main Menu

The Main Menu is located at the top of the Executive window. It contains
many of the advanced features that are not included on the Main Switchboard.

Select an Option

File Edit Maintenance Functions Tags Help

About

Close E=ecutive Help

&b Print..  CtrP Irteral Mate

Internal Mote Find

Exit
Addresses . Interal Mote Reports
fppraisal N Check Payment Schedule Version
k7 Undo Current Figld/Record  Chrl+2 Communication 4 BrEER Al E
Custamer , ELees oS Print Rattail Tags
§ cut Chrlx )
el Customer Merge - Find
- mploves 3 .
Copy Ctri+C Export Irventory Changes Select Rattail Tags
Ewent
E Paste Chel4+Y Impart Inventory Changes q
g Inventary 4 R Setup Rattail Tags
.-'-.. Replace... ChrleH rventory Reconciliation
Insurance (2 Inventary Reconciliation - Auta
Location Irnpart Reconciliation - Auta File
Makes 3 Irvventary Merge
Serwvice 3 Job Bag Supplier Change
Syskem » Product Mark Down
Security N Transfer lnventaory - [n
Supplier 5 Transfer lnwventary - Out
Transfer Inventary - Find
Time Clock,
Univerzal Product Changer
Update Password




Navigating the Main Switchboard

Navigating the Main Switchboard

T Position the mouse over each button to see
its alternative keyboard shortcut.

The Main Switchboard is a menu that contains buttons that are linked to the

most common tasks in Executive.
EiEd |

Click on a button to
perform the task

B Executive Manager

> EXECUTIVE

MANAGEMENT SYSTEMS

T

Suppliers

Insurance (uotes | Y Inventory
Click to Exit . L Click to go to
the Program Time Glock | Purchase Orders Reports Section
| NV Gift Registry
— | =" —

sh You may also navigate the buttons on the
Main Switchboard using the Tab and Arrow
Directional buttons on the Keyboard.




Buttons

Buttons

Close window and return to the Main Switchboard Find Customer

Find Job Bag

Close window View Job Bag

View or add image of item Print Preview

View a customer’s sales summary Print

=

‘ ’ | Advance forward or backward to next window
(@)
5]

[

Add a new customer or supplier, or view this record Delete this Record

ABG Spell Check E-mail this Record

0 X [\ O & 5 &




Compacting Data

Setting Up Executive Maintenance

File Edit View Favortes Tools

Help

G Back « = - (=] || @ Seach [ Folders | £ |05 2 X = | EE-

Address [ 3 C:\Frogram FileshE vecutive

Folders x .. el = Marne |
. . . -1 Eveculive 2005 =l "C] L EHEVSTEM |
Creating an Executive M aintenance Compact Icon #9-C1 Execulive 2006 e #0] ToL ocationDther
-0 Executive 2007 Executive 1] ToLocation]
= itp . ) ] l,‘;ﬂexecuti.vesetup
1. Navigate to the C: on your computer, find the Program Files folder, ] push ot e e s 2 S
double click on it, look for the Executive folder, and double click on St by Documents %g:g;z:;zg;xggg
it. In this folder look for the file called ExecutiveMaintenance.mdb, 16 T Instucton ManusHEnecutve Mahuarh Flaces %?ewn_veda.a
- - - - - Hecutive
right click on it and choose copy of the list. P estions S recuive
w1 Kell =]
, . . (-1 Marketing - Knar B viewlobB ag
2. Go to your computer’s desktop, right click anywhere (not on another 0 e gggﬁzzﬂds
icon), and left click on paste in the menu. You should now have a S Mo W TranciorickBosks
copy of ExecutiveMaintenance on your desktop.
Ex 264 KB Microsoft Office Acc,.. [
2 Exe Open
3. To open ExecutiveMaintenance, double click on the icon, and Press il
O K [ toLacation1 Baddto S Active Deskbop
' EHToLocationz B dd to "ExerutiveMaintenance rar”
B roLocationz B Compress and email... Arrange Icons
. . . B roLocationother BB Compress to "ExecutiveMaintenance.rar” and email Line Up Icons
4. Click on the File Location button, and change the pathways for the il @ wingp ’ Refresh
information. The executivesetup.mdb and system.mdw should always satro(’ 1 ) ' Paste
read . e Paste Shorkcut

Copy

Undao Copy Chrl+2

- C:\Program Files\Executive\Executivesetup.mdb
- C:\Program Files\Executive\System.mdw

Create Shertout

Delete Mew
Rename

Propetties
Properties =

5. The data pathway is always different and you must ensure that the
executivedata.mdb is pointed to the correct location of your data file.
For example your data drive (server drive) is X:, and your data is
saved in the Executive folder on your X:, then the pathway would be
as follows:
- X:\Executive\Executivedata.mdb

=¥ Main Switchboard [ x|

Compact Data

Compact Setup

6. Exit the file location by clicking on the X in the top right hand corner.

%= File Paths

Note: To reduce the risk of data corruption, it is important that you compact
your data on a daily basis

Data Path: =
Setup Path: |c:\program files\executivel executivesetup. mdb =
System File: [c;'program filestexecutive\systerm, michw =

Sprograrn filestexecutivelexecutivedata, rmdb




Compacting Data

Compacting Data and Setup

Compacting your Data File
Your data file needs to be compacted daily to reduce the risk of corrupted data.

1. Double click on the ExecutiveM aintenance.mdb

2. To open ExecutiveMaintenance, double click on the icon, Press OK.

3. Click on the Compact Data button. Keep the program open until you
see a message pop up saying Compact Complete. Press OK on the
message.

4. Click on the Compact Setup button. Keep the program open until
you see a message pop up saying Compact Complete. Press OK on the
message.

5. Exit the Executive Maintenance program by clicking on the X in the

top right corner. A message will pop up asking “Are you sure you
want to Quit?” Click Yesto exit or No to continue using the program.

ExecutiveM...

Executive Maintenance

EXECUTIVE
JEWELLER

Executive Maintenance System

" Main Switchboard <& Main Switchboal

Compact Data

Compact Setup

@ Compact Complste

Compact Setup

File Location

¥ Main Switchboard

Compact Data

Compact Setup

Executive Maintenance

® Are you sure pou want ko Quit?
2
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Adding Address Codes to Address Menus
Adding Cities

To open the Cities window, select City from the Addresses option on the
M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Type the name of the city you wish to add in the text-box
Repeat step 1 to enter additional cities. To edit the cities, click on the text-box
containing the city that you wish to change, and then enter in the new

information.

When you have finished, click on the 1 button to save your changes and close
the window.

M ame

Freeport

Grinnell

lowea City

K.anzas

Maonticelo

M ount Pleasant

Muzcating

Pekin

Fockford

Tuzzan

imtan /R

watertawn\ 1/
v

P

| Finish!

Adding Address Codes to Address Menus 1A-1
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Adding Countries

Executive is preloaded with some countries. However, you may add additional
countries for them to appear in the drop-down lists.

To open the Countries window, select Country from the Addresses option on
the M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Type the name of the country you wish to add in the text-box
Repeat step 1 to enter additional countries. To edit the countries, click on the
text-box containing the country that you wish to change, and then enter in the

new information.

When you have finished, click on the I button to save your changes and close
the window.

5 Countries ﬂ
Mame -

Canada

China
Other
[Inited States

Finish!

-
-

—/

Adding Address Codes to Address Menus 1A-2
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Adding States

Executive is preloaded with most states. However, you may add additional
locations and codes for them to appear in the drop-down lists.

To open the States window, select State from the Addresses option on the
M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Enter the two-letter code for the State you wish to add in the Code
text-box.

2. Enter the name of the State in the State text-box.

3. Select the Country you wish to add the State for, from the Country
drop-down list.

Repeat steps 1-3 to enter additional states. To edit the states, click on the text-
box containing the state that you wish to change, and then enter in the new
information.

When you have finished, click on the 1 putton to save your changes and close
the window.

xq
Code State Country :I
OM Ontario Canada -
OR Oregon United States -
P&, Pensylvaria United States hd
FE Pritice Edward lzland  |Canada -
P Quebec Canada -
all Fhode |zland | nited Statex -
Sk Saskatchewan Canada -
S Switzerland Other -
™ Tenneszes | nited Statesx -
T Teras United States -
JE nited Kingdom Other hd
W, N\ [Virginia nited States -
Wi | 1 ) [west Gemang—~ [Other ~
Y0 )~ [fokehama [ 2 ) [Other . .
! )~ [Canada | Finish!

Qs

Adding Address Codes to Address Menus 1A-3
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Modifying Appraisals
Adding Appraisal Descriptions

Select Appraisal Description from the Appraisal option on the M aintenance
menu to open the Appraisal Description window.

B3 Appraisal Description ﬂ
1. Type the code name of the Appraisal Description you wish to add in Appraisal Description Appraisal Description Text x|
the Appr aisal Descri ption text-box. “hainfBracelet Gne K (wellow, white) gold {neck chain, bracelet} in a (bright
Coloured Stone Cne carat varieky in aface
o A o A . Fing one K {vellow, white, rose) gold (bright, brush) (tiffarey, knil
2. Enter the description of the Appraisal Description in the Appraisal P

D iption T b 1)
escription Text text-box. 2
p G 2

Repeat steps 1-2 to enter additional appraisal descriptions. To edit the
descriptions, click on the text-box containing the type that you wish to change,
and then enter in the new information.

inish!

When you are finished, click on the B putton to save the information and
close the window.

£

Double clicking on the Appraisal Description text field
will enlarge the field and show the spell check option.

Modifying Appraisals 1B-1
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Creating a Cover Letter Body

Select Cover Letter Body from the Appraisal option on the M aintenance
menu to open the Appraisal Cover Letter Body Text window.

1. Enter the body of the Cover Letter in the blank area.

When you are finished, click on the B putton to save the information and
close the window.

5 Appraisal Cover Letter Body Text

£

[Enter your cover letter body text here |

/

EFinish!

Modifying Appraisals 1B-2
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Adding Diamond Certificates

Select Diamond Certificates from the Appraisal option on the
Maintenance menu to open the Diamond Certificates window.

Note: Scroll down to the bottom of list and click in next available field.

1. Type the name of the Diamond Certificate you wish to add in the
Diamond Certificate text-box.

2. Enter the template of the Diamond Certificate in the Diamond
Certificates Text text-box.

Repeat steps 1-2 to enter additional diamond certificates. To edit the
templates, click on the text-box containing the type that you wish to change,
and then enter in the new information.

When you are finished, click on the ¥ putton to save the information and
close the window.

B3 Diamond Certificates
Diarnond Centificate

Diamand Cartiicate Text (with Blanks] E

=10l x|

AGS

One

diamond accompanied by an American

EGL

Ore

diamand accompanied by 5 European

GAS

One

diamond accompanied by an Gem Sca

GlA

One

diamond accompanied by an Gem Trac

GE/MNWT

One

diamond accompanied by a Gem Scan

Finish!

Double clicking on the Diamond Certificate text field will
enlarge the field and show the spell check option.

Modifying Appraisals 1B-3
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Adding Disclosures

Select Disclosur e from the Appraisal option on the M aintenance menu to
open the Disclosure window.

Note: Scroll down to the bottom of list and click in next available field.

1. Type the heading of the Disclosure you wish to add in the Disclosure
Heading text-box.

2. Enter the text of the Disclosure in the Disclosure Text text-box.
Repeat steps 1-2 to enter additional disclosures. To edit the disclosures, click
on the text-box containing the type that you wish to change, and then enter in

the new information.

When you are finished, click on the ¥ putton to save the information and
close the window.

B3 Disclosure
Disclosure Heading

~=1olx|

Digclogure Text

-

Blue Topaz

Blue Topaz in dark colours does not exist in nature. Ibis t

Coloured Stone Treatments

Coloured stones may be subjected lo various hieatments t

Cultured Pearls

Cultured pearls are bleached and dyed to imprave their o

Diamnond Treatments

Diamonds may be subjected to various treatments to impr

Diamonds Whitened

This diamond has been whitened by a process that is cur

Dved Black.

Cultured pearls can be dyed ta a black colowr. This treab

Emerald

Emeralds are often enhanced by the use of a variety of oi

Fracture Filled Diamonds

Fractures that reach the sufae in this diamond have beer

Generic Unless otherwise stated, all coloured gemstones are assu
[Jade Today, there it an sbundance of "B-Jade™ on the market
Laser Drilled Diamonds [liamonds may be laser diilled to improve their appearanc
Ruby and Sapphire Rubies are often enhanced by the uze of heat to imprave
Tanzanite Naturally coloured tanzanite is very rare in nature. The ot

10/

Finish!

0P

Double clicking on the Disclosure text field will enlarge
the field and show the spell check option.
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Modifying the Communication Menu
Adding Communication Methods

You may add or change items listed on the Communication M ethod drop-
down list that appears on the Correspondence tab of the Customer window.

To open the Communication M ethod window, select Communication
M ethod from the Communication option on the M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Type the code name of the Communication Method you wish to add
in the Code text-box.

2. Enter the name of the Communication Method in the M ethod text-
box.

Repeat steps 1-2 to enter additional communication methods. To edit the
methods, click on the text-box containing the type that you wish to change, and
then enter in the new information.

When you have finished, click on the B4 button to save your changes and close
the window.

x
Code Method =
Ernail Ernail
Fax Fax
Hand Hand delivered
Mal /. ) [Mai
Phone \ 1 /) |Phane

v N

Finish!
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Adding Response Methods

You may add a response method to the Response M ethod drop-down list that
appears in the Customer window.

To open the Response M ethod window, select Response M ethod from the
Communication option on the M aintenance menu.

1. Select the Communication Method Code you wish to add a Response
Method to, from the Communication Method drop-down list.

2. Type the code name of the Response Method you wish to add in the
next available Code text-box.

3. Enter the description of the Response Method in the Description text-
box.

Repeat steps 1-3 to enter additional response methods. To edit the methods,
click on the description text-box containing the type that you wish to change,
and then enter in the new information.

When you have finished, click on the 1 button to save your changes and close
the window.

B Communication Method Responses g x|
Communication Method [Phone -
Code Dezcription A
COMNVER Conversation with the client
MESSAG Left a meszage 7\
MO AMS Mo answer \ 3 )
I~

©

Finish!
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Modifying the Customer Menus
Composing Correspondence Templates

You may compose several Correspondence Templates that will appear in the
Correspondence Type drop-down list in the Cor respondence section of the
Customer s window.

To open the Correspondence Type window, select Correspondence Type
from the Customer option on the M aintenance menu.

To compose a correspondence template:

1. Enter a name for your correspondence in the first available Type text-
box.

2. Double-click in the corresponding text-box to compose the note in the
Correspondence Note window.

3. Compose and format your correspondence note, as you want it to
appear when it is printed or emailed. When you have finished, click
on the ¥ button to save your note and return to the Correspondence
Type window.

You may add as many Correspondence Notes as you wish, by following steps
1-3. To edit a note, double-click in the note’s text-box and then edit it in the
Correspondence window.

When you are finished composing and editing your correspondence, click on
the I8/ button to save your changes and close the window.

e Ak
R‘e When you make changes to the note, from the

Customer window, the template remains
unchanged.

L L

H Correspondence Type
Type Mote
Thanks Thank vou
mas ey Christmas
Repair Follow-up Watches ( 2 \
B-day Happy Birthday! \ "
Ld
N\

()

Correspondence Note

O

tery Chiistmas

It was nice to see you in the stare taday!

Best wishes,
Loe]

ABG

<

Click to open the
Spell-check feature
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Adding Customer Levels

p@s Use this feature to determine and track the buying
P and referral potential of each client.

You may add a level to the L evels drop-down list that appears in the
Customerswindow. To open the Customer Levelswindow, select
Customer Level from the Customer option on the M aintenance menu.
Note: Scroll down to the bottom of list and click in next available field

1. Enter a Code for the Level into the Code text-box.

2. Type a Name for the Level in the corresponding Name text-box.
Repeat steps 1-2 to enter additional Levels. To edit your Levels, click on the
text-box of the Level you wish to change, and then enter in the new

information.

When you have finished, click on the 1 button to save your information and
close the window.

B Customer Levels x|

Code Mame -
L) High Yolume/High Potential

B High Potential

[ Average

D Troublezome

E Danation Only

)

Finish!j

"l
=
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Adding Customer Groups

()
p@s Use this feature to keep track of particular clients who share
P common preferences. For example, sending Direct Mailers
to groups of people who love a good sale, or invitations to
groups that only buy platinum pieces.

You may add groups to the Group drop-down list that appears in the Group
section of the Customer s window.

To open the Customer Group window, select Customer Group from the
Customer option on the M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Type the name of the code that will represent the new Customer
Group in the Code text-box.

2. Enter the name of the new Customer Group into the Description text-
box.

Repeat steps 1-2 to enter additional Customer Groups. To edit your Customer
Groups, click on the text-box of the group you wish to change and then enter in
the new information.

When you have finished, click on the 14 button to save your information and
close the window.

Clients may belong to as many groups as you wish. This is an excellent way to
view your client’s profiles in larger numbers, which can help in identifying
buying and selling patterns.

B3 Customer Group x|

Code Description «|

AMHGELS Angels with Attitude

COLOUR Colowred Gems

DwaoD Denige Woods

Dl Diarmnonds

EUROPE Iterns purchased in Europe (Italy, etc.)

FARERG Faberge Jewelery, Museum

MATFIE Judy b aylield pieces

rB Mont Blanc

PEARLS Tahitian, South Sea, Cultured

PLATIM Flatinurm pieces - centemporarny, etc.

QUMM Silver line

SOHO Saoho enameled pieces

P AGLIL "'hite Giold

Wﬁ( 1 \ Cartier, Rolex, etc. —

YJG)J "ellow Gold | Finish!
4

Modifying Customer Menus 1D-3



Chapter 1: Maintenance Menu

Adding Dates

You may add to the Dates drop-down list that appears in the Dates section of
the Customer s window.

To open the Dates window, select Dates form the customer option on the
M aintenance menu.

Note: Scroll down to the bottom of the list and click in the next available field
1. Type the description of the date in the blank field.

Repeat steps above to enter additional dates. To edit your dates, click on the

text-box containing the date that you wish to change and then enter in the new

information.

When you have finished, click on the 1 putton to save and close the window.

Adding Events

You may add events to the Events drop-down list that appears in the Events
section of the Customer s window.

To open the Events window, select Events from the customer option on the
M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Type the name of the code (that will represent the new event) in the
next available Code text-box.

2. Enter the name of the new event into the Description text-box.
Repeat steps above to enter additional events. To edit your events, click on the
text-box containing the event that you wish to change and then enter in the new

information.

When you have finished, click on the 14 button to save and close the window.

B3 Dates E

|2

Description

FY

Custormer Birthday

D aughter's Birthday

Father's Birthday

M other's Birthday

1\

Son's Birthday /
Spouze Birthday S

—/

4

Finish!

B2 Events

] Code Description

_bm Baby Shower
EMPLOY Ernployrment Snniverzan
EMGAGE Engagement
GRa&D Graduation
hello testing to see where thiz goes
HOUSE Houze Party
IMVITE Farty lrwite 2005
MW 8 Grand Opening Party
QakMIL Oakwville opening
PARENT Farent's Buthday
RELIGI Bar Mitzvah, Confirmation, etc.
WEDDNG/ \ ‘wedding Date / \
WEDSHO\ 1 ) TWedding Shower  \ 2 )

72—

Finish_!j
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Adding Languages x
English <o~ -]

French 1 1)
Spanish —

24 (-
@]ﬂ@ Use this feature to keep track of what language >
P your client prefers to be corresponded in.

You may add a language to the L anguages drop-down list that appears in the
Customerswindow. To open the Customer Languages window, select
Customer Language from the Customer option on the M aintenance menu.

1. Type a language in the next available text-box.

Repeat step 1 to enter additional Languages. To edit your Languages, click on
the text-box of the Language you wish to change, and then enter in the new
information.When you have finished, click on the B4 putton to save your
information and close the window.

Finish!

| |
Addlng Occupations Occupation Mame =
Doctar

Company Executive
Dwin Compary

a
p@s Use this feature to keep track of what occupation Gales Managel ~—
P your client is in. > 11 )

You may add a language to the Occupation drop-down list that appears in the
Customerswindow. To open the Occupation window, select Occupation
from the Customer option on the M aintenance menu.

1. Type an occupation in the next available text-box.

Repeat step 1 to enter additional Occupations. To edit your Occupations, click Finish! ]
on the text-box of the Occupation you wish to change, and then enter in the :

new information. When you have finished, click on the B4 button to save your _ EL
information and close the window. ==~
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Adding Salutations

You may add a new Salutation to the Title drop-down list that appears in the
Customer swindow. To open the Salutations window, select Salutation from
the Customer option on the M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Enter the Salutation in the next available Salutation text-box.

When you have finished, click on the B putton to save your information and
close the window.

Refrain from using Mr. &

x

Salutation =
Dr.
Mizz
M~
brs. ( 1 )
M. )/,/

3 7

Mrs. in the same salutation,

as it will cause inconsistent

mailing labels.

FinishD
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Adding a Source

p05 Use this feature to track which type of marketing
P strategy is bringing customers to your store.

You may add_ sources to the Sour ce drop-down list that appears in the 5_'
Customer window. DIRECT Direct Mal m
MaG Magazine Advertizement
To open the Sour ces window, select Sour ce from the Customer option on the v RER Hewspaper dveitisement
. RADID /7 |Radio Advertizement
Maintenance menu. I ; 1 ) T elevision Advertizement
| Z_/

Note: Scroll down to the bottom of list and click in next available field @
1. Type the name of the code that will represent the new Source.
2. Enter the name of the Source in the Description text-box.

Repeat steps 1-2 to enter additional Sources. To edit your Sources, click on the

text-box of the Source you wish to change and then enter in the new Finish!
information.

When you have finished, click on the B4 button to save your information and
close the window.
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Adding a Source Description

2>
p@s Use this feature to help identify which magazine
P[u] publication is attracting the most customers (e.g.
Time, InStore, etc.)

You may add source descriptions to the Sour ce Description drop-down list
that appears in the Customer window.

To open the Sour ce Description window, select Sour ce Description from the
Customer option on the M aintenance menu.

Note: Scroll down to the bottom of list and click in next available field

1. Select the Source Code you wish to add a description to, from the
Sour ce drop-down list.

2. Add a new description into the Description text-box.
Repeat steps 1-2 to enter additional Source Descriptions. To edit your Source
Descriptions, click on the text-box of the description your wish to change, and

then enter in the new information.

When you have finished, click on the 1 button to save your information and
close the window.

E3 Source Description

(1)

—Mﬁ-\G -

Clear |

Source

Description
T & Country
City Lifestyle

Time
AN N
(2)

I

Finish!
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Managing Employees

Adding Employees

pulp

05 All employees should have their own Employee Code and

Password to use when accessing Executive. Additional
information on employees is also recommended.

To open the Employees window, select Employee from the Employee option
on the M aintenance menu.

1.

2.

Type your Administrator Password into the Password text-box.

Type in a Code for the employee (it is recommended that the Code be
the initials of the employee’s name). Next enter the employee’s Last
Name and First Name into the corresponding text-boxes.

Type the employee’s address and telephone number with area code
into the corresponding text-boxes. You may also enter in optional
information about the employee’s birthday and certification level.

Enter in a decimal value (.03 for 3%) to set the employee’s
Commission Rate. Then have the employee enter in an Employee
Password into the Employee Password text-box.

Note: You will see the password field only if your database security
feature is turned on. For more information see section called
Security.

Click on the Current Employee check box to select the person as a
current employee. If the person ends his/her employment with your
organization at some future date, uncheck the employee to remove
his/her from the active employees list.

To change information about an existing employee, select that employee from
the list and then click on the text-box containing the information you wish to
change. Enter the information in the same way as the steps above.

When you have finished, click on the 1 putton to save and close the window.

This information prints
on the appraisals.

E3 Employees g ll
Pazzword ||

EEmployees =
@ Pazzwaord |" |
|KM | |Mi||ie | |Ke||_l,l |

Code Lazt Hame First Name
Pt (=t | 2 Carden Sties
City |76000 Rouen -
State |MY ;I Zip Code |‘I2345-E?89

Hame |[123) 456-7830
Birthdate ar 22,1980
_ Certifization |Graduate Gemologist |
Certific:ation Code |G.G. : :
Cammizzion Rate |3.70%

Current Employes [

Input Date | Mov 01, 2002

Last Updated | Apr15, 2003

” Main Switchboard M 4 b M b+ 3

To search for employees, or to make changes to
their records, advance forward and backward

using the Main Switchboard arrows at the top of
the window.
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Setting Employee Profiles

To open the Employee Profile Setup window, select Employee Profile
Setup from the Employee option on the M aintenance menu.

1.

2.

3.

Select the Employee Code you wish to add a Profile to, from the
Employee drop-down list.

The Section Headings are the titles that will appear in the profile.

Order: This is the order in which they will appear, 1 being the top.

Symbol: This is what will characterize the heading. (1E: I,I1,111 or
112131)

Heading: The Title that will display on the heading sections.

The Section Details are set up in the same manner.

Note: you must have the section heading selected to make section
detail changes.

Order: This is the order in which they will appear, 1 being the top.
Symbol: This is what will characterize the heading. (IE: A,B,C)
Heading: The Title that will display on the heading sections.
Section Text: The body of the profile is inserted here

Select the Preview icon to view the profile at any time and make
changes, if necessary.

To change information about an existing employee, select that employee from
the list and then click on the text-box containing the information you wish to
change. Enter the information in the same way as the steps above.

When you have finished, click on the # button to save and close the window.

E3 Employee Profile Setup ! )\

Section Headings
Order  Symbol Heading

Employee I.JS i l
Jane Smith, GG, NGJA, CI-AFP
Registered Master Valuer, Accredited Appraiser

3

Section Details
DOrder Symbol Heading

8 [=] [E3

Section Text -

i I [fscadernic Barkground \

»

1|4

(Graduate Gemologist (G): [Gemological Institute of Amer

Aceredited & ppraiser (A4 (Canadian Jewellers Institute

B ]

\ 2[B.

* 3

|

—

«

Professional Profile

Jane Smith, GG, NGJA, CJI-APP
Registered Master Valuer, Accredited Appraiser

56 5t Gearge's Square
Gueph ON

Phone: (519) §21.7982
Fax: (519) §21.9639

Academic Background:

£ Graduate Cemologisi (GG):

Gemaloged Institute of Americs; consisting of diamends and diamand gading colowed one

grading and gem idertification
B. Accredited Appraiser (AA):
Cansdian] ewellers Institate
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Printing Employee List

To print an Employee List, select Print Employee List from the Employee
option on the M aintenance menu. Employee List
Code Employee Address Home Birthdate Com Rate Input Date
. ) . . % . 0 A Dobbs 1171 Wyrdham Ave. Guelph, O (519)552-8521 Oct o1, 1365 100%  Mov 01, 2002
You will see a preview of a list of your employees. Click on the icon to ® adamrop 245 Spesduale ve. Gusph,oH N
| AT Alissa Toombs 55 Guebes Street Guelph, ON (519) 548-54%5 War 14, 1367 200%  Juni6,1888
print the ||St or the EDSE button to Close out of the ||St BB Biaketts Bob 19345 Hight B Guelph, ON (519545 8320 Jun 23, 1968 300%  Augid, 1935
oL Cinel Lauper 1034 King Street Waterios, ON (519) 5482500 Jul 30, 1367 000%  Apris, 2002
cs Canl Sammens 789 Dasani Cout Guelp, ON (519) 785-4545 S 04, 1972 000%  Apris, 2003
OM  Desnbott 34 Waple Ave. Kitchener, ON (519) 231562 Sep 16,1975 400%  Feh 11,2000
ER Eerl Rose 983 Denis Blvd. Guelgh, ON (519) 775-9000 Dec 19,1974 B00%  Apr30, 2000
ca George Bab 99 Spree Street Guelph, ON (519) 4394984 My 05, 1973 800%  Jun 28,1989
48 Julia Beez 25 Greens Road Guelph, OM (519) 508-4080 Aug11,1977  1000%  Jun 28,1989
4 James Dubbs 71 Witchell Ave, Guelph, ON (519) 201-6870 Mov 25,1978 1000%  Mer 30,1998
am Jules Means 29 Woodhall Road Guelph, ON (519) 00-00% Jul 28, 1981 000%  Apris, 2003
Js Jane Smith 649 Mistdlefield Road Guelph, ON (519) D65-4080 Oct 06,1979 200%  Oct13,2004
o John valKimer 19 BricleT ovne Circle Kitchener, ON (519)579-0840 May 03,1980 1200%  Apr06, 1995
KD Kim Dobles 190 Finch Ave. Waterloo, ON (519) 798-0531 Mov 18,1975 13.00%  Aug27,2001
KW KateWinn 21 Strawbeny Hils Ave, Guelph, ON (519) 789-2016 Dec 23,1979 000%  Jul 30,2002
L Lais George 287 Britton Ave, Guelph, ON (519) 789-700 Jan 07, 1975 000%  Apris, 2003
LMG  Lime Muggins 22 Joyee Sirest Guelph, ON (519) 570-5405 Aug 25,1974 15.00%  Augi7,1999
MB  Mana Barbs 103 Phaspors Roed Guelph, ON (519) Da7-5554 Feb151970  16.00%  Sepi4,1993
PG Peter Gerge 987 Swing Street Kitchener, ON (519) 789-7980 War 24,1964 18.00%  DecO1,1997
Ps Prul Sampsan 1239 Trevor Road Cambridge, ON (519) 7890505 Sep09, 1970 19.00%  Feh 12,2003
K Sy Kene 2838 Lightning Blvd, Guelph, ON (519 789-2135 My 25, 1972 000%  Apri1, 2003
T Teresa Kene 257 College Court Guelph, ON (519) 798-0521 Mar 21,1973 21.00%  MorD4,1999
VB vicki Bob 28 Ones Ave, Guelph, ON (519 789-5125 Aug14,1962  2200%  Mov 13,1999
N vanessa Mine 57 Emply Street Guelph, ON (519) 7840152 Sep 11,1972 000%  DecOs, 2003
W Trert Kain 388 lean Circle Guelph, ON (519) 784-1058 Sep 05,1955 000%  Aug23, 2000
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Modifying the Event Menu

p@s “This feature allows you to associate an event
P with a gift registry.

You may add or change items listed on the Event drop-down list that appears
in the Gift Registry window.

To open the Event window, select Event from the M aintenance menu.
To add an Event:
Note: Scroll down to the bottom of list and click in next available field.

1. Type the name or description of the Event you wish to add in the
Event text-box.

Repeat step 1 to enter additional events. To edit the events, click on the text-
box containing the event that you wish to change, and then enter in the new
information.

When you have finished, click on the 14 button to save and close the window.

b 1x

Ewvent

Aniniversary

Baby Shower

B aptism

Bar Mitzwah

Birthday

Eridal Shower

Communion /

wedd \ 1)
edding L

inish!

Modifying the
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Modifying the Inventory Menu

and Group. Organizing the store’s inventory in this way
will help you prepare meaningful reports. In addition, this
makes searching by Department, Category and Group
easier.

| )
PMHI[@ 5 Inventory is categorized in order of Department, Category

Adding Department Types

Select Department Type from the Inventory option on the M aintenance
menu.

Note: Scroll down to the bottom of list and click in next available field.

1. Type the name of the new Department Type you are creating into the
corresponding Name text-box.

To make changes to existing Department Types names, click on the Name
text-box that contains the name you wish to change, and then type your
changes. To delete a Department Type, select the Department Type and press
the Delete key.

When you are finished, click on the B putton to save the information and
close the window.

Department Types

M arme
Irwentary
Service

[»

N—

©

Finish!j

&
-
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Adding Departments
Select Department from the | nventory option on the M aintenance menu.
Note: Scroll down to the bottom of list and click in next available field.

1. Click on the Name text-box, and enter a Name for the new inventory
department you are creating.

2. Select the type of Department from the Department Type drop-down
list.

To make changes to existing Department names, click on the Name text-box
that contains the Department name, and then type your changes. To delete a
Department, select the Department and then press the Delete key.

When you are finished, click on the 0¥ putton to save the information and
close the window.

x
M ame Department Type |
Ring Azzort Irvertory -

Ring C Gem Invertory -
Ring Engagem Inventory -
Ring Gents Inventory -
Ring Pearl Inventory -
Ring *»ed Ban Inventory -
Tie Bar Irvertory -
' atches Irvertory -
fine Mk Inventory -
wine Single Inventory -
Stock, Iterm ( 1 \ Service -
Estimate )~/ Service .
v ~—~~ | Finish!
2

Q

To delete a Department, you must first delete the Groups
contained in the Categories for that Department. Then
delete the Categories themselves. Next, click on the ¥
button to select the Department, and press the Delete key.
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Adding Categories
Select Category from the Inventory option on the M aintenance menu.

1. Then select the Department that the new Category will be added to,
from the first available empty Department drop-down list.

2. Type the name of the new Category you are creating into the
corresponding Category text-box.

To make changes to existing Category names, click on the Category text-box
that contains the name you wish to change, and then type your changes. To
delete a Category, select the Category and press the Delete key.

When you are finished, click on the 14 button to save the information and
close the window.

x
Department Category ﬂ
\istches = | Tag 4000
Watches = | Tag BOO0
Wiatches = | Tag Alter
\istches = |Tag Carrera
Watches = |TagF1
Wiatches = | Tag Gr Prix
\istches = | Tag Kirium
Watches = | Tag Link
Wiatches = | Tag Monaco
\niatches AP - |TagS/EL
Watches \ 1/ = |Zoppini | Einish!

To delete a Category, you must first delete the
Groups contained in that Category. Then click
on the [ button to select the Category, and
press the Delete key.
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Adding Groups

Select Group from the Inventory option on the M aintenance menu to open
the Groups window

E5 Groups 1 ll
1. Then select the department that the group will belong to from the e Fance Goi = =
Department drop-down list. Clear |
2. The Categories for the selected Department will now be visible. e e
Select the Category you want the Group to belong to, from the first Coloured Gem - [Solitaire
available Category drop-down list. Diamond = |Multistone
Dizmond - |Salitaire
. . Plain = [T0k1 Mulk
3. Type the name of the new Group into the corresponding Group text- S = TR
box. Plain - [10kt Tellow
Flain = |14kt bulki
To make changes to existing Group names, click on the Group text-box that il | e
ins th ish to change, and then type your changes. To delete a Fon {2 relow
contains the name you wis ge, ype y ges. B = T
Group, select the Group and press the Delete key. Plsin N\ |15kt it
Plain | 2 ) -1kt rellow —
When you are finished, click on the B button to save the information and ~— B V/é\ |_Finish! ]
close the window.
Q Export Q¢

oo

H The following is an example of how you would ’n‘j
set up a Repair:

The Export button will create a text file for
Departments, Category and Groups, which

Category: Ring Sizing can be viewed and printed using Excel.

Group: Up 1 size

Then assign a Retail Price for the repair.
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Adding Product Locations

2] e
[IJ]UJ[?) This feature allows you to group inventory by location
P within the store. This will help increase the speed and
efficiency of case counts.

Select Product Location from the Inventory option on the M aintenance
menu to open the Product L ocations window.

1. Type the name of the location into the next available Name text-box.

To make changes to existing locations, click on the Name text-box that
contains the name you wish to change, and then type your changes.

When you are finished, click on the B putton to the information and close the
window.

B9 Product Locations

I ame
Cabiretl
Cabinetd

)

b Ix

Finish!
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Adding Product Price Points

pur®

This feature allows you to group inventory by price point
which is used to form a GMROI report made by price point.
Please note that when you generate your average on hand
in the GMROI screen it will also update any new inventory
entered into the correct price point.

B Price Point [ x|
From To =

3 B0, 0o $1,000,00
$1,001.00 $5,000.00
$5,001.00 $10,000.00
$10,001.00

* N\

Select Price Point from the I nventory option on the M aintenance
Menu to open the Price Point window.

1. Type the range of price points you want your inventory grouped by.
For example, $0-$1000, can be used for the first grouping. Continue

that pattern for all the price points that you would like to add.

2. Press the Serialize button to apply the above price points to the

corresponding reports. All of the inventory will be updated and put into
these specified price point groups and will take a few minutes to update

the inventory.

N The final price point does not need an ending price point.
Therefore anything over the first amount specified in your
final price point will be included in that grouping.

)

La"z%)— B
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Adding Inventory Details

Select Inventory Details from the Inventory option on the M aintenance

menu.

The following appear as drop-down lists in the M etals tab and Stonestab on
the Inventory menu. You may edit them as you would other drop-down lists.

Stonestab

Stones

Stone Shapes
Stone Ct
Stone Clarity
Stone Cut
Stone Color

Metalstab
Metal Colors

Metals
Karats

X
Code MName -
G Green
M )
3] Fose
Rw/ Rose and white
TRI
= x|
v MHame .
o GLD  [Gold
= GF Gold Plated
GPL  [Gold & Platinum
My LR ﬁ 2 x
P e arat' —_I
SSR Ster 10 =
ST Steg 13
.g. 16 [TialPlieds
17 Tita 18
g A
24
M
o B
|
M etals tab
Q Q=

x|
Code :I
KT :
T = stone s x
T IRAC Code Mame ﬂ
—IROE__|GED |G eametric
—TRUI__IHRT ——
—TzxE |M&R ' X
_%_DV Code :i
= T
o L x| Stonestab
e | =
T O e ~— B[S £ Ciadte =
e LU —
7 N R XU P == Stone Cuts X
R -
L - N EE N :
Cm _pr = m | = sto =]
o __|&25 e []] Gor Code -
- _ |’/ —Tey_|GOM G |IL
Q I T GYiG [Gor i
.50 —E D 1de K
[ b | —hws_ |IDM Ide |~
— e [MED e [KL
.Qh— MG e |l
5D s |LM
VG Ver M
| [oF: —]
_—— N
Firlk.
ellow
+
| O § Bt~

o g
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Adding Reconciliation Categories

Select Reconciliation Category from the Inventory option on the x|
M aintenance menu. Category Name -
Qid Inventory
» \

1. Type the name of the category in the first available Category Name

text-box. \\(1)

To make changes to existing Reconciliation Category names, click on the
Category Name text-box that contains the Category name, and then type your
changes. To delete a Reconciliation Category, select the Reconciliation
Category and then press the Delete key.

When you are finished, click on the B putton to save the information and
close the window. FinishD
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Managing Insurance Information
Adding Claim Status to the Status drop-down list

To open the Insurance Claim Status window, select Insurance Claim Status
from the Insurance option on the M aintenance menu.

1. Click on the Code text-box that you wish to add the Code to, and then
type the name of the Code into the box.

2. Next, click on the corresponding Status text-box and enter in the
Status description for the code.

To, make changes to existing list options, follow steps 1-2 for the text-box that
contains the option you wish to change.

When you are finished, click on the B button to save the information and
close the window.

x
Code Statug A
AFPR & pproved
FaxED Faxed Quate
NACCPT Hot Accepted (/’2}
FREF Preparing Quate

14
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Adding Note Subjects to the Subject drop-down list

To add notes to the Subject drop-down list in the Notes section of the
Insurance Quote window, see the Section 1J-1 M odifying Notes Subjectsin
Chapter 1: Maintenance Menu.

Entering in a New Insurance Company

To open the I nsurance Companies window, select Insurance Company from
the Insurance option of the M aintenance menu.

1. Typeina2 or 3 character code for the Insurance Company into the
Code text-box (it is recommended that the initials of the company be
used). Then type in the name of the Insurance Company into the
I nsurance Company text-box.

2. Type in the address of the Insurance Company into the corresponding
address text-boxes. You may select the City and State from the drop-
down lists. Then enter in the Telephone, Fax and Mobile numbers
with area codes into the corresponding text-boxes. Next, enter in the
company’s Email address into the Email text-box.

3. Enter the name of the Contact Person into the Contact Name text-
box. Then enter the title of the person into the Title text-box. If the
person’s phone number differs from that of the company, enter the
telephone and extension number into the corresponding text-boxes.
Then enter the email address into the Email text-box.

4. You may wish to enter a note about the Insurance Company. Click on
the Notestab to reveal the notes section, and then select the subject
from the Subject drop-down menu. Then type your note into the
Notes text-box.

When you have finished, click on the & button to save the information and
close the window.

Chapter 1: Maintenance Menu
B3 Suppliers [ ]

|SUN \_,rﬁundlal Input Date | Jan 28, 2004
Supplier Code  Supplier ( 2 Last Updated | Jan 28, 2004
Office |[(519) 648-3673
Address1 |23 5t Charles Street East ~— Fa [[515) 6453674
Address2 |P.0. Box #119 Mobile
City |Maryhil - Toll Free
State [ON_ =] Zip Code JHOE 250 Bl |
Country | Canada hd ‘wiebsite [www. sundialcanada. com
Accounti
Custam Rate $0.00 ($4hr Repair Rate| $0.00 [$/hr.
Contacts INU[ES | Suppﬁ;vc'qﬂjsl Markupl
Contact N ame 3 Phone Ext.  Email / A
b [George Cantikier 41‘\ / [416] £33-7289 geoigeleizundialcanada.com / =
Fax [416] 6331016 / =
el [416] 5664055 / =
# =
Click to compose an o
email to the
Insurance Company X S
B3 Suppliers
|SLIN ||Sundial | Input Date | Jan 28, 2004
Supplier Code  Supplier Last Updated | Jan 28, 2004
Oifice |(519) 648-3673
Address1 |29 St Charles Street East Faw |[519) 6453674
Address2 |P.0. Box #113 Mabile
City | M anuhill - Tall Free
State [N -] Zip Code [HOE 280 Eml =]
Country |Canad, i Website (v, sundialcanada. com ‘
Accounti
Custom Rate 4 S, Repair Rate]  $0.00 |$/hr. Active ¥
) Contacts  Motes ISuppIierGrnups' Markup'
Date Subject Mote -
| Jan 28 2004 |DECDF\ - |Frames and Lamps - contemporary style. Jeff iked Film Frames [look flke rall of film)
#| Decl2 2005 | -
Finish!

=T]
X AN
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Finding an Insurance Company

To open the Find an Insurance Company window, select | nsurance
Company - Find from the I nsurance option on the M aintenance menu.

1.

Type what you remember of the insurance company’s name into the
Company Name text-box. Then press the Enter key to view the
search results below.

Select the insurance company from the list, and then click on the [»]
button to open the I nsurance Companies window.

Search Options:

To search by the Company Code, select it from the Company Code
drop-down list.

To search by the City or State, select it from the corresponding
drop-down list.

To search by the Insurance Company’s Zip Code, enter it into the
Zip Code text-box.

To search by the company’s telephone number, enter the number
with the area code into the Phone text-box.

ut

Try double-clicking on the name of the
insurance company to view its details.

B Insurance Company - Find a Insurance Company

Company Code T
Company Hame | State Farm Insurance
City -
State -
Zip Code
Phane
Show ol |

Compary Code Compary Mame City Province Postal Code FPhone
13 |SF |Slale Fam Insurance |Gue|ph |DN |N1H3H3 |[51 9] 555-5555 |
* | | | |

Next
S AE

Ingurance Companies

[5F | [tate Fam Insurance |

Code Insurance Company

Address] Office |[519] 555-5555 Toll Free | |
Address2 Fax [[5149) 555-B556
City |Guelph - tabile
State |ON = I Zip Code [N1H3HS Email | Ell
Contacts | Motes |
Contact Name Title Phaone Ext. Email ;I
__¢?|Bub Smith |Aganl |[51 9] 555-5555 |321 |smilh.bub@slalafalm.ca | =
A | | | | | =

-

X S
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Adding Insurance Quote Terms to the Terms drop-down list

To open the Insurance Quote Term window, select Insurance Quote Terms
from the Insurance option on the M aintenance menu.

1. Click on the Code text-box that you wish to add the Code to, and then
type name of the Code into the box.

2. Next, click on the corresponding Description text-box and enter in
the description for the Code.

To make changes to existing list options, follow steps 1-2 for the text-box that
contains the option you wish to change. When you are finished, click on the
34 button to save the information and close the window.

B Insurance Quote Term 5[
Code Description =
30 Day Met 30 Dayz
B0 Day Met B0 Days
0 Day Met 30 Days / \
THANKS Thank pou L2 )

’ A b_/

(+)

Finish!
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Modifying Locations

§@ B3 Locations x|
MW L. . . | Code D escription Last Exported -
This is a useful feature for companies with multiple 1 Location] | 1 ) Jan 31. 2003

store |Ocati0nS 2 Location2 W Apr 05, 2004

You may add a location listed in the L ocation drop-down list that appears in
various screens throughout the program.

To open the L ocations window, select L ocation from the M aintenance menu.

Finish!

1. Type the name or description of the Location you wish to add in the
Description text-box.

2. The Last Exported date is automatically updated with the date of the
most recent export of inventory to another location.

Repeat step 1 to enter additional locations. To edit the locations, click on the
text-box containing the location that you wish to change, and then enter in the
new information.

When you have finished, click on the 14 button to save and close the window.

N Once you have entered a location name in the
Description text-box, you CANNOT delete the location.

Modifying Locations 11-1
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Modifying Note Subjects

There are four kinds of note subjects:

Customer Note Subjects: The items in this list appear as the subject in the
Notes section of the Customer s window, and are accessible from the Subject
drop-down list.

Internal Notes Subjects: The items in this list appear as the subject in the
Internal Notes window, and are accessible from the Subject drop-down list.

Insurance Company Note Subjects: The items in this list appear as the
subject in the Notes section of the I nsurance Companies window, and are
accessible from the Subject drop-down list.

Supplier Note Subjects: The items in this list appear as the subject in the
Notes section of the Supplier s window, and are accessible from the Subject
drop-down list.

To open the Notes window, select the Notes option of your choice from the
Maintenance menu.

Toadd a subject to thelist:

1. Click on the next available Code text-box, and type in the Code that
will represent the subject. The Code can be a number, a single word,
or an abbreviation of a phrase.

2. Click on the next available Name (or Description) text-box, and then
type in the content that you want to appear in the Subject drop-down
list. When you are finished, click on the B4 putton to save the
information and close the window.

Modify existing subjects:
Click on an existing subject and then type your change. When you are finished

making your changes, click on the I to save the information and close the
window.

By checking the L ocked

B ustamer Note Subjects m checkbox, it makes the
ode Name Locked |
SR —~ v—— | customer notes under that
~ [CHARIT ( 1 )Hope. Hospice, Symphonp.ete. (2 ) I subject permanent.
CLUB sy, Lions, Krights of Columbus, ete. ) —/ v
CREDIT  [Credit Card Info 4 v
CURL  |Cuing ¥~ | The various Note Subjects
EMAIL _ |Approved email recipients '[“ windows are accessible through
FAMILY  |Family information v .
FUTURE _[Future Sale w| the Notes option on the
BOLE |Golfer ¥—| Maintenance menu.
HOCKEY [Hockey v
el
x|
Code Mame x|
MAINTE  |Maintenance
MEMO temarandumns
HOTE Motes
OTHER _ |Other
PURCHA  |Purchaze Orders
REPORT |Reports
RETURM |Retuins
Code Description = Epemal Orders
[Py [Payment Details [ e
r i | |
=
x
Code Harne -
MEMORS  [Memorandurn Information
CORDER  |Order notes
PayMEM - [Payment Termns
PRODUC  [Product Information
REFAIR  |FRepair FPricing
RETURM |Return Policy
SHIPPI Shipping Address
SUBSTA  |Substandard Service —
| Finish!
—ﬁ

Modifying Note Subjects 1J-1



Chapter 1: Maintenance Menu

Modifying Service Menus

Adding options to the Function drop-down list that appears in the
Appraisals window

Select Function from the Appraisal sub-option on the Service option under
the M aintenance menu to open the Function of Appraisal window.

1. Click on the next available Appraisal Function text-box and enter
the new option.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the ¥ putton to save the information and
close the window.

Adding options to the Purpose drop-down list that appears in the
Appraisals window

Select Purpose from the Appraisal sub-option on the Service option under the
M aintenance menu to open the Purpose of Appraisal window.

1. Click on the next available Appraisal Purpose text-box, and enter the
new option.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the 14 button to save the information and
close the window.

B3 Function of Appraisal

Appraizal Function

Retail Replacement Yalue

Inzurance

Damage

Divarce 5etlement

Donation

Estate

Fair Market WValue

Hypothetical

Ligquidation

Feplacement

wiholesale W alue

"r'ear End Audit

LG

Finish!

E Purpose of Appraisal

Appraizal Purpose

Approimate R eplacement Walue

Fair b arket W alue

Liquidation * alue

Retail Replacement Yalue

wholesale Feplacement Yalue

» ~

19

|»
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Adding options to the Estimate Terms drop-down list that appears
in the Service Estimates window

Select Estimate Ter ms from the Service option on the M aintenance menu to
open the Service Estimate Ter ms window.

1. Click on the next available Code text-box, and then enter the code for
the new item.

2. Enter the description for the code into the corresponding Description
text-box.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the B putton to save the information and
close the window.

Service Estimate Terms

Code Description =
$100 $100 per month until paid
$200 $200 per marth until paid
450 450 per month until paid
30 Day Thiz estimate iz valid for 30 days from the date i
B0 Day Met 60 Days
90 Day Met 30 Days
THaMES Thank vou
a S2)

(1)

Finish!

Ui
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Adding options to the Service Location drop-down list that
appears in the Service windows

Select Service L ocation from the Service option on the M aintenance menu to
open the Service L ocation window.

1. Click on the next available L ocation Name text-box, and then enter
the location for the new item.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the 14 button to save the information and
close the window.

Adding options to the Service Status drop-down list that appears
in the Service windows

Select Service Status from the Service option on the M aintenance menu to
open the Service Status window.

1. Click on the next available Code text-box, and then enter the code for
the new item.

2. Enter the description for the code into the corresponding Status text-
box.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the 14 button to save the information and
close the window.

E= Service Location
Location Mame

In Shop

\ 1)
V—

I -

Finish!

Code Status

COM Coarmplete

G Go ahead

MGEA Mo go ahead
[REQUI [Juote Required
sl T '\ aiting for Approwval

A
\L/

)

Finish!

Modifying Service Menus 1K-3



Chapter 1: Maintenance Menu

Adding options to the Shipping Method drop-down list that
appears in the Service windows

Select Shipping M ethod from the Service option on the Maintenance menu

to open the Shipping M ethod window. ' x|
tethod .
1. Click on the next available M ethod text-box, and enter the new item. Crown Courier
FedEx
To edit existing options, click on the text-box that contains the option, and type Pricrity Corier
the changes. Prrolatar

IInited Parcel Services

When you are finished, click on the ¥ putton to save the information and
close the window. DN
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Adding options to the Labour Department drop-down list that
appears in the Service windows

Select Task Department from the Service Tasks- Labour sub-option on the
Service option under the M aintenance menu to open the L abour
Departments window.

1. Type the name of the new Labour Department you are creating into
the corresponding Name text-box.

To make changes to existing Labour Department names, click on the Name
text-box that contains the name you wish to change, and then type your
changes. To delete a Labour Department, select the Labour Department by
clicking the [® button and then press the Delete key.

When you are finished, click on the B4 putton to save the information and
close the window.

B9 Labour Departments

Mame

Sizing

Soldering Rings Together
Soldering

N

> X

()
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Adding options to the Labour Category drop-down list that
appears in the Service windows

Select Task Category from the Service Tasks - Labour sub-option on the
Service option under the M aintenance menu to open the L abour Categories
window.

1. Select the type of Department from the Department drop-down list.

2. Type the name of the new Labour Category you are creating into the
next available Category text-box.

To make changes to existing Labour Category names, click on the Category
text-box that contains the name you wish to change, and then type your
changes. To delete a Labour Category, select the Labour Category by clicking
the [l button and then press the Delete key.

When you are finished, click on the ¥ putton to save the information and
close the window.

x
Department Categom =
SizZing = |1zt zize larger
SiZing - |Ea Addt size larger
SizZing = |Size Smaller
Soldering + | Complicated
S oldering = |Intricate
Soldering - |Simple
Soldering Rings Together = |Solder 2 rings at bottam
Soldering Rings Together + |Solder 3 rings at bottom
Soldering Rings Together = |Solder 4 rings at bottam

ANZERN hd AN

Finish!
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Adding options to the Labour Group drop-down list that appears in
the Service windows

Select Task Group from the Service Tasks- Labour sub-option on the B Labour Groups 1 x|
Sgrvice option under the M aintenance menu to open the Labour Groups Department [Sizing S -]
window.
1. Select the type of Department from the Department drop-down list. o Eieyp
13t =ize larger = |Platinum
2. Then select the Category from the Category drop-down list. 12t size larger - [Sitver with Stones
13t ize larger + |Silver without Stones
3. Type the name of the new Labour Group you are creating into the e dchisize 18 0er o il
dina Group text-box Ea. Adoit'] size larger = |18kt
correspon 9 p ' Ea. Aot zize larger = |Platinum
o . Es. Adct!| zize larger = |Silver with Stores
To make changes to existing Labour Group names, click on the Group text- Ea. Aoct! size larger - |Silver without Stones
box that contains the name you wish to change, and then type your changes. Size Smaller K
To delete a Labour Group by clicking the [ button and then press the Delete Slze siler 16Kt
key Size Smaller - |Flatinum
’ Size Smaller = |Silver with Stores
L . . ] Size Smaller = | Sikver without Stones ..
When you are finished, click on the ¥ putton to save the information and ~— = N | Finish!
close the window.
2 3
Q Export [F-

he Export button will create a text file for
Departments, Category and Groups, which
can be viewed and printed using Excel.
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Adding options to the Labour Task drop-down list that appears in
the Service windows

Select Task from the Service Tasks- Labour sub-option on the Service
option under the M aintenance menu to open the Service Task Labour List
window.

1. Select the type of Department from the Department drop-down list.

5 Service Task Labour Lisk
ask Marme |3.1 - 5.Ornmn
2. Then select the Category from the Category drop-down list. Unit Cost {$13.00 @
Retail Price ($50.00

3. Then select the Group from the Group drop-down list. Ewpress Price [$75.00 S )
67 Department |Sizing -

4. Type the name of the Labour Task you are creating into the Categomn [Size Smaller -
corresponding Task Name text-box. Group [Platinum v @

Finish!

5. Enter the Cost of the task into the corresponding Unit Cost text-box.

6. Enter the Retail Price of the task into the corresponding Retail Price
text-box.

7. Enter the Express Price of the task into the corresponding Express
Price text-box.

When you are finished, click on the ¥ putton to save the information and
close the window.
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Finding a Labour Task

Select Task Find from the Service Tasks- Labour sub-option on the Service
option under the M aintenance menu to open the Service Task Labour Find

window.
B3 service Task Labour Find ’ 1 |
1. Type what you remember of the Labour Task name into the Task =
Name text-box. Then press the Enter key to view the search results Task Name ” |
below Department - |
' Category -
_ Group w
2. Select the Labour Task from the list, and then click on the |E| button p— |
to open the Service Task Labour List window. -
Task Cost Price
P51 -B0mm __—~ $13.00 $50.00
; . 31-50mm Y 2 ) $8.32 $32.00
Search Options: 31-B0mm  \_/ $7.02 $32.00
_ 31-5.0mm 5702 $27.00
e Tosearch by the Labour Task Department, select it from the 31 -5 0mm 38,32 $32.00
Department drop-down list. 3.1 ta 5.0mm 8 32 #4500
31 to & imm $18.20 7 Next
. 31 to B Omm %832 g3l
e Tosearch by the Labour Task Category, select it from the Category 31 to 5.0mm 5700 $27.00
drop-down list. |—
S

e Tosearch by the Labour Task Group, select it from the Group drop-
down list.

When you are finished, click on the 14 putton to save the information and
close the window.

x
ut Tazk Mame [3.1 - 5.0mm |
sh it Ciogt |$13.00
Try double-clicking on the name of the el $°0 00
. . . E=press Price |$75.00
task to view its details.

Department |Sizing -
Cateqary |Size Smaller -
Group [Platinum -
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Adding options to the Material\Findings Department drop-down list
that appears in the Service windows

Select Task Department from the Service Tasks— M aterial\Findings sub-
option on the Service option under the M aintenance menu to open the
M aterials Departments window.

1. Type the name of the new Material\Findings Department you are
creating into the next available Name text-box.

To make changes to existing Material\Findings Department names, click on the
Name text-box that contains the name you wish to change, and then type your
changes. To delete a Material\Findings Department, select the
Material\Findings Department by clicking the [ button and then press the
Delete key.

When you are finished, click on the B putton to save the information and
close the window.

B Materials Department 5[

M arme -
|Spring Rings

I

1O
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Adding options to the Material\Findings Category drop-down list
that appears in the Service windows

Select Task Category from the Service Tasks— Material\Findings sub-
option on the Service option under the M aintenance menu to open the
Materials Categories window.

1. Select the type of Department from the Department drop-down list.

2. Type the name of the new Material\Findings Category you are
creating into the corresponding Category text-box.

To make changes to existing Material\Findings Category names, click on the
Category text-box that contains the name you wish to change, and then type
your changes. To delete a Material\Findings Category, select the

Material\Findings Category by clicking the [l button and then press the Delete

key.

When you are finished, click on the B4 button to save the information and
close the window.

x
Department Category =
Spring Rings = 14Ky
Spring Rings = |Platinum
Spring Rings - I'VGF

~\ &

(1) 12)
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Adding options to the Material\Findings Group drop-down list that
appears in the Service windows

Select Task Group from the Service Tasks- Material\Findings sub-option B9 Materials Groups ” x|
on the Service option under the M aintenance menu to open the Materials Bepartment [Epring Fings = B
Groups window.
Clear |
1. Select the type of Department from the Department drop-down list. Cataory el
IELSE + |5.0Flat
2. Then select the Category from the Category drop-down list. 14y S
14k ~ |55
3. Type the name of the new Material\Findings Group you are creating L - gg Flat
into the corresponding Group text-box. e - 0
Lo . L . 14k - |E.0
To make changes to existing Material\Findings Group names, click on the 14K - |70
Group text-box that contains the name you wish to change, and then type your 14 -|7.0
changes. To delete a Material\Findings Group, select the Material\Findings 1Y 8.0
Group by clicking the [l button and then press the Delete key. ;;’:i:um = gg
o ) ) ) " GF M I . .
When you are finished, click on the ¥ putton to save the information and - S L Finish! ]
close the window. 2 3
Q Export N

Q)

ﬁf he Export button will create a text file for
Departments, Category and Groups, which
can be viewed and printed using Excel.
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Adding options to the Material\Findings Task drop-down list that
appears in the Service windows

Select Task from the Service Tasks- M aterial\Findings sub-option on the
Service option under the M aintenance menu to open the Service Task
Materials\Findings List window.

1.

5.

6.

Type the Style Number of the Material\Findings you are creating into
the corresponding Style text-box.

Enter the Cost of the task in the corresponding Unit Cost text-box.

Enter the Price of the task in the corresponding Retail Price text-box.

Select the type of Department from the Department drop-down list.
Then select the Category from the Category drop-down list.

Then select the Group from the Group drop-down list.

When you are finished, click on the 8 putton to save the information and
close the window.

B9 Service Task Materials/Findings List

a Stule [SR19
Unit Cost {$1.02 A?)
Fietail Frice |$3.06 @
Department |Spring Ring -
Categony (10K - <G,>
Group |5 .0mm - :
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Finding a Material\Findings Task

Select Task Find from the Service Tasks- M aterial\Findings sub-option on
the Service option under the M aintenance menu to open the Service Task
Find window.

1.

Type what you remember of the Material\Findings style number into
the Style text-box. Then press the Enter key to view the search
results below.

Select the Material\Findings style from the list, and then click on the

¥ button to open the Service Task M aterials\Findings List
window.

Search Options:

To search by the Material\Findings Task Department, select it from
the Department drop-down list.

To search by the Material\Findings Task Category, select it from the
Category drop-down list.

To search by the Material\Findings Task Group, select it from the
Group drop-down list.

When you are finished, click on the 8 putton to save the information and
close the window.

sh Try double-clicking on the style
number to view its details.

B Service Task Find X
1 =
Shle [ |
Department -
Cateqory -
Group -
Shiow A1 I
Skyle Cost Price
P [Eails - Clip on baile by [14kt] $10.00 $30.00
Bails - Clip on bail - 2 Bk $8.00 $25.00
Eails - Pearl enhancere-«fim clip on [14kE) $40.00 $120.00
Bailz - Pearl enhancer 8 0mnn clip an [14kE] $50.00 $150.00
Bails - Rabbit ears - Large [14kt] $11.60 $36.00
Bailz - Rabbit ears - Medium [14kt) $10.00 3000
Bails - Rabbit ears - Pearl and stone [14kE) $11.60 35 p~
Bails - Rabbit ears - Standard pearl [14kt] $10.00 $30. Next ]
Bailz - Standard bail - Medium [Sterling Silver])  [$3.30 0.
Jds¥
| P

B3 Service Task Materials,/Findings List

Style |SR19 |
Urit Cost [$1.02
Fetail Price |$3.06

Department [Spring Ring -
Category |[10KY -
Group |5.0mm -

I |
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Changing System Options
Attaching images to items

Select Attach Pictures from the System option on the M aintenance menu to
open the Attach I mages window.

Note: Images must be named with their corresponding SKU#.

1. Click on the Attach button to attach all the items to their
corresponding images.

When you are finished, click on the B putton to save the information and
close the window.

{ The Image Folder path is determined
from Store Setup. See section 1L-6 on
how to change your image path.

B Attach Images x| |

Image Folder |S:'\Executive\lmages\

o =

ot?

Images must be named their corresponding SKU.
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Adding in Invoice Categories to the drop-down list in the 2"
screen of the Invoice window.

Select Invoice Categories from the System option on the M aintenance menu to open
the Invoice Categories window.

1. Click on the next available Category text-box and enter in the category for the
new option.

2. Enter the option’s description into the corresponding Description text-box.

To edit existing options, click on the text-box that contains the option, and type the
changes. This is to block sales from certain events or tradeshows, so you can see how
much you have sold from that particular event or tradeshow.

When you are finished, click on the ¥ putton to save the information and
close the window.

Adding options to the Invoice Terms drop-down list located on the
Complete Invoice window.

Select Invoice Ter ms from the System option on the M aintenance menu to
open the Invoice Ter ms window.

1. Click on the next available Code text-box and enter in the code for the
new option.

2. Enter the option’s description into the corresponding Description
text-box.

To edit existing options, click on the text-box that contains the option, and type
the changes.

When you are finished, click on the 0¥ putton to save the information and
close the window.

Chapter 1: Maintenance Menu

B Invoice Categories [ X|
Categon Hote -
Laz Vegas Purchazed in Laz Yegas

2008 Christmaz Open House

2005 Chrstimas Open House]

LG

N

10

{2)

x
Code Dezcription .
30Day Met 30 Days
B0 Day Met 60 Days
90 Diay Met 90 Days
Due Fayment Due Upon Receiving

Engln

Engraving included

SEASON

Seazons Greetings!

Sizing

Sizing at Mo Charge

THAMKE

7Y
\1)

\

Thark You
(2)

The THANK S code is
the default code and
cannot be changed.

Changing System Options 1L-2



Chapter 1: Maintenance Menu

Linking the data file to Executive

Select Link Data from the System option on the
Maintenance menu to open the Link Tables window.

1. Click on the yellow folder to browse to the
corresponding data file or type in the pathway
to your files.

2. Click on OK when you have selected all your
data files.

Allow a few minutes for it to link your data files. You
should see the tables linking in the bottom left hand
corner of the screen.

E= Link Tables
Current D atabase Mew Databaze 1 A -
g \executivelversionshexecutive 2008E xecutiveD ata. mdb 4 \E wecutivetE xecutiveD ata. mdb =

0 hexecutivetversionsexecutive 20085E xecutiveReportz, mdb CAE secutiveExecutiveR eports.mdb =

g hexecutivetversionsexecutive 20085E xecutiveSetup. mdb ChexecutivesExecutiveS etup.mdb W'—?'
G:\E:-:ecutive\\r"ersions_\E:-:ec_:utive 2008%Front C:\E ecutive\ExecutivePrinterSetup.mdb =

5: \;:-:leré:TJtri‘\:eqG:elr_sions\:e:-:eru;utilveleIEIS\TJoLl_ou:alion‘I .mdb [ AE wecutivel T oLocation] . mdb =

g \executivelversionsexecutive 20084T oLacationDther. mdb > \E xecutive\ T oLocationD ther, mdtb] \i

always be linking to the local drive

fﬂpExecutiveSetup.mdb, Executive.mdb and
Executivereports.mdb and ExecutivePrinterSetup must

(i.e.C:\Executive\ExecutiveSetup.mdb). The other three
files including Executivedata.mdb, ToLocation1, and
ToLocationOther.mdb should be linked to the shared
network drive, represented by X: in the above picture.
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|
Changing passwords for Executive Password :{1 B
Select Password from the System option on the Maintenance menu Code Name 1 password
to open the Passwords window RECAUT |Reconcile Inventon - Auto R&
) RECOMC  |Reconcile Inventomn R
SALES  [Sales 5
1. To view the Password List, enter your Administrator Password into SERY _ [Service Clid
assw SERVPR  |Service Printout SF
the P ord text-box. SETUP  |Setup Special 55
] . . SIMAGE |5 ales Images 5l . .
2. Click on the Password text-box that contains the password you wish TIMCLE, [Time Clack ~ TC | Finish!
to change, and then type the new password. 2

When you are finished, click on the B4 putton to save the information and close
the window.

Code Name Default Passwords
COMM2 Commission C2
Each Password must be different. Try COMMIS Commission ¢
dding to the existing password. CSTFLD Cu_stomer Fields Password
a DAILY Daily D
. EMPLOY Employees E
i.e. P =Pcode INVAC Inventory Average Cost IA
PM = PMcode INVFLD Invoice Fields INV
INVCO Invoice Complete IC
INVTRY Inventory Costs I
ONACCT On Account Password
OVERRD Manager Override OVR
PASSWD Password Password
The password affiliated with the | ————— PAYMEN Payment Methods PM
code INVFLD is used to override EgDFLD E?SZE‘;S;Z?S” :Zzzzag:g
the max.lmum discount in a sales RCACLR Reconcile Inventroy - Clear Password
transaction. RECAUT Reconcile Inventory - Auto ReconcileA
RECONC Reconcile Inventory Reconcile
SALES Sales S
SERV Service SRV
SERVPR Service Printout SP
SERVSI Service Stock Item Unlock Password
SETUP Setup Special SS
SIMAGE Sales Images Sl
TIMCLK Time Clock CT
TRNRPT Transfer Report Password
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Modifying the descriptions of the options on the Payment
Method drop-down list that appears on the Payments window

Select Payment M ethod from the System option on the M aintenance
menu to open the Payment M ethods window.

1. Enter your Administrator Password into the Passwor d text-box to
view the list of Payment Methods.

2. Enter the Service Fee percentage into the corresponding Service
Fee text-box.

3. Click on the corresponding Current check-box to mark this
Payment Method for current use.

When you are finished, click on the 8 putton to save the information and
close the window.

E 3

B Payment Methods 1 E
Pazzword _ ﬂ

Code Description Service Feek Current
CasH Cash 000z v
CHECK  |Check 000 I
CREDIT  |Credit 000 I~
DEBIT Drehit 000z I~
DEPOS  |Deposit 000z I~
DIMERS  |Diner's Club Card 000 |'( 3
DISCOV  |Discover 0.00% |_)
DOMAT  [Donation 0.00% v
GIFT Gift Certificate 000z N\ I~
GIFTC Gift Card 000z ( 2 ) N
IMSTCR  |In-Stare Credit 000 W I
IMSUR&  |Insurance Payment 0.00% r
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Choosing Receipt Choices

You may modify the type of receipt that is printed for sales to varying customer
types. Select Customer Receipt Choices from the Receipt option under System in
the Maintenance Menu.

1. Select the Receipt type for the type of sale. For example, select 3INCH for
the Retail sale type.

When you are finished, click on the M button to save the information and close the
window.

NOTE: FOR PRINTER SETUP PLEASE REVIEW PAGE
1L-8IN THE MANUAL

Modifying the Number of Receipt Copies that Print for all
Processes.

Select Receipt Copies from the System option on the M aintenance menu to open
the Receipt Copies window.

1. Enter your desired Amount of Receipt Copies desired in the #box the
corresponding receipt.

If you do not see the receipt that you are looking for it is defaulted to printing off
one copy only.

When you are finished, click on the T4 hutton to save the information and close the
window.

B Receipk Copies

B3 Receipt Choices

= Code Receipt Type 1 -
> FULL )
R etai 3INCH 4 -
Staff 3INCH -
w'holesale FULL -
* -

Repork

-

Sccount Payment Receipk

Account Payment Receipt (Full)

Gift Card (Add Money) Receipt

Gift Card Receipt

Gift Certificate Receipk

Gift: Certificate Return Receipt

Facking Slip {Invaice)

Invoice (3 Inch)

Invoice Gift Receipt (3 Inch)

Account Pavment Sales Receipt (3 Inch)

Account Payment Sales Receipt (Full)

Account Pavment Sales Receipt (Half)

Invoice (Full)

Invoice Gift Receipk (Full)

Invvoice (Half)

Insufficient Inventory Repork

Memorandurn Order

Memorandum Feport

PaidOutR.eceipt (3 Inch)

Purchase Order

Job Bag Feceipt (3 Inch)

Job Bag Feceipk (Full)

L L e I e R I R L el sl e I e el N A T

=
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Setting the Application Title

You may modify the name that shows on the application when it is open, by
changing the application title. The default name is Executive. Select Set
Application Title under System in the Maintenance Menu.

1. Inthe dialog box that opens, type the Title that you would like to see on
the application.

2. Hit the forward arrow and this will pop up a message, answer Y es
to the message if you want to change the application title.

Sometimes you will have to restart the application to see these changes take effect.

You will have to perform this operation separately on each computer to change the
application title.

E= set application Name

Title |G uelph Executive]

I < Pﬂ

Executive

@ ‘fou are about to update the Application Title, Do wou wank to continue?
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Changing Store information that appears on the sales and
service invoices

Select Store Setup from the System option on the M aintenance menu to open the
Store Setup window.

1.

Select the Store Location from the L ocation drop-down list. Executive
may store multiple different Store Locations for use.

Enter the address for the store in the corresponding address text-boxes.
Next, enter the Telephone, Fax and Email information for the store. If
there is a Business Number that should appear on the invoice, enter it into
the Business # text-box.

You may specify a different file path location for your Inventory Images,
by typing it into the Image Folder text-box. To specify a different email
client program, enter its name into the Email Profile text-box. Note:
Works only with Outlook.

Enter a 10 letter cost code in the Cost Code text-box to appear on the
rattail tags.

Click on the Disclaimers button to enter disclaimers for various
transactions. The disclaimers will print at the bottom of all receipts.

To change any of the store setup details such as:

- Imageson Invoice: prints images on the invoice

- Display Company name: displays company name on receipts

- Display customer address: displays customer’s address on
receipts

- Psd Protect On Account? Makes the staff have to put in a
passwoerd to use the on account payment method.

- Show payment reminder: shows the payments owing on
account for a certain amount of days

- Full servicereceipt: prints off a 8X11 service receipt

- Combine Lbr & Mat Price? Combines the labour and
material price on a job bag receipt.

- Inventory Details: shows the costs of the inventory items

- ExportsMark downs: in a multiple store setting this would
allow any marked down merchandise prices to be exported

When you are finished, click on the M button to save the information and close the

window.

E Store Setup

Microsoft Access EHE

~ od Select

IC 'I,Dncuments and Jettingsikellyi My Documer

u Cancel |

{* Create from File

[ Display as Icon

Browse to a logo saved in the
Executive folder. The image
must be in 2:1 ratio and saved

asa bitmap (bmp) format. e a5 an object inko wour
tivate it using the

——T T

Location mﬂﬁ vl Logo
Mame Knar Jewellery 2 K AR
Address] |56 St George's Square V
Address2 A7 "
City {Guelph —
State (ON -
Zip Code [M1H 4EE

Phone |(519) 821-7982

Fax |[519) 821-9639 Password
Em_ail i Images an Invaice? [ Full Service Receipt? @
Websne hittp: /v knarewellery. com 3 y Company Name? [ Combine Lbr & Mat Prics? [
Business # |377380310R T 000 Customer Address? @ Irventary Details [
Image Felder [S:AErecutiveNlmages' | Prwd protect Dn.&gcount v Export Mark Downs [~
Email Profile [MS Outiogk | Show Payment Reminder? ¥ 4 pays [ 1

Repart Startup |''C:4\Program Files\Micr e fficel 1\MSACCESS. EXE" /Runtime "'C:\Program
Files\E secutive\Guel 4 elphdatatE xecutiveReportz.mdb" AwkGrp "'C:\Program
Files\E xecutive'sy

Cost Code |TOURMALINE

Commission Caleulation

% o pek Profic © % Gross Sales £ Amount Per Produck |

Location Display | " Company Mame  © Location Name |

il Price Rounding

' MNearest 1% ™ Nearest ot " Nearest 10% | Price Endlng

Disclaimers I Printer Set@[

For Printer Setup Optionsand Disclaimers ’

please refer to the following page (1L-8).
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Printer Setup Options

The Specific Printer Setup allows you to forceh
receipt and report to a specific printer of your

choice.

e Select an Epson printer for any 3 inch of 3
inch copy reports (see Specific Printer

Setup below). This will ensure that all your
receipts will be printed on the EPSON

printer. /

EE Printer Setup Select

m Default Printer Setup
Wl Specific Printer Setup

The Default Printer Setup mimics the default
printer of your computer. The name of the printer
to change to should always be the printer where
you would like all of your 8X11 reports to go to.

B8 Specific Printer Setup
Report Printer =
Account Paymert Receipt (3 Inch) = JOK] 51500 -
Account Paymert Receipt (3 Inch - Copyl = JOK] 51500 -
Gitt Card (Add Money) Receipt (3 Inch) = JOK] 51500 -
Gift Card Receipt (3 Inch) + | TR C5150n -
Gift Card Receipt (5 Inch - Copy)) + Ok 51500 -
Gift Card Return Receipt (3 Inch) + Ok 51500 -
Gift Certificate Receipt (3 Inch) = |OKl C5150n -
Gitt Cerificate Receipt (3 Inch - Copy) * Ok C5150n - Note: Eve ry
Gift Cerificate Return Receigt (3 Inch) + |OKI] C5150n - H
Gift Cerificate Return Receigt (3 Inch - Copy) = ORI C31500 - V\{Okat&thﬂI can have a
Irvoice (3 Inch) - [oW C5150n - different printer setup.
Invaice (5 Inch - Copy) = |k C51500 -
Gift Enclosure (3 Inch) = | TR C5150n -
Imvoice Gift Receipt (3 Inch) = JOK 51500 -
Account Paymert Sales Receipt (3 Inch) = JOK 51500 -
Account Paymert Sales Receipt (3 Inch - Copy = ORI C31500 -
Insufficiert Invertory Report (3 Inck) Okl 51 300 | =
.
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Printer Setup Options

E3 Disclaimers !E

Appraizal

Credit Invoices
Cuztom |term
Cuzbom Work,
Depostt [nvoices
it Becept
rvoice
Mermorandurn Memo
Monrefundable
Repair

Report

Special Order
Staternent

W atch R epair

"We have carefull) examined the above zaid articles and have estimated then to be of e
present market walue exchuding provincial zales tax and the goods and service tas. We

CREDIT DISCLAIMER

There are several
disclaimer options here

"wie will exchange ot remake [one item only] any custom made item within 10 days of
delivery. Mo refundsz will be given on custom items or stock items that have been alkered.

that you can fill in to
meet your store’s
needs.

There will be no refund, exchanges or cancellations on specially prepared or altered
merchandize.

Z

DEPOSIT DISCLAIMER

Seazons Greetings!

TERMS AMD COMNDITIONS OF SALE 1] Items purchazed are returnable for a full refund
within 10 calender days of purchase. 2 ltems purchased may be exchanged within 30 days

Memo goods are sent for your ingpection only and remain our property until 3 zale i
approved by Uz,

Thiz iz a final zale. Ikem(z] purchazed are non-refundable and non-exchangable. Al
depozitz made toward this item are non-refundable.

“rour item will be made or repaired as witten on this sheet. VWerbal orders aren't seen. Be
sureit i in wriiting on this ervelope or an enclosed design sheet. Any lozs or damage wil

Conhidential & Propretary - uze, pozsesszion, or distibution outzside the premizes of Knar
Jewellery without the congent of the CFO iz strictly prohibited.

SPECIAL ORDER DISCLAIMER

Pleaze zubmit payment to Executive Jeweller.

Al watch service is provided by a trained techician)
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Adding tax-check boxes to the Sales window

Select Tax Setup from the Taxes option under System on the
M aintenance menu to open the Taxes window.

1. You may have up to four different taxes for your items. Click on
the Name text-box for the tax you wish to add or change, and type
the name.

2. Type the Tax Percentage value into the corresponding Rate text-
box (e.g. 0.08 for 8%).

3. If applicable, type a Reference Number into the corresponding
Refer ence text-box.

To mark the tax for current use, click on the corresponding In Use check
box.

When you are finished, click on the B putton to save the information and
close the window.

Tax Mame Rate Reference InUse |
Taxl |PST 8.000% =
Tam2 |GST 7.000% v
Tax3 |HST 15.000% I
Tard  |Encisen —_ 10.000% o

()

G )

Finish!

E S

Tax 4 is an Excise tax, so when used,
it is always applied to a sale first.
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Adding options to the Tax Exempt Status drop-down list located
on the Sales window.

Select Tax Exempt Status from the System option on the M aintenance menu to open
the Tax Exempt Status window.

1. Click on the next available Tax Exempt Status Name text-box and enter in
the name for the new option.

2. Enter the option’s note into the corresponding Note text-box.

3. To mark the tax for exemption, click on the corresponding Tax Exempt
check box.

To edit existing options, click on the text-box that contains the option, and type the
changes.

When you are finished, click on the 1 button to save the information and close the
window.

Setting up taxes for Labour and Material\Findings Services

Select Service Tax Setup from the Service option under the M aintenance
menu to open the Service Tax Setup window.

1. Select a Service Department from the drop-down list that you want
to setup tax information for.

2. For that Service Department, select whether the labour (L br) and/or
materials/findings (M at) will be taxed by checking off the
corresponding checkbox, since each Service Department may be taxed
differently. This feature allows you to initially setup all taxable
services for each Service Department in Executive.

When you are finished, click on the T button to save the information and close the
window.

For
Canadian
Users:

For U.S.
Users:

_FTRopraisal

E3 Tax Exempt Status
Tar Exempt Status Name

Taw Exempt? 3

1 Ixl

B (Ot of State

\_/

Mote: |Elut of State

[ F
\

*

~1

F

Note: |

\ 2
\_/

Finish!

B3 Service Tax Setup O] x
PsT ST N
Service Department  Lbr Mat  Lbr IMat 2
Appraisal - I 14 7 /
Y [custom wark. - v Iv I I
{|repair - ¥ 52 52
Yatch - | I

B2 Service Tax Selup

Service Deparktment

Finish!

Custarm otk

watch

Repair s
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Modifying Security Options

p@S With the security feature enabled, administrators
P have the ability to limit employees to specific

porions of the program and deny access o othr

more sensitive areas. O
1

Password | T
Enabling the Security Feature o | T |
Select Security Setup from the Security option on the M aintenance menu to i
open the Security window. Login

1. Enter your Administrator Password into the Login text-box to check

or uncheck the Database Security option. Default password is x|

password. Secu rity

2. Check or uncheck the Database Security check box to enable to e e

disable security.
Lagin Tirner (min) | 10 Finish!
3. Enter the number of minutes you want to allow Executive to be idle :

: P ; ; - : Databaze Secunty |z On
be_fore requesting for a passworq again in the_: Login T_|me_r flel_d. Thls i s Tl
will force the user to reenter their password if the session idle time is
reached. Set the minutes to zero to disable it.

When you are finished, click on the B putton to save the information and
close the window.
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Determining what areas need to be secure

Select Form Security from the Security option on the M aintenance menu to
open the Form Security window.

1. Check or uncheck the Security check-box to enable or disable
security on the form specified under Form Name.

A checkM: means that when you setup your employees this form will be an
option to NOT allow your employees see.

No check[d: means that ALL employees will have access to this form. Thus
there is no option to protect it from certain employees.

When you are finished, click on the 14 button to save the information and
close the window.

x|
Form Hame Security _*
Accounting Iv i)
AccountPayment I
AccountPaymentB eturn v
Appraizalll ezcription v
AppraizalFLnction v
Appraizallmage |
AppraizalPurpose I
BirthdayT ype W
City I
Communicationtdethad |
CommunicationkdethodR ezponse W
ComespondenceType I
Country v p—
Credt ¥ Finish!
CreditRetumn v
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B3 Security Groups
Determining the Security Group Titles Code Secuity Growpl{ o B
» Accounting L\
@DM Adminiztrators
Select Security Groups from the Security Groupstitle from the Security INV_Inwentory Cantrol

MaM  [Managers
SALE [Sales
SHOP [Workshop

option on the M aintenance menu to open the Security Groups window.

1. Type in the Code for the security group that you would like to setup. &
This is used to make it easier when assigning employees to security
levels. You can group all the sales staff to see particular information
etc.

2. Type the Security Group Name corresponding to the code that has
been created.

When you are finished, click on the 14 button to save the information and
close the window.

Determining the Form Access for each Security Group B Form Access

1 ry
Group |Sales ﬂ

Select Security Group Access from the Security Groups menu from the

Security option on the Maintenance menu to open the For m Access window. Form Name Access Level
2 A BirthdayT ype - = 3
. Cormrunicationiethod - Read Only =
1. Select the Group from the drop-down list created. Commuriearon el s Read Oy =
i CustomerClazs - Fead Only -
2. Qnder the Form Name heading chopse the form name that you would CustomeroteS ubject - Read Only =
like to setup the security level for this group. CustomerT ype - Fiead Only =
Employes - Modccess «
3. Under the Access L evel choose the level of access you would like to EmployesFamécoess = Mo Access »
give this group. Please see page 1M-4 for explanations of each Access EmployeePasswordpdate hd No Access
Level Ewvent - Fiead Only =
' FormSecurity - Modcoes™
o ) . ) ) GiCad - NoAcced_ Finish!
When you are finished, click on the ¥ putton to save the information and k
close the window. le_ -
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Determining the Access Level for employees

Select Form Access from the Security option on the M aintenance menu to
open the For m Access window.

1.

OR

Select the Employee Code you wish to give or deny access to, from
the Employee drop-down list.

Select the Form Name you wish to apply an access level to, from the
Form Name drop-down list.

Select the appropriate access level from the Access L evel drop-down
list.
No Access: The employee cannot open this section of the program.

Read Only: The employee can read information but cannot modify it.

Full Access: The employee can read and modify information.

If you have already setup your groups, assign the employees to the
apporpriate groups by choosing a Group in the Group drop-down
list.. This area is used for custom designing security levels for
particular individuals.

When you are finished, click on the ¥ putton to save the information and
close the window.

N If a form is not selected, Full Access will be
granted to the form but will require a password if

the form is checked for security in the Form
Security table.

: F‘a“tess

Group

Form Mame

Employee Im

=]
Access Level

s
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Issuing Employee Passwords

Select Employee from the Employee option on the M aintenance menu to
open the Employees window.

1. Issue a password for the employee. The password can be a
combination of letters and number (including spaces) and is NOT
case sensitive.

When you are finished, click on the ¥ putton to save the information and
close the window.

5 Employees

P

Password

x|

|.JS | |J0hn

| Emitn |

Code Lazt Mame

Address

City

State

Harme

Birthdate
Certification
Certification Code
Cammizzion B ate
Employes Password

Firzt Hame

25 Carden Strest

Freeport

-

L -] Zip Code [123456783

[123) 456-7330

Jan 12,1955

Graduate Gemologist

56,
7.00% 1

password

Current Employee [V

Input Date
Last Updated
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Changing Supplier Options

7 5Ei
P[ﬂ] Use this feature to group your suppllers. This will 2
allow you to run reports by Supplier Groups. T =
AFFR  |appraisals
CUST  [Custom Wark
I Irventary
Adding suppliers to groups REP  |Repairs
Dl Diarnonds
CLS Coloured Stones

Select Supplier Group from the Supplier option on the M aintenance menu
to open the Supplier Group window. 1 w

1. Type the code name of the Supplier Group you wish to add in the
Code text-box.

. . . Finish!
2. Enter the name of the Supplier Group in the Supplier Group text- 'nis

box- _ )
-
-

Repeat steps 1-2 to enter additional supplier groups. To edit the groups, click
on the text-box containing the type that you wish to change, and then enter in
the new information.

When you are finished, click on the 14 button to save the information and
close the window.
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Utilizing the Time Clock
g@

B
P[‘ﬂﬁj Use this feature to keep track of when your
employees are starting and finishing work.

Time in and Time out

Select Time Clock from the M aintenance menu to open the Time Clock
window.

1. Select the employee code from the Employee drop-down list.
2. Click on the ‘i’ button to clock in.
3. Click on the ‘0’ button to clock out.

To edit the time in and time out for an employee, enter the password in the
Passwor d text-box, and then modify the time.

When you are finished, click on the B putton to save the information and
close the window.

B Time Clock x|
N
| — -

Employee |15 ke

Beginning Date [May 07, 2004
Ending Date [May 07, 2004

d
/\Toavl 3)

2

Time In Time Out
May 07, 2004 1:29 pm 1 May 07, 2004 5:29 pm

b
-3 -}

Finish!

Hours: 4.0
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Time Clock Reports

Select Time Clock from the M aintenance menu to open the Time Clock
Reports window.

1. Type in the Password for the Time Clock Reports.
2. Select the employee code from the Employee drop-down list. If
you do not select an employee it will print the report for all

employees.

3. Type in the Beginning Date of the period you are interested in
running the report for.

4. Type in the Ending Date of the period you are interested in
running the report for.

5. Check the box of the report you would like to run.

To view the report click on the magnifying glass icon. To print the report
click on the printer icon

When you are finished, click on the B putton to close the window.

ES Time Clock Reports

&Q

@ Employee
Beginning Date

o

Passwward ||

Ending Date

Clear gl |

11 Time Clock Report I @

21 Time Clock Summary
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Update Password

Changing your employee password

Select Update Password from the M aintenance menu to open the Password _|of x|
Change window.
(1)
1. Enter your current password in the Current Password text-box. Cunent Password = \2)
Mew Password [ r— E
2. Enter the new password in the New Password text-box. Weiity New Password
3. Enter the new password again to verify it in the Verify New Uiaaki T |
Password text-box.

When you are finished, click on the Update button to save the information and
close the window.

Update Password 1P-1
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Chapter 2: Suppliers

Note: All suppliers that you would like to order merchandise
from need to be entered under the Inventory Group in the
Suppliers Group tab. Otherwise they will not show up in the

Entering in a New Supplier inventory and purchase order screens.
{2
P['ﬂ[r Use this feature to store and track information = Suppiiers QLI =
about the companies that supply you with inventory
itemS and SerViceS. |§DE - ED; ”.:\ph;pellaEnlerpnse ] . Imutﬂl::l: Eet;sggggg
::d 1 208 SQS;M lure Rd. _ 2 Difice (1604 504 1957 i ‘
iess’ i aclre Fax [(604) 504-1957
To open the Suppliers window, from the Main Switchboard, click on the e T~ - e @
Supplier s button to open the Suppliers menu. Then click on the Enter a New ] e B 7Y ZipCade [v2T a3 Email [acesales@acl con =]
Supplier button. Account [T — E Websie [Fitp /s ade com |
Custom Rate $lhr. Hep&lﬁahe$ hr. Max Discount Active ™
1. Type a2 or 3 character Supplier Code into the Supplier Code text- _Contacts | Notes | Suppler Groups  Markp | \,\ 6c
box (it is recommended that the supplier’s initials be used). Then type Gl _ G __ERIEUD T TP
the name of the supplier into the Supplier text-box. H: $w N— | élggl E]EJZI
2. Type the supplier’s address into the corresponding text-boxes. You .
H - ‘\?) Do you want to update the max discount value for all items related to this supplier?
may choose the City, State, and Country from the corresponding drop-
down lists. — e
Be sure to enter your - Finish!
3. Enter the Account# you have with the company. own store as a supplier! i

— X

4. Enter the Telephone, Fax, Mobile and Toll Free numbers into the
corresponding text-boxes. If there is an Email and Website Address
for the supplier, enter those into the corresponding text-boxes.

5. Click on the Active check-box to mark this Supplier for current use. { To print the barcodes properly, use only letters
and numbers in your Supplier Codes.

6. a) Custom rate can be filled in if this supplier creates custom work for
you.
b) Repair rate can be filled in if this supplier repairs jewellery for you.
c¢) Max. Discount box will automatically update all merchandise
received by this supplier to have a maximum discount of whichever
value is put into this box. This will not let the sales representatives
sell out any piece from this supplier at a higher discount without a
password.

Entering in a New Supplier 2A-1
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Cantacts | Maotes I Supplier Eloupsl Markupl m

Contact Name Title: Phone Ext. Email =
ﬁlﬂuchelle Faye |Sales Representative |[41 712859100 ‘5 |roche\|e@sl\ver.corf‘ | =
] | [ IjE

7. Enter the contact information of the supplier’s representative. The
email envelop to the right of the email address allows you to email
this person through Executive.

8. You may wish to add a note to the supplier’s information. Select the

Date Subject Mote

| Contacts Hates |Sunphe|Groups| Markup' @

Notestab to display the Notes section. Then select the note’s subject V[ EPEEE [FRODUC el viches e skiedsosotel wih ol sl o ndcste o decipln,
from the Subject drop-down list. Enter the content of your note into Ap 74,1598 [MARKUP <[ 45% MARK UF ]
the NOteteXt—bOX. #*| Mow 28 2005 | =
9. You may wish to put your suppliers into group based on what they
offer. Therefore Rolex can be put under the Supplier Group Watch.
If you need to repair the Watch it needs to be put in Repair Supplier Contects | Motes  Supplier Gioups | Mark
group and if you would like to order from the Supplier they must be in Suppiis Group Hote
Supplier Group, Inventory. e -
F [WwWalches B
L= |
10. To add a standard Sales Markup on the item or service from the »
supplier, select the Markup tab. Enter cost values in the Cost From
and Cost To fields, and enter the markup as a number or percent . Contacts | Notes | Supplir Groups Markup
(enter the percent as a decimal value, e.g., 0.5 for 50%). Cost Fram CostTo  Markup Multiple % Markup <
» 40.00 | $5,000,000.00 1.00 0.0%
puy *
When you are finished, click on the II_VI button to save the information and
close the window. | |
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Finding an Existing Supplier

B3 Suppliers - Find a Supplier
To open the Supplierswindow, from the Main Switchboard, click on the Suppliet Code
. . . . i silver
Supplier s button to open the Suppliers menu. Then click on the Find a et e
i Supplier Gi -|
Supplier button. o s -
Show Al I
You may search for suppliers saved in Executive by performing the following: @cm Suppier bddress Phone Toll Free
m [Silver Company [5236 Victoria Crescent , Ottawa, ON, N1E 4D4 [ (417)285-9100 [ (800] 450-1150
1. Type the first word in the name of the Supplier you are searching for,
into the Supplier Name text-box, and then press the Enter key to
view your search results.
2. Alist of suppliers that contain the word will appear in the Supplier
Column below. Double click on the Supplier code or the Supplier
name to view the Supplier’s details in the Supplier s window. Next l
You may also view a list of all of the Suppliers by clicking on the Show All < El ’
button. This will also clear information from all of the search text-boxes.
5 Suppliers x|
Search Options:
e — LT ! Lanimies A
H H H Address1 [5235 Victona Crescent o MU
e Tosearch by Supplier Code, type the Code into the Supplier Code bademal o B
text-box. sy mEETT ] fiesecaes i
Bl Lanaca b ‘Website [waww. silvercompany com
Accounti 45788723
e To search by telephone number, type the number with area code into i of B o Repai Rate__SUD0 Js/h. W Discount [ 150 hetve
Contacts | Notes | Suppher Groups | Maikup |
the Phone text-box. ottt Tl o Ex End
#[Rochelle Faye  [Sales Representatrve  [(417) 2859100 [5 || cor| |%I
# 1 | - =

e To search by Supplier Group, choose an option from the drop-down

list.

e You can also search for a supplier by whether or not the supplier is
Active.
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Adding new Inventory Clicksherel_to enterina |
new Supplier

2 e
MU’[@ Use this feature to store information on your items
@ for use when making Purchase Orders and Sales.

To open the Inventory window, from the Main Switchboard, click on the
Inventory button to open the Inventory menu. Then click on the Enter

Inventory button. After receiving an item through Purchase Orders, it will YR /N
automatically be added to inventory. However, you may add inventory details  pymmere 1 2 A
in the foIIowing way: 3 EDDDM EE _=| Madla Anto Input Date: [Sep 15, 2001
ernal SKU  Style Supplier Last Updated | Mar 07, 2002
1. Enter in the Supplier’s style number into the Style text-box. Al O e e EC
Description? [SAU GARHET Retail Price §267 85 ¥ Markup 10.40%
. . . it ‘Wholezale Pri $0.00 “ooff Retail 0.0%
2. Then select the Supplier’s name from the Supplier drop-down list. e P ass v s gamarFbeTing || Conmsion At e
An internal SKU that contains the Supplier Code and a 5-digit number oo b W psT W oGsT
will then be generated Department [Ring € Gem hd 5a V' Inventory tem ™ Consignment ™ Custom
Category [Garnet hd 5b
) . . i . Grn.up [Solitaire - Inzurance Yalue $0.00 % Markoown 0.00%
3. Ifthe item is gender specific, click on the appropriate button to select v ez | T — ¥ e
it. If the item has serial numbers check off the “has serial number” . : — ;
. . . . . Praduct Informatian |ADDralsa| Desoription | Mote | $ku Histary | I
checkbox. When you receive the piece you will type in the serial _ : —
. R K o Irwentory Level  ItemDetals ¢ Detals O Metals © Stones © RelatedItems € MarkDown € Speﬁal Circumstance |
number. The serial number can be found under the item details tab. — - =
Guelph - 0o [ o [ o o] [ Jun 15, 2005
. .- - .- “w'aterl - o 1} 0 a | Jun 15, 2005
4. Enter brief descriptions of the product in the three description text- aeee Ao Lo fe feol "
boxes (these will appear on the Rattail tags). The descriptions may be
a maximum of 12 characters each, and are intended for the Sales Staff Tota 0 0 0 0 =]
to use for selling the item (i.e. Diamond Qualities) ‘ ol B X| IS
| | [
5. a) Enter a more detall_ed d_escrlptlo_n of the_ item into the Inv. I_Des. Clicking on the Current button
text-b(_)x (appears on mvorl]ce). ITh|s description also Iapp(_ears in the indicates that it is a current
Description text-bo>§ in the Sales - Enter_ a New Sale window and inventory piece, otherwise it is
also on the customer’s receipt. The des_crlptlon should appeal to the discontinued, not a current piece.
customer, presenting the product as desirable.

b) You may also enter the size of your inventory item. This can be
used as a search criterion.
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6. Selectthe Department, Category, Group and Inv. Location of the
inventory from the corresponding drop-down lists. Enter the size in
the Size box. To setup the product locations go to
Maintenance>I nventory>Product L ocation.

7. Enter in the cost of the item into the Unit Cost text-box. The average
cost will automatically be generated. You may determine the retail
price and markup in the one of the following four ways:

e  Enter the desired mark-up decimal value (0.5 for 50%) into the %
Markup text-box, and the Retail Price text-box will update with

the generated value (does not affect saved supplier mark-up). Note:

The Markup Multiple value will adjust accordingly.

e  Enter the desired markup multiple into the Markup Multiple text-
box, and the Retail Price text-box will update with the generated
value (does not affect saved supplier markup multiple). Note: The
% Markup value will adjust accordingly.

e  Enter the sale price into the Retail Price text-box, and then the %
Markup and Markup Multiple text-boxes will update with the
generated value.

e [fthere is a value in the % Markup or Markup Multiple text-box in
the Supplier window, it will be used to calculate the Retail Price
value.

8. a. Toselect which taxes will be calculated, click on the
corresponding check-boxes. Note: The taxes are set to their
default settings; see section 1L-10 Changing System Options.

b. Select if the item is an Inventory or Consignment (not owned by
store) item.

€. You can also select if the item is a Repeatable (in store at all
times) item with minimum and maximum options. Minimum
being the least amount and maximum being most of a particular
item that you want in stock.

d. You can also select an insurance value and markdown
percentage.

p—
When you are finished, click on the DI button to save the information and
close the window.

You may enter ina Maximum
Discount for the item. IF you sell
this piece above the maximum
discount a password is needed to
continue with the sale. The
default maximum discount is

100%.

B3 Inventory [ x|
IAADDDM 319 8.8, vI I Moda rito ut Date | Sep | 5. 2001
Internal SKU  Style Supplier 7 cated | Mar 07, 2002

¢ Men's & Ladies ¢ Either ™ Has Serial Mumber Unit Cost F240.004 .Dizcount | 100.0%
Deserption! [TSKT ¥/wH Average Cost F240.00 arkup hultiple 112
Deserplion? [SOU GARNET Retail Price F267 95 %o Markup 10.40%
Descriplion3 [HALF BEZEL /8; Who.les.ale Price F0.00 Fooff Retail 0.0%

| Ire. Des.| [18kt vellow and white square gamet half bezel\_‘r Comtnission Amt Wisle % Markup 0.00%

: (I par ¥ Gst
Size |7
Departmert |Ring € Gem d 6 7|7 Inventory [tem ™ Consignment ™ Custorn 8d
Category |Garnet ~ 8b
Group |Solitsire - Insurance Yalue F0.00 % Markdown 0.00%
Irve. Lozation ~

Lazt Received Apr 01, 2005 W Export [ Current

Praduct Infarmation IApplaisaI Description | Mote | Sku History |

g Inventory Level ™ ItemDetails  © Detals ¢ Metals © Stones © RelatedIrems © MarkDown  © Special Circumstance |

Lacation 0/H 0/M o/l 0/0  Repeatable tin b ax Updated -
Guelph -l o [ o [ @ [ o] r Jun 15, 2005
W aterloo ;I 1) | 1) | 0 | 0 Jun 15, 2005
\ 8c
Total 0\ 0 i 0 |
o & |\ X S

\— The values in these boxes

will update after you
receive a Purchase Order
for this item.
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Inventory Tabs

The information contained in the text-boxes on these tabs, is used as
criteria when searching inventory and appears on the Appraisal
Certificates.

Item Details: A history page that shows the date received, supplier
invoice number, unit cost, insurance value, serial number, order number
and invoice number of the piece. Gives this information for every piece
that you receive with this SKU number.

Details. The physical dimensions of the item, and related costs. The
mount, setting and stone is available so that you can record the separate
costs of each part of a piece.

M etals: Enter information on the metals used in the item. If more than one
metal is used in the item, list each one separately.

Stones: If the item contains stones, enter information on the
characteristics of the stone by selecting them from the various drop-down
lists. Note: Sol refers to a single stone (solitaire) and M ult refers to
multiple stones. When searching for inventory, you can select the Stone
Type criteria to be either solitaire or multiple.

Related Items: If the item contains related items in stock, enter the
SKU(s) in the Related SKU drop-down list. When this SKU is selected in
a sale, a message will pop up letting the seller know that there is a related
SKU(s).

Praduct Information IAppraisaI Descripliunl Hote | SKU Histuryl

© Details € Metals © Stones © RelatedItems © MarkDown  © Special Circumstance

Insurance Walue  Serial Mumber Order # Invoice #
$0.00 | | | 33482

s Inventory Level (O Efteniul':')'étaiig'?

Unit Cost
$240.00 |

Received Supplier Inv #
Sep15, 2001 | T

Praduct Infarmatian |AppraisaIDescription| Mate | SKU History |

C o metals © Stones © RelatedItems © MarkDown  © Special Circumstance

Grame or DWT Mount
$0.00 |

| r Inventory Level C ItemDetails

Length [in] ‘width [mm]  Diameter
2 | | q

‘wieight
3 40‘ Grams ;I

Setting Stone
$0.00 | $0.00 |

Product Information IAppraisaI Description | Mate | SKU History |

Metal Color Karat -
p[GLD I I B |
3| = = =1 <|

Froduct Information IAppralsaIDescnptlonl Mate | SKU Histary |

| s Inventory Level C ftemDetals  © Detals ¢ Metals © Stones ¢ RelatedItems ¢ MarkDown Special Circumskance |
#Pieces Stone Shape Ct T bk [LsibainD] Clarity Calar Cut Cost

Major Sal Mult
F 0 [ oA -] EM AJt00 AJ_«__x_ [V¥S1-0 -JBue -] GVE [ $0.00 |I’I T
i | JE I J

EIE [ 2 L L T

Produst Infarmation IAppraisaIDescription' Mote | SKLU Histary |

| C Inventory Level C Mtembetals  © Detals © mMetals © Stones © RelatedItems ¢ MarkDown  © Special Circumstance |

Related Sku Description ote -
|AADDDS? ;|14kt wyellow fwhite gold black ony:x |Goes wiell with this bracelet |

3 i | | |
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Mark Down: A history area showing the start date, end date, discount
and note for any markdowns for this particular piece. This information
will show each time that this piece was marked down.

Special Circumstance: If you check the special circumstances box and
type a message in the Special Circumstances Text box this message
will pop up every time this SKU is selected. An example of a text pop up
would be: receive a free gift when you purchase this product.

Appraisal Description: This description comes from the Inventory
Description field from section 3A-1, #5. Edit the description to how you
want it to appear on Appraisals. Enter Appraisal Certificate # if the item
has an outside appraisal.

Note: Enter extra selling information here (for instance, if the stone was
a special ruby cut by a well known designer). If you click on @ button it
shows a preview of the notes field, which can be printed

SKU History: To view all transactions made with the item, enter the

date range and click on the Q button to view the report. If you would like
to see all the transactions with this SKU leave the Date Range From
blank and click on the & button to view the report.

Information contained in these drop-down lists is
entered in through the Maintenance menu.

Related

Froduct Information |AppraisaIDescription| Mote | SKU History |

‘ C Trwventory Level O fembDetals  © Detals © Metals © Stores © RelatedItems © MarkDown T Special Circumskance

Start Date End Date Digcount -
Nov 16, 2005 |Nov 30, 2005 | 15.00%
sale |

Praduct Infarmatian |Appraisa|Desc|iption| Nate | SKU Histor}ll

| (o Inventory Level © ItemDetails O Detals © Metals O stones ¢ RelstedItems O MarkDown Special Circumstance

Special Circumstance v

Special Circumstance Text [Feceive a free gift with the purchase of this product ] -

Product Infomation  £ppralsal Description | Mote | KL History |

Appraisal Description Appraisal Certificate #
18kt yellow and white square garnet half bezel ring I NI

Product Information | Appraisal Description. Mote | SKU Histary

Extra information | =

Product Information ApplaisalDEscriptinnI Hote  SKU History |

Date Range From [Hov 29, 2005 | To [Nov 29, 2005 |

Clear Al | gl
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Finding Existing Inventory

To open the Inventory-Find an Item window, from the Main Switchboard,
click on the Inventory button to open the Inventory menu. Then click on the
Find Inventory button.

To find an item in inventory:

1.

You may search by Department, Category, Group, Supplier and SKU by
typing in the keyword or selecting it from the corresponding drop-down list.
Press the Enter key to see your search results.

To search for items that fall within a specific price range, enter the range into
the corresponding Price Between/And text-boxes

If you know that the item is Repeatable, Consignment, On Hand, or neither,
you may select Yesor No from the corresponding text-boxes. You may also
select an option from the Gender drop-down list to include that gender in
your search results.

If the item has a gemstone in it, you may search by the features of the stone
by selecting them from the corresponding drop-down lists in the Stones
section of the window.

You may also search by the metals used in the item by typing them in, or
selecting them from the corresponding drop-down lists.

You may also search for an item by size. For example ring size. Whether the
piece is checked Current inventory and what location the piece is in are also
searchable fields.

You may view a list of all of the items stored in inventory by clicking on the
Show All button. This will also clear the information currently typed or
selected in all of the text-boxes.

To view the details of an item listed, select the item and then click on the |Z|
button to open the item in the Inventory window.

_AD§D1 ] A0

= ento d 3 X
4 5 )%
Department - 1 Stones Metals =
Category - s - Length (in)
Graoup - one - Wigight (o)
Supplier - Shape A Diameter
SKU - Ct Between And Metal -
Suppliet Style Clarity - Metal Color -
Setial Mumber Stone Color = Karat <
Inw Description Cut -
Price Betywesn J=a Stone Type ~ 6
Repestable? s
Consignment? f4=
gGEmder cl Current |Yes - MI
On Hand [ves - Location [Guelph - |
SKU Supplier Style Invoice Description OH O oL O Price
4400196 e 2126-CIT 14kt white gold drop pendant with 1.45ct citring with =1 1 o o o $700.00
§ [AA00186 e 2126-CIT 14kt white gold drop pendant with 1.45ct citring with =1 1 o o o $700.00
\ |&A00203 A DhS0806 15kt white gold 4 prong set 3.03ct princess cut diamond 1 o o 0| $47,000.00
|&A00203 A DhiS0506 15kt white gold 4 prong set 3.03ct princess cut diamond 1 o o 0| $47,000.00
A100017 A MA1 336 14kt yellow gold 3.00ct cabachon garnet bezel set ring. | 1 a a a $900.00
A100020 A MA1 365 14kt yellow and white gold cabachon sapphire =3.43ct & 1 a a a $3,500.00
.1\&1 00023 vy 1249 14kt vellow gold oval aguamsrine =1.19ct WS good cut, H 1 1] i} i} $1.450.00
A\1 00002 Filed 285 14kt yellow gold Smm millgrained band. 1 r
[sjoooos Jac WS3E0L 14kt o tone ladies wedding band. 1] Next 0
RG21 204P 14kt wehite and rose gold vwrap around ring 1 A0

4P|

i

Note: If you want to show
a picture without the cost
showing, select the item
and click here!

s o Try double-clicking on the SKU Number to view details for
the Inventory Item.
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Adding an Image of an Item

= e
wﬁ’[@ Use this feature to add an image to an item’s
@ Inventory Profile. Images can be used as a selling
feature if the item is not in current stock.

Images must be 4 inches by 3 inches, and saved in .jpg format.

To add an image:

1. From the Inventory window, click on the button to
open the Product | mage window.

2. Type the SKU for the item into the Internal SKU text-box,
or select it from the drop-down list. If you opened the
Product I mage window from an I nventory window that
displayed the item, then the SKU will already have been
entered for you.

3. Type the name the image is saved under in the File Name
text-box. If you don’t remember the file name, click on the
'@ | button to locate the file.

You may also change the image associated with an item by
following the steps above, and then selecting a different image file
name.

When you have finished, click on the B putton to save your
information and close the window.

{ It is recommended that you save your images
with the file path:
x:\executive\images\ (where x is the drive
letter to your server).

E Inventory E
|El.ﬂ\1 00050 55875 Ba - I | Barbero and Ricci Input Date |May 05, 1997
Internal SKU  Style Supplier Last Updated |Mar 28, 2005

€ Mem's (¢ Ladies  Ether ™ Has Serisl Number Uit Cost §754.33 hidz. Dizcount 11.0%
Descriptian’ [18KT32= 40CT Average Cost $784.33 arkup Muttipls 3
Description2 [BLUNELIGRN Fetail Price| §2,353.00 % Markup 66.70%
Desariptiond |RED ENAM PEN Who.\es.ale Price[ §1,023.03 “otf Retail 2B 6%
| v, Des. 18K yellow and white gold 32- 40ct biue, yellow, | Gt S A UEDBREp ST
reen and red enamel pendant
d il ¥ st ¥ as1
Size
Eeoreg Pros vt bl [~ ¥ Inventory tem I~ Consignment ™ custom
Category |Ensmel -

Group [Pendant - Insurance Yalue $0.00 % Markdown 0.00%

Iny. Location | -
Last Received Dec 04,1997 v Export [ Current

Fraduct Infarmation IApplaisaIDEscriphnnI Note | SKU History |

o Invenkory Level © ItemDetals { Detals © Metals © Stomes © RelatedItems ! MarkDown © Special Circumstance |

Location oH om oL o0 Repeatable Min I Updated -
Guelph - o 0 0 1] r Mar 28, 2006
Wigterloo - o a [a} o r Dec 04, 2007
Crakville jid a a u] a r Dec 04, 2007
Total @/ [ ] 0 [ =

E3 Product Image

(For best results: Picture size = 4"W3"H)

File Mame [BA100050 jpg |

Finish!
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Printing a Tag for an Item & imentory x
[rconain ranazar WG -] = | wsterford Wedgesvood Canada Inc InpLt Date I%
. . Internal SKU  Style Serial # Supplier Last Updated |Feb 05,
To prlnt a tag' " Men's Ladies @+ Either Uriit Cinzt| $4275 Max:. Discourt 100.0%|
Desenption [CRESCENT Averags Cost 4275 Markup Multiple 21
Description2 [CRYSTAL Retail Price| $30.00 % Markup 52.50%,|
. . escrption Wholesale Price $0.00 %off Retail 0.0%)
1. From the Inventory window, click on the &l button to open the Tag [ v e oo i vern B0
Quantity window. ‘ ETET
Degartment |Clock 2 ¥ Irwentony tem | Consignment | Repeatabls [ Custom
Category [Mantle
- - . . - Group |Cther =
2. Type the amount of tags to print in the Quantity Required field. i Loeaten Al e B b |
. . . . Inwventory Level | Details | Metal | Stones | Appraisal Desciption | Pelated ltems | Note | SkuHistory |
3. There is a choice to Add to Tag List or to Print Now. If added to the ey B A : =
list of tags, the SKU selected will be in the list under Select Rattail e e e j
Tags, in the Tags menu. Then click the il button to go back to the = : . . —
—=
inventory screen or click |ﬂ| button to go back to the main o & x| 45
switchboard. 4'\
4. To print the tag immediately click Print Now and continue to step 4.
5. Click onthe % button to print the tag(s) or to add the tag(s) to the
tag list. . Then click the putton to go back to the inventory screen
EE Tag Quantit
or click |J button to go back to the main switchboard. L &
Quantity Reqwred! : )
@
AddtoTaglist " Print Now ¥

S
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Chapter 4: Purchase Orders

Creating a New Purchase Order

If it is a Special Order, the # will

2 (-
Pwﬁ’[@ Use this feature to order new inventory for your store. automatically be generated.

All incoming inventory requires a Purchase Order.

To open the Purchase Orders window, from the Main Switchboard, click on
the Pur chase Order s button to open the Purchase Orders menu. Then click

on the Enter a New Purchase Order button. £ purchas: Orde 1 2 =]
PO MR 4 Soeplier i ] -+ | Patrick Meyer MannerSchinuck
. . 0 Date [Jul 28, 2007 Em:mf; = - Phr:l;e 236;23:?; acaomuc Toll Free
You may create a new Purchase Order in the followmg way. Regufed Date [Jul 28, 2007 Joh Bag Accauntt Fax 497236 982 888
Location |Guelph + | Shipping & F0.00 |Mon-Iny Costs | m
A A Special Order# Mote [Stock - nugoet pendants & bracelet+collar w
1. The PO# and PO Date will automatically be generated for you. Enter Consigrment [~
the date that you want the Purchase Order to arrive, into the Required i ntermal SHU P \ " Jaered recaved Corceles R
Datetext-box. If the item is being ordered on consignment, click on ppobossivss _Pwmoonot | wsesm] ] 1 [ 1 [ 0 ] | wemm
. N ttem Descrlpt|0n|1 Bkt yellowe and white gold nugget pendants with 0.22ct Sl dismonds on wire collar.
the correspondlng check box to select it. 30054127354 - [PWMOO00Z -] srao0000] [+ [ 1 1 ©o ] [ sarsm
ttem Descriptinn|1 Skt yellowy gold nugget pendant with 3=0.03ct S| diamonds
i . i i 30-D5412-735 IR [ e} _ -] ® ,290.00|_ [+ [+ 1T o 1] [ $550.00
2_ Choose the Supp“er Name from the Supp“er drop_down ||st' or |f tem Description[1 Bt nugpet pendart with 0.06ct SI coloured diamonds.
L. ) ) . 30-DE412-735A WG~ [PMMO000] ~]  sitooo0 [ [+ T o 1 [ s47200
this is a new Supplier, click on the button to add the supplier to fem Descnmonhsmivine ol et penialm wilh 0.03ct saluuamonus.‘ | | o |
. . 3005412735845 = [PMMOO00S - 51,250 00 1 i 0 $550.00
the SyStern Enter n your employee COde |nt0 the Empl Oyee teXt-bOXl ftem Descriptiunh Gkt wehite gold nugget pendant with 0.06ct Sl coloured diamonds.
i - i [07-DE407-1 < JPiionaos - $5.525.00 1 1 0 §2,485.00
or SeIeCt It from the Employee drop dOWﬂ IISt ttem Descrigtion 1 Bk‘tﬁite qold 16" B.Smm:irlcle WD c:ollar.| ‘ | | | |
Edit Inventary Total Received 77 1] $7,556.00
3. Add shipping amount in Shipping $ text-box and non-inventory cost 4| Totals 7 ?T 1" §7,556.00 |
- . ax
in the Non-inventory Cost text box. Tax2
Grand Total Recefved $7,556.00
4 Add his Purch ord . he N b Grand Total $7,556.00
. a note to this Purchase Order; enter It Into the Note text-box.
@I| %| = Transfer | Heceivef[:ancel‘l Ree/Can Al || X 4 | El
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B Purchase Orders ’I
5. Select the Style#, Internal SKU and Item Description for the first item opt | WIEE @ e 2 P e e e
being ordered, by selecting them from the Style# drop-down list. The Recuir=c Date. |Jul 23, 2007 o Sy Account Faux 497236 982 88
items that appear on this list are only the items available through the G et L
Supplier selected in step 2. CE e 5 <§)
Style# il SkU Price Orderey Received Cancelled Cost -
To be available, the items must first have been entered into inventory. Double- e o R ot st e e mag e
click on the Stylef field to add it into Inventory (see the section Adding New AODGATZTI5A MDD ] sijooa] [ T T e ] [ wmEm
tem Des:rip1iun|1 Skt yEIIUV\gUId nugget pendant with 3=0.03ct =1 diamonds.
| nventory 3A-1) s0-pse1273sa - JPlgonos ~]  s1.20000] [ T+ T ® ] [ sssoo0
tem Descripﬁonh Bkt nugget p\ndam with 0.06ct S| coloured diamonds.
. . i i 50-D541 27354005 - JPivooRod ~1 s110000] [ 1T T o] [ 47300
6. Enter the number of that item you are ordering, into the corresponding agegsgf;g;n;izn&ih ﬂ:ﬁ« aold gt nendjm wﬂ;fg:ﬂdﬂﬁllwamonds-‘ ———— =
OI’ der ed text-bOX Repeat StepS 4'5 tO Order a.dd |t|0na| ItemS tem Descripﬂonh Bkt wehite gold nugNet pendant with DI.DBCt Sl coloured diamoncs
o7-D5a07 1 R - sseeson] 1 T 1+ T o ] [ 3248600
py ltem Description]1 8kt whits qold 16" & 2\im circle wrap collar
When you have finished, click on the &= putton to save the information and Edit sentory B
close the window. Ta1
Tax 2 ﬁ
Grand Total Received $7,556.00 F| n | s h |
Grand Total $7,556.00 )

ﬂ %EI Transfer | \eceivefl:anuel“ Rec/Gan Al || ll

Click here to see
the image of the
SKU selected

Style# Irternal SKLI Price Ordered  Receiv
_~ [Pramooont ~]  sa@so00] [+ T 1

07-D5407-1  PMMOODDE 18kt white gold 16" &.5mm circle wrap collar

PRMO0007
Wk0D001 18kt ye

2-73% PMMOOD02

Click here to p rint a 30-05412-73 PMMOOOOZ 18kt nugget pendant with 006t SI colaured diamands
T |30-De42-7 35 PMMOO004 18kt white gold nugget pendart with 0.03ct S diamoncs
Copy Of the P u rChase 30-D5412-73% PMMDDDDS 18kt white gold nugget pendart with 0.06ct 51 coloured diamon|

Order.

Click here to email a :
copy of the Purchase
Order to the supplier.

Creating a New Purchase Order 4A-2
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Finding an Existing Purchase Order

To open the Purchase Orders-Find a Purchase Order window, from the
Main Switchboard, click on the Purchase Order s button to open the
Purchase Ordersmenu. Then click on the Find a Purchase Order
button.

To search for a Purchase Order, perform the following:

1. The easiest way to find a Purchase Order is to select the Supplier
from the Supplier drop-down list and then press Enter key to
view your search results.

2. 'You may also search for Purchase Orders by their PO# or Special
Order#.

3. If you know a date range for the date that the order was supposed
to be received, enter it into Required Between/and text-boxes. If
you would rather search for Purchase Orders by the date they were
entered into the system, enter the date range into the PO Date
Between/and text-boxes.

4. To search for a Purchase Order by its Internal SKU, select the
SKU from the drop-down list.

5. To search by items that are on Consignment, or Completed
Purchase Orders, select Yes from the corresponding drop-down
lists.

To view a purchase order from the search results list, select the Purchase

Order and then click on the E button to view it in the Purchase Order
window.

Note: An R as illustrated to the right denotes a returned Purchase Order.

Ak o
| Silver Cor
Crdered '

AT

2 Supplier
PO# 11182
Special Crder#

Job Bag

Supplier Invoice #
PO Date Between and [ | 3
Reguired Between and | |‘

Internal SKU
Supplier Style
Consignmerit

ompleted
nate: | \_/ |
5 Show A1 I

]
JK

Supplier PO# PO Date Special Orc# Reguired Comp Consign  Returned Date
B [ [Patrick Meyer MannerSchmuck [ ez | duzs 2007 | Jul 28,2007 [Wes [ Mo |
[Stock - nugget pendants & bracelst+colar |
\ S

porte”
s Try double-clicking on the name of the supplier
for the purchase order you wish to view.

Finding an Existing Purchase Order 4B-1



Receiving or Canceling a Purchase Order

pur?

:
@5 You must use this feature for all incoming inventory
being received into the store.

You may receive or cancel a Purchase Order in the following way:

1.

Find the Purchase Order you wish to receive or cancel and then
open it in the Purchase Order window (see the Finding a
Purchase Order section). Then click on the Receive/Cancel
button to open the order in the Purchase Order s Received
window. This button will allow you to receive partial PO’s. The
Rec/Can All will receive or cancel the purchase order exactly as it
is and will receive the entire PO.

If you are a different employee than the one who made the
Purchase Order, type your Employee Code into the Employee text-
box, or select it from the Employee drop-down list.

Type the number for the Supplier Invoice into the Supplier
I nvoice text-box if you have one.

Type the number of items you have received in the corresponding
Received text-box. This value will be deducted from the value in
the L eft to Receive text box. Note if you chose to Rec/Can Al
then it will put these humbers in for you.

If any of the items have been cancelled, type the number of
cancelled items into the corresponding Cancelled text-box.

When you have finished entering in the Received and Cancelled values,
click on the [ button to save the information and open the Pur chase
Orderswindow. The Left to Receive, Received and Cancelled text-box
values will then be updated.

Chapter 4: Purchase Orders

ES Purchase Orders ﬂ
POR f1197] Suppiisr [Pk =] -+ | Patrick Meyer Mannerschmuck
PO Date [Jul 28, 2007 Employes [IWR - Phone 497235982880 Toll Free
Recired Date [Jul 28, 2007 Joks Bag Aceourtd Fex 497235 962 888
Location [Gueiph 7] shipping & $0.00_[Non-iny Costs
Special Ordent Note: [Stock - nugget pendarts & braceletcollar
Consignment [
Stylet Interrisl SKU Frice Ordlered Received  Cancelled Cost  af
P [14-05651-75A = [Prmonao1 ] sass000 1 1 0 1,638.00
em Descrigtion] 8kt yellove and white gold rugget pendants with 0220t S| diamonds on wire collar
30-D5412.735A  + [PMDOO0Z -] 3ifo000] [ FEaiEaE] [ w4300
Mem Deserigtion]1 8kt yellovy gol! nugget pendart with 3=0.03ct SI diamancis.
S0.D5412735A _~ [PMMO0003 -] wizs0m0 1 1 0 $550.00
em Destription] 18kt nugget pendant vith 0 06ct S| coloured dismands:
[30-D541 27354 NG v [PMMDOO04 [ 3ifo00g] [ EEaEaE] E
Hem Deserigtion]1 5kt white gold nugget pendart with 0.03ct 51 diamonds.
30-D5412.735AWG _~ [PHMODDCS ~[  %120000] [ 1 el $550.00 |
em Destriplion] 18Kt white gold nugget pendsart with 00601 51 coloured diamonds.
(07-D5407-1 = [Phinianoce -] 3582500 1 1 [ $2,486.00
Rem Descrigtionl{ 2kt white dokd 16" 8.5mim circle wrap callar
i Total Recenved A 0 $7,556.00
EditInventary Totals 7 7 0 $7,556.00 x|
Tax 1
Tax2
nd Total Recefved $7,556.00
Grand Total $7,566.00
@I‘ ‘ = Transfer | Hunuivm’l}almul‘l Rec/Gan Al || X 4 ‘ E

Pop ups will occur to
make sure that the
costs are correct and
that you want to
receive the whole PO.

Executive

Executive

FOR
PO Date
Requined Date

Flcarved Diste

3 13,0

Stde®  Intemal 5K Inveice Descrpton

(Y [AO00000 [Mound Drilant Diemond =0 42CT 1172 H T 1 2 [ o
[1E4106 [
] [ECIE] [EOOIE  |Flourd Brillort Duorreond =1 GALT 1172 £ |
If you use serial numbers
you would input the
& serial in this box at this
point of receiving the
inventory.
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Transferring a Purchase Order

~
. . P e poter [ =] - | Pobick Mever e
p@s Use this feature to transfer an entire purchase e e e e S
P order to another store location. e o et e B

rtemal Skl

Frice. Grdored Rrcsived Canceled

Cot
| $1538.00

Bhe = Jprmaoant
. . St o e —
You may transfer a Purchase Order in the following way: T
T T o 1 [ wam
1. Find the Purchase Order you wish to transfer and then open it in the i e s
Purphase Order _Window (see the Finding a Purchase Order- B s 178 v
section). Then click on the Transfer button to open the order in the Tt
Transfer Inventory window. T watot |ty mmos

ra pecaanee | an 40 | X <«
2. If you are a different employee than the one who made the Purchase

Order, type your Employee Code into the Employee text-box, or

select it from the Employee drop-down list.

3. Type any notes in the Notes text-box in addition to the default-
generated notes.

B8l Transfer Inventory

Employee Wi
Transfer Date | Jul 31,2007
Mates [Transfered from PO #11192

Tiansfert 17238 Transfened [~

4. Choose the location where the Purchase Order is being transferred
from, from the L ocation drop-down list.

Fram To
Loostion ot 7] Lz -
5. Choose the location where the Purchase Order is being transferred to, S TR S [CTTT e E T e e e T B B BT o EeT o
from the L ocation drop-down list. [ T T R B
PrMO0004 = = |18kt white gold nugget pendant with 0.03ct S1 dian] 1 1| JwR
PMMO000S = = |18kt white gold nugget pendant with 0.0Bct 51 calo 1 1| SR
6. Select the employee that is requesting the transfer from the P T e e e A
Requested By drop-down list. [ = = LI

Click on the & button to preview the transfer, or click on the % button to inish!
print the transfer. Ellillnvenluryl Totals 7 Finish!

button. o Q&

When you have finished entering in the information, click on the ¥ button to
save the information and transfer the Purchase Order. The On Hand levels for
Locationl and L ocation2 will then be updated.

Ll
Sl o

You can also select an item and view it’s image by clicking on the L

Transferring a Purchase Order 4D-1
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E-mailing a Purchase Order

2] [IER Suppier [Pt =] 22 | Patrick Meyer MarmerSchimuck

PO Dte [1ul 26, 2007 Employes AR - Phone 437235 082380 Tol Free
Required Date [Jul 26, 2007 o Bag Accountt Fax 497235 952 688
Location [Gueiph | shiooing 5 3000 |Men-iny Costs: Feturnes! 04 31, 2007

~
[u]ﬁl o Use this feature to e-mail the purchase order et | Wt [ Pt £ b
P directly to the supplier or someone else. =

Styles Internal SKU Frice Ordered  Recsived Cancelled Cost

P [14-D5651-754 3 ] s3peson | | 1 632.00
AEarn Description|1 Bt yalow and white qoid nuyget pendarts with 0 22ct Sl diamonds on wirs collar.
[30-05412.7354 = [Prawanoooz - siiooon [ [ 1 [ $473.00
. . . | T G ———
You may e-mail a Purchase Order in the following way: Gl i e T o e -
|20-D5412-7354-4G__ [PhMON004 ] si.iconn [ [ [ 47300
) ) ) . —Fﬁﬁ?ﬁﬁﬁﬂlgﬂ;ﬁgaﬁ“ pm‘;jmw:m;u];ﬁ dmmﬁ 1 I =] [ $550.00
1. Find the Purchase Order you wish to e-mail and then open it in the T TR -1 I T | T
Purchase Order window (see the Finding a Purchase Order T
section). Then click on the E-mail button to open the order in the o)
Email window. e e

ecave/Ganel]Pecvcan A1 | X <

2. If you are e-mailing the Purchase Order to someone else other than
the supplier, type in the e-mail address in the To field.

L |i v oz ermer s chouck . con

[ [=]

ubject: [P0 Humber 11152 I

3. Type the subject of the e-mail in the Subject field in addition to the
default-generated subject. e e T @

Purchese Order Date: Jul 28, 20
Fecuired Date: Jul 28, 2007

4. Edit the purchase order if you like in the M essage text-box.
When you have finished entering in the information, click on the [l button to e e

TO:

save the information and e-mail the Purchase Order. Pave e Heyer aoner ek
Eelcern,

Phone: 49 7236 982 880
Fax: 49 7236 982 838

| I e sryled SR Description Quy Rec  Can

. i . 14-D5651-734 PHMODOO1 18kt yellow and white gold nugge 1 1 o
Email will be in Sent Items folder.

2n-nEa12-7350  pMMAANA? 1RIr el lam ernld nuerees r merdanr 1 1 n

86 | 45 »

E-mailing a Purchase Order 4E-1
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Returning a Purchase Order to the Supplier

To open the Purchase Orders— Find a Purchase Order window, from the
Main Switchboard, click on the Purchase Order s button to open the
Purchase Ordersmenu. Then click on the Return a Purchase Order button

Toreturn a Purchase Order to the Supplier:

1. Find the Purchase Order you wish to return (see the Finding an
Existing Purchase Order section) and then select it. Next, click on
the Return a Purchase Order button to open the Purchase Order
Return window.

2. Select the Style#, Internal SKU and Item Description from the Style#
drop-down list. Then enter the number of items you wish to return in
the corresponding Qty Retur ned text-box.

3. Type your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list. This code is
necessary to make the return.

4. Enter why the item or items are being returned, by typing it in the
Reason for Return text-box. This is necessary to make the return.

You may enter additional items to return to the supplier. Only items for one
supplier can be returned on a single Purchase Order Return.

5. When you have finished your Purchase Order Return, click on the
Retur n button to open the Purchase Order window.

If you would like to return the entire purchase order choose Return All and a
popup will occur asking for your initials and the reason for the return, then hit

the forward arrow to continue on with the return. See page 4F-4 for more detail

on this.

axe s - Find a Purchase Odes

Consigrment =]
Comgieted
Hete
2w
Suppher e PODse  SpecelOrd  FRequred  Comp Consgn
|Jble-' da L. [ e | s s | [ aan 3007 [ ves | Mo
Lt v
n T [ammr [ves] 1o
TN ( ‘\w'n.xm [re [ e |
.3 T\ 1 Jar i The | M
=7 K~

Purchase Order Return

Q

FO# [ 11182 ] Supplier [ FMM ] @
PO Date | Jul 28, 2007
Return Oty @
Stylett Internal SKU Amnt Returned EmpQes Feason For Retum)
1~

14D5E51-754  —[PMMO000T [ 1 1 | AACx[whong piece
18kt yellow and white gold nugget pendants with 0.22ct 51 diamonds on wire collar,
F|30D5412. 7354 - [PMMO0002 [ 1 ] 1 | aAC=Jwrong piece
18kt yellow gold nugget pendant with 3=0.03ct 5| diamands.
% = [ [0 [ =
Edit Inventory | —
=l
poen | ot 1 | X 4|

Returning a Purchase Order to the Supplier 4F-1



Chapter 4: Purchase Orders

6. The Purchase Order will appear with the number ordered as a negative
number (e.g. —1). All returns appear as negative quantities ordered on
a Purchase Order. Click on the Receive/Cancel button to receive the
returned Purchase Order (which will modify inventory).

7. After the Purchase Orders Received window opens, change the
Received text-box value from 0 to -3 for the returned item.

When you are finished, click on the [® button to complete the Receive of the
Purchase Order and process the return.

EE Purchase Orders

EE Purchase Order RETURN
POR ] Supplier [Phiht v | === | Patrick Meyer MannerSchmuck
PO Date |Jul 31, 2007 Employees [R - Phone 49 7236 952 880 Toll Free
Required Date |Jul 31, 2007 Job Bag Accountd Fax 49 7236 952 535
Lacation [Guelph ~ | Shipping 5 $0.00 |Mon-Inv Costs
Special Orderg Mote (Stock - nugoget pendants & bracelet+callar
Consignment [~
Style# Irternal SKU Price Orderﬁ ,_,Jceived Cancelled Cost =
P [14-D5651-754 [~ [Pramoon0t -] s3esson] [ " o [ o ] [ #1639.00
ttem Dascription|1 Bkt yellowe and white gold nugget pendarts swith 0.22ct SI diamonds on wire collar.
F0-Dsa1zTaza - [PMm0O00Z =~ s110000] [T o T 8 7] [ #47300
ttem Dascriptinn|1 Bkt yellowe gold nugget pendant with 3=0.03ct Sl dismonds
#* - - [+ T o T o 7] [ $0.00
_ ttem Dascriptinnl
i Total Received 20 ] $0.00
Edit Inventor —
J Totals 2 0 0 ($2.112.00) ~|
Taxi
Tax 2
Grand Total Received $0.00
Grand Total ($2,112.00)
R . p—
| %| = | Transfer Receiues uam:el“ Ree/Can Al || X 4 || <

Purchase Orders Received

PO ‘] Supplier [Phv - _I Patrick Meyer MannerSchimuck
PO Date [Jul 31, 2007 Employee |JAR - Phone 49 7236 952 830 Tall Free
Regquired Date [Jul 31, 2007 Job Bag Accountd Fax 49 7236 952 868
Location [Guelph ~ | Shipping § $0.00 [Mon-Inw Costs
Special Orders Maote (Stock - nuoget pendants & bracelet+collar
Congignment [~
Styled Internal SKU Price Ordered  Received Cancelled Cost -
) [14-Ds651-7SA = Jprmooom -] sassson] [ T = T o 1] [ #1E3g300
ttem Descripﬁunlﬂ Bkt vellow and white gold nugget pendants with 0.22ct Sl diamonds on wire collar.
30-D5412-7354 |- [PMmo0nnz -] #110000] [ T = T o 1] [ 347300
ttem Descripﬁunlﬂ Bkt vellow gold nugget pendant with 3=003ct S| diamonds.
* z R | ] [+ T o T o 1] [ $0.00
L ttem Descrimiunl
Finish!
i Total Recelved -2 -2 0 $2112.00 _|
Edit Inventory Totals -2 -2 1] ($2,112.00) x|

Tax1

Tax 2
Grand Total Received {$2,112.00)
Grand Total ($2,112.00)

&)= ] ]

Huuuiuef[:anuel“ Ree/Gan All ‘l

AS

PO# 1154 Completed? I
PO Date Jul 31, 2007 Employee JudF -
Required Date Jul 31, 2007 Supplier Pk -
Received Date Jul 31, 2007 Supplier Invaice [EE |
Left Tar &
Stylef Internal SKU Invoice Diescription Receive Recyd  Cancd Serial Mumber
» |147D5551 754, |PMMEIEIUEI1 \T Bkt vellow and white gold nugget pendants with U.EZ‘ -1 | 1 | 1] | ‘
|3D-D541 2-T3S£|PMMDDDDZ ‘1 Bkt yellow gold nugget pendant with 3=0.03ct 51 \:lia‘ -1 | 1 V—\ | ‘
Next
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Toreturn the entire Purchase Order to the Supplier at once:

1.

5.

Find the Purchase Order you wish to return (see the Finding an
Existing Purchase Order section) and then select it. Next, click on
the Return a Purchase Order button to open the Purchase Order
Return window.

Click on the Return All button to open the Return All window.
Type your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list. This code is

necessary to make the return.

Enter the reason for returning the Purchase Order, by typing it in the
Reason for Return text-box. This is necessary to make the return.

Click on the ¥ button to open the Purchase Order window.

Repeat steps 6-7 from section 4F-2 to complete the return.

Return All E

oF Tt

Purchase Order Return

]

Returning a Purchase Order to the Supplier 4F-3



Managing Customers

Managing Customers

Client Relationship Management (CRM)

Managing Customers — better known as Client Relationship
Management (CRM) — is one of the strongest components of
Executive. All Store Associates should be encouraged to input as
much information as possible into a client’s profile.

The best time to record client information is during the client’s visit.
If that is not possible, then the Store Associate should record the
information immediately after the client’s visit ends, while that
information is still fresh in the Associate’s mind.

Gathering as much information about each client will prove to be
invaluable to your store’s sales growth, and will serve to improve
store-customer relationships.

If your store is finding it challenging to gather this information, it is
recommended that you call a meeting with your staff, to iron out a
procedure that will ensure such gathering of information begins to
happen.

One way to motivate your staff is to hold a contest for your Store
Associates. For example, the person who retrieves the most number

of client email addresses in one month would win a dinner for two at a

fine restaurant. This one method alone may gather as many as 400
Email Addresses, which would allow you with a mailing list to send
out your online brochures. The list may also be used for emailing
wish lists to for spouses to use to made decisions for upcoming event
purchases. The number of sales generated from the list will far more
than compensate for the cost of the Associate’s dinner.

We recommend that you give the entire customer section a thorough
review. Decide what you need first, and then build your profiles
slowly by category.

For example, have the Associates fill in the known birthdays and
anniversaries for the customers they know. Then have them fill in the
occupations or hobbies of each client.

The building process can seem lengthy at first, but over time and with
consistent efforts on a daily basis, you can have a complete database
in a matter of months. Then the information can be used by your store
for years to come, and will contribute to larger and easier sales
transactions.

Managing Customers 5A-1
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Chapter 5: Customers

Entering in a New Customer

:
© S Use this feature to record and track all information
about your customers and their families, including
their purchasing interests.

pur?

To open the Customer s window, from the Main Switchboard, click
on the Customer sbutton to open the Customers menu. Then click
on the Enter a New Customer button. To enter a new customer’s
information:

1. Select the type of customer from the Customer Type drop-
down list (default is Retail).

2. Select the salutation from the Title drop-down list, and then
enter the customer’s first name, initial, and last name into the
corresponding text-boxes. Then enter the same information
for the customer’s spouse into the corresponding spouse text-
boxes (if available). Next, enter the spouse’s telephone
number and email address into the corresponding text-boxes.

3. Enter the customer’s address, telephone number(s) and email
address into the corresponding address text-boxes.

Select to remove
customer from the
mailing and calling
lists.

{2
Type Do Mot: hail [~ Cal [~ OnML [~ InputDate [Dec 01,1998 Last Updated [ Nov 29, 2005
|David || ||Agocs | WES ||Tr|3h ||Elr0wn
Title Firgt Hame Initial Last Hame Title Spouse First Spouse Last
Address1 [11 Eldeberry Crt | Referred By ~1
Address2 \ Level C -
City [Guelph { 3 Employee -
State [oN -] ZipCode ML 1KI \_ Source | VERBAL -
Home |1519) 824-0308 Source Description -
Office [(513) 599-5500 Ext 238 | Spouse Office Ext | |
Maokile: Spouse Mobile ((513) 825-9369
Fax Dizcount 0.00% Spouse Fax
Email [davidagocs@rogers.com _‘I_?_|J Spouse Email |trishbrowni@roger s .com | EII
Gender | Male ;I Language | i Spouse Gender Active ¥
Occupation [ -
Customet Information ITax.l'Interest I Mizcellaneous I
© addresses  Contacts s Correspondence © Qates  © Everts C Gt Registry s Groups ok Bags
s Mairtenance (8 MotesMHobbies s Ring Size s ales (8 Sales - tem « Wishlist
Irput Department Categary Group Internal SKL Amourit Fallowy-Lg Emp. W P - |
P [Mar 27, 2008 [Loose Dia_~ [oream ~Jos0-072 DRO0220 - [ $10,505.40 [har 27, 2008 | i S
Mote  [DRM1257 712CT vS1 H Square cut "Dream” diamand from Hearts on fire. oH[_1
Followyup |
# | Mar 27, 2008 | i | i | i | $0.00 [ Mar 27, 2008 | -|= =
hote oH[ |
[Pl |
Transfer Sale || -

Report By

|| %“ Cl|| Print Label W

Click here to email a
customer.

X

4

Entering in a New Customer 5B-1



Chapter 5: Customers

4. Some customers may receive “special pricing”, for example,
due to a membership in a specific organization. Enter the
discount for these customers into the Discount text-box. The
employee making the sale will be alerted to this special
discount by Executive, and may then manually enter the
change.

5. If another customer referred this customer to you, select that
referring customer’s name from the Referred By drop-down
list. Then select a Code Level for the new customer from
the Level drop-down list (based on buying potential: C -
new customer; A - top customer, etc.).

6. Next enter your Employee Code into the Employee text-box
or select it from the Employee drop-down list. Then select
the Source Code (what brought her to your store) from the
Sour ce drop-down list. If you know the specific source (the
name of the newspaper) then select it from the Sour ce
Description drop-down list.

7. Click on the Active check box to mark this Customer for
current use.

8. Select items from the Internal SKU drop-down list that the
customer liked or enquired into. You may enter follow-up
information in this section. Select either the W (Wish List)
or P (Preferred Item) check box. The Wish List check box is
for an item that the customer is actively seeking. The
Preferred Item check box is to track customers’ preferences.

Click on the . button to view/attach a picture of the wish
list or preferred item. Click on the Transfer Sale button to
transfer the item to a sale.

Click on the _!%ﬂ button to print the customer’s profile or the @
button to view the profile prior to printing.

When you have finished, click on the @ button to save the
information and close the window.

You may select different radio
buttons to view additional
panels (default is Wish List).

E Customers ﬂ m
Customer Type Do ot Mail [~ Call [© OnML [~ Input Date [Dec 01,1998 Last Updated [[Nov 29, 2005
it - |David || /||Ag0c:s | WS ||Tr|sh ||Elr0wn
Title First Hame Initi7( Last Hame Title Spouse First Spouse Last
address! [11 Eldeberry Crt / Referred By A
Address? Level C -
City [Guelph / - Employes -
State [ON ~ ] Fip Cogb JN1L 1K3 Source | VERBAL  ~
Home |(519) §24-0308 Source Description -
Office [(613) 599-5500 [ Ext 235 | 4 Spause Office Ext [
Mokile N Spouze Mobile [(613)525-9369
Fax / Dizcount 0.00%4 Spouse Fax
Email davidagocs@rﬁgers.com EII Spouse Email (trishbrown@rogers.com | Ell
Gender | Male ;I/ Language | i Spouse Gender Active [v.
Oceupation ([ -

Customer Information I/ax.l'lnterest I Miscellaneous |

 addresses
© Mairtenance

© Cortacts
" NotesHobkies { Ring Size

C Correspondence  Dates
C Sales

 Everts
 Sales - tem © wishiist

" Gift Registry

s Groups ok Bags

InfLt Department Category Group Internal SKLU Amourt Followe-Lp Emp. W P
P [ltar 27, 2005 [Loose Dia_~ JDream 060072 -JoRO0220 - $10,50540 [Mar 27, 2008 | i C
ote  [DRM1257 712CT ¥S1 H Square cut "Dream” dismond from Hearts on) N\ oH[_q
Followvup | \ 8 )
| ftar 27, 2008 | i | i | I | TN A0.00 [har 27, 2008 | = E
ote oH |
[ el

ol

Transfer Sale |

-

Ll

"' | 8|Q

Print Label I%

You may select different
tabs to view additional
options.

X S

Enter the quantity in the
Qty field and click here
to print one or more
mailing labels.
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Chapter 5: Customers

Customer Information Tab ST e LR R SR
Work Shipping

To enter information under the options available in the Customer Information tab, click on e .

the corresponding button to view that section. The default section is Wish List. i S e = ;
Billing
Address1

Address: enter information here pertaining to the customers work, billing and shipping i -

address_ State -1 Zptose

Contacts: enter additional contact names that are relevant to your customer (e.g. another
family member, such as a son or daughter purchasing a gift for your customer).

Correspondence: from this tab section you may compose and send the customer an email
or print a letter. You may also insert and modify template letters or sent letters.

Dates. you may keep track of birthdays or anniversaries for the customer and people
related in some way to the customer.

Events: you may enter important dates in this tab section, with a note about the event.
The note may describe what will happen in the future for the event, or what has happened
on the past event.

Gift Registry: this tab section shows a list of items the customer has registered for family
members to purchase for special events.

Groups: here you may select a group for the customer to belong to so that she may enjoy
benefits when making future purchases (e.g. a platinum customer would receive a special
email notification when new platinum shipments arrive).

O hddresses & Contacts C Correspondence Copates © Events Ol gt Registry C Groups O b Bags
 Marterance [ Notes{Habbies C Ring Size C ocales T Gales-Ttem © wishlist
Contact Name Title Phaore Ext  Emai I
|J0hn Smith ‘Manager ‘[558] £88-9993 | |i0hn s(@aol.com |%
i \ \ [ ] =
C pddresses C Cantacts @ Correspondence C pates  Everls O Gt Reqgistry C Graups ' 3gh Bags
C Mainterance MotesfHobbies C Ring Size Cosales  © Sales-Ttem ) Wishlist
Date Sent  Type Dear Customer ~ Memo Emp.  Method  Response [
‘Dct 25, 2006 |THANKEjDeaIHita, |This iz where you can ype a template for a letter, | AD ;lEmaiI ;l ;l
D | [ o 5
" tddresses ' Contacts r Correspondence & pates  Events Gt Reqgistry T Groups " 1o Bags
 Mantenance  * Notes Hobbies r Ring Size: C sales  © Sales-Trem O Wishlst
Type Date Actual Day  Actual Year Note El
[Bnniversary o] oozzoog | [ L |
2 i | 5§ |
" pddresses " Contacts [ Correspondence Cbates * Everts e Registry C Groups ' 3ob Bags
.(" Maintenance Notes/Hobbies C Ring Size € ssles € Seles-Item £ wishlist
Event Date Mote -]
‘HDUSE J Oct 25, 2008 ‘She i going to invite 50 guests ‘
] B IEEEE |
' Addresses © Contacts C Correspondence © Dates 7 Events & Gift Registry e Groups ' 30b Bags
™ Maintenance T NotesfHobbies C Ring Size: C sales  © Sales-Ttem T wishlist
Gift Registry =
Mum Registered EwentDate Ewvent
[2 Oct 5. 2006 Feb 15. 2006 [Bithday | j
I I \ [

O hdiesses  © Contadts r Correspondence Copates Crverts gt Registry F Groups T b Bags
C Manterance  © hlotes{Hobbies C Ring Size Cosales  C Saes-ltem © Wishlst

Graup Input Date ~ Mote Erp. 4]
P j Dct 25, 2006 | | BG j
M j Oct 25, 2006 | | d
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Chapter 5: Customers

Job Bags: this section allows you to look up the completed job bag sales for customer. It
gives you the information of job bag number, date, job bag type, price and if it has been
invoiced or finished.

Maintenance: enter information here regarding the maintenance of a purchased item and
its maintenance. A pop up will occur reminding both the staff and the clients that a
jewellery check needs to be performed. Once the piece has been checked it will not come
up again for another six months.

Notes/Hobbies: enter information here about topics the customer talked about during your
conversation. By recording this information, you may inquire into these topics next time
the customer visits (e.g. rock-climbing, golfing, dress-making).

Ring Size: enter information here about the customer’s ring size. You may enter
additional ring sizes for people other than the customer (spouse, children, etc.).

Sales: this tab section lists the dollars per year that the customer has spent at the store.

Sales Items: this tab section lists a description for all of the items that the customer has
purchased from the store. Double click on an item to select and view a picture of it.

Wish List: enter information here regarding items that the customer is interested in but
may not be in stock currently or they may purchase at a later date for a special event such
as a birthday or anniversary. This feature shows the on hand of the item that is on the wish
list.

Tax/Interest Tab

If the customer enjoys tax-exempt status, mark the check boxes and enter in the customer’s
Exempt Code here (it will appear on invoices). Keep track of the customer’s interest rate
on overdue accounts here as well.

Miscellaneous Tab

This tab shows the deposits, credits, gift certificates, and outstanding balances on the
customer’s account. If the Special Circumstances box is checked, and a note was written
in the Special Circumstances Text box, this note will pop-up on the sales screen whenever
the customer’s name is typed in for an invoice. For example, a note typed in this section
could be “Do not accept personal cheques from this customer”. Whenever this customer
makes a purchase at the store, this note will pop-up when an invoice is being made to
remind the sales staff of the special circumstances for this particular customer.

 pddresses  Contarts C Correspondence © pates 7 Everts it Reqistry C Groups & b Bags
 Wantenance Motes/Hobbies C Ring Size © sales 0 Sales-Ttem O Wishiist

JobBagNumber  Date Type Piice Invoiced Finished =
)|7851T |Aug 01, 3860 |Hepair | $400.00 | I Iv |

[3724a |Apr 26, 2008 |Repair [ 000 |1 I |
' addresses ' Contacts c Correspondence C Dates  © Everts Gt Registry c Groups b Bags
& Waintenance £ Motes/Hobbies C Ring Size C osales  © sales-Irem € Wishlist

Piece Description Last Checked Mext Check =

[Diaraid Ring [ oct2m2006 | Ap 252007 |
i \ ||
' pddresses  Contacts C Correspondence  Dates T Events Gt Registry C Groups ' 3ob Bags
C Waintenance MNotes/Hobbies C Ring Size © sgles  © Sales-Item © Wwishlist

Date Subject Employee =
Oct 25,2006 [GOLF oG i |

He is a very good golfer.

© pddresses  Contacts i~ Correspondence  pates ¢ Everts ) Gife Registry s Groups 0 10h Bags
© Mairtenance  © NotesjHobbies i Ring Size  gales  © Sales-Ttem ¢ Wishlist
Mame LThumb Llndex LMiddle LRing LLitle RThumb Rindex RMiddle RRing RLitle =
[wade [ 62 [ 61 [ 67T [ 61 [ 58 [ 62 [ 61 [ &1 [ 61 [ 59 ]
o [ \ [ \ [ [ \ [ \ [ |
© Addressss (7 Contacts " correspondence © Dates  { Events © Gftregetry Groups { Job Bags
" Maintenance | NotesfHobbies ¢ Ring Size  Sales 1 Sales-Ttem | Wishlist
‘ear Amount -
DEETE 196,00 |
| $EE.55 |
© addresses " Cantacts " Correspondence ¢ Dates ¢ Events © Gift Registry " Groups ¢ JobBags
 Mainterance  © Motes(Hobbies © Ring Size O saies i 7 sales CTtem (0 Wishiist
Date Department _Intemal SKU_ Description Amount =
B[ [Jun 03,2005  Reparr REPAIR  |Labour 1)gold, please repait chain $36.00 =
| Map 03, 2005  Appraisal APPRAISL |Labour: appraise $29.95 -
M [Sep 04, 2004 Repair REPAIR  |Materiak Soder at end; new lobster; solder and new lobster $86.00  «-
[ [Feb 27, 2004 Repair REPAIR 1) blue stone ring 10k - size up to 12172 2) 14k 1 clr stone| F110.00 =

Customer Information  TaefInterest |M|sceHaneuus|

Tax Exempt Status ‘l ;'

™ Pt Exempt? PST 8 Interest 30 Days 0.00%]
I GST Exempt?  GST 4

Interest B0 Days 0.00%]
Interest 90 Daps 0.00%|

Credits: $116.14 Deposits: $50.00 Gift Certificates: $500.00 Gift Cards: On Account: $0.00

:

Special Circumstance [
Special Circumstance Test

Outstdanding List
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Chapter 5: Customers

Outstanding List button

The Outstanding List button shows anything that is left outstanding with a particular
customer. It will show any layaways, special orders, job bags,
deposits, credits, gift certificates and cards.

L ayaways — shows the total owing on the entire layaway and will not be
removed until the final payment has been made on the layaway. Charged
sales will also show under this section (sales put on account). If you would

like to see a picture of the item please click the 22l button to view it.

Job bags— shows all of the job bags that are not finished and invoiced. If you
would like to see more detail on the job bag you can click the =1 to obtain
more detail. Note if the job bag is cancelled it will also be removed from this list.
If the job bag is finished and invoiced it will be taken off the list and put into the
Job bag radio button under the customer screen.

Deposits— shows all the deposits made by this particular customer along with the
the note that goes with it. Once the deposit is used it will not be taken off of the list
but a new record will show. The new record will show the date it was used it will
show negative amount, in the amount field, for example ($500) and the invoice
number, for the sale, will be recorded. Executive combines all of the deposits into
one sum so that it can create useful reports. This deposit and deposit used list will
continue to grow for the customer.

Credits— shows the credits that have been created for this customer and the
note that corresponds to the credit. This section will also show any returns on
account that this customer may have made.

Gift Certificates— shows the gift certificate made by this particular customer
along with the issued date, expiry date and amount.

Gift Card — shows the gift card that is given to this particular customer along with
the issued date, last used and the amount left.

B3 Dutstanding
Layaways
Date Department  Internal SKU - Description Amount
B [V May 10. 2006] Earming Gold [ A%&A00003 10K ¥/ SET COLOR STONE .04CT [ $249.00 -
= $249.00
o)l [szm]
Job Bags
Job Bag Number  Date Type Price Invaiced Finished
B [dddd [May 10. 2006 [Repair [ $350.00 [T
Deposits
Date Method Amount Invoice # Mate .
B (bap 10, 2006 [DEBIT $500.00 For the necklace for her bayfriend
bay 10, 2006 |CASH $200.00 For the custom ring being mads
bay 10, 2006 |CASH $200.00 For the custom ring being made
=]
Credits
Date Method Amount Invoice # Mate
P [May 10. 2008 [INSTCR ] $30.00 | [Trade in for the scrap gold [
Gift Certificates Gift Cards
GC # |zsued E=piry Amount j GC # lzsued Last Used Amount
4"\ b ] 1245[May 10. 2006 | [ $350.00 =
3
Ui .
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Running Customer Sales Report by Image

:
p@5 Use this feature to run a sales report with images
P to show your customer their jewellery wardrobe.

You may run the sales report by image in the following way:

1. Click on the Report by I mage button to open the Sales Reports
(Images) window.

2. Enter the password in the Password text-box.

3. Click on the ,%ﬂ button to print the customer’s profile or the @
button to view the profile prior to printing.

Sabes Hepon Uy Rem With Images

Customer Type Input Date [Dec22, 1937 Last Updated [Jun 11, 2001

Do Mot: Mail [~ Call [~

Ms. -] [Susan [ J[Adams | -1 1|
Title First Name Initial Last Name Title Spouse First Spouse Last
Address1 |307 Stephanie Drive Fieferred By -1
Addrese2 Lewvel C -
City [Guelph B Employes =
State [ON - Zip Code [N1K 1P2 Source -
Home |(519] 763-5963 Source Description -
Difice = | Spouse Office = |
Mobile Spouse Mabile
Fax Discount 0.00%] Spouse Fax
Email | =1 Spouse Email | =1
Spouse Gender : Active [V

Gender - | Language - |

Customer Information ITax/InterastI Miscelaneous |

« Biling Address T Cortacts i~ Carrespondence " Dates O Events  Gift Reqgistry i~ Groups b Bags
© Mantenance ¢ MotesHobbies © Ring Size O Sales 1 Sales-Trem © Shipping Address © Wishlist
Input Department Categary Group Internal SEL Amaunt Follow-Up Emp. ' P -
Nov 30, 2005 Ring Eng Dia _» [Wult Princes = [95ct + Otr = [AA00106 ] $12.500.00 [MNov 30, 2005] SN
Mate |1Bkl white gold half bezel et 1.3 ct princess cut 517 J good and .20ct VS GH pave shoulders. DHE'
Followup |
¥ [Nov 30, 2005watches = | I | ~[P5TO0025 -1 $1.82500 [Nov 30, 2005] b (C
Hote I diamond sel gun Gl Fashion while dial with arabic numerals oH[_ 0]
Follow -
#[Neva ] - - - - $0.00 [Mov 30, 2005 [
Hote oH ]
_ [Follavu
Eﬁ]‘ Transfer Sale ‘ &

Roport || %‘l OJ| Print Label I%

E3 Sales Reports (Images)

Password
Sold From To | |
Frice Between And [ |

Customer [Adamo
Customer Type
Supplier
Department
Category
Group
Employee
Customer Class

afafeafo]a]o]e

Clear 41

il i1] Sales Report By [tem 'With Images

Running Customer Sales Report by Image 5C-1
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Finding an Existing Customer

To open the Customers - Find a Customer window, from the Main Switchboard,
select the Customer button to open the Customersmenu. Then click on the Find a
Customer button

1.

2.

Type the surname of the customer you are searching for into the Last Name
text-box, and then press the Enter key to view your search results.

A list of customers that contain the name will appear in the Customer Column
below. Select the customer whose details you wish to view, and then click on

the ¥ button to open those details in the Customer window.

To view a list of all of the customers, click on the Show All button. This will also clear
information from all of the search text-boxes.

Search Options:

To search by first name, enter the customer’s first name into the First Name
text-box. Also you can search by the first letter or the first few letters. You can
search by Last Name in the same manner.

To search by the customer’s home, business and cell phone number, enter the
number with area code into the Phone Number text-box.

To search by address, enter the address, house number, street name or street
type in the Address box.

To search by city, select it from the City drop-down list.

To search by the customer type, select it from the Customer Type drop-down
list.

To search by Language, select it from the L anguage drop-down list.

You can also search for a supplier by whether or not the supplier is Active.

Try double-clicking on the
name of the customer whose
details you wish to view.

Last Name
First Mame
Phane humber
Address

City

Customer Type
Languace
Active

LIRS

Shovw Al

Customer

Spouse

Address Hame Phane

Next
4

Customes Type [Feial =]

Do Not Mal 7

E x4
Input Dake [TeE 15 200 Laat Updisted [Hay 11 500
]

I

| T | J[Ese
Titho Spouse

13
Fasl Name:

Inabuad  Last Namer

Fust Spouse Lasl

Fach Faly =]

[RER, ] G T | | s ] nas (e ame] sl

i 1901 polions arel whatn i colachuon ek, s casfieds

Fotoung:

-] LT
o | Bl e e | X «S
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Chapter 6: Creating Job Bags

Creating an Appraisal Certificate
@
@ :
?@]UJ[@ Use this feature to create a detailed appraisal certificate

for an item your store is appraising or sending out to a
supplier to be appraised.

To open the Appraisals window, from the Main Switchboard, click on the
Job Bags button to open the Job Bags menu. Then click on the Enter a New
Job Bag button to open the Service window. From the Service window, select
Appraisal from the Service Department drop-down list.

1. Click on the &1 button to search for the customer that the Appraisal is
for. This feature will also search for spouses of customers. When you
find the customer, click on the Transfer button to transfer the
customer to this window. If this is a new customer, click on the =1
button to add the customer.

2. Double-click on the Job Bag text-box to generate a Job Bag Number,
or manually enter in a number.

3. Type the date that the completed appraisal is needed by, in the Date
Required text-box, or double-click to open the calendar pop-up menu
and select the desired date by double-clicking on the date.

4. Enter the Employee Code of the employee that is appraising the item
from the Appraised By drop-down list. Select the Employee Code
from the Employee drop-down list that took in the job bag. Then
select the Employee Code from the Entered By drop-down list of the
employee that is entering the information for the job bag.

Click to add a new
customer or view the
customer’s profile

Click to find
a customer

\/—

E3 Appraisals

Paszword l:l

Customer |McLeDd
Sue Meleod

Service Dep I ktomer (~ Spouse ¢ Both

2 y
] - | & JokBag [pROBSE2 N/ OsteReceived | Mov0s, 20057
Purpose [Retail Replaceme - Date Reguired
Function _Insurance -

Condition
Declared Yalue

Group

%
Internal SkLl [DRONGS2 vt ik (sl Mat % Markup

0.00%)

Date Contacted
i”':;;j;m;; - =] temFeceives Depost [ $000 | Rep Gost 17,0000 |
Employee W M| e B Ivfat Cost $0.00 | st Retail $0.00
Ertered By |V - Labr Cost $0.00 | Lakr Retail $0.00
Categary [Earrings - Total Cost $0.00 | Total Retail $0.00

Confidertisl Notes Lak Mrkup Mitple Lah % Markup

Ship Methad
Ship Mumber Mo Charge [~ Finished [~ Invaiced [~
Ship Motes Cancelled [~ Service Status =

Service Receipt]

Suppliers | Delailsl Matalsl Stonasl Labour Price Listl Matarials\Findmgs' Condit\ons' D\sclosule' Diamond Cerlificale' Appraizal Deser 4 *

Supplier  ShipDate  RetunDate Rate/Hour #His # Min Cost Price Type
I | [ [ $000 [ 0 [ 0 [ s000] [& Lbr U Mat
|Dascriptinn | |

/

Transfer alu‘ 1“ 4 E

pry " ™ Cover Letter 7 Appraisal Certificate
ie) Gertincate | ™ Emplopes Piofle & petail Replacement

To print off instructions for the
suppliers please click this button,
anything written in the description box
of the supplier will be printed on these
instructions.

Creating an Appraisal 6A-1
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Select the category of the item being appraised from the Category E2 Appraizals E
drop-down list. Then select the group that the appraised item belongs Possword[_]  Serviee Department eeepite € Bustomer € Spouse @ Bon £ Here
N Customer [McLead = | [= | cg | Job Bag [DRO0DSEZ Date Received
to, from the Group drop-down list. Sue MeLeod p— g Yo
Funetion
o ) ) ) ) \_/\Eate Cortected [ |
Enter a description of the item being appraised into the Item e o (77 =l temRecelved Deposit | $000 ] Rep Gost [F17.00000 |
Received text-box. R 7] Fetee Descrition s Lo comt | 5000 Lo tal| 5010
Category [Earrings - Tatal Cost $0.00 | Total Retail $0.00
Type the description of the work being done in the Invoice [y e ;’;,Q Py v
Description text-box. Then type a description of its condition into the ' swietmeer Mo Charse [~ Firished r%?
Cond|t|0n text_box Ship Motes Cancelled [~ Service Status 10
) Service Receipt |
S upplisrs |Dela|ls| Metalsl Stonesl Labour Price Llstl Matenals\Flndmgsl Condlt\onsl D\sclosulel Diarnomnd Eerllflcalel Appraisal Descri 4| *
If the customer wants to put a deposit towards the job, enter the Suggler SHpDole RetnDate PetoMou o M Cos  Piss  Tyee
amount in the Deposit field. This will open the Deposits window. T ' [ o J o] 0] won] ot w @
Complete the fields as displayed on the screen. See Chapter 9,
Section 9C-1.

_ T "Cover Lett [ary I Certificat ==
ertiicate | — EriBorle & pbonimnon rastersae | X 4R

In the Supplierstab section, select a Supplier from the Supplier
drop-down list, and then enter the cost of the appraisal into the Cost

text-box.
EE Appraisals
. Enter the markup decimal value (E.g., 0.3 for 30%) for the appraisal :S‘“E 53“"”"*"““3"‘ Rmssze”“’““" Dustomer ©) Spowse ) Bolh ) Mone
- - ustomer IcL e hd - CE {ul Ll & Receive oy
into the Lab % Markup text-box. The value in the Total Cost text-  suewcted PWWQ i
box will then automatically generate. e ete Cortacted [ ]
i”;prc;:‘;m;; - - tem Recsived Depost [ $0.00 | Rep Cost [ 17,0000 |
Employes |1 | nvoice Deseription Mat Cost $0.00 | Mat Retail $0.00
Entered By |1V - Labr Cost $0.00 | Lakr Retai $0.00
You may change the value in the Rep Cost field for the Cricgory o~ Condlton et LB et B2
. . . . L el Y Mat brkup Mitple [ 1) Mat 3% Markup [ 0.00%]
appraisal without affecting the cost listed in inventory. v S PROTSEZ e e s Lok % ik |0
Ship Mumber Mo Charge Finizhed [~ Invoiced [~
Ship Motes Cance rvice Status
. To include a Disclosure: arvic Receip |
. - Suppliers | Details | Metals | Stones | Labour Price List {ngs | Conditions  Disclosuré| Diamond Certificate | Appraisal Descrit I L
a) Choose the Disclosure tab section. ol e tm e e
b) From the drop-down menu, choose a Disclosure Heading from N =
the templates in the list. See page 6A-6 for a list of all preloaded T B
disclosures. Note: You may add additional templates. See Ruby and Sapphirs o
Section 1B-4 Modifying Appraisals. Binearite
Fracture Filled Diamonds

- -
Dismonds Whitansd > Eppraal Cetfioats ‘ ‘ =]
le = Retail Replacement Transter Sale | X « il
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12. To enter a Diamond Certificate: E""*a“ —— = P ]
a) Choose the Diamond Certificate tab section. B R ] - Lo | o e
b) From the drop-down menu, choose a diamond certificate from the  suewmereo — Dete Reguired _
templates in the list. See page 6A-8 for a list of all preloaded Funsten T
disclosures. Note: You may add additional templates. See e I | Depost [ $0.00 ] Rep Cost [ 1700000 |
Section 1B-3 Modifying Appraisals. B | iveke pesatsion ey cont |50 | Lo s [ 5000
catarg;:y Earrings : conition Total Cost $0.00 | Total Retail $0.00
13. To enter an Appraisal Description: L"E?;"JZ?ZE DRoveEz | _ Declresvahe Lo ikt [ Lo % st
a) Choose the Appraisal Description tab section. Stihnoer Nochwoe I e moeed
b) From the drop-down menu, choose an appraisal certificate from -
the templates inthe list. Note: You may add additional  Suppliers | Details | Metals | Stones | Labour Price List | Materials\Findings | Conditions | Disclosue  Dismond Certficate 12a escri 4| ¥
templates' See Section 1B-1M Odlfylng Appra]sals’ Diamond Certificate Edited Diamond Calificate Text

" I Cower Letter €7 Appraisal Certificate |
e A traster sae | | AR

ES Appraisals [ ]
Pagsword :l Service Department |2 ppraisal - Receiptto: « Customer ¢ Spouse & Both & MNone
Customer [McLeod ] | | Job Bag [DRO0S52 Date Received | Mow 08, 2005

Sue Meleod

e MoLen Purpose [Retail Replaceme - DoteReguired | |
Function
Date Contacted

2ndl Custamer 2| temReceed Depost [ 9000 Rep Cost [§17.000.00 |

Appraised By [V - =
Employes [Jv - | —— B Mtat Cost $0.00 | Mat Retail $0.00

Entered By [V - Labr Cost $0.00 | Lakr Retail $0.00
Categary [Earrings - Tatal Cost $0.00 | Total Retail $0.00
Graup - Conditian
Ittt Refrkoupa holttpale 1| hibst % hlarkup
Internal SKU [DRODSS2 - Declared Value =
Ship Method ~| confidential Notes et Infitgp ol Lty % WD

Ship Mumber o Charge [~ Finished [~

Ship Notes Cancelled [~ Service Status 13a
77\ Serico Rocsn))

Dalal\sl Melalsl Slunssl Labour Price Llsll Malenals\FmdlngsI\ 13b })lsclusursl Diamond Certificate Appra\sa\Daseri{l’inn IAdd a*
/

Appraisal Description || = r
18kt white gold studs with 2=1.46ct VW52 H round brilliant ideal cut diamonds. Gl Certified: HOF41833 & HOF44229

- ™ Cover Letter T Appraisal Certificate o
o) CRUNGate | Enpimes Bole & pirs oo anstorsae | | o |\
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14. Select the Appraisal Certificate option by clicking in the check box
beside it.

15. Click on the Certificate button to view and print the Appraisal
Certificate for the customer’s item.

G

Relas

When viewing the Appraisal Certificate, click on the
&1 putton to modify the page margins for printing.

16. Enter the date that the customer was contacted to come to the store
and pick up the appraisal, into the Date Contacted text-box. This will
open the Customer Correspondence window. Complete the fields as
displayed on the screen. See Chapter 5, Section 5A-4.

17. To print a job bag receipt for the appraisal, click on the Service
Receipt button.

When you are finished, click on the |§| button to save the information and
close the window.

When the customer arrives to pick up the completed
appraisal, open the Enter New Sale window (see section
Entering in a New Sale 8A-1). Complete the customer
information. Then from the SKU drop-down list, select the
Appraisal option.

B8 Appraisals I
F'asswurdl:l Service Department |&ppraisal - Receiptto: ¢~ Customer ¢ Spouse & Both
Customer [ =] - | ce | dohBay Date Recsived

Purpose DeteRequired [ |
Function 16
Date Contacted

CERIEIRCL By ttemn Freceivedd Depost [ 30.00 ] RepCost [ 3330 |
Employee
Ertered By = \voice o Mat Cost $0.00 | Mat Retail $0.00
Category - Labr Cost $0.00 | Labr Retail $0.00

Graup Total Cost $0.00 | Total Retsil $0.00
Condition
!Sn::prﬂhjlailélj Declared Yalug $0.00 | st Mrkup Mittple hst % hiarkup

T Canfidentisl Motes LAk Mriup Mitgls Lak % Markup

Ship Motes Mo Charge [~ Finished [~ |
Cancelled Service Status
Service Receint

Suppliers |D5tawls| Malalsl Smnesl Lahnull Malenals\Findmgsl Enndilinnsl D\s:lnsulel Diamnond Cert, icatEI Appraisa\DescmptinnI

Supplier  ShipDate  RetuinDate  Rate/How HHrs # Min Cost Price Tupe

- [ 000 [ 0 [ 0 [ 3000] [ thr 7 mat
| Description | |
m m Qmsh!
S T Coverlelter  * Aprardal Ceticate

(@) Gertificale || [~ Evcioyse Frcfle G Aopad Peplacemont Tpansfer §

If you do not want to charge the customer for
this job bag, click on the No Char ge check
box. If the job has not been finished or
cancelled click the Cancelled box.

Note: You still need a cost and retail price for
the job. When you transfer the job bag to a sale,
it will automatically reduce the price to zero.

to Sale

Direct Transfer
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Appraisal Certificate
Sample

EXECUTIVE |
JEWELLER |

Description of the property:

One 18K white and rose gold flowered motif cut ring. shank measuring 14.4 mm wide on the shoulder and tapering to 10.0 mm
high on the base.

The ring has a total weight of 10.9 grams.

-4 =10.12 carat total weight round ideal cut diamonds of VS clarity and G-H color.

—— 57 =0.65 carat total weight round very good cut diamonds of VV'S clarity and F color.

Replacement Cost  $5,900.00

Total Value of the ltem... $5,900.00

(Plus any applicable taxes)
Signature of Appraiser: Anna Dobbs, G.G.
EXECUTIVE MANAGEMENT SYSTEMS
56 5t. George’s Square, Guelph, ON N1H 4E6 - Tel:519.827.1211 + Fax:519.827.0113 » Toll Free: 866.808,EXEC (3932)
Executive Mraelier and whaolly of Knar Sohutions Inc.
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Disclosure Statements for Appraisals

Note: The following are preloaded disclosure statements available for appraisals in Executive. You may wish to add additional disclosures. Please refer to
Section 1B-4 Modifying Appraisals for instructions.

Disclosure Heading

Disclosure Text

Generic

Unless otherwise stated, all coloured gemstones are assumed to be subjected to a stable and possibly undetected
colour enhancement process.

Laser Drilled Diamonds

Diamonds may be laser drilled to improve their appearance. This diamond has been laser drilled. This treatment is a
usual and customary practice and the replacement cost is reflective of this treatment.

Ruby and Sapphire

Rubies are often enhanced by the use of heat to improve the colour. With ruby, a byproduct of the heat treatment
process is a glass that can fill in tiny surface fissures. This byproduct of the heat process generally does not add
weight to the gem and is only visible microscopically, but should be disclosed nonetheless. By observance of certain
characteristics, | believe that the presence of this filler exists (or this ruby has been heated without the presence of the
glass filter). This treatment is a usual and customary practice when properly disclosed.

Emerald

Emeralds are often enhanced by the use of a variety of oils, opticon, or other resins and hardeners, both synthetic and
natural. Although my testing shows evidence of clarity enhancement is present in this emerald, the exact nature of the
filler cannot be determined by standard gemological testing. By observations of certain characteristics, | believe the
filler to be oil only (or whatever the observation is). This treatment is a usual and customary practice when properly
disclosed.

Tanzanite

Naturally coloured tanzanite is very rare in nature. The colour is usually derived through a heat treating process.
Therefore, all tanzanites are assumed to undergo this heat process. This treatment is a usual and customary practice
and the replacement cost is reflective of the treatment.

Blue Topaz

Blue Topaz in dark colours does not exist in nature. It is through controlled irradiation that the blue topaz gets its
colour. Some pale colour stones may occur in nature but currently there is no way to determine through gemological
testing whether a blue topaz is natural colour or irradiated. The trade makes the assumption that all topaz is irradiated.
Because the radiation is controlled and regulated, these gems are safe to wear.

Fracture Filled
Diamonds

Fractures that reach the surface in this diamond have been filled with a proprietary substance with the intent to render
them less visible. This has affected the appearance of this stone in such a way that the actual clarity grade cannot be
accurately determined without the removal of the filling substance. The stated clarity and colour grades are based on
the appearance of the stone in its treated state. Within the jewellery industry these stones are commonly referred to as
‘clarity enhanced'. This process is normally used on diamonds that are in the Imperfect clarity ranges (11 through 13).
The value of these stones is based on the value of the diamond before the enhancement plus the cost of the
enhancement.

Diamonds Whitened

This diamond has been whitened by a process that is currently undetectable. The colour improvement is unknown.
The girdle is laser inscribed to identify the process and the inscription reads "POL"

Cultured Pearls

Cultured pearls are bleached and dyed to improve their colour. Almost all cultured pearls undergo this treatment. This
treatment is a usual and customary practice and the replacement cost is reflective of the treatment.

Creating an Appraisal 6A-6
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Disclosure Heading

Disclosure Text

Dyed Black Cultured pearls can be dyed to a black colour. This treatment is a usual and customary practice and the replacement
cost is reflective of the treatment.
Jade Today, there is an abundance of "B-Jade" on the market. This jade is bleached and polymer impregnated to improve

the appearance. The treatment cannot be determined without the use of sophisticated equipment. Without these
further tests, an assumption is made that the jade is (is not) treated.

Diamond Treatments

Diamonds may be subjected to various treatments to improve their appearance. Treatments used are considered
usual and customary practices when properly disclosed and when done without the intent to defraud the consumer.
Treatments found may be laser drilling, fracture filling, high temperature and pressure (HTHP) to improve colour, or
irradiating (to attain fancy colour). Any treatments found will be noted on the appraisal report. The Federal Trade
Commission requires the disclosure of fracture filling and irradiation. Although laser drilling is currently not required to
be disclosed, it should still be disclosed and failure to do so may still be considered deceptive to the consumer.

Coloured Stone
Treatments

Coloured stones may be subjected to various treatments to improve their appearance. Treatments used are
considered usual and customary practices when properly disclosed and when done without the intent to defraud the
consumer. Many treatments are stable and do not require special care. Others may require special care. When a
treatment is detected and considered not to be usual and customary it will be so noted by this appraiser. Some
treatments are reversible and re-treatable. It may be beyond the scope of an appraisal to determine exact treatment
methods or the amount of treatment present. Some treatments require sophisticated equipment to identify, not found in
a standard gemological laboratory.

All treatments should be disclosed to the purchaser. Market values are generally based on these treatments. Unless
otherwise stated, the coloured stones in this appraisal are assumed to have been subjected to one or more of these
treatments, when it is common for that species or variety and valued accordingly. Treatments, when detected will be
noted on the appraisal. Untreated gemstones, when detected and when value is affected, will be noted. Unstable
treatments or other treatments that adversely affect the value will also be noted in the appraisal when detected.

Gemstone treatments include heat, bleach, irradiation, dye, various coatings, and diffusion. This is not inclusive of all
treatments. Some treatments such as dye may be considered fraudulent if not properly disclosed.
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Diamond Certificates for Appraisals

Note: The following are preloaded Diamond Certificate statements available for appraisals in Executive. These templates require you to fill in the blanks with the
correct information for the appraisal you are working on. You may wish to add additional disclosures. Please refer to Section 1B-3 M odifying Appr aisals for

instructions.

Diamond Certificate Heading

Diamond Certificate Text

EGL

One diamond accompanied by a European Gemological Laboratory diamond grading consultation #
, Stating that the diamond weighs carat, measures mm by mm by
mm, and is clarity, and colour. The undersigned had examined the diamond, determined that it is

the same as that described in the report, a copy of which is attached below. The appraiser agrees with the report
and has based the value on the grade as stated in the report.

G/S One diamond accompanied by a Gem Scan Laboratory diamond grading report #
stating that the diamond weighs carat, measures mm by mm by mm, and is
clarity, colour, and make. The diamond is laser inscribed on the girdle with the Gem Scan logo and
the number # . The undersigned has examined the diamond, determined that it is the same as that
described in the report, a copy of which is attached below. The appraiser agrees with the report and has based
the value on the grade as stated in the report.

GIA One diamond accompanied by an Gem Trade Laboratory diamond grading report # ,
stating that the diamond weighs carat, measures mm by mm by mm, and is
clarity, and colour. The undersigned has examined the diamond, determined that it is the same as that
described in the report, a copy of which is attached. The appraiser agrees with the report and has based the
value on the grade as stated in the report. The diamond is of make.

AGS One diamond accompanied by an American Gem Society Laboratory diamond grading report #

, Stating that the diamond weighs carat.

GS/NWT One diamond accompanied by a Gem Scan Laboratory diamond grading report # and
a Canada's Northwest Territories certificate # . The certificates state that the diamond weighs
carat, measures mm by mm by mm, and is clarity, colour, make, and is
Canadian mined, cut and polished. The diamond is laser inscribed on the girdle with the number
NWT . The undersigned has examined the diamond, determined that it is the same as that described

in the reports, a copy of which is attached. The appraiser agrees with the report and has based the value on the
grade as stated in the report.
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Creating a Retail Replacement

p@]ﬁ[@@

se this feature to create a retail replacement certificate
for a stock item in your store.

To open the Appraisals window, from the Main Switchboard, click on the
Job Bags button to open the Job Bags menu. Then click on the Enter a New
Job Bag button to open the Service window. From the Service window, selec
Appraisal from the Service Department drop-down list.

Click on the %1 button to search for the customer that the Appraisal is
for. This feature will also search for spouses of customers. When you
find the customer, click on the Transfer button to transfer the
customer to this window. If this is a new customer, click on the =1
button to add the customer.

1.

Select the purpose of the appraisal from the Pur pose drop-down list,
and then the function from the Function drop-down list.

Enter the Employee Code of the employee that is appraising the item
from the Appraised By drop-down list. Select the Employee Code
from the Employee drop-down list that took in the job bag. Then
select the Employee Code from the Entered By drop-down list of the
employee that is entering the information for the job bag.

Select the category of the item being appraised from the Category
drop-down list. Then select the group that the appraised item belongs
to, from the Group drop-down list.

Next, select the SKU number for the item from the Internal SKU
drop-down list.

If applicable, in the Stonestab section enter in a description for the

stone(s). Press -“_I to generate a description and double click on the
Appraisal Description field to open a larger view with the Spell Check
option.

B3 Appraisals

Password l:l

Feceipttor ¢ Customer ¢~ Spouse & Both ¢ Mone

Custamer = | c | Jon By [pRo0SSZ Date Received | Hov 04, 2005
Sue Mcleod
e Meke Mrpose [Retail Replaceme = DeteRequired [ |
Furclion
Date Contacted
d Customer hd ltem Received
reices By [T7 = Depost [ $0.00 | Rep Cost [ $17.000.00 |
Employee [Jv A woice B htat Cost $0.00 | st Retail $0.00
Entered By |JV - Labr Cost $0.00 | Labr Retail $0.00
Categary [Earrings - Tatal Cost $0.00 | Total Retail $0.00
Group - Condition
ral SKU [DRODSS2 - Declared Yallg Mt Mrkupp Mitgle: et % Markug
o N = Confidential Notes Lak Mrkup Mitple Lab % Markup | 0.00%
Ship Number Mo Charge [ Firished [~ Invoiced [~
Ship Motes Cancelled [~ Service Status -
Service Receipt

Suppliers I Dela\ls' Metalsl Stanas' Labour Price List| Materials\F\ndingsl Comd\tions' Disclosurel Diamond Celtilicatel Appraizal Deseri | *

Retum Date  Rate/Hour #His # Min
[ #on [0 ] 0 ]

Cost
$0.00 ]

PFrice Tppe

[* b T Matl Y

Supplier  Ship Date

| [

| Description |

Lertificate ™ Cover Letter T hppraisal Cerificate

™ Employee Profile (& Retail Replacement

Transrer'sale| El 4 |§

You may change the value in the Rep Cost field for the
appraisal without affecting the cost listed in inventory.

Supplielsl DE[E“SI Metals StDnESI Lahnull Malerials\Find\ngsl Enn\:lilinnsl Disn:lnsurel Diamond Eemf\calel Appraizal Descri
#Pieces  Stone Shape  CtTWw bt [LabdwDn] Clarity Colar Cut Major  Sup.

T [ D& <] RéD =] 117 =] 651%5114430] 52 =JH =] MED =] ¥

Appraizal Description |1 radiant faceted diamond mesaruments of 6.51 » 5.17 « 4.30 mm approximate tatal weight of 1 stone | & i

v ]
=]

__| Appraizal Description |

-

*
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7. Type the description of the work being done in the Invoice

Description text-box. Then type a description of its condition into the
Condition text-box.

8. Select the Retail Replacement option by clicking in the check box
beside it.

9. Click on the Certificate button to view and print the Retail
Replacement for the item.

AGH

R@”@@@ When viewing the Retail Replacement, click on the
&1 putton to modify the page margins for printing.

When you are finished, click on the |§| button to save the information and
close the window.

When the customer arrives to pick up the appraisal, open
the Enter New Sale window (see section Entering in a
New Sale 8A-1). Complete the customer information.
Then from the SKU drop-down list, select the Appraisal
option.

B Appraisals
Password I:l Service Department | JyEEE| Receipt to: ¢~ Customer ¢ Spouse @& Both ¢ Mone
Customer ‘McLeDd ;l I cEI Jok Bag [DRO0SS2 Date Received Mov 04, 2005

SelElem Purpose |[Retail Replaceme = Dte: Reguired _

Furcton
7/\ Date Contacted

2nd Customer = ttem Received \

Appraised By [T7 5 k 7} [ 3000] RepCost [$17.00000 |
Employee [JV =1 | woice EEEEiE Z $0.00 | st Retsil $0.00
Entered By [Jv - Labr Cost $0.00 | Labr Retail $0.00

Categary [Earrings - Total Cost $0.00 | Total Retail $0.00
Graup - Conditian

Dieclared “alue Wzt Mriup Mitple hitat % Markup

Internal SKU [DROOSS2 - —

Ship Method —| confidential Notes Lk kirkup Miple Lab % Markup [ 0.00%]

Ship Mumber Mo Charge [ Finished [~ Inwoiced [~

Ship Motes Cancelled [~ Service Status vl
Service Receint |
Suppliers I Dela\lsl Melalsl Slunes' Labour Price Lisl' Malarials\F\ndingsI Cund\liunsl Dis:losurel Diamond Cellilicalal Appraisal Desci 4 | »
Supplier  ShipDate  Retun Date  Rate/Howr #Hiz # Min Cost Price Type
| | [ %000 [ 0] 0 ] $0.00 | [* tor T mat 2
|Descnpt\om | |
Finish!
" I Cover Letter [ Appraisal Certificate
GertIMeate ||  Emplovee Piofile For Feplacement Transfer Sale | ><| ‘
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Retail Replacement

Sample EXECUTIVE
JEWELLER

WWW. llery com

Date: October 14, 2004

Ms Jane Doe
Dr. John Doe
124 Woodsworth Street
Guelph, ON L3L 3K3

Purpose of Certificate Retail Replacement Value
Function of Insurance

One ladies platinum diamond engagement ring.

Containing:

1 radiant faceted diamond mesaruments of 6.51 x 5.11 x 4.30 mm approximate total weight of 1 stone =
117 ct.

Clarity: sI2

Colour: H

Cut: MED

Total Weight of Diamonds 117 et

Total Weight 7.58 gm

Retail replacement cost $13,500.00

Date: October 14, 2004

Anna Dobbs G.G.
Graduate Gemologist

EXECUTIVE MANAGEMENT SYSTEMS
56 St.George’s Square, Guelph, ON N1H 4E6 - Tel: 519.827.1211 - Fax:519.827.0113 - Toll Free: 866.808.EXEC (3932)

Eancutive. Systerms are wholly o Inc.
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Tracking Custom Work

2 e
p@s Use this feature to record and track information
P about the enhancement or creation of items by the
staff at your store.

To open the Custom Work Job window, from the M ain Switchboard,
click on the Job Bags button to open the Job Bags menu. Click on the
Enter a New Job Bag button to open the Service window. From the
Service window, select Custom Work from the Service Department
drop-down list.

1. Click on the €1 button to search for the customer that the
Custom Work is for. When you find the customer, click on the
Transfer button to transfer the customer to this window. This
feature will also search for spouses of customers. If this is a
new customer, click on the =1 button to add the customer.

2. Double-click on the Job Bag text-box to generate a Job Bag
Number, or manually enter in a number.

3. Type the date that the work is required to be finished, in the
Date Required text-box. Then type the Model Date into the
M odel Date text-box.

When the work is completed, enter the date that the customer was
contacted to come to the store and pick up the item, into the Date
Contacted text-box. This will open the Customer Correspondence
window. Complete the fields as displayed on the screen. See Chapter 5,
Section 5B-4.

4. Select the Employee Code from the Employee drop-down list
of the employee that took in the job bag. Then select the
Employee Code from the Entered By drop-down list that is
entering the information for the job bag. Select the category
that the Custom Work will belong to, from the Category drop-
down list. Then select the group that the Custom Work
belongs to, from the Group drop-down list.

Click to add a
new customer.

B3 Custom Jewellery - Custom Work Job

Password :l

Customer ‘Leppard
Andrevy Leppard
Urszula Tokarska

(416) T06-5424
mdcustamer [ <f 4 Received

Service Department

-ustom Wiork Fieceipt to:

Click to find a
customer.

R | CE| Job Bag (93519 Date Received | Mov 05, 20052 \_/
Date Reguired
2 Model Date
Date Cortacted

(~ Customer ¢ Spouse (v Both m
3

Deposit $0.00 GQuoted $0.00
Ermpl VB [l i - - : - Mat Cost $0.00 | Mat Retail $0.00
Erered By =] viceDeservon ove i Gt veddna | Cost [ 732550 | Lk Rt [ 30000
Category - » Total Cost | $1.326.60 | Total Retail | $3.000.00
o — Declarizn\?::az I Mat Mrkup Miple Mat % Markup
Ship Methord —] Conficential Notes Lah Mrkup Miple Lah % Markup | 55.70%]
Shi Mumber Mo Charge [ Finished [~ Invoiced v
Ship Mates Canceled [~ Service Status -
Service Receipt|
Suppliers I Ireventaory Usedl Detailsl Metalsl Stonesl Labour Price Listl Materials\F\ndingsl Eonditionsl Parts On Drderl Addilionallnfol
Supplier  ShipDatz  Return Date  Rate/Hour #Hrs # Min Cost Frice Type -
[SEAE | [ [ 30,00 [ 0 [ 0 J$1.32660 [ $1.526.60 [ Lhr © mat Y
Drescription | |
* =1 [ [ $000 [ 0 [ 0 | §000] [ br T mat [
Drescription | |
=]
O] | pervice | Instruetions | Transfer Sale || \X“ 4 |E
To print off instructions
print a snap information anvihin written' i the
shot of the about the job de)s/(t:ri t?on box of the
information bag based on o Iigr will be printed
In the the service onptF;]ese instruct[i)ons
window. task list. '
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5. Inthe Labour PriceList tab section, select the Labour Department,
Category, Group, and Task to calculate the price of the labour. This
will update the Labr Cost and Labr Retail fields.

Note: The Labr Cost and Labr Retail fields will not be updated if you
have already entered information in the Suppliers tab as Labr type.

6. Inthe Materials\Findingstab section; select the Materials\Findings
Department, Category, Group, and Style to calculate the price of the
materials\findings. This will update the Mat Cost and M at Retail
fields.

B2 Custom Jewellery - Custom Work Joh
Passwordl:' SeruiceDepaﬂmem Receipt to: ¢« Customer ¢ Spouse (¢ Both ¢ MNone
Customer [Leppard =] | ce| JokBay [p3s13 Dete Received | Mov 05, 2005

Andreyy Leppard Date Required

Urszula Tokarske Mode Dste

(416 7O6-5424 Date Cortacted

mdCustorner [ -] ltem Received Deposi | 000 | Guoted | 0.0 |

mployee [VB - it $0.00 il $0.00
Sl S e S T S Lo Cost | STT2E60 | Lot ot | 330003
Category - Total Cost | $1,326.60 | Total Retail | $3.000.00
e 2 I et i e | 1| it s i

. o ] Confidential Notes Lab Mrkup Mitple Lak % Markug

Sslngmx?nl:r e Finished [~ Invoiced ¥

Ship Notes 6 I ServiceStatus [ -]

/-/ Seruice Receipt |

Suppliers | Inventory Used | Details | Metals | Gtones | Labour Price List - Materials\Findings | Conditions | Parts On Order | Additional Info
Department Categary Group Shyls Na Oty  FstailPrice  Extension

3l - - - o]
Spring Ring
& Q

ponice | mstructions | Transfer Sale || l“ 4=

B3 Custom Jewellery - Custom Work Job [ x|

Paszword I:l

Customer |Leppard
Andresy Leppard
Urszula Tokarska
(416) 706-8424

mdcusiomer [ 7] gem Recaied
Employee [VB 2 :
Ertered By = Invoice Description
Category T
Er - Condtian

Declared Yalue

Ship Method - Confidentisl Motes
Ship Mumber

Ship Motes

Service Department [Custom'Work -

Feceipt to: ¢~ Customer = Spouse

 Both ~ Mone

= - CE| Job Bag 93519 Date Received [ Mov 05, 2005
Date Required
hiodel Date
Date Cortacted
Depasit | $0.00 | Gucted | $0.00 |

TR e Mt Cst 00 | htat Retsil $0.00

bt by St Krcttomer Lebr Cost | $1.326.60 | Labr Retsil | 300000

Totsl Cost | $1 326 A0 | Totsl Retsil | $3.00000

Mt Mrkup Miple

5

Lab Mrkup Miple

Wat % Markup
Lab % Markup | 55.70%]

Mo Charge [~ Finished [~ Invaiced v
Cancelled [~ Service Status 'I
Service Receint

— %
) Supp\iels' Inventary Used' Detailsl Metalsl Stones  Labour Price List | Materia\s\Findingsl Conditions' Parts On Drderl Additional Infn|

Department Category Group

Task

Oty FRetail Price Express?  Extension

3l -

L D]

Carlier Battery Service - Quartz
Cartier Care Service
Cartier Complete Service

-] 0

Xpr

Custom Work
Estimate
Fiepair

Stock Fepair
Printout

Instructions ‘l

Transfer Sale

Click % to print the Labour

and Materials information sheet.

press 2] button to change
the express prices.

X «S|
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Click to print a Job Bag Receipt.

B3 Custom Jewellery - Custom Work Job

7. |n the Parts on Or der tab SECtIOﬂ, enter the parts that need to be Password I:l Service Department Receipt to: ¢ Customer Spouse @ Both « None
ordered and the date required. W el ol - e wnomf ] F ) S TLEEE
Ufszula Toksrska
. . 161708 0120 Dot Comyte
8. If you do not want to charge the customer for this job bag, click onthe  fucutomer [ 71 fenressived e T
NO Charge CheCk bOX - - . Erztsse | = nvoice Desctiption |one platinum Gothic wedding HENEEs: $U.‘QU S RE@I $0.00
Note: You still need a cost and retail price for the job. When you et B - band by Steven Kretohmer yﬁ :}332-?; | g
transfer the job bag to a sale, it will automatically reduce the price to Group o Corten | f?m&ma Taﬁ
Zero. Ship Method +| Confidential Motes Al rk ple 2 ah %/ Marklp ]
ShilgNumb?ar Mo Charge [~ F\n\ied |-' Invoiced [V
. R R Ship MNates Cencelled [~ Service Status 'I
9. When the job bag is complete and ready for the customer, click on th Service Reset|
fl nIShed CheCk box ) ) ) L | Supphers| Inventony Used' Detailsl Mela\s' Stonesl Labour Price L\sll Maleria\s\Findimg{ 7 arts On Order IAdd\tionaIInfDl
Note: You cannot edit the job bag once you have click on Finished./If T —— e —
changes are required, enter the password in the Passwor d text-box. DI =1 [0] [ [
10. You can also press the Canceled check box if the customer did not Finish!
want the work to be done or canceled the job. This allows you to track
Il activity in th m work j . = "
all activity in the custom work job bags o nstructions | Transfer Sale | X\l 4

p—
When you are finished, click on the DI button to save the information and
close the window. Direct Transfer
to sale

When the customer arrives to pick up the completed item,
open the Enter New Sale window (see section Entering in
a New Sale 8A-1). Complete the customer information.
Then from the SKU drop-down list, select the Custom

Work option.

Tracking Custom Work 6B-3
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Calculating an Estimate

P

4| e
@5 Use this feature to calculate and record Job Bag

Estimates given to customers by the staff at the
store.

To open the Service Estimates window, from the Main Switchboard, click on
the Job Bags button to open the Job Bags menu. Click on the Enter a New
Job Bag button to open the Service window. From the Service window, select
Estimate from the Service Department drop-down list.

1.

Click on the & button to search for the customer that the Estimate is
for. When you find the customer, click on the Transfer button to
transfer the customer to this window. This feature will also search for
spouses of customers. If this is a new customer, click on the =]
button to add the customer.

Double-click on the Job Bag text-box to generate a Job Bag Number,
or manually enter in a number.

Type the date that the estimate is required, in the Date Required text-
box.

When the estimate is complete, enter the date that the customer was contacted
regarding their estimate, into the Date Contacted text-box. This will open the
Customer Correspondence window. Complete the fields as displayed on the
screen. See Chapter 5, Section 5B-4.

4. Select the Employee Code from the Employee drop-down list of the

employee that took in the estimate. Then select the Employee Code
from the Entered By drop-down list that is entering the information
for the estimate.

Click to add a new
customer or to view
the customer’s
details.

hva

B Service Estimates

Pazswaord l:l

Customer |McSherry
Jonathan MocSherry
Joanne Willoughkey

Click to find a
customer.

Custormer ¢~ Spouse = Both

) d
Y =l | £ | dokBap faamss AN S

Date Received Mow 05, 2005 /

Date Reguired

(519) 763-4786 o T — Date Cortactsd [ |
AT SRl l: 4 eceived [Gents professional tag watch Deposit [ $0.00 |  cuoted [ $0.00 |
Employee [AD - e scription [New ool repar bracelet 1 hlat Cost $0.00 | Mat Retsil $0.00
Entered By A0 ks i Labr Cost $0.00 | Labr Retsil $0.00
Category - Total Cost $0.00 [ Tatal Retail $0.00
Group - Condition |not warking, bracelet broken
Declared Yalue Mat Mrkup hittple Mt % Markup
o =
Ship Method [Frioiy Post =] Confidential Nates — 1| Lak Mrkup Mitple Lak % Markup | 0.00
Shifp Mumker Mo Charge [ Finizhed [ Inevoiced [
Ship Motes [to TAG Cancelled [ Service Status -
= Service Receipt |
Suppliers I Irventary Used | D etails | tetals | Stones | Labour Price List | Materials'Findings | Conditiohs | Parts On Order | Additional [nfo |
Supplier  Ship Date Return Date  Rate/Hour #Hrs  # Min Cost Price Tupe -
p[CC - [Mov 07 2005] $0.00 [ 0 [ 0 ] $0.00 | $0.00 [*7Lbr ¥ 1at &
Description |
* =1 [ [ #000 [ o [ o ]J $0.00 | &b T Mt (&
Description | |
=1
S ] | ] KIS
@]l Printout Instructions || Print Estimate x| < <

Click to print a
snap shot of the
information in the
window.
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F'asswordl:l Service Department Feceiptta: ¢ Customer ¢ Spouse {o Baoth & Mone R
Custamer [icsherry o A bots Fomoivod | Tioe 022008 Press the Instructions button to
Jonathan MoSherry Date Reguired

Joanne Willoughlby
(519) TE3-4786

Select the terms for the estimate from the Estimate Ter msdrop-
down list.

Enter the details of the item in the I1tem Received text-box.
Then type a description of what type of work is to be done, in
the Invoice Description text-box.

In the Labour tab section, select the Labour Department,
Category, Group, and Task to calculate the price of the labour.
This will update the Labr Cost and Labr Retail fields.

Note: The Labr Cost and Labr Retail fields will not be updated
if you have already entered information in the Suppliers tab as
Labr type.

In the M aterials\Findings tab section, select the
Materials\Findings Department, Category, Group, and Style to
calculate the price of the materials\findings. This will update the
Mat Cost and M at Retail fields.

ES Service Estimates [=]
Pazsword l:l Service Department Receiptto: ¢~ Customer ¢ Spouse (e Baoth ¢ Mone
Customer [McSherry =1 - |c£| Job Biag [g4354 Date Recaived | Mow 05, 2005

Jonathan McSherry Date Recuired _

Joanne Willoughby

(519) 763-4786 Estimate Tarms /_\Date Contacted

2nd Customer l: ttemn Received [Gents professional tag 6 ) [ $000]  Gueted | $0.00 |
(e |l - Invoice Deseription [Mew cell . repair bracelet, | =t $0.00 [gagictel $0.00
Entered By (A0 - -1 - Labr Cost $0.00 | Lakr Retail $0.00

Category - Tatal Cost $0.00 | Total Retail $0.00
Graoup - Condition [not working, bracelet broken
Declared Yalue Mat Mrkup Mitple [ 1] Mat % Markup
Shin Method! [Prioriy Post =] Confidential Nates Lah hrkup Mitple Lab % Markup | 0.00%
Ship Number Mo Charge [~ Finished [~ Invoiced [~
Ship Notes |to TAG Canceled [~ Service Status -
7 Service Receipt |
Suppliers | Inventoay Used | Details | Metals | Stot_an\g Price List | Walerials\Findings | Conditions | Parts On Ocer | Additional Infa |
Departrment Category Group Task [ty  Fetail Price Express?  Extension

» I - - - - i) Hpr

o)

=y Senvice
'-‘-' Primnut ||

mstracfions | Print Estimate

X| <

print off the information on

TP 5 Dete Contacted [ ] labour and materials and
2nd Customer j tem Received (Gents professional tag watch Deposit | $000 | cQuoted | $0.00 | fl ndlngS for the ShOp
Employee |40 hal IR, ition 1 0 o o’ st Cost $0.00 | hdat Retail $0.00
Entered By |50 ~IReEsEeeetog] M= oSl repair bracslst. Labr Cost $0.00 | Labr Retail $0.00
Category = Total Cost $0.00 | Total Retail $0.00
Group - Condition |not working, bracelet broken
Declared Yalue gt bt Wit SR B Wy
Ship Method [FriorfyFast =] Confidential Motes: Lak Mrkup Mitpls Lah % Markup | 0.00%]
Ship Mumkber No Charge [~ Finished [~ Invoiced [~
Ship Motes (to TAG Cancelled [~ Service Status -
Sarvica Receipt|
Suppliers | Inventory Used | Details | Metals | Stones | Labour Price List  Materials'Findings I Conditions | Parts On Order | Additional Inio | CI ick to pri nt the Labour and
D'epartment Category Group Stple No Aty Retai Price Estension H H H
5T =1 = S T I Materials information sheet.
= Service . - " p—
poniee | Instrugtions || Print Estimate || P4 || 4|
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9. After you have finished the estimate, click on the Print g3 Service Estimates
EStImate button to give to the CUStomer Paszward l:l Service Department ceipt to: ¢ Customer ¢ Spouse ¢ Both ¢ Mone
Customer |McSherry ;l I CEI Job Bag 94954 Diate Received
Jonathan MocSherry Date Reguired _
10. When the estimate is complete and the customer would like L I e
to go ahead with the job, change the service department ot Customer [ ] e teme = Paie Conecien
0 go aneaa wi € JO , C ange € service epar ment. 2nd Custamer = ltem Received [Gents professional tag watch Depostt ,W‘ Quoted $0.00
e A p— ) A ErErl::J:iy;z ig : Invoice Description [Mew cell | repair bracelet, | L:I:: Ezj :ggg L:I:: 2:::: :ggg
When you are finished, click on the = button to save the information — < et ST it et ]
H - Condition |not warking, bracelet broken
and close the window. Ee? Declared Valus I Mat Mrkup Mitple Mat % Markup
Ship Method [Frioiy Post =] Confidential Nates — 1| Lak Mrkup Mitple Lak % Markup | 0.00%]
Ship Mumber Mo Charge [~ Finished [~ Invoiced [~
Ship Motes |to TAG Cancelled [~ Service Status - I
= Service Receipt |
Suppliers I Irventary Used | D etails | tetals | Stones | Labour Price List | Materials'Findings | Conditiohs | Parts On Order | Additional [nfo |
Supplier  Ship Date Return Date  Rate/Hour #Hrs  # Min Cost Price Tupe
p[CC - [Mov 07 2005] [ s0o0 [ o [ o J $0.00 | $0.00 [*7Lbr ¥ 1at &
Description |
* =1 [ [ #000 [ o [ o ]J $0.00 | &b T Mt (&
Description |

LFinish!

X

©1 s | mstructions || Print Estimate | ~—"
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Creating a Repair Job Bag

[H]U][@ o Use this feature to keep track of both the repairs
P your store performs, and the suppliers that the item
has been sent to for repairs.

To open the Repairs window, from the Main Switchboard, click on the Job
Bags button to open the Job Bags menu. Click on the Enter a New Job Bag
button to open the Service window. From the Service window, select Repair
from the Service Department drop-down list.

1. Click on the £] button to search for the customer that the Repair is
for. When you find the customer, click on the Transfer button to
transfer the customer to this window. This feature will also search for
spouses of customers. If this is a new customer, click on the =]
button to add the customer.

2. Double-click on the Job Bag text-box to generate a Job Bag Number,
or manually enter in a number.

3. Type the date that the work is required to be finished, in the Date
Required text-box.

When the work is completed, enter the date that the customer was contacted to
come to the store and pick up the item, into the Date Contacted text-box. This
will open the Customer Correspondence window. Complete the fields as
displayed on the screen. See Chapter 5, Section 5B-4.

4. Select the Employee Code from the Employee drop-down list of the
employee that took in the job bag. Then select the Employee Code
from the Entered By drop-down list that is entering the information
for the job bag. Select the category that the Repair will belong to,
from the Category drop-down list. Then select the group that the
Repair belongs to, from the Group drop-down list.

Click to add a new
customer.

Click to find a
customer.

B2 Repairs

Passwaord l:l

Service Department F_"'Fﬂ_

ANVa

Receipt to:

¢ Customer ¢~ Spouse ¢+ Both ¢ MNone

Customer [Berry =] = /fce| JokBag [e5226 e e
Mr. Steven Berry Date Required [ MNov 11, 2005
Mr=. Laurel Barry
(519) 836-1130 Dsts Contacted
el Chsiion s l: ttem Received (Gents flat Gucci Bracelet in 14 ki Depost | 30.00 | Quoted | +0.00 |
Employee |GB - . . Mat Cost $0.00 | Mat Retail $0.00
Ertered By |4P py | (BB EE Shortento 7344 Labr Cost $6.67 | Labr Retail $22.00
Category - Total Cost $6.67 | Total Retai $22.00

Group

Declared “alue

Ship Method [Shap | Confidential Mates |Fetumn extra links.
Ship Mutmker

Condition

Mt Mrkua Mitale Mat % Markup
69607

Laka Mirkugz Mitgle Laly % Markug

Mo Charge [~ Firished [ Invoiced [
Ship Motes Cancelled [~ Service Status ’—;I
Sarvice Recaint |
Suppliers I Inventom Used' Delailsl Melalsl Slunesl Labour Price Lisll Materials\Find\ngsI CUnditiUns' Partz On Drderl Additional InlUI
Supplier  Ship Date  Retwn Date  Rate/Howr #Hrs HMin Cost Price Type -
pJLG = Mov 04 2006[Mov05.2005] $40.00 [ 0 [ 10 J $6.67 [ #2200 [T 1br T Mat &
Description | |
* & | [ [ 3000 [0 [ 0 [ s000] [ 7] ek @
Description | |
K
Service Trgusfer Sale | X‘l 4 El
Click to To print off
print a snap instructions for the
shot of the Gives information s#ppgler please Crl]!Ck
information about the job bag this utt.on,hanyt ing
in the based on the ‘(’j"”tte_” Int t? ;
window. service task list. escription box o
the supplier will be

printed on these
instructions.

Creating a Repair Job Bag 6D-1
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If the item will be shipped, select a shipping method from the Ship
Method drop-down list. Then enter the Ship Number and Ship Notes
into the corresponding text-boxes.

Enter the details of the item the customer is providing for the Repair
into the Item Received text-box. Then type a description of what
repair is to be done, in the Invoice Description text-box. Note the
condition of the item in the Condition text-box, and its monetary
value in the Declared Value text-box.

If the customer wants to put a deposit towards the job, enter the
amount in the Deposit field. This will open the Deposits window.
Complete the fields as displayed on the screen. See Chapter 9,
Section 9C-1. The Quoted field is used to put a value that was quoted
to the customer.

Enter the price quoted into the M at Retail and Labr Retail fields

In the Supplierstab section, select a supplier from the Supplier drop-
down list, and then enter the cost of the repair into the Cost text-box.
Then select either Labr or Mat as the type of work for the supplier.
This will update either the Labr Cost or Mat Cost fields.

& Repairs m
Password |:| Service Department [fE%l Receiptto: ¢ Customer ¢ Spouse ¢ Both ¢ None
Customer [Berry <] - | cE| dobBag Date Received [ Nov 04, 2005

Mr. Steven Berry Date Required m

Mrs. Laurel Berry 6

(519)836-1138 Date Cortacted ' 7

ZralieeEing ttem Received [Gents flat Gucci Braceletin 14kt £ Depost | 30.00 | ¥ cuted ‘ $0.00 |
Employee [GB - ) Mat Cost $0.00 | Mat Retail $0.
Entersd By [6F 7| "voioe Descrition Shartento 7 374 Lakr Cost [ 3667 |LebrRetal | 52200\ 8

Category hd Total Cost $6.67 | Total Retail $22.|I||
Group - Congclition

Declared Value [ Mat Mrkup Mitple Mat % Markup

Ship Method [Shop > jal Notes [Retum extia finks. Lab Mrkup Mtple Lab % Markup | 69.60%)

Ship Number 5 Mo Charge [~ Finished [¢ Invoiced [~

Ship Notes N Cancelled [~ Service Status
Service Receipt |
Suphiers | Inventory Uised | Detais | Metals | Stones | Labour Price List | Materials\Findings | Conditions | Parts On Oider | Addiional o |
Supplier ShipDate  Retun Date Rate/Hour #His # Min Cost Price Type -
PILG_ - [Nov 04, 2005[Nov 05, 2005] 4000 | 0 | 10 |  $667 | $22.00 [©° Lbr © Mat o
Description |
* i | [ [ 3000 [ 0] 0 [ 3000] [F e T mat T
Description | ]
\ =
" -
mstructions trastersaie | | |y

Click to attach or view the before
and after pictures of the item.
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10. Inthe Labour tab section, select the select the Labour Department,
Category, Group, and Task to calculate the price of the labour job.
This will update the Labr Cost and Labr Retail fields.

Note: The Labr Cost and Labr Retail fields will not be updated if you
have already entered information in the Suppliers tab as Labr type.

11. Inthe Materials\Findings tab section; select the Materials\Findings
Department, Category, Group, and Style to calculate the price of the

materials\findings. This will update the Mat Cost and M at Retail
fields.

Click to print a snap shot of the
information in the window. Note
this section does print costs.

Password ] Service Dopartment
Customer [Almond ] « | ce| JobBag 333001

Mr_ Jack Almond

]

Feceiptto: ¢~ Customer ¢ Spouse (+ Both

Date Received | May 07, 2004
Date Required Jul 23, 2004

Date Contacted | May 11, 2004

ftem Received |Gts tie tack

Employes BK - Deposit $0.00
Ertered By BK - . o Mat Cost $27.77 | Mat Retail $29.91
I Gis 18KYG "BMW™ | &
Categery [Tie Tac T oge Labr Cost | $12.22 | Labr Retail | $75.00
Group - Total Cost $39.99 | Total Retail $104.91
Condition
Ship Method = Declared Value $0.00 | Mat Mrkup Mitple Mat % Markup
Ship Number :‘ Confidentisl Notes [4 5mm Found Lab Wirkup Mitple Lab % Markup [ 85 70%
Ship Notes Mo Charge [ Finished Invoiced [~
Service Status
Service Receipt|
Supplwusl Inventary Llsedl Delmlsl Matalsl Stﬂnu] Lsbowr Materials\Findings I Emdliﬂnsl Parts On Drdell
Department Category Gioup Style Aty Price Estension s
_B[SpingRings  ~ JT4KY =45 ~|sR20 ] 1] %21 [ sE8a ]
*] | = 7 | i ] |

- &lq

o e |

nstructions |

=]
rastersae | X| 4|

B8 Repairs [ %]
Password D Service Department Feceipt to: ¢~ Customer ¢~ Spouse & Both ¢ Mone

Cuztomer |Berry
Mr. Steven Berry
Mrs. Laurel Berry
(519) 836-1138

;l w | cg| Job Bag (35226

Date Received Mo 04, 2005
Date Required | Mov 11, 2005

Date Cortacted
) Dty l: ttem Received |Gents flat Guec Bracelst in 14 kt Depostt | 30.00 | Quated | 30.00 |
Emplayes (GB - . - Iiat Cost $0.00 | Mat Retail $0.00
Entered By |BF S (Rl | Shotten to 7 3/4 Labr Cost $5.67 | Lakr Retail $22.00
Category - Tatal Cost $6.67 [ Total Retail $22.00
Group - Condition

Declared Yalug |

Shify Method [Shop | Confidertial Motes |Retumn extia links.
Ship Mumber

Wt Mriep Mitole Mt % Marlup
59.50%]

Lak rkup Miple Lak % Markug

Mo Charge [ Finished [~ Invoiced [~
Ship Motes Cancelled [~ Service Status vl
Service Recemt|
_Suppliers | Irventory Used | Details | Metals' Stones  Labour Price List | Matenals\F\ndmgsl Eondltlons' Parts On Elrdarl Additional Infol
Department Category Group Tagk Gty  Retail Price Express?  Esxtension
)|Cartier Care Servic;l[iuld with Jewels ;IAutD/Mechanica\;lBlace\etModels ;l 1 ‘ $150.00 | i | $150.00
#| | K | o] 0 [ ]

el

Instruckions

[ 5
IransferSalu‘ &l 4 ﬁ

e Service
Printout |

Click to print the
Labour and Materials
information sheet.

Press this button to change
express prices.
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Paszword l:l Service Department Receipt to: ¢~ Customer ¢~ Spouse (& Both ¢ Mone
Cugggmer [Nasby = |22 | CEI Joh Bag [y5221 Date Received
12. In the Partson Order tab section, enter the parts that need to be AFY it Date Feauired
ordered and the date required. (st 821-37e DateContected |
2yl Customer l: ttem Received pearl diamond Deposit | $0.00 ‘ Quated | $0.00 |
13. If you do not want to charge the customer for this job bag, click on the ot |E | \rvoice Description [re giue pear e @zl no fgiieal]  s000
Entered By |KE - Labr Cost E7 | Labr Retail $16.68
No Char ge check box. Category - coretion Total Cost 13 Tatsl Retsil $16.68
Note: You still need a cost and retail price for the job. When you o ! ceciaea vaiue | et Mrm&) vt 2

transfer the job bag to a sale, it will automatically reduce the price to

Shig Method [Shop -1 Confidential Motes Lab hirkup
e ol Mo Charg%f Finished [

Ship Notes Cancelled [~ Service Status

zero. This helps to give accurate reporting.

Service Aeceipt]

Suppl\ers' Inwertony Usedl Datails' Melals' Stonesl Labour Price Listl Materials\Findings' Conditions  Parts On 0

14. When the job bag is complete and ready for the customer, click on the
Finished check-box.

Order Date  Supplier Shyle # Gty Description Due

r tional Info
12 eved

Note: You cannot edit the job bag once you have click on Finished. If R

[Dec 06, 2000 (12354 | 1 [Feal [Dec 15\ 2 2005
\ \ - = ~~

changes are required, enter the password in the Password text-box.

When you are finished, click on the |§| button to save the information and

EFinish!

close the window. o S | structions | ransor sqg | X

Direct Transfer

d as to sale

When the customer arrives to pick up the completed item,
open the Enter New Sale window (see section Entering in
a New Sale 8A-1). Complete the customer information.
Then from the SKU drop-down list, select the Repair
option.
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Creating a Stock Item Job Bag

()
Pﬂﬂﬁ[@ about the creation of items by the staff at your

se this feature to record and track information

store for stock. This feature can also be used to
combine inventory pieces.

To open the Stock Item window, from the Main Switchboard, click on the
Job Bags button to open the Job Bags menu. Click on the Enter a New Job
Bag button to open the Service window. From the Service window, select
Stock Item from the Service Department drop-down list.

1.

Click on the 1 button to search for the customer that the Repair is
for. When you find the customer, click on the Transfer button to
transfer the customer to this window. This feature will also search for
spouses of customers. If this is a new customer, click on the =1
button to add the customer.

Double-click on the Job Bag text-box to generate a Job Bag Number,
or manually enter in a number.

Type the date that the work is required to be finished, in the Date
Required text-box.

When the work is completed, enter the date that the customer was contacted to
come to the store and pick up the item, into the Date Contacted text-box. This
will open the Customer Correspondence window. Complete the fields as
displayed on the screen. See Chapter 5, Section 5B-4.

4.

Select the Employee Code from the Employee drop-down list of the

Click to add a new
customer.

Stock

Ship

EE Custom Jewellery - Stock Item Joh

Passwurd:l

Customer |S‘tock

Employee
Entered By
Category

Location
Shig Mumber
Ship Motes:

T

o
Dec

Iethod

tem Received

pescription

Congtion
lared Yalue

Confidertial Motes

ANVa

Service Department W

customer.

Click to find a

620224227

Dete Received
Date Recuired
Model Date
Date Contacted

~ Customer  Spouse o Both (7 3

Wy 22, 2007
Wy 28, 2007

moonstone stud earrings Deposit |

$0.00 | Guoted |

$0.00 |

bha00036 stuller tem & 1570

Lab Mrkup Mitple

Mo Charge [~ i Fi

Supplier  Ship Date

Return Date  RateHour # Hrs ¥ Min

Cost Price Type

[T ——————— Mzt Cost 4137 | Mat Retai §165.00

stuller mountings. Lakr Cost $34.66 |Labr Retail $104.00
Total Cost $76.03 | Total Retail $265.00
Mzt Mrkugp Mitple Mat % Markug

Cancelled [ Ser‘@‘i‘é‘e Stgﬂ]s
Service Receipt]|

Suppliers | Irwertony Used | Details | Metals | Stones | Stock tem || Labour Price List | Materials\Findings | Conditiors | Parts Or Order || Additional Info

Invoiced [

Lab % Markup

el [

A

»

ST s [May 22, 2007 [May 23,2007 §000 [ 0 [ 0 |

$000 [ 50.00 [F Tl ©*hst

employee that took in the job bag. Then select the Employee Code
from the Entered By drop-down list that is entering the information
for the job bag. Select the category that the Repair will belong to,
from the Category drop-down list. Then select the group that the
Repair belongs to, from the Group drop-down list.

Descriation | | &
IMH s [May 22,2007 Ju 16,2007 [ §000 [ 0 [ 0 |  $000] %000 [F Tlkr 7 Mat
Descrigtion |
#* [ | [ s000 [ o [ o [ 000 ™ Lhr T Mt
Description | w
| e | Instruetions | X| 4 | E
J \ To print off
. - - instructions
Click to Gives information for the
print a snap about the job bag suppliers
shot of the based on the please click
information service task list. this button.
in the
window.
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If the item will be shipped, select a shipping method from the Ship
Method drop-down list. Then enter the Ship Number and Ship Notes
into the corresponding text-boxes.

Enter the details of the item the customer is providing for the Repair
into the Item Received text-box. Then type a description of what of
the two SKU’s that will be merged into one stock item piece. The
final description of the piece to be made is typed in the Invoice
Description text-box.

In the Suppliers tab section, select a supplier from the Supplier drop-
down list, and them enter the cost of the custom work into the Cost

text-box. If you know the retail price, type that into the Price text box.

Then select either Labr or Mat as the type of work for the supplier.
This will update either the Labr Cost and Labr Retail or Mat Cost
and Mat Retail fields.

EE Custom Jewellery - Stock ltem Job

Password | Service Department

X

Receiptto: ¢ Customer ( Spouse & Both  None

Customer [Stock v CE | Job Bag [529224227 Date Received | May 22, 2007
Stock Date Required | May 29, 2007
Moclel Date
6 ) Date Contacted
2nd Customer ftem Received |moonstone stud earrings ; [ 5000 | GQuoted [ $0.00 |
bba00036 stuller tem & 1670
Employes [SM v : Mat Cost $41.37 | MatRetail [ 516500
Entered By [SM V| pCeserten Recet ’;zﬁ:ﬁ;‘: into ew Labr Cost | 534.66 | Labr Retail | $104.00
Category [Eatring v 5 Total Cost $76.03 | Total Retail $269.00
Group [Coloured Stone v Condtion
‘ ared Veiue I st Mrkug htgle: Mat % Markup
Ship M - confidential Notes Lab Mrkup hitple Lah % Markup | 66.60%]
Location v Mo Charge [~ | Finished [¥ Invoiced [~
Ship Number Cancelled [~ Service Status
Ship Notes
Service Receipt

C\T“EIS Inventory Used | Details | Metals | Stones | Stock ltem | Labour Price List | Materials\Findings | Conditions | Parts On Order | Additional Info

Supplier  ShipDate  ReturnDate ReteMour #Hrs #Min  Cost Price Type ~
STU  + [May 22,2007 [May 23,2007 $000 [ 0 [ o | $000 |  $0.00 [ Lbr ** Mat @&
Description | |
INH _ +[May 22,2007 [ Jul16,2007 | $000 | 0 | 0 | $0.00 |  $0.00 [F Lbr ©* Mat &
Description | |
* v ] | [ #000 [ o [ o [ soo0] [ b T " Mat @&
Description | |

of mm [

X 4SS

Click to attach or view the before
and after pictures of the item.
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8.

In the Labour Price List tab section, select the select the Labour

Department, Category, Group, and Task to calculate the price of the
labour job. This will update the Labr Cost and Labr Retail fields.
Note: The Labr Cost and Labr Retail fields will not be updated if you
have already entered information in the Suppliers tab as Labr type.

In the M aterials\Findings tab section; select the Materials\Findings

Department, Category, Group, and Style to calculate the price of the
materials\findings. This will update the Mat Cost and M at Retail

fields.

Click to print a snap shot of the
information in the window. Note
this section does print costs.

—

B Custom Jewellery - Stock ltem Job

EE Custom Jewellery - Stock Item Job

3]

Passwordl:l Service Department Receiptto: ¢ Customer  Spouse ¢ Both ¢ Rone
Customer |Stnck v| cF | Job Bag [B29224227 Date Received May 22, 2007
Stock Dste Required | May 23, 2007
Model Date
Date Contacted
2nd Custamer ftem Received [moonstone stud earrings Depost | 000 | Quoted | $0.00 |
bba00036 stuller tem # 1670
Employee [SM e " - - Mat Cost $41.37 | Mat Retail $165.00
Invoice Description [Reset moonstone into new: .
Entered By [Sh w stuller mourtings. Lakr Cost $15.00 |Labr Retail $30.00
Category [Earring w Total Cost §56.37 |Taotal Retail §195.00
Group [Coloured Stone [ Conition

Declared Yalue

Mat Mrkup Mitple Mat % Markup | 74.90%

Ship Methad

Confidential Motes

Location

Ship Mumber

Ship Mates

Lab % Markup | 50.00%
Mo Charge [~ Finished [~ Irvoiced [~

Cancelled [~ Setvice Status
Service Receipt |

Lab Mrkup Mitple

Suppliers || Inventory Used || Details

Metals | Stones | Stock Item | Labour Price List | Materials\Findings | Conditions || Parts On Order | Additional Info

Department Category Group Task Gty  Retsil Price Express? Extensic s
|Earring b |New Mourting A |Elanch w |Earring hauriting b ‘ 1 | §30.00 | | Xer | $30.00
’ | ~] v v[ 0] [[xer 1]

~Eq

Service
Printout

(o]

|  nstructions

X

Pesswnrdl:l Service Department Receiptto: (— Customer ¢ Spouse + Both ¢ None
Customer [Stock ~] cE | Job Bag [529224227 Date Received | May 22, 2007
Stock Date Required | May 29, 2007
Model Date
Date Contacted
2nd Customer ftem Received [moonstone stud earrings Depost [ 000 | Guotedt [ $0.00 |
bha00036 stuller tem # 1870
Employee [SM v . . Mat Cost $41.37 | Mat Retail $165.00
Entered By [5M | ITVOce BESEIRIEN e momelone ko new Labr Cost | $15.00 | Labr Retal | 330,00
Category [Earring v Total Cost $56.37 | Total Retail $185.00
Condtion
Group [Coloured Stone ~ Decared Vaie { Mat Mrkup Mitple Mt % Markup
Shp 4 — < Notes Lab Mriup Mitple Lab % Markup
Location v Mo Charge [~ Finished [ Invoiced [~
Ship Number Cancelled [~ Service Status
Ship Notes
Service Receipt]|
#
Suppliers | Inventory Used | Details | Metals | Stones | Stock Item | Lsbour Price List | Materials\Findings | Conditions | Parts On Order | Additional Info
Department Category Group Style No Gty  Retail Price Extension -~
[Earring  [Mounting  [L4kt White Gold v [Earring Maunting v o] s2s00 [ sooo
b i i i v 1 |

- &Q

- Wstructions

Click to print the
Labour and Materials
information sheet.

Press this button to change
express prices.
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B8 Custom Jewellery - Stock ltem Job @
Passwordlzl Service Departmant Receiptto: ¢ Customer ( Spouse (= Both — Mone
. Customer [Stock v - |ck| JobBag Date Received | May 22, 2007
10. In the Partson Order tab section, enter the parts that need to be Stock e oo
ordered and the date required. e et
2nd Customer ttem Received [moonstone stud earrings Deposit | 5000 | GQueted [ $0.00 |
11. Enter any inventory that you are using for the stock item in the Engloyee [ov % e et e et ost | 0137 | Wt Retal [ _ 916500
Inventory Used tab. S i o e M
G'gw; SNGER: . R— Czn:nlon Mat Mrkup Mitple [ 3.9] Mat 5% Markup [74.90%]
12. When the item is completed, click on the Stock Item tab to open the Ship Method ] Contidertial Nates Lol ile [ 2] Lo 5 Merica [ 5000
Stock Item area. Then click on the Add button to open the Inventory i i s P BN
window. Add the item to inventory (see section Adding New Bl Service Reccip
Inventory 3A-1)' Y(E)u WI” need to Change the suppll_er COde fro_m XX Suppliers | Inventony Used | Details | Metals | Stones | Stock Item | Labouwr Price List | Materials\Findings | Conditions | Parts On Order £ A dditional Info
to your store’s supplier code. The Job Bag number will automatically —— —
be updated to the new SKU number that has been added. 'lhnav omowizsa vrsoo I i Ismuensm }Mawz.zowIMam.zw
v 1]

13. When the job bag is complete, click on the Finished check-box. After
you click on the Finished check-box, the system automatically
removes the used items from inventory, and adds the new SKU i servize _ =
number to inventory. Note: You cannot edit the job bag once you Qr et _stctons | l‘r S
have clicked on Finished. If changes are required, enter the password

H E= Custom Jewellery - Stock ltem Job
in the Password text-box. L X
Password:l Service Department Receiptfo: ¢~ Customer ¢ Spouse ¢ Both ¢ Mone
L. . p— R . Customer |S‘tock v| CF | Job Bag 529224227 Date Received May 22, 2007
When you are finished, click on the |g| button to save the information and Stack Dete Recied | Mary 28, 2007
H hacel Date
close the window. bte e
2nd Customer ltem Received |moonstone stud garrings Deposit | $0.00 | Quoted | $0.00 |
E¥ Custom Jewellery - Stock llem Job bhal0036 stuller tem # 1570
X X Emplayes |5k w . . Mat Cost $41.37 | Mat Retail F165.00
Pagswond] Service Department [0k te - Receptto; © Cusomer [~ Spouse @ Doth [ Mone Ertered By [3h — Invoice Description Zﬁ:ﬁﬁz:ﬁzﬁ into nessy Labr cost $15.00 | Latr Retail 33000
| ST U] FE Dot Received Category |Earring v Tatal Cost §56.37 | Totsl Retail | $195.00
o Bue Group [Coloured Stone w Condtion
. N — o e
2! ueomac = e Reeived o shad Depest s | i Confidential Motes al hirkup Miple | 2] La arkup [ S0.00%]
I ‘;:nll;ilw!:;;“m e “" Shu:l'_r::;:]iz: : Mo Charge [~ Finizhed [ Invoiced [
Emgloyes [-M b Mat Cost M‘ ar
Endreal By |=M o :’T.’.ﬁ'.'m.;'f e Lokr Cost “‘“ “‘“’ Ship Mumkber Cancelled [~ Service Status
Catagary [Larrng - Totsl ot [ sstar | 11
Gromp [Colowred Stone o Conrlin Ship Motes: : :
Decie voue I T Service Receipt |

2| Labs

Enip Method ) Confidenisl Moles L i Mgk /{\_/
Location v| Mo Chargs = F-islull’ Suppliers | Inventory Used #Pietails | Metals | Stones | Stock ltem || Labouwr Price List | Materials\Findings | Conditions | Parts On Qider | Additional Info

Ship Mumber Canceled [ Servce Status .»-1

hip Mok . I . .
wm“l Internal SKL Guartity Description Styled Unit Price Unit Cost ”~
- — e P T L —— 3 14K Bxahitd 0% ALVWIRE BASKET 1870 F2a.00 F9.03
uppbess | Wveriioty Use L ol Labiirfice Li L [1 40 MEDILIM TENSION EARRING BAC 3513 1900 53 26
; 1) Gy Croaind & [18HY O AL MOONSTONE STUD ER MR R70 §69.00 $16.80
e — :

P | I

L I 2 - -
o mE e X 45 of i s | PSRIS
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Creating a Watch Job Bag

[H]U][@ Use this feature to keep track of both the watch
P repairs your store performs, and the suppliers that
the item has been sent to for repairs.

To open the Repairs window, from the Main Switchboard, click on the Job
Bags button to open the Job Bags menu. Click on the Enter a New Job Bag
button to open the Service window. From the Service window, select Repair
from the Service Department drop-down list.

1. Click on the £] button to search for the customer that the Repair is
for. When you find the customer, click on the Transfer button to
transfer the customer to this window. This feature will also search for
spouses of customers. If this is a new customer, click on the =]
button to add the customer.

2. Double-click on the Job Bag text-box to generate a Job Bag Number,
or manually enter in a number.

3. Type the date that the work is required to be finished, in the Date
Required text-box.

When the work is completed, enter the date that the customer was contacted to
come to the store and pick up the item, into the Date Contacted text-box. This
will open the Customer Correspondence window. Complete the fields as
displayed on the screen. See Chapter 5, Section 5B-4.

4. Select the Employee Code from the Employee drop-down list of the
employee that took in the job bag. Then select the Employee Code
from the Entered By drop-down list that is entering the information
for the job bag. Select the category that the Repair will belong to,
from the Category drop-down list. Then select the group that the
Repair belongs to, from the Group drop-down list.

Click to add a new

customer. Click to find a

customer.

ANVa

B3 Watch Repairs

PaSSWDIdl:l Service Department W Feceiptta: ¢~ Customer ¢~ Spouse & Both ¢ None
Customer [Lightfoot =] L | JokBay [a5231

Date Received Moy 05, 2005
Dete Reured |

Mr. Glenn Light foot
M=, Kendra Light foot

(5190 836-3134 Date Contacted
el G s l: ttem Received (Gents formula 1 watch blk face. "
- S D it 0.00 Guoted 0.00
(WACI110 / DLEZES = Depost| SOO0] cudea[ 000]
Bl - nvoice Description |Supply and set new cell 3 o 40.00 QeiiEted 50.00
Ertered By |40 - aid . Labr Cost $0.00 | Labr Retail $0.00
Category - Total Cost $0.00 | Total Retai $0.00
Group - Condition
Mt Mrkua Mitale Mat % Markup

Declared “alue

Ship Method [Priority Post | Confidertial Motes |waiting for customer ta bring in
Shiip Murmker warranty

Laka Mirkugz Mitgle Lal % Markup | 0.00%

Mo Charge [~ Finished [~ Invoiced [
Ship Mates [to tag Cancelled [~ Service Status ’—;I
service Recelpt
Suppliers Ilnvenluly Used' Delailsl Melalsl Slunesl Labour Price Lisll Materials\Find\ngsI CUnditiUns' Partz On Drderl Addiliunallnlul
Supplier  Ship Date  Fetwn Date  Rate/Howr #Hrs #Min Cost Price Type -
pJCC = [Mow 07, 2005] [ s000 JoJ o] $0.00 ] $0.00 [ 1br T Mat &
Description | |
* =1 [ [ 3000 [0 [ 0 [ s000] [= 7 7] mat &
Description | |
K
Service Trgusfer Sale | X‘l 4 El
Click to To print off
print a snap instructions for the
shot of the Gives information Srl]’_ppk:'er please CrI]!Ck
information about the job bag this utt.on,hanyt Ing
in the based on the ‘(’j"”tte_” it t? ;
window. service task list. escription box o
the supplier will be
printed on these
instructions.
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If the item will be shipped, select a shipping method from the Ship
Method drop-down list. Then enter the Ship Number and Ship Notes
into the corresponding text-boxes.

Enter the details of the item the customer is providing for the Repair
into the Item Received text-box. Then type a description of what
repair is to be done, in the Invoice Description text-box. Note the
condition of the item in the Condition text-box, and its monetary
value in the Declared Value text-box.

If the customer wants to put a deposit towards the job, enter the
amount in the Deposit field. This will open the Deposits window.
Complete the fields as displayed on the screen. See Chapter 9,
Section 9C-1. The Quoted field is used to put a value that was quoted
to the customer.

Enter the price quoted into the M at Retail and Labr Retail fields

In the Supplierstab section, select a supplier from the Supplier drop-
down list, and then enter the cost of the repair into the Cost text-box.
Then select either Labr or Mat as the type of work for the supplier.
This will update either the Labr Cost or Mat Cost fields.

E3 Watch Repairs [x]
Passwurd:l Service Department Waich - Feceiptto: ¢~ Customer ¢ Spouse ¢ Both ¢~ MNone
Customer [Lightfoot =] - | CF| Jok Bag [35231 e Nw 05, 2005

Mr. Glenn Lightfoot Date Requlred

Mr=. Hendra Lightfoot

(519) 836.3134 Date Cortactedy 1

ocustomer [~ ttem Received [Gents formula 1 watch bik face.

Deposit .01 Guited 0.00
i C1110 / DLE2ES e 4 W | i |
Employee [4D - ) Mat Cost $0.00 | st Retai $0.0Q ]|
I Dy Supply and set Il
Ertered By [A0 < | Iveie= Deseription \Supply and sct new ce Labr Cost $0.00 | Labr Retai $0.00)
Category - Total Cost $0.00 | Total Retai $EI.EIEI| 8
Group - Condition

Declared “alue

Ship Method [Priorty Post 7| Sonfidential Hates
Ship Mumber

Ship Motes |to tag

>/

waiting for cuztomer ta bring in
wartarity

Mt bk Mitle Mat % Markup

Lak hrkup hittale Lak % Markup | 0.00%]

Mo Chiarge [

Finished [~

Cancelled [~ Service Status

Invoiced [~

Service Receipt|

Juppliers | Irventon Usedl Detai\sl Metalsl Slonesl Labour Price ListI Materials\Findings' Condit\onsl Parts: On Drderl Addilionallnfol

s

@Supp\ier Ship Date
e - ,

Retun Date Rate/How #Hris # Min Cost Price Type
S - [ Mo 07, 2005] [ 3000 T o[ 0o [ $000] 30.00 [ Lbr T mat 2
Desciiption |
#* | I [ s000 [ 0 ] 0 [ s000] [% br T Mat 2
Desciiption | |

=]

Service
Printout

nstructins |

Click to attach or view the before
and after pictures of the item.

Transfer Sale || lﬂ 4 E
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10.

11.

B2 Watch Repairs

Password l:l

Customer |L\gmmnt
Mr. Glenn Lightfoot
Mrs. Kendra Lightfoot

In the Labour tab section, select the select the Labour Department,
Category, Group, and Task to calculate the price of the labour job.
This will update the Labr Cost and Labr Retail fields.

Note: The Labr Cost and Labr Retail fields will not be updated if you
have already entered information in the Suppliers tab as Labr type.

In the M aterials\Findings tab section; select the Materials\Findings
Department, Category, Group, and Style to calculate the price of the
materials\findings. This will update the Mat Cost and M at Retail
fields.

Click to print a snap shot of the
information in the window. Note
this section does print costs.

Service Department Receiptto: ¢ Customer ¢~ Spouse (& Both ¢ Mone

=] | ce | dobBag [p5231 Date Received | Mov 05, 2005
]

(519) 836-3134 Dste Contacted
) Clesiaey E ttem Received |Gents formula 1 watch bk face -
D it 0.00 GQuoted 0.00
WACT110/ DLEZE5 gl o0 el 0]
s | 2 rvoice Description |Supply and set new cell EREE] $0.00 /geREet $0.00
Entered By D - ey Lakr Cost FI.00 | Labr Retsi .00
Categary - Total Cost $0.00 | Total Retail $0.00
Group - Coneition
Declared Yalug I st hrkup Mitple hat % Markup
Ship Method [Friorty Fost 1 Confidential Motes |waiting for customer to bring in Lab Mrip Mitple: Lah % Markup | 0 00%]
Ship Murmber waranty Charge [~ Finished [~ Invoiced [~
Ship Motes |to tag eled [~ Service Status 'I
P } Service Receint
Supnhersl Ireeentary Used| Details' Melals| Stomesl Labour Price List MalEHG‘S\F‘"‘ﬁQS | Eondit\ons' Parts On Drder' Addit\onal\nfo'
Department Category Group Style No Oty Retail Price Extension
] K| | | =1 0] I [
Service : —~
ﬁ| Printout Instructions Teanster Saie | | | o

B3 Watch Repairs [<]
Password l:l Service Department Feceiptto: ¢ Customer ¢ Spouse ¢ EBoth ¢ None
Customer |Ligh‘lfoot ;' CEl Job Bag [g5231 Date Received

Mr. Glenn Lightfoat Dste Recuired _

Mr=. Kendra Lightfoot

(519) B36-3134 Date Contacted

dcustomer [ 7] ttem Received (Gents farmula T watch bik face: i

g Deposit 0.00 Quoted 0.00
WACT110 / DLE265 s ‘ ¥ | | 3 ‘
Eppaice] A0 - Irwoice Description (Supply and zet new cell IR Emt $0.00 [atzetal $0.00
Ertered By [AD - pRY : Labr Cost $0.00 | Labr Reteil $0.00
Category - Total Cost $0.00 | Total Retsil $0.00
Group - Conction
Declared Yalue | st Mrkup htple Matt %5 Markup
Ship Method [Priority Fost 1 Confidertial Rotes [waiting for customer ta bring in Lab hrkup Mitple Leb % Markup | 0.00%
Ship Mumber wananky No Charge [~ Finished [~ Invoiced [~
Ship Mates [to tag Cancelled [~ Service Status -
Service Raceipt |

Supphersl Inventory LlsE\:ll Delailsl Melalsl Stones  Labour Price List IMatEriaIs\FindingsI Ennd\hnnsl Parts On Drderl Additional \nhjl

Department Category Group Task Gty Retail Price Express?  Extension
ol -1 -1 -1 - 0] [ 1]
i .
Ol  pones Instructjons Transfer Salel X 4

Click to print the
Labour and Materials
information sheet.

Press this button to change
express prices.
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12. Inthe Partson Order tab section, enter the parts that need to be
ordered and the date required.

13. If you do not want to charge the customer for this job bag, click on the
No Char ge check box.
Note: You still need a cost and retail price for the job. When you
transfer the job bag to a sale, it will automatically reduce the price to
zero. This helps to give accurate reporting.

14. When the job bag is complete and ready for the customer, click on the
Finished check-box.
Note: You cannot edit the job bag once you have click on Finished. If
changes are required, enter the password in the Password text-box.

When you are finished, click on the |§| button to save the information and
close the window.

When the customer arrives to pick up the completed item,
open the Enter New Sale window (see section Entering in
a New Sale 8A-1). Complete the customer information.
Then from the SKU drop-down list, select the Repair
option.

B2 Watch Repairs B
PasswmdF Service Department Receiptto: ¢ Customer ¢ Spouse ¢ Both ¢ Mone
Customer [|fuhtioct ] | ce| sobBag [ps231 Date Received | Mov 05, 2005

Mr. Glenn Ligftfoot Date Requiredd [ |

Mrs. Kendry Lightfoot

(0 R <20 Date Contacted
acughmer [ -] ftem Received [Gents formula 1 watch blk face:
- Deposit $0.00 Quoted $0.00
WAC1110 / DLE2ES st | | | |
ployes |AD 2 roice Deszcription |Supply and set new cell, L33 1000 |Qhictietct | $0.00
ered By [AD - Rev : Labr Cost $0.00 | LabrRetsl | $0.00
Category - Total Cost
Group = Condition
Declared Yalue I Mat Mrkup A p
Ship Method [Friorty Fost 1 Conficertisl Netes [waiting for customer to bring in Lakb hirkup 4 |
Ship Mumber warranty Mo Charge Finished [~ Invoiced [~
ZShip Motes [to tag Cancelled [~ Service Status -
Service Receint]|
) Supp\ialsl Inwentary Llsedl Dalai\sl Melalsl Slnnasl Labour Price: Listl Matelia\s\F\nd\ngsI Conditions ~ Parts On Order Addit\nnallnlnl
Order Date  Supplier Style # Oty Descrption Due D, 12 ceived
Mo T ] | [ 0] [ (\/

Finish!

Transfey Sale‘ & 4

@) ﬁﬁ'ﬁ‘{::linet ‘ Instruutiuns|

Direct Transfer

to sale
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Finding a Saved Job Bag

To open the Job Bag Find window, from the Main Switchboard, click on the
Job Bags button to open the Job Bags menu. Then click on the Find a Job
Bag button.

Appraizal
Custorn Wwork,

Repair

1. Select type of Job Bag that you are a searching for, from the Service T 1 .
Department drop-down list. S ) =
2 Service Depaitment ﬂ
Lppraizal
2. Type the surname of the customer into the Last Name text-box and o hame o »
then press the Enter key to view the search results below. Znd Last Name Repai and
2nd First Mame wiatch and
Home Phone TV OTCE D ST
- ‘work Phane
3. Select the Job Bag, and then click on the [®] button to open the Job Category 5 Firiched? S T
Bag in the Custom Jewellery window. Group Show
Custamer Spouse Job Bag Service Received Required Contacted Cost Price
P |dazman, Mike | Stock, Item |Dec 12, 2005| $937.00 ‘ $2,095.00 |
Invoice Description Invoiced L Finished B
Search OptiOhSZ Aasman, Mike : [*400003 | Stock Item | Dec 02, 2005] | $879.50 [ $2,180.00 |
Invoice Description Invoiced L Finished [
Abate, Jane &bate, Mary | | Stack Item |Nnv 23, ZDDE| | $837.00 ‘ $2.095.00 |
e You may also search by the First Name, Job Bag Number, and apelne e o | e e 2 : I“Wic;;m'-" F‘”ishggﬂ'ﬁ'l
telephone number by typing the information into the corresponding Trveice D eserption Trvoiced [T Frished 1
Ahate, Jane Abate, Mary [ [ Stock Item [Mav 23, 2005] [ $720.00 | $2TR0.00 ]
tEXt_boxes Irvoice Description [test Invaiced L1 Fif”
Beghin, Peter Beghin, Joanne | o915 | R epair | Mow 07, 2EIE|5| | $0.00 ‘ | NeXt
. i a . Inwaice Description |new cel installed and has stopped working est to repair Invoiced L Fi
e When finding a job bag you may now search for a job bag by the < |§| Bl
SKU number of the inventory used within the job bag.
e Tosearch for a Job Bag that was Required, Received or Contacted
in a specific date range, enter that range into the corresponding —
Between/and text-boxes. Pl ) i tepmtor Q) et G £ Som € 00 0 e
L LTI e
. - . [ Tt e Dats Csrtactea [ Der e |
e Tosearch for a Job Bag that is finished, select the Yes option from e E— R ot [0 Gtea [ 751
ini 2 - i =4 s (2T e
the Finished? drop-down list. e e (ot emea |
o ] frerod |
e Tosearch for a Job Bag that has been invoiced, select the Yes = e e s
i i ? - i Surten et
Optlon from the I nvol Caj " drop down IISt Supplers | ivartgny Uied | Dot | Metais | Storms | Lobear Pice Lin | MamiaiFretingn | Coniions | Pans On Onges | Ackgiona 1evs |
. T3S I S I 0 1 L 4
e To search for a Job bag by its Category or Group, select the {”“"f“-’““**'-‘"’”""”‘.""‘::“-‘" e i J
category or group name from the corresponding drop-down lists. =
o] I siructies | print Estisale ﬁl 45

snorftﬂ't

Try double-clicking on the name of the

customer whose Job Bag you wish to view.

Finding a Saved Job Bag 6G-1
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Add Suppliers to Job Bags

[u][f’ Use this feature to add a new supplier to multiple
P job bags under the Suppliers tab in Job Bags.

To open the Job Bag Supplier Change window, select Job Bag Supplier
Change from the Functions menu.

1. Select the Supplier to add from the Supplier drop-down list.

2. Enter the job bag number or select it from the Job Bag drop-down
list.

3. Click on the [¥ button to perform the operation. If the operation is
successful, you will receive the following confirmation message.

zl

@ suppliers have been added,

A new supplier is now added to the selected job bags with the Return Date for
the previous supplier (if any) and the Ship Date for the new supplier as the
current date (See oval picture).

] Job Bag Supplier Change g ;IEIEI

Supplier |ALH ;I =
Job Bag Dake Deparktment Customer Emnp
123456 \ 7 |ful 23, 2003 Repair Paul Stevens B
18102002 \ = |oct 18, 2002 (Custom Wark Ermest Duffy g
4 AN \ -

\2)

Suppliers Ilnventoly Llsedl Detailsl tdetals

Supplier  ShipDate  Retum Date  Rate/Hour
B |5 ;l Jul 29, 2003 | Jul 22, 2004 | $40.00 |)

Description |

BLH =] Jul 22, 2004 | [ 37

criphion

|

Adding Suppliers to Job Bags 6H-1
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Performing a Break-apart on an Item

[
Use this feature to record the act of separating an item
into its base components, for use in another item.

@@]ﬁ’

To open the Product Break Apart window, from the Main Switchboard,
click on the Break Apart button to open the Break Apart menu. Then click
on the Enter a New Break Apart button.

1. Enter your Employee Code into the Employee text-box, or select it
from the Employee drop-down list.

2. Select the SKU number for the item you are breaking apart, from the
first available Internal SKU drop-down list.

3. Enter the reason for the Break-apart into the corresponding Reason
for Break Apart text-box.

4. Type the description of the components used for the Break-apart, in
the corresponding Component(s) Used text-box. Then enter the cost
of the components into the corresponding Cost of Component Used
text-box.

5. Select the Job Bag Number that the components were used in, from
the corresponding Used in Job# drop-down list.

You may enter additional items for the same Break-apart, by selecting them
each time from the next available Internal SKU drop-down list.

When you are finished, click on the [l button to save the information and send
the transaction. You will receive a confirmation message if the Break-apart is
successful and the item will be removed from inventory.

B3 Product Break Apart a E3 I
Break Apart 12
Emploves (2T - Input Dake | Jul 09, 2004

Hate

| Committed

Intemal3KL

Fieazon for Break Apart

Cost of -
Component :
Component(s) Used Used Used inJob#

¥ [EA00034

_LINEEd 0.50ct diamond

™~

E3 5
2

Edit Imrentur'vl M

©)

Centre Stone $1.000.00 |61572 &
N\
[ $0.00 |
4 5

e

e

X

S

Executive ]

& Transaction was successfully completed!

Finish!

Performing a Break-apart on an item 61-1
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Finding a Saved Break-apart

To open the Product Break Apart - Find window, from the Main
Switchboard, click on the Break Apart button to open the Break Apart
menu. Then click on the Find a Break Apart button.

1. Select the Employee Code for the employee that performed the break-
apart from the Employee drop-down list.

2. Enter the date range for when the break-apart was done into the
corresponding Break Apart Date From/T o text-boxes, and then
press the Enter key. If you don’t know this range, skip this step.

3. Select the yes or no option from the Committed? Drop-down list. If
you don’t know this information, skip this step.

To view a list of all of the Product Break-Apart, click on the Show All button.

When you are finished, select the break-apart that you wish to view, and then
click on the [ button to open the Product Break Apart window.

sh Try double-clicking on the Break Apart
Number for the Break-apart you wish to view.

B3 Product Break Apart - Find ”

E3
Emplayves AT - I}
Break Apart Date From Jul 01, 2004 Tao ‘ Jul 09, 2004
Committed? [Yed
Show 21 I 3
Break Apartif Ereak Apart Date  Employes Mote Committed
3B [ul 08, 2004 [aT I [ Yes |
[ [Jul 09, 2004 [aT | [ ves |

4

B0 Frchu:t Bimok At

Enloree [T . oot Date [ T0109, 2008

Mol | Conwdiend 7

Finding a Saved Break-apart 6J-1
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Viewing and Modifying the Scrap Bin

(&
w]ﬁi[@ Use this feature to record all of the unused parts
P that were left over during a break-apart.

To open the Scrap Bin window, from the Main Switchboard, click on the
Break Apart button to open the Break Aparts menu. Then click on the
Scrap Bin button.

1. Select the component you wish to view, then click on the [®] button to
view the details of the break-apart in the Product Break Apart
window.

Although all break-aparts will appear in this list, you must manually enter a
description of the unused components into the corresponding Components
Remaining text-box, and the cost into the corresponding Cost of Component
Remaining text-box.

To remove items from the list, double-click on the corresponding Components
Remaining text-box, and edit the list. Often you will do this if a part is being
used, or melted down.

B3 Scrap Bin
-

Cost of

o Caomponent
Last Break spart IntemnalSkL Components Remaining Remaining

Jul 08, 2004 A0RO0007 $88.92

l%| |+

N3, 2004 4400034 [$835.00]

[ {F]
Empogee (47 C Irpu Date [ I3 2004
Nt [ ] Commritnd 5
Caadl
InfematSEl) Fleason fos Beesk Apat Used  Usedindotl
Ian00034 = [t 0 St et Crriim Storm | N |
- v 00 |

oty & |

Viewing and Modifying the Scrap Bin 6K-1
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Chapter 7: Special Orders

Creating a New Special Order

09 S ) _ ) Click to add a new Click to find
PMH’[@ Use this feature to order items that are usuaIIy_ln customer or view the a customer
stock, but are currently out stock, and are required customer’s profile
e

for a customer by a certain date.

F
To open the Special Orders— Enter a New Special Order window, from =
the Main Switchboard, click on the Special Order s button to open the
Special Ordersmenu. Then click on the Enter a New Special Order
button.

B8 Special Orders

1. Click on the & putton to search for the customer that the order is Customer Peletier ] ce | Special Orviert Erplayee [ E
. . Mr_Eric Pelletier GiftRegistry# [ <] = | Ortler Date [Jul 24, 2007
for. When you find the customer, click on the Transfer button to Mine. Marline Savoie Recgiree Date: [ 1 50, 2007
H 1 ic1 (505) 854-6181 es |Ladies fiigree nr in wehite: gal
transfer the customer to this window. If this is for a new customer, e Motes Lacles filgree 15k rr2650225835 in wh Ei/\
click on the =] button to enter the customer. pepest confidental [Surprisetfo anniversiy \ 4 )
Receiptta: ™ 5 r (" Spouse & Both
Back -
ici H H H 1 H SKU Dn fati HST Pi Disc. Gt Ext Tatal rojer Trnsfer Cs m
2. |Ifthisisa spemal Qrder fora glﬂ reg'_Stry, select the glﬂ regIStry P [smononz  Kone L:;c\:jsfsnwﬂ v |2,45“§EU |.U‘3§g| \q|;2,4su.uu |$2,4suauu \0|d- mls;r a|—nc
from the Gift Registry# drop-down list. Suppler [ - | Styieessrigtion|
* 5 | | = [ soo0] [ 9] so] som[ W T O
A A Supplisr -l S‘terJDescrimiDn‘
3. Enter your employee code into the Employee text-box, or select it
from the Employee drop-down list. Then enter the date that you
want the order to arrive into the Required Date text-box.
4. Enter any notes about the order into the Notes text-box. ~ || — - L
- . . Subtotal HST Total -
5. Select the SKU for the item that you are special ordering, from the 5245000 $343.00 5279300
SK U drop-down list. Select the SKUs for as many items as the @\|§| = | Gheate PO || Thanster \| ><|| 4S5

customer wishes to order.

If the SKU is not listed, select the supplier name from the Supplier drop-
down list, and enter a description of the item if a new SKU is required.

6. To create the Purchase Order for the Special Order, click on the
Create PO button (you may have multiple suppliers).

Creating a New Special Order 7A-1



Chapter 7: Special Orders

7. Click onthe [ button to select the supplier for the Purchase
Order.

The Purchase Order will then be generated based on the valued you have
entered into the Special Order (see the section Composing a New Purchase
Order 4A-1 for more information).

Find the Special Order (see the section Finding a Saved Special Order
7B-1) and view it in the Special Orderswindow.

8. To transfer the Special Order to an invoice for printing, select the
corresponding Transfer check boxes. Uncheck the corresponding
Back Order check boxes, if not unchecked already. (It is
automatically unchecked when the corresponding Purchase Order
is received.) You may also check the Canc box if the special order
has been cancelled.

9. Click onthe Transfer button to transfer the special order to a sale.

The Special Order will open in the Sales window. See the section Entering
a New Sale 8A-1 to learn how to invoice your Special Order.

ESi Special Orders X]

Customer B0 =] = ce | SpecidlOrder# 2533 Employse
Wir_Eric Pelletier GiftRegistry# [ =] = Order Date |10 24, 2007
Mime. Matine Savole Reguired Date. 1130, 2007
ET TG Metes: [Ladies filares 15k nr285/225635 in white gold

Job Bag [105412

Depost [ | Confidential [Surprise for anniversity
Receiptto; (~ Customer (~ Spouse (& Bath 8

Back
SKU Descrigtion HST Price  Disc. Gy Ext Totsl Order Tmsfq)lﬁhb-/
P [5M00003 - JONE LADY'S 18K WH [ J245000 [o0%] 1245000 3245000 [ T W [
[Supplisr [Sh | Stylemescription|
- [ B [ somo| [ 1] soo| s [ & T [
[Supplier | _~| StyleDesoription|

Fiit nventory |

Subtotal HST
§2,450.00 $343.00

ol & EI Greate PO

Discount Calculstor: 30,00

Total
$2,793.00

X S

B8 Create Purchase Drder
Select the supplier to use for the Purchase Order

Code Supplier Mame

—‘m ‘Simon G

7
EE Purchase Orders x|
POR i 21 Supplier [ o] o] simonG
PO Date |[Aug 01, 2007 Employes FM - Phone (818) 500-5595 Toll Free (G000 627-2661
Required Date [Jul 30, 2007 Job Bag (105412 Accourt# 5218 Fax (818)500-9697
Location (Locationt - | Shipping & $0.00 |Mon-Inv Costs
Special Order# [2539 Mote (Ladies fiigree 18k nr285/225835 in white gold.
Congignment [~
Styled Irternal Sk Ptice Ordered  Received Canceled Cost =
P [MR285/225835 52 EE] -] s24s00n] [+ T 8 T o ] [ $s6am0
ftem DESEHFIUDI‘I'ONE LADY'S 16k WHITE GOLD RING WITH FILIGREE DESIGN SET WITH 69=029CT ROUND BRILLIANT CUT DIAMONI
* B | | | [+ T o T o ] [ $0.00
L tem Descnphun|

Total Receved 1

Edit Inventory | Totals 1 g

Grand Total Received |\

Grand Total [\

Het:ei*.ref[:annel" Rec/Gan All || Kl < | El

O 8|

Creating a New Special Order 7A-2
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Finding a Saved Special Order

To open the Special Orders— Find Special Order window, from the Main
Switchboard, click on the Special Order s button to open the Special Orders
menu. Then click on the Find a Special Order button.

1. Type the last name of the customer who requested the Special Order,
in the Last Name text-box. Then press the Enter key to view your
search results below.

2. Select the Special Order you wish to view, and then click on the ¥
button to view it in the Special Orders— Enter your Special Order
window.

To view a list of all of the special orders, click on the Show All button. This
will also clear all of the information from the search text-boxes.

Search Options:

e To search by the customer’s first name, enter it into the First Name
text-box.

e To search by the Order Number, enter it into the Order# text-box.

e To search by the date the order was made, enter the range into the
corresponding Order Date Between/and text-boxes.

e To search by the date that the order is required by, enter the range into
the corresponding Required Date Between/and text-boxes.

e Tosearch by items that are invoiced, select Yes from the
corresponding drop-down lists.

t

sho Try double-clicking on the name
of the customer who's Special
Order you wish to view.

BS Special Orders - Find a Special Order

Customer Last Name
Customer First Name
Qrolerd
Job Bag
Otder Date Between { 1 [ |
Required Date Between A ol [ |
Irternal SHU
Invoiced? hd
R
Customer Spouse Orderd Order Date Required Date Total Invoiced
[Beavicry, Marisol 2543 31, 2007 5000 | |
Melanzon, Pierre 2542 ol 30, 2007 o0 | |
Bastarache, Natacha 2541 Jul 26, 2007 Jul 30, 2007 ‘$90.08 I
Leblanc, Claude Leblanc, Linds 2536 Jul 24, 2007 $0.00 I
Belivesn, George 2537 i 24, 2007 s000 | |
Dempsey, Alan 2538 Jul 24, 2007 $0.00 I
} |Pelistier, Eric [Sarvnie, Martine 2530 0l 24, 2007 Jul30,2007 | §2,79300 | I
Callette, Edmond Doucet, Lincka 2340 Jul 24, 2007 F0.00 I
Fobichaud, Mading 2535 Jul 23, 2007 $0.00 I
Thobideau, Sonis Bourgeais, Serge 2534 WJul 20, 2007 $0.00 I
Richardson, Scott Frost, Ryanne 2552 Jul 19, 2007 $0.00 L7
Lutes, Tim 2530 18, 2007 Jul 20, 2007 24 | | 2
Richardson, Scoft Frost, Ryanne 2551 Jul 18, 2007 Jul 19, 2007 g2 o0 | [
ESl Special Orders
edletier] - | CE Special Order# [2539 Employes [ -
Mr. Eric Pelletier GiftRegistre# | <] ] Orcler Date [Jul 24, 2007
Mme. Martine Savoie Reguired Date |Jul 30, 2007
() EEHE0E Notes [Ladies fiigres 18k nr285/225835 in white gold.
Joh Bag [105412
Depostt l:l Conficential [Surprise for anniversity.
Receiptto: ¢ Customer ¢ Spouse & Both
Back
SKU Description HST Price  Disc. Gy Ext Total Order Trnsfer Canc |
B [SMO000S ~ [ONE LADY'S 18K WH [y [2as000 Joow[ 1fzes000 [szes000 [ W [
Supplier S 'I Sty'lsﬁ'DescriptiDn|
* =1 [ = [ soo0] [ ] sooo] so00[ T [
Supplier 'I Sty'lsﬁ'DescriptiDn|

a Edit Inventory || Discourt Calculator: $0.00 N ext

Subtotal HST
§2,450.00 $34300 ,793.00

& E Ereate 0 || Transfer || ﬁ 4 S

Finding a Saved Special Order 7B-1
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Entering in a New Sale

2L
05 Use this feature to calculate and record the
information for a sale, and to update inventory.

To open the Enter New Sale window, click on the Sales button from the
Main Switchboard. Then click on the Enter a New Sale button.

Click on the %] button to search for the customer’s name. This
feature will search for spouses as well. When you find the
customer, click on the Transfer button to transfer the customer to
this window. If the customer is a new one, click on the _|
button. Then click on the Receipt to button for the person whom
the receipt will be addressed to.

Type the SKU number of the sale item into the SKU text-box, or
choose it from the SKU drop-down list. The description of the
item will appear in the Description text-field.

The price of the item will appear in the Price column. To
discount the item, type the decimal amount (.10 for 10%) in the
corresponding cell of the Disc. column. The price in the Ext.
column will then change to the discounted price. Next, choose the
quantity of the item in the sale, and then type that amount in the
corresponding cell in the Qty column. The amount in the
corresponding cell of the Total column will then change to
include the quantity.

Repeat steps 1-3 to enter in additional sale items. With each new
item entered, the total at the bottom of the screen will update to
reflect the new sub-total and tax totals. When you have finished
entering all items, click on the [ button to advance to the
Complete I nvoice window.

Click to add a new
customer or view the
customer’s profile

Click to view a —Bs
summary of the B2
customer’s details

Click to find
a customer

Click to find
a job bag

B2 Sales - Enter New Sale ﬁ

5 ) [Tumer |

=]

F
F

Arnber Turmer s |

.

Invoicet! [ -]
Invaice Date | War 26, 2004 1.05 pm |

Notes

SkU Description PST GST

Price Dizc. Oty Ext Total -

(>

ceipt to:  Customer ¢ Spouse ¢ Both  Tax Exempt Status
2\
ANaAN0035 =18kt vellow gald bezel set alexandiit] [ @
=l

7

Double-click on sale price to override
(password protected). The password for
overriding the maximum discount is
defaulted at inv.

209500 | 0.00% 1 | $2.09500 | 3209500 ] |
$0j0

[ [ 1] s000] $0.00 |

See Section 6A-8
for Appraisal details

Eﬂ“ ||]'|'E|lll]|“]'| M Discourt Calculaty: $0.00 Appraisal |
Subtotal PST GST Total
$2.035.00 $167.60 $146.65 $2.,409.25

© ST d

Click here to open
the inventory
window

Use the discount calculator
to calculate the total sale
price with taxes included.

Entering in a New Sale 8A-1
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EE Related Items |
. . . Inkernal SKU  Description OH
5. Inthe Complete Invoice window, enter your Employee Code in 7> JRIUOME [i0K /G PEND COLORED STON 20CT e

the Employee text-box, or choose it from the Employee drop-
down list. If a second employee is required to make this sale, have
that employee enter her code into the 2"* Employee text-box.

This feature is useful for tracking commission earnings for
employees and can be split up to four ways.

When you sell a SKU with a related item it pops up a box that says,
“This product has related items. Do you want to view them?” If you
click yes it will bring up a list of the related items and it gives you the
description along with the on hand levels and a camera to view the
picture. If you select the SKU and hit the forward arrow it will bring
you into the items inventory page, if you do not want to view this

6 a Theinvoice category is used if you would like to categorize page simply hit the backward arrow.

certain sales. If you are having a special sale and would like to

know all sales that came from that particular event you would B
choose that event name as the invoice category. J ﬂﬂ

b. Choose a message to appear on the invoice by selecting it from Eomp it e uice |
the Invoice Termsdrop-down list. The default message is Posswerd ||
THANKS, but you may choose other messages as well. You may

make changes to the messages that appear in this drop-down list

from the M aintenance menu by clicking e g5 ) ShieTe 7
M aintenance/System/I nvoice Terms. P i B s [(OVok Foad )/
id Employee - City |Guelph i -
7. If the item is being shipped, enter the address information into the 4_lhEmD|°yEe = R [ 2R LS
Ship To section of the window. When you are finished entering ﬁ'ﬁ;f:'ffﬁi TS =
Packing Slp [~

in the address information, click on the [ button to go to the

. Gift Registry # l:
Payments window.

Appraisal: Required [ Completed [~
The total price of the sale will appear in the I nvoice Amount text-field. Norrefundable s
If the customer has a gift certificate, gift card, deposit or credit available its
value will appear in the corresponding text-fields. This will change the Next
invoice disclaimers.
45V

— | To reflect that an appraisal needs to be done in
the reports click the Appraisal Required. Once
the appraisal is complete put in the password
the password box and check the completed
box. Note to find the password check the
passwords in maintenance.

Entering in a New Sale 8A-2
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Select the method of payment from the Payment M ethod drop- o e o e r
down list. Then type in the reference number of the payment e
method (i.e. Gift Certificate #, Gift Card #, Check # or Credit Git Corticates: 900
Card #) into the Reference Number text-box. If the payment
. - Payment Method Reference Mumber Approval Mumber Amount Employee
method requires an approval number, enter it into the Approval ICASH ) \d I I W45 70 IAC N
» = $0.00 -

Number text field. 3

9
Type the amount of money received into the Amount text-box.

Then enter your Employee Code into the Employee text-box.
Click on the [® button to finish the transaction and print the
invoice.

Check to print a gift
receipt with no pricing.

it Reconi T 43 |E

Entering in a New Sale 8A-3
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Finding a Previously Entered Sale

To open the Sales— Find a Sale window, from the Main Switchboard, click
on the Sales button to open the Salesmenu. Then click on the Find a Sale
button.

1. Type the surname of the customer who bought the items into the
Last Nametext-box. Then press the Enter key to view the search
results in the area below.

2. Select the sales record to view, and then click on the [®] button to
open the Sales window.
Search Options
e To search by the customer’s first name, type the name into the First
Name text-box. You can also search by partial names. Search for

Last Name in the same manner.

e To search by the customer’s home telephone number, type the
number with area code into the Home Phone text-box.

e To search by the customer’s work telephone number, type the
number with area code into the Work Phone text-box.

e To search by the invoice number, enter it into the I nvoice# text-box.

e To search by the Internal SKU number, select it from the Internal
SK U drop-down list.

e To search by the invoice description, enter it into the I nvoice
Description text-box.

e To search for sales that took place within a specific date range, enter
the start and end dates into the I nvoice Date From/T o text-boxes.

sh Try double-clicking on the name of the
customer for the Sale you wish to view.

F=] Sales - Find a Sale E
Last Name Gazzola 1 (m
First Marne
Haome Phane
“work Phone
Invoicett
Internal SELI =
Invaice Description |
Inwoice [ate From [ Ta ] |
|
Custamer Spouse Invoicett Invoice Date Layaway Drate Tatal
b |Gazzola, Alicia [ [ 63 [ Jan31, 2000 [ [$21.28)
Invoice Description |Dne Gentz 18kt vellow gold and stainless steel exira large size Cartier Tank Francaise
Gazzala, Alicia | | ] | Jan 31, 2000 | [$21.28)
Invaice Description |Dne Gents Cartier American T ank watch 18kt vellow gold case, white dial with raman |
Giazzola, Alicia [ [ 58 [ Jan29. 2000 [ $6551.28
Invoice Description |Dne Gentz Cartier American Tank watch 18kt yellow gold caze, white dial with romar | ||
Gazzola, Alicia | [ 35 [ Janz4 2000 [ $63.00
Invaice Description |Dne pair of ladies 14kt yellow gold peridat hinged hoop earings.
Giazzola, Alicia [ [ 3 [ Janzd 2000 [ $63.00
Invoice Description |Dne pair of ladies 14kt pellow gold amethyst hinged hoop earring
Gazzola, Alicia [ [ 16 ] Jan24 2000 [ #111850
Invaice Description |F‘Iaasa make a 10mm 18kt vellow gold iounded band, hollowed on inside and with har|Job Bag: 12004

Finding a Previously Entered Sale 8B-1
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Entering in a Pay Out

p05 Use this feature to record the money that is taken
P from the till.

To open the Pay Out window, click on the Sales button from the Main
Switchboard. Then click on the Paid Out button.

1. The date will be automatically placed in the Date field.
2. Type the amount of the paid out that was taken.
3. Select the employee that has made the pay out.

4. Make a note in the Notes field as to why the money was needed

and click the [®] to finish the pay out. A box will pop up asking if

you want to complete the Pay Out, click Yes.

Finding a Paid Out

Pmﬂ@ Use this feature to find a pay out.

To open the Pay Out window, click on the Sales button from the M ain
Switchboard. Then click on the Find A Pay Out button.

1. You are able to search for a pay out by date range, amount of the

pay out, and by the employee.

2. You may also click the Show All button to view all of the pay
out’s. All of the information needed is on the screen provided.

Click E to finish the search.

& Paid Out

ORI O

Date [ Jul %5, 20067
Payment Methad [CASH -
Ameunt (5000 3

Emploggs [BE T\
tes |Used to buy stamps for mail oo
4

Sy

Executive

B Paid Out - Find [ =]
Date From T To r
ount From To

Employes

Show 41

Invaice Date Method Amount Employes MNate
» Jul 26, 2005 CasH $50.00 BB|Used to buy stamps for mail out
Jul 22, 2005 CASH $20.00 KM[Meeded to purchase flowers for the store
May 26, 2005 CASH $100.00 AD|TEST

Note: In the daily reports this will show the
amount that was taken out of the till for the
day, under a payment type called Pay Out.

S

|

Entering in a Pay Out 8C-1
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Making a Layaway
- Click to find a
& _ Click to add a new customer.
Pﬂﬂﬂ@ Use this feature to record when a customer customer or view the
makes a partial payment for an item, but does not cusomer’s profile.
receive that item until the balance owing is paid. CE |
To open the Layaways window, from the M ain Switchboard, click on the Click to view a - s I
L ayaways button to open the Layaways menu. The click on the Enter a New summary of the N\
Layaway button. customer’s details. Click to find
L . A a job bag.
NOTE: When an item is put on layaway the taxes will not be paid until the
final payment is made on the layaway. N\
EE Layaways - Enter Mew Layaway 1 x|
1. Click on the 2] putton to search for the customer’s name. When YOU | customer tsurnsmep [rerman == S ~
find the customer, click on the Transfer button to transfer the I P T 5| aeice Do | £us 07,207 301 o
customer to this window. This will also search for the customers’ 2 (5061 B55-186¢ vetes [ o
spouses. Then select if the receipt is going to a customer, spouse or Recaipt stomer ( Spouse (7 Both  Tax Exempt Status [ EAYS
both, by clicking on the corresponding Receipt to button. S LTI (4505 T o505 Q,'Vl Siiag0s | stisto] |
Description: [OME PAIR OF LADIES 14K WHITE GOLD DIAMOND STUD EARR\NGS‘, SETWNITH TGO (2) =1 .DDéT ROUMD EIRILLIANT 0
2. Scan the Bar Code of the item that the customer is putting on j Beseron — L
layaway. Alternatively, you may select the SKU for the item from the
SKU drop-down list, or type it into the SKU text-box.
3. Enter the number of items that are being put on layaway, into the
corresponding Qty text-box.
: . Edit Imm“m”l M Dizcount Calculstor: $0.00 nm]raisal ‘lt
When you are finished, click on the B button to open the Complete Invoice cutot o
window. $4,495.00 $629.30
LAY AWAY
ol

{ The invoice number will first appear as —1.
This is normal, and allows for more than one
sale entered in at a time.

Making a Layaway 8D-1
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4,

In the Complete Invoice window, enter your employee code in the
Employee text-box, or choose it from the Employee drop-down list.
If a second employee is required to make this sale, have that employee
enter her code into the 2" Employee text-box. The layaway can be
split by up to 4 sales people.

Choose a message to appear on the invoice by selecting it from the
Invoice Termsdrop-down list. The default message is THANKS, but
you may choose other messages as well.

If the item is being shipped, enter the address information into the
Ship To section of the window.

When you are finished entering in the address information, click on the »
button to open the Payments window.

7.

®

Select the method of payment from the Payment M ethod drop-down
list. Then type in the reference number of the payment method (i.e.
Gift Certificate #, Gift Card #, Check # or Credit Card #) into the
Reference Number text-box. If the payment method requires an
approval number, enter it into the Approval Number text field.

Type the amount of money received into the Amount text-box. Then
enter your Employee Code into the Employee text-box. Click on the
¥ button to finish the transaction and print the invoice.

To balance the transaction, select the ACCNT option from the next
available Payment M ethod drop-down list. Then type the remainder
amount of money owing, into the corresponding Amount text-box.

When you are finished, click on the [ button to process the transaction and
print the invoice.

!

()

Commissions are not paid on a layaway until the
final payment is received.

—

E3 Complete Invaice

pasword[ 7]

Note: Once the layaway is complete, the employee
fields are locked and a password needs to be inserted
to change the employee codes. For passwords, please

refer to the password table in the Maintenance section.

Employee(s)

Employes

2nd Employee

3rd Employee

i)
=
afa]a]e

4th Emplovee

Irvoice Temns | THANKS -
Packing Slip [
it Regey a [ ]

Appraisal: Reguired [~
Nonrefundable [~

Completed [~

D

Ship To

Addrezsl [123 Mary 5t

Address2

City [waterloo

State

0N =] ZipCode [N2L 42

Mote

Fragile - Handle with care.

Wild
EE Payments
Invoice Amount:  $5,124.30 =

Credits: $0.00 .. AT l:"
Deposits: $0.00 .. GiEmg=
Gift Cargs=_30.00
Gift Certifi oo .
ondcd [ Jo 8
Payment Mah//“'/ Reterence Number Appraval Mumber Amaunt / oy es

casH 45 $250.00 [#C -

accnT ~~" \ $4 87430 AT -

» 1Y \\9/\ $0.00 -

Note: When making a layaway a customer usually puts a
deposit down. As an example above the customer applied
a $250 payment by check and put the remaining amount
on account. This means when a customer would like to
make a payment on their layaway they must go to account
payments. See Chapter 9A-1 for details on how to make
and account payment.

Gift Receipt [ !lﬁ }|j

Making a Layaway 8D-2
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Finding an Existing Layaway

To open the Layaways— Find a L ayaway window, from the Main
Switchboard, click on the Layaways button to open the L ayaways menu.
The click on the Find a Layaway button.

1. Type the surname of the person whose name the Layaway is under, in
the Last Nametext-box. Then press the Enter key to view the search
results in the area below.

2. Select the Layaway you wish to view, and then click on the ¥ putton
to view it in the Layaways window.

Search Options:
e To search by the customer’s first name, enter the name into the First
Name text-box. You can also search by partial names. Search for Last

Name in the same manner.

e Tosearch by the customer’s home telephone number, type the number
with area code into the Home Phone text-box.

e To search by the customer’s work telephone number, type the number
with area code into the Work Phone text-box.

e Tosearch by the Layaway’s invoice number, enter the number into
the I nvoicet text-box.

e Tosearch by the Layaway’s internal SKU #, select it from the
Internal SKU drop-down list.

e To search by the Layaway’s invoice description, enter anything that
may be in the description in the Invoice Description text-box.

e To search by a date range, enter the start and end date into the Invoice
Date From/and text-boxes.

B3 Layaways - Find a Layaway

Last Name Smi

First Marne

Hame Phone

Work Phone

Irevoicel

Intemal SKU

Irwaoice Description

Ireeoice Drate Fram

[To | |

Show Hl

Custamer Spouse

Ireeoicett Inwoice Date Lapaway Date Tatal

P [Smith, 'william [Smith-Duncan, Mary [

E | Janis.zool | [ $1.190.25 |

| Invoice Description |Dna ladies 14kt pellow and white gold engagerment ring

t

sho Try double-clicking o

customer whose layaway you wish to
view, to open the Layaways window.

n the name of the

Finding an Existing Layaway 8E-1
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Entering in an Insurance Sale

()
Uﬂﬁi Use this feature to process and record sales made due
P to insurance claims. This helps to track which
insurance companies are sending clients to your store.

To open the Insurance Sales window, from the M ain Switchboard, click on
the Insurance Sales button to open the Insurance Sales menu. Then click on
the Enter a New I nsurance Sale button.

1. Click on the €1 button to search for the name of the customer. This
feature will search for customers’ spouses as well. When you find the
customer, click on the Transfer button to transfer the customer to this
window. If this is an insurance sale for a new customer, click on the
=1 button to enter the customer into the database. Then select if the
receipt is going to a Customer, Spouse or Both.

2. Type the SKU number of the sale item into the SKU text-box, or
choose it from the SK U drop-down list. The description of the item
will appear in the Description text-field.

3. The price of the item will appear in the Price column. Next, choose
the quantity of the item to be insured, and then type that amount in the
corresponding cell in the Qty column. The amount in the
corresponding cell of the Total column will then change to include
the quantity.

4. Repeat steps 1-3 to enter in additional items to be insured. With each
new item entered, the total at the bottom of the screen will update to
reflect the new sub-total and tax totals.

When you are finished, click on the [ button to save the information and open
the Complete | nvoice window.

Add Customer *\ /7 Find Customer

~— Find Job Bag

View Customer
Summary

B3 Insurance - Enter New Sale

Custome (Surmame) = o Incie
Mr. Martin Abel s JF Inwoice Date Jun 21, 2005 4:31 pm
Ms. Kathleen Flonn
Haotes
Receiptto: ¢~ Customer ¢~ Spouse (¢ Baoth  Tax Exempt Status 'I
SkU Serial Number PST GST Price Disc. Oty Ext Total al
» - -l & ¥ [$536095 [ no00%] 1 | $5.950.95 [ $5.950.95
A esciiption: 18kt yellow and white gold 3 =1.43ct 511 G ideal cut Canadian dismonds bar set thiee stone l\)\’_\qund 'z TC4 1164
%1/ - A F F [ soo0] 17 3 Yo $0.00
<E) Descriptior:

Edit ||'|'J|!||l|]|'¥| ﬂ || Discount Calculator: $0.00 F-IJIJI‘E}EB' || ]
Subtotal PST GsT Next j
$5.950 95 $476.08 $416.57 $6.

==INSURAMCE==
— pm—y
(@)

<4 4
sk =

Although your store sells the item to the
customer, Executive is constructed based
on the assumption that the Insurance
Company, not your customer will provide
the payment check for the claim.

Entering in an Insurance Sale 8F-1
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Note: Once the insurance sale is complete, the
employee fields are locked and a password needs
to be inserted to change the employee codes. For

B8 Complete Invoice .
6. Enter your Employee Code in the Employee text-box, or choose it ez I passwo_rds, please ref_e r'to the password table in
the Maintenance section.

5. Select the name of the Insurance Company from the Insurance
Company drop-down list.

from the Employee drop-down list. If a second employee is reguired
to make this sale, have that employee enter her code into the 2" @
Employee text-box. This feature is useful for tracking commission Tt EET Ship
earnings for employees and can be split by up to four sales associates. i e :< 8 )
A Enples o s -
7. Choose a message to appear on the invoice by selecting it from the — otz
Invoice Termsdrop-down list. The default message is THANKS, but G:‘{a;km_sfﬁ;l’ 7)
ift Registry -

you may choose other messages as well. You may make changes to
the messages that appear in this drop-down list from the M aintenance ropranal Reied - Conpletsd
menu by clicking M aintenance../System../Invoice Terms. Nonrefundable [~

8. If the item is being shipped, enter the address information into the
Ship To section of the window. When you are finished entering in
the address information, click on the [ button to go to the Payments
window. 4S5 >

1]

B3 Payments

9. Select the method of payment from the Payment M ethod drop-down P ————— p——— Change Calculator
list. If there is a reference number for the payment method, enter it predis :I o it Cords: - L —
into the corresponding Refer ence Number drop-down list (i.e. Check i Pt e -
ID). Similarly, if an approval number is required (i.e. credit card), PViEE < NZiziziziziz | 7 3250 br g -
enter it into the Approval Number text-box. g 19 ) ' 1

I3

(

o
—

C

$0.00 | =
10. Enter the amount of money received into the corresponding Amount
text-box.

11. Enter your Employee Code into the Employee text-box, or select it
from the Employee drop-down list.

To enter more than one payment method, click on the next available Payment —
text-box, and type in the information. FwshD

Gilt Receipt [~ ‘

38

9

When you are finished, click on the [®] button to save the information and print
the invoice.

Entering in an Insurance Sale 8F-2



Chapter 8: Sales

Finding an Insurance Sale

To open the Insurance — Find a Sale window, from the M ain Switchboard,
click on the Insurance Sales button to open the I nsurance Sales menu.

1. Type the surname of the customer who owns the insured item, into the
Last Nametext-box. Then press the Enter key to view the search
results in the area below.

2. Select the insurance record you wish to view, and the click on the ¥
button to open it in the Sales window.

Search Options:
e To search by the customer’s first name, enter the name into the First
Name text-box. You can also search by partial names. Search for Last

Name in the same manner.

e To search by the customer’s home telephone number, type the number
with area code into the Home Phone text-box.

e To search by the customer’s work telephone number, type the number
with area code into the Work Phone text-box.

e To search by the Layaway’s invoice number, enter the number into
the I nvoicet text-box.

e Tosearch by the Layaway’s internal SKU #, select it from the
Internal SKU drop-down list.

e To search by the Layaway’s invoice description, enter anything that
may be in the description in the Invoice Description text-box.

e To search by a date range, enter the start and end date into the I nvoice
Date From/and text-boxes.

B3 Insurance - Find a Sale 1
Last Mamne Alewander

First Name

Home Phone
‘wiark Phone
Invoicet

Internal SKU -
Invnice Description |
Irvoice D ate From ‘ To | |

Show Ml |
Custarner Spouse Irveoicedt Invoice Date Layaway Date Total
I |&4Nander, Jannine ‘Alexander, Fonald | E | Mar 24, 2003 | | $190.80 |
\gscliphnn |Ladias Tdkyg 50 cttw Diamand Anniversany Ring Containing 5 Dismands Weighing 2|
2
IS

ut
Try double-clicking on the name of the

customer whose Insurance Sale you wish
to view, to open it in the Sales window.

Finding an Insurance Sale 8G-1
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Returning an Item

“Use this feature to process and record a sales-
return made by a customer, as well as to update
inventory.

To open the Returns window, from the M ain Switchboard, click on the
Return Items button.

1. To search for the sale invoice that contains the item you want to
return, enter the customer’s surname into the Last Name text-box.
For more information on searching, see the Finding a Previoudy
Entered Sale section.

2. Select the invoice for the item you wish to return.

3. Click on the Return/I nvoice button to open the Return Items
window.

4. To select the SKU for the item that is being returned, select it from
the SKU drop-down list. You may select as many items as are on
the invoice, by selecting them in the additional SK U drop-down
lists.

5. Enter the reason for the return into the corresponding Reason for
Return text-box. It is important to provide a reason for the return,
so that the kinds of reasons can be tracked using reports, and
problem areas remedied.

6. Type your Employee Code into the Employee text-box, or select it
from the Employee drop-down list.

When you are finished, click on the I button to advance to the next Return
window.

B Returns - Find an Invoice to Return

Last Mame Turner

First M ame
Hame Phone 1
iork Phone

Irwgicet
Internal SKU -
Invaice Description |
Invoice Date From ‘ To | |
2 _ gevn |
Customer Spouse Invoicet Invoice Date Layaway Date Total
HTumEr, Amber | 38743 | Mar 23 2004 I $630.00
Invoice Description ‘14k| yellow gold black onyx square cut ring
Tumer, Dornis ‘ ‘ 37534 | tay 24. 2003 ‘ $28.75
Invoice Description \changa to larger clasp, jump rings need to be enlaiged to accommodate new clasp.  |Job Bag: 77207
Tumer *, Justin ‘Tumel, Melissa ‘ ERE] | Mgy 05, 2003 ‘ $563.50
Invoice Description ‘Sler\ing silver 14kt pellow gold inlayed mixed mother of pearl slider pendant with chain.
Turner, Amber ‘ 36976 | Apr 22, 2003 ‘ $5.70
Invoice Description [BLACK, ROLLERBALL MOMTBLANC REFILL MED/FINE CLASSIQUE/BOHEME/LE]
Turrer, Rick I [ 34930 [ Decl9. 2002 I §17.25
Invoice Description \Tighten pin hinge. Open up section where tip of pin sits. Job Bag 7E038
Tumer, Phyllis ‘ ‘ M7E7 | Dge 14, 2002 ‘ $103.50

Ihvoice Description ‘F‘Is size toa B 172, Put an a half shank to make it thicker and strang 3 470,00 ob Bag 7E368
p—
Returnitem 4 |ﬂ| Pl |

B Return ltems
B A8 [D0D) DDC-DO00 Invaoicett: 4381 Gift Registiyi
bdr B A Date: | Sep 28, 2005 11:17 am
SKU Description Reazon for Retum Employee 4|
000010 k_v]'IBkl yellow gold and platinumn 4 prong . 44ct E|Ehanged her mgd. |s curently looking at anather item |AT -
#| AN

4 ()

Returning an Item 8H-1
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Check to make sure that the invoice information is correct, and then
click on the [ button to open the Complete I nvoice window.

7. Inthe Complete Invoice window, the Employee Code for the
employee who made the original sale will appear in the
Employee text-box. Leave this code in the box (in case a
commission needs to be returned).

8. Choose a message to appear on the invoice by selecting it from
the Invoice Ter ms drop-down list. The default message is
THANKS, but you may choose other messages as well. You
may make changes to the messages that appear in this drop-
down list from the M aintenance menu by clicking
Maintenance../System../Invoice Terms.

9. Ifthe return invoice is being shipped, enter the address
information into the Ship To section of the window. When
you are finished entering in the address information, click on
the [® button to go to the Payments window.

B Return [2]x]
Customer [5 ] i | I I CF Invoicett [ E|
s, Amber Tumer 5 I o Invoice Date | Jul 25,2005 457 pm |
(519) 829-2609 MNotes |ReturnttdBE07 [Tumer, Amber)
Receiptte: ¢ Customer ¢ Spouse ¢ Both  Tax Exempt Status vl
SKU Serial Mumber PST GST Price Disc. Oty Ext Tatal B
p[HONODD4Z - -l i [ $es0n0e3tes] 1] @ge474)] (#8474
Diescription:|4 steel Honora quartz watch with white mother of pearl rectangle dial and white leather strap.
* - -l = [ $0.00 | [1] $0.00 | $0.00
Dreccription:|
Fdit |||"|!|m]|"| &| Digcount Caloulator $0.00 Appraisal || =

Subtotal PST

6ST
[$84.74) [$6:75) [$5.93) s Next

o

B8 Complete Invoice

Employee[s]

Emplayes
2nd Emplayee

Ship To @

Address]
Address2

~

3rd Employes

o]

City =

4th Employee

State -1 ZipCode |

Invoice Category
Irtvoice Tems [THANKS
Packing Slip [~

Gift Registy #

Mote

Appraisal: Required [~
MNonrefundable [~

Completed [~

Next j

45
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When you are finished click on the [ button to save the information and print

th

10. Select the refund type from the M ethod of Payment drop-down list.

Note: If issuing a check for the refund, select STRCHK as the
payment method.

11. Type your Employee Code into the Employee text-box, or select it

from the Employee drop-down list.

e invoice.

B3 Payments B3 I
Invoice Amount: [$40.25] Gift Certificates: . Amount Fec'd: |:| =
Credits: Gift Cards: Ch
Deposzits: 0On Account: ange:
Papment Methgd— Reference Mumber Approval Mumber Amount Emplopes
FloasH < \ [ | [$40.25] -
] \ 10} | | w4
Next

Gift Receipt [ {lﬁ )|.|

In the case where you are only giving Store Credit for a

returned item, choose ACCNT as the payment method.

This will balance the transaction, and transfer the amount
as a credit on the person’s credit profile.

Returning an Item 8H-3
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Exchanging an Item

Use this feature to process and record the exchange
of a sale item for another item in the store’s
inventory. Inventory levels will then be adjusted.

To open the Returns window, from the Main Switchboard, click on the
Return Items button.

To search for the Sales Invoice that contains the item you want to
exchange, enter the customer’s surname into the Last Name text-box.
For more information on searching, see the Finding a Previously
Entered Sale section.

Select the invoice for the item you wish to exchange.

Click on the Return Item button to open the Return Items window.
To select the SKU for the item that is being returned, select it from the
SK U drop-down list. You may select as many items as are on the
invoice, by selecting them in the additional SKU drop-down lists.
Enter the reason why the customer is returning the item, into the

corresponding Reason for Return text-box. Then enter your
Employee Code into the corresponding Employee text-box.

When you are finished, click on the [ button to advance to the next Return

B3 Returns - Find an Invoice to Return
ﬁl
Last Name harnmil
First N ame
Home Phone 1
‘wiork Phone
Irvoicet
Internal SKU -
Invoize Description ‘
Irwaice Date Fraom ‘ Ta | ‘
Custamer Spouse Invoiced Invaice Date Lapaway Date Total
[Harmmil. Jeff [Harmmwil, &nn [ 53867 [ Mar17. 2008 Mar 17, 2006 | $3135.00
\{ce Description |DF|M1 164 . 307CT 511 G Square cut "'Dream' diamond from Hearts on fire.
2 ). Rhonda [ 53852 | Mar17. 2006 Mar 17,2006 [ $1.683.14
Qe Description |Platinum Bmm wedding band with bark textured finish.
arnmimy ohin |Hammi||, Mary | 5353 ‘ Now 02, 2005 Mav 02, 2005 | $57.50
Invaice Description |try ta polizh opal Job Bag: 91561
Hammill. Ken |Hammill, Eileen | 52712 ‘ Sep 13, 2005 Sep 13, 2005 | $5.001.24
Invoice Description |Haf|nlshed hiay, coffee, cream, sugar, and tea pots. Job Bag: 84968
Harnrmil, Ken |Hammill, Eileen | 52712 ‘ Sep 13, 2005 Sep 13, 2005 | $5.001.24
Invoice Description JPLATINUM WITH GOLD ACCENTS 0.16CT DIAMOND SwIRL RING
Harnrail, J eff |Hamm|||, Ainn | 5227’ \ng 12, 2005 Aug 12, 2005 | $57.50
Invoice Description |lighlan clasp and clean and polizh 3 Job Bag: 87183
Return It 4> -1l
E3 Return Items E3 I
Mr. John Andersan [519) §36-5564 Invoicedt: Gift Registry#

Date: | Oct 25, 2004 206 pm

SkU Description Feason far Retun Employes |
FIRLIO000F |\ = J16KT WHITE GOLD 12=0.25CT V5 GH DI&wifs likes something elee [aT B |
*] 1§ N [ |

4 5

Next h

Sl

P
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6.

Select the new item that the customer is exchanging the old one for,
from the next available SKU drop-down list.

Check to make sure that the invoice information is correct, and then click on
the [® button to open the Complete Invoice window.

7.

In the Complete Invoice window, enter your employee code in the
Employee text-box, or choose it from the Employee drop-down list.
If a second employee is required to make this sale, have that employee
enter her code into the 2" Employee text-box.

Choose a message to appear on the invoice by selecting it from the
Invoice Termsdrop-down list. The default message is THANKS, but
you may choose other messages as well. You may make changes to
the messages that appear in this drop-down list from the M aintenance
menu by clicking M aintenance../System../Invoice Terms.

If the exchanged item is being shipped, enter the address information
into the Ship To section of the window. When you are finished
entering in the address information, click on the [ button to go to the
Payments window.

B Return E
C s ) [Hammil LILI CF Invoicett | ]
Mr. Jeff Hammill iI oF Invoice Date | Mar 20, 2006 9:54 am
Ms. Ann Harmill
(519) 836-2581 Notes R eturntt53657 (Hammil, Jeff)
Receipt to: Cus’/-\ Spouse (& Both  Tax Exempt Status [ ~]
SKU_ peial Number PST  GST Frice Disc. Oty Ext Total
[OROGziE A F F [[$2.750.00 | 0.00% A1 | ($2,750.00)] ($2,750.00)
Descrption:[DRM1164 . 307CT SI1 G Square cut "Dream’ diamond from Hearts on fire.
3 = = I v v [$10.505.40 [ 0.00%] 1 [$10.505.40 [ $10.505.40
Description:| DRM1257 .712CT V51 H Square cut "Dream" diamond from Hearts on fire
* - -1l ~ ~ [ 3000 ] [ 1] $0.00] 30.00
Description,

Edit mlm'l M Discount Calculator: $0.00 Appraisal ‘l =
Subtotal PST GST Total
$7.755.40 $542.88 $542.88 $8.841.16

p—
o ISiLd

E2 Complete Invoice

passverd ]
Employee(s) ! : ’ Ship To

Employee |MEB - Address1

2nd Employes - Address2

3rd Employee - City

4th Employee - State

Note

Invoice Category
Invoice Terms |THANKS
Packing Shp [~

Gift Registry #

Appraisal: Required [~
Monrefundable [~

Completed [~

= 0L

g

] ZpCode ]|

Sy
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10. Select the refund type from the M ethod of Payment drop-down list.
If there is Reference Number or Approval Number, enter it in the
corresponding text-boxes. Then select your Employee Code from the
corresponding Employee drop-down list.

When you are finished click on the ¥ button to save the information and print
the invoice.

B Payments
In¥oice Amount: $8.841.16 Gift Certificates: Amnount Bec'd |:| 1=
Credits: Gift Cards: Change
Deposits: On Account: $0.00 9
Payrnent Methad Reference Mumber Appraval Mumber Amount Emplayee
|MASTEH /‘\ | | $8.841.16 |KEM ;I
I ~N \1-0/\ [ [ $0.00 | I |

Next

4

Gift Recoipt - |El )l

(K]

Exchanging an Item 81-3
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Chapter 9: Payments

Making an Account Payment

()
[IﬂﬁJ Use this feature to record payments made towards
P invoices that have outstanding balances owing,
either Layaways or Account Sales.

To open the Account Payments window, from the Main Switchboard, click
on the Payments button to open the Payments menu. Then click on the
Account Payment button.

1. Click on the “£] button to search for the customer’s name. When you
find the customer, click on the Transfer button to transfer the
customer to this window. This feature will search for customers’
spouses as well.

2. Select the invoice that you will be making the payment on, from the
Invoice Number drop-down list.

3. Select the method of payment that the customer is using to put money
on the account. If there is a reference number, or approval number for
the method of payment, enter each one into the corresponding text-
boxes.

4. The total amount owing for the invoice will appear in the
corresponding Amount text-box. If the customer is only paying part
of the amount, enter the change in the Amount text-box.

5. Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

To print a receipt for the account payment, click on the Payment Receipt
button.

When you are finished, click on the @I button to save the information and
close the window.

E= Account Payments

Click here to see
all invoices that
have been paid for.

A charged sale is marked
with the letter C and a
layaway account is marked
with the symbol *.

Customer [Aarestad
Colin

rvoice Number

Receipt to; | 41537 $319.20

41523 $147.06 $100.00

$47.06

Date nvoiceft  Payment Method Reference Number Approval Number Amaount Employee

»

Oct 23, 2006 -

Click here to print a
receipt showing the
payment made for this
transaction only.

OO

st [ S

Click here to print a
receipt itemizing all
payments and the

outstanding balance.

Making an Account Payment 9A-1
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Returning an Account Payment

Pmﬁ’[@ Use this feature to process the return of an Account
Payment.

To open the Return Account Payment window, from the Main Switchboard,
click on the Payments button to open the Payments window. Then click on
the Return Account Payment button.

1. Select the customer to whom you are returning the payment, from the
Customer drop-down list. Only customers who currently have
account payments will appear on this list.

2. Select the account payment record that contains the payment that is
being returned, from the Account Payment drop-down list.

3. Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

4. Select the method of payment you are using to return the account
payment from the Payment M ethod drop-down list. If there is a
reference number, or approval number for the method of payment,
enter each one into the corresponding text-boxes.

When you are finished, click on the > button to print a refund receipt.

B3 Account Payment Return

Account Paymernt [CHECK Q

Ressan For Return

Employes:

Payment Methoc! [l

Reference
Agproval #

Aasman Mike

CHECK $100.00 May 19, 2005

[Dossn't wart the ring anymore |

Returning an Account Payment 9B-1
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Making a Deposit

(&
MUJ[@ Use this feature to record deposits made by a
P customer that will be used towards an as of yet,
undetermined future purchase.

To open the Deposit window, from the Main Switchboard, click on the
Payments button to open the Payments menu. Then click on the Deposit
button.

1. Click on the &1 button to find the customer who is making the
deposit. When you find the customer, click on the Transfer button to
transfer the customer to this window. This feature will also search for
customers’ spouses. If this is a new customer, click on the [=| button
to add the customer to the database.

2. Select the method of payment that the customer will be using to make
the deposit from the Payment M ethod drop-down list. If there is a
reference number, or approval number for the method of payment,
enter each one into the corresponding text-boxes.

3. Type the amount of money that the customer is putting down as a
deposit, into the corresponding Amount text-box.

4. Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

When you are finished, click on the L|| button to save the information and
print off the payment receipt.

Click to add a new
customer or view the
customer’s profile

& Create a Deposit

=l e

Customer |Tumar ;l -

Receipt to; (+

Tumer Amber

[619) 8271211

Customer }(~  Spouse ("/E.Qh

Click to find
a customer.

” Certificates:

Credits:
Deposits:
Gift Cards:

Date
Papment Methad
Reference

roval Number
Amount
Employes

Notes

Jun 15, 2005
CHECK. -
12341230 2341234

$500.00

"Wants to purchase a diamond ring.

( Click to Print

the Payment
Receipt and
Finish!

Making a Deposit 9C-1
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Returning a Deposit

2 e
mﬁ’[@ Use this feature to process the return of a Deposit,
P usually in cases where a customer requires the
deposited amount for another purpose.

To open the Return a Deposit window, from the Main Switchboard, click on
the Payments button to open the Payments window. Then click on the
Return a Deposit button.

1. Select the customer to whom you are returning the payment, from the
Customer drop-down list. Only customers who currently have
deposits will appear on this list.

2. Type in the return amount of the deposit in the corresponding Return
Amount box.

3. Enter your Employee Code in the corresponding Employee text-box,
or select it from the Employee drop-down list.

4. Select the method of payment you are using to refund the customer
from the Payment M ethod drop-down list. If there is a reference
number, or approval number for the method of payment, enter each
one into the corresponding text-boxes. Be sure to fill out the reason
for the return.

When you are finished, click on the [ button to print a refund receipt.

B3 Deposit Return [ x|

()

Customer |Turr|er
Turner Amber
[519) 8271211
Deposits:
Return Amount $1,000.00
Evpljee [P -
Payment Method |sDsegl
Reterence

Approval #
Return Reazon

Clear I |

Finish!

If you are only returning part of the deposit, you
must first refund the entire amount, and then
reissue another deposit for the value that the
customer wishes to remain as a deposit.

Returning a Deposit 9D-1
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Giving a Credit

(-

Use this feature to give customers a store credit
when they are returning jewellery purchased from
the store, or are trading jewellery into the store.

To open the Credit window, from the Main Switchboard, click on the
Payments button to open the Payments menu. Then click on the Credit

Click on the e button to find the customer to whom the credit will
be given. When you find the customer, click on the Transfer button
to transfer the customer to this window. This feature will also search
for customers’ spouses. If this is a new customer, click on the =1
button to add the customer to the database.

Select the method of payment from the Payment M ethod drop-down
list. If there is a reference number, or approval number for the
method of payment, enter each one in the corresponding text-boxes.

Type the credit amount that the customer is receiving into the
corresponding Amount text-box.

Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

When you are finished, click on the ﬂ button to save the information and
print off the payment receipt.

Click to add a new
customer or view the
customer’s profile

el

Click to find
a customer

2

B3 Create a Credit I
Q

Customer [Kely ——— ~] -

Kelly Milie

Receiptto: & Customer ¢ Spouse {—  Bath

Date Jun 15, 2005
Payrment Methad [INSTCR -

Reference

[=]

gproval Mumber 3
Amount $1.000.00
Employee Cl -
Notes

KCIick to Print the

Payment Receipt
and Finish!

45>
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Returning a Credit

GE . -
p[mﬁ’[@ Use this feature to process the return of a credit.

To open the Return a Credit window, from the M ain Switchboard, click
on the Payments button to open the Payments window. Then click on the
Return a Credit button.

1. Select the customer to whom you are returning the credit, from the
Customer drop-down list. Only customers who currently have
credits will appear on this list.

2. Type in the credit return amount into the Return Amount box.

3. Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

4. Select the method of payment you are using to refund to the
customer the payment, from the Payment M ethod drop-down list.
If there is a reference number, or approval number for the method
of payment, enter each one into the corresponding text-boxes. If
there is a reason for the credit input the reason it in the Return
Reason box.

When you are finished, click on the > button to print a refund receipt.

B Credit Return

Custamer [Perrotta

()

Perrotta Alda
Perrotta

2
Credits:
Return Amourt $1,000.00
Employes |GE - 3
Paymerit Methood -
Reference
Approval # / \
Return Reason 4)
Clear Al |
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Chapter 9: Payments

Adding a Payment Schedule

=4 ()
MU’E}) Use this feature to create payment reminders
P towards invoices that have outstanding balances.

To open the Payment Schedule window, from the M ain Switchboard, click
on the Payments button to open the Payments menu. Then click on the

Account Payment button.

1. Click on the £l button to search for the customer’s name. When you
find the customer, click on the Transfer button to transfer the
customer to this window. This feature will search for customers’

spouses as well.

2. Select the invoice that you will be adding the payment schedule for,
from the Invoice Number drop-down list.

3. Click on the Schedule button.

4. Enter the date of the first payment in the Payment Date field.

5. Enter the amount of the first payment in the Amount filed and the
corresponding note in the Note field. Then add any more payments if

needed.

6. Once you have finished entering all the payments, click on the [®
button to go back to the Account Payments window.

Note: You will be automatically prompted to create a payment schedule during

a Layaway or Sale made on Account.

When you are finished, click on the EI button to save the information and

close the window.

B3 Account Payments x|
Custamer |Abbey Credits: T
David Deposits:
Iresoice Number |44505 Gift Certificates:
Receipt to: ¢~ Customer ¢~ Spouse @ B! 2 On Account: $4.703.50
Date Invoicet  Payment Method Approval Mumber Amaunt Employes
[ Jun2B. 2004 | 44505  [CASH I | | $300.00 [AD I |
B Juizz zood | aaE0s | | | | .00 | |

(3)

410/
;f

If you would like a reminder of all payments in the payment
schedule, see Chapter 1, Section 1L-6. In the Store Setup,
check on the Show Payment Reminder? checkbox.

Sl:llel_lllle

Payment Schedule

| Gales Receipt |

[fug 01, 2004 $1,000,00

Customer: David Abbey
Invoice # 44505
$ On Accnt $1,057.75
4 Payment Date Arnour =

Sep 01, 2004 $57.75

fo)

b
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Chapter 9: Payments

Processing a Payment Schedule

To open the Payment Schedule window, select Check Payment Schedule
from the Functions menu.

) Payment Schedule
1. Select the payment that you would like to process. Payment Date _Customer Invoice # _ Amount __Hote a
JAo0 01, 2004 [David Abbey [ #4508]  §1,000.00 [Process Check
2004 |David Abbey | 4as0g] §57.75 |Process Check :l
2. Click on the Transfer button. th

3. Select the method of payment that the customer has asked to pay for
the invoice with.

4. If there is a reference number, or approval number for the method of
payment, enter each one into the corresponding text-boxes.

5. The total amount for the payment will appear in the corresponding @ Finish!
Amount text-box. —

X Transfer |

6. Enter your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

Payment Schedule I

7. Click on the ¥ button to complete the payment process. e

Scheduled Dake Aug 01, 2004
Scheduled Amount $1,000,00
Mote Process Check

p—
When you are finished, click on the DI button to save the information and
close the window.

Credits:
Deposits:
Gift Certificates:
. On A b $4,709.50
Click here to delete a payment noee @_
from the Payment Schedule. Payment Methad [CHECK z

Reference |123456
Approval Mumber
Amount Paid [$1,000.00

Emplovee (4T -\ 5 7
~—~=

(&) Rl
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Chapter 10: Memorandums

Chapter 10: Memorandums

t

sho Try double-clicking on the due date field to display

Entering in a New Memorandum

calendar.
e
HJ[Q@ se this feature to record when customers take an item
P[lﬂ home for decision making-purposes, when staff members
need show an item to potential clients outside of the
store, or when staff borrows items for special events. ET—— p
Memerandum Date [ Mar 20, 200}/
To open the M emor andums window, from the M ain Switchboard, click on e
the M emor andums button to open the M emorandums menu. Then click on Iz)
the Enter a New M emorandum button. Refeemee Nonber #{K"‘“ewa"wm - ToMems Enphyes
Shipping Mote Tao Mema Supplier
1. Enter your Employee Code into the Employee text-box. If there is a sk ) Serltumber e Tod |
note to attach to this memorandum, enter it in the Notes text-box. T L
[ ;lSSTBUWZSPL | ;l $8.500.00 D.DUZ| 1 | $8.500.00 | $8.500.00
. . . Platinum Sabrina fv\ve stone 1.25ct 51 GH ideal bwo prong band. .‘ Oy, Returned 0 Jy_‘uty. Invoiced \ 1] \ By
2. Select the store that the item is belng taken out of, from the From ! REARTS 0N FIFEI:DUIE;‘I;BS:\LLIANT |454 ST FIDEAL anFa@lutfgég;E;ggd Un'uufm; \nlvmc:j'\gwgu l\ Bﬁ,BUUUU
L ocation drop-down list. * - ! e
3. Ifacustomer is taking the item, select that customer’s name from the —

_ Totak 2 $12.150.00 $12.1
To Customer drop-down list. If a staff member is taking the item, ooy Next

select that employee’s name from the To M emo Employee drop-
down list. i Pioy P R |Heturnf|mmine| Return All | El 4| >

4. Enter the day that the item is to be returned in the Due Date text-box.
If more than one item is entered into the same memorandum, they
must all be due on the same day.

5.  Type the SKU into the first available SK U text-box, or select it from InforGaiion =]
the SKU drop-down list. Then enter the number of that item being
taken, into the corresponding Qty text-box. Enter as many SKUs as
needed for different items being taken out.

& The INWENTORY has been successfully SEMT!

When you have finished, click on the [¥ putton to send your memorandum to
inventory. If the send is successful, you will receive a confirmation message.

Entering in a New Memorandum 10A-1



Chapter 10: Memorandums

Finding an Existing Memorandum

To open the Memorandum — Find a M emorandum window, from the Main
Switchboard, click on the M emor andums button to open the Memorandums
menu. Then click on the Find a M emor andum button.

1.

2.

Select the customer whose name the Memorandum is in, from the
Customer drop-down list. If it was an employee, select that
employee’s name from the Employee drop-down list. Then press the
Enter key to display the search results in the area below.

Select the Memorandum you want to view, and then click on the [»]
button to open it in the M emorandum window.

To list all of the memorandumes, click on the Show All button. This will also
clear the information from all of the search text-boxes.

Search Options:

To search by the type of customer, select it from the Customer Type
drop-down list.

If it was an employee who was issued the memorandum, select that
person’s name from the M emo Employee drop-down list. Select
Memo Supplier if a supplier issued the memorandum.

To search by the memo number, enter it into the M emo# text-box.

To search by the date the memorandum was issued, enter the date
range into the corresponding M emo Date Between/and text-boxes.

To search by the date that the memorandum was/is due, enter the date
range into the corresponding Due Date Between/and text-boxes.

To search for only memorandums that have been completed, select the
Y es option from the Return Completed drop-down list.

To search by Internal Sku, select the appropriate Sku from the drop-
down list.

ut

Try double-clicking on the name of the customer or
employee to whom the memorandum was issued.

E3 Memorandum - Find a Memorandum (%]
Customer |Turner
Custarner Tupe
Employes
temao Employes
Memo Supplier
Mema#
Memo Dats Betwesn and [ |
Due Date Betwesn and | |
Fietun Completed?
Internal Sku -
Show Al
Memo To Employes: Mematt temo Date Due Date Rietumn Complsted
AL{nejmhar [aT [ 27 | Jan20,2001 | Jan30,2001 | Vs
Next
S
SKL Siyloll Ttem Dieseripion SRP = Oy Fat Tetl
plroiE = JUSFUNES [V o ad wivle ol cabachor] B2 | o] 1 [ e | gmas |
Tor Prevared | 1 Oh Twoced | T [T [ & [
EEDOOTS = |REAADEN  [140 pebow goid Jsapshwe i 28] $RTOGR | 000G 1 | 47085 4085 |
Uty Fshared 1 Ul Irvvomced | [ [ By AL
* - | | [ 1] 00 | S
[ T Fickumed Oiv Twoced | [ B |
Tolal 2 S9H4S0  S9EAH0
Edltnzentory | =
G| & e[ttt 40 Pad 4SS0
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Chapter 10: Memorandums

Returning a Memorandum

2 e
mﬁ’[@ Use this feature to record when a customer or staff
P member returns an item that has been signed out

in a Memorandum.
B3 Memorandums Returned E
Memorandurntt 348 Completed ~
Memaorandum Date  Apr 13, 2005
Motes
Find the memorandum you are returning (see Section 10B: Finding a
M ernorandum) SkU Stylet Item Description Gy RECBE'*i:Ed Fiemtl?: Ced Cummwlled:
P [2200038  JCUFFLINKS 14kt pellow and white gold cabachon black orpseuffiil] 1 7 40 -] 1 [ 0 [ |
. | EE] [RaAd0EE |14kt yellow gald 3 sapphire and 2 diamond 15ct > and [ 1 | i [0 cd
To open the M emorandums Retur ned window, from the M emorandums ’Q\}Jl‘
window, click on the Retur n/Invoice button.

1. Type your Employee Code into the corresponding Employee text-
box, or select it from the Employee drop-down list.

2. To enter the number of items being returned for each item taken out,
enter it into the corresponding Qty Returned text-box.

Edit Inventory | Totak 2 3 ] 0

When you are finished, click on the [ button to complete the return of the % ﬁ
memorandum. If the return is successful, you will receive a confirmation
message.

ﬂﬁgﬂ& ,

If the customer wants to purchase the item after the & il versactons e completed for s Hemerandern
memorandum has been completed, open memorandum in
the Memorandums window, and click on the Return/Invoice
button. Choose QtyReturned 0 and Qty Invoiced 1 and it will
automatically transfer to the Sales screen. This only works
for customers NOT employees or suppliers.

Returning a Memorandum 10C-1
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Chapter 11: Insurance Quotes

Creating an Insurance Quote

()
@]UJ[@ Use this feature to keep track of the Insurance
P Quotes your store issues out to customers. Itis

searchable by both the customer and the insurance

company.

To open the Insurance Quote window, from the Main Switchboard, click
on the I nsurance Quotes button, to open the Insurance Quote menu. Then

click on the Enter a new Insurance Quote button.

1. Select the customer’s name from the Customer drop-down list or

by using the CF button.

2. Select the insurance company’s name from the Insurance

Company drop-down list. Then select the contact name from the
Insurance Contact drop-down list. If this is a new insurance

company or insurance contact, click on the L= 1 button to enter in a

new one.

3. Enter the Insurance Claim Number into the Claim# text-box.

4. Select the status of the insurance quote from the Status drop-down
list. The status ranges from Preparing Quote to Approved. Then

enter the Expiry date of the quote into the Expiry field

5. Type the content of the insurance letter that will be printed for the

customer, in the Notes text-box.

When you have finished, click on the = button to save your information

and close the window.

customer or view the | BE

Click to find
/ a customer
Click to add a new G

customer’s profile ER

Click to view a
summary of the
customer’s details

[ E Insurance Quote

Customer: [Fobinsan ] =] e Insurance Quotet 9

Irs. Robinson 5 Insurance Company (CA

kary Evans

Insurance Contact
[519] 824-9826 Claimtt

Date
Status

Tems
5 Expiry
Deductible

\4

Notes

ol &|Q =]

Click to open the quote in
the Print Preview window.

When viewing the Insurance Quote, click on the
&1 button to modify the page margins for printing.
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Chapter 11: Insurance Quotes

Finding an Existing Insurance Quote

Often a customer or insurance company will want to take some time to
review the insurance quote. When the customer returns, you will need to
search for that original quote.

To open the Insurance Quote - Find window, from the M ain
Switchboard, click on the I nsurance Quotes button to open the

I nsurance Quote menu. Then click on the Find an Insurance Quote
button.

1. Enter the last name of the customer into the Customer Last

Name text-box. Then press the Enter key to view your search
results in the Customer area below.

2. Select the customer’s Insurance Quote, and then click on the E
button to view the details in the Insurance Quote window.

Search Options:

e To search by the name of the insurance company, select it from the
I nsurance Company drop-down list

e To search by the status of an insurance claim, select that status from
the Claim Status drop-down list.

e To search by the Insurance Claim Number, enter it into the
I nsurance Claim# text-box.

e Tosearch by the date that the quote was issued, type the date range
into the corresponding Quote Date Between/and text boxes.

sho Try double-clicking on the name of the customer or
insurance company for the quote you wish to view.

(1)

E Insurance Quote - Find x|
Lazt Mame |Fobinzon
Insurance Company -
Claimn Status E
Insurance Claird
Insurance Quoted
Quaote [ate Between and |
Show 8
Customer Spouse Insurance GuoteH Clairn# Guote Date
» |Hobinson, Tulip |F|Dbinson, Y alter | 433 | 123| Oct 14, 2004 |
Next
43 >
B Insurance Quote HE

Customer: [Fobinsan

tdz. Tulip Robinzon
Ir. “walter Robinson

ce | Insuance Guaiet

Insurance Company
Insurance Cantact
Claimdt

Date

Status

Terr

4

Eob.Jones

123

Oct14, 2004 8:58 am

GOCUST

THANES

Expily
Deductible

Motes

ol 8lq =]

X S|
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Chapter 11: Insurance Quotes

Finding an Insurance Company

To open the Find an Insurance Company window, select | nsurance
Company — Find from the M aintenance menu.

1. Type what you remember of the insurance company’s name into the I T Ry 1 [x]
Company Name text-box. Then press the Enter key to view the Company Cade 2 —
search I’ESU|tS beIOW Company NaCnE State Farm Insurance‘

State -
. . . ) Zip Ctnc:e
2. Select the insurance company from the list, and then click on the I3 Phone
button to open the I nsurance Companies window. shoval_|
Compary Code Compary Mame City Province Postal Code FPhone
13 |SF |Slale Fam Insurance |Gue|ph |DN |N1H3H3 |[51 9] 555-5555 |
. * | | | | | |
Search Options: 2

e Tosearch by the Company Code, select it from the Company Code
drop-down list.

e Tosearch by the City or State, select it from the corresponding drop-
down list.

Next

e To search by the Insurance Company’s Zip Code, enter it into the Zip —

Code text-box. IS LAE

e To search by the company’s telephone number, enter the number with
the area code into the Phone text-box.

sho ﬂ "~ [eveWitan |Lha anaper TP CL0 | 1 %

Try double-clicking on the name of the
insurance company to view its details.

X S
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Chapter 12: Gift Certificates

Entering a New Gift Certificate

Gift certificates should all have a pre-printed number on them. Executive only
printsthereceipt for the gift certificate using the information that you input.

To open the Gift Certificates window, from the Main Switchboard, click on
the Gift Certificate button to open the Gift Certificates menu. Then click on
the Enter a New Gift Certificate button.

1.

Enter the number that is printed on the gift certificate into the Gift
Certificate# text-box.

Select the name of the customer giving the gift certificate from the
Customer (From) drop-down list. Then select the name of the
customer receiving the gift certificate from the Customer (To) text-
box. If the customer purchasing the gift certificate is the same
customer who intends to redeem it, then put the same name in both
the From and To text-boxes.

Enter the dollar purchase value of the gift certificate into the Amount
text-box.

Type your Employee Code into the Employee text-box, or select it
from the Employee drop-down list.

Choose the Receipt to options to spouse, customer or both.

Select the payment method that the customer is paying for the gift
certificate with, from the Payment M ethod drop-down list. Then
enter the reference number (if applicable) for the payment method. If
the method requires an approval number, enter that number into the
Approval Number text box.

When you have finished, click on the D button to print the receipt and save
the information.

details.

Click here to view
the customer’s

Click here to find
a customer.

E= Gift Certificates

Gift Cerificate #
Customer (From)

ptional) Expiry Date

Oy
A mount
Employee |SC

556

kel

Custamer (To) [Saking

Redeemed By

Date lzsued

(Cct 26, 2008

[F200.00

Receiptto: = Customer + Spuusa("—ﬁ-ﬂﬂ]_/\

2%

The date used and
returned fills in
automatically when the
certificate is used or
returned.

5
Change Calculator

Credits:
e j AmeuntRecd [
Change:
Payment Method Feference Appraval Number Amount Emp
TRMER = I I $200.00 [SC =]
3 =l | | .00 | -]

ea
Iat To redeem a gift certificate, see the section 8A-1

Entering a New Sale in Chapter 8: Sales.
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Chapter 12: Gift Certificates

Finding an Existing Gift Certificate

B2 Gift Certificates - Find a Gift Certificate

To open the Gift Certificates— Find a Gift Certificates window, from the

Main Switchboard, click on the Gift Certificate button to open the Gift i oot
g - . . g l Erlincale;
Certificatesmenu. Then click on the Find a Gift Certificate button. Cifimn (o] [ zsmen
ustomer [T o] -
Fedeemed By -
To find a gift certificate: e sk it
Used Between and
Retumed Between and
1. Type the number of the gift certificate into the Gift Certificate# text- iy -
box and press the Enter to see the search results. —
2. You may also search by the name of the customer giving the BC# Custome (Fiom] Customer [To) lssued  Emp  Used Retumed
ifi i ’ & [5000 Aasman, Mike Milie. Kelly [Jun 0B, 2005 AP
certificate, by selectl_ng that customer’s name from the Customer : e L T
(From) drop-down list. %@2 asman, Mke asman, Mike May 08,2005 |AD Wiay 04, 2008
|123x Aasman, Mike A.azman, Mike rap 04, 2005 AD tday 04, 2005

3. To search by the name of the customer who is receiving the gift
certificate, select that customer’s name from the Customer (T o) drop-
down list.

4. To search by the date the gift certificate was purchased, enter the date
range into the I ssued Between/and, Used Between/and, and
Returned Between/and text-boxes.

5. You may also choose whether the gift certificate has been used or
returned or not in the drop down lists.

You may view a list of all of the gift certificates by clicking on the Show All
button (this will clear all of the information from the search text-boxes as
well).

To view a gift certificate, select it and then click on the [®] button to view it in
the Gift Certificates window.

Fis i T o =
& - 1 o

sho Try double-clicking on the Gift Certificate 4=
Number to view the gift certificate.
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Chapter 12: Gift Certificates

Returning a Gift Certificate

2 e
mn’[@ Use this feature to process and record the return of
P a Gift Certificate by the customer who purchased it.

B3 Gift Certificate Return | x|

To open the Gift Certificate Return window, from the Main Switchboard,
click on the Gift Certificate button to open the Gift Certificates menu. Then
click on the Return a Gift Certificate button,

Gift Certificate # [001 I |
Fram ¥avier, Gordon T,

Employee
Payment Methad

To refund a gift certificate: Reference

Approval ¥

123432

Clear 4l |

1. Type the Gift Certificate Number into the Gift Certificate# text-box,
or select it from the drop-down list.

2. Type your Employee Code into the Employee text box or select it
from the Employee drop-down list

3. Select the method that the customer used to pay for the gift certificate
from the Payment M ethod drop-down list. This method will also be
used to refund money to the customer. If applicable, enter in the

reference number for the payment method in the Refer ence text-box. - - — -
If there is an approval number for the payment method, enter it into Note: When you find the gift certificate after it has been
the Approval# text-box. returned it will show you the returned date.

When you are finished, click on the [®] button to save the information and print
the invoice.

Returning a Gift Certificate 12C-1



Chapter 12: Gift Certificates

Entering a New Gift Card

Gift cards should all have a pre-printed number on them. Executive
only printsthereceipt for the gift card using the information that

you input.

To open the Gift Cards window, from the Main Switchboard, click
on the Gift Certificate button to open the Gift Cards menu. Then
click on the Enter a New Gift Card button.

1. Enter the number that is printed on the gift card into the Gift

Car d# text-box.

2. Select the name of the customer giving the gift card from the
Customer (From) drop-down list. Then select the name of
the customer receiving the gift certificate from the Customer
(To) text-box. If the customer purchasing the gift certificate
is the same customer who intends to redeem it, then put the
same name in both the From and To text-boxes.

3. Enter the dollar purchase value of the gift certificate into the

Amount text-box.

4. Type your Employee Code into the Employee text-box, or
select it from the Employee drop-down list.

5. Choose the Receipt to options to spouse, customer or both.

6. Select the payment method that the customer is paying for
the gift certificate with, from the Payment M ethod drop-
down list. Then enter the reference number (if applicable)
for the payment method. If the method requires an approval
number, enter that number into the Approval Number text

box.

When you have finished, click on the [¥ button to print the receipt

and save the information.

Click here to find
a customer.

Click here to view
the customer’s

details.
S Gift Cards e B
Date Rejurned:
Gift Card #\paga \] \
Customer (From) |&arestad ¥ oo [er | The date
Customer (Ta) [“bday N | = | crz X i
Date Issued [Oct 26, 2008 returned fills in
Amount [500.00 4 H
e |0 automatically _
Receiptta: ¢ Customer ¢ Spouse (v Bnlh% When the Cal’d IS
Credits: $526.54 j Change Calculator N/ =[[ returned.
Deposits: $200.00 .. .
Amount Rec'd: l:l

Change:

Payment Methad Relerence Approval Mumber Arnaunt Emp
[CasH | | [ $500.00 [SC ]
O il | | |
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Chapter 12: Gift Certificates

Finding an Existing Gift Card

To open the Gift Cards—Find a Gift Card window, from the Main
Switchboard, click on the Gift Certificate button to open the Gift Cards
menu. Then click on the Find a Gift Card button.

To find a Gift Card:

1.

Type the number of the Gift Cards into the Gift Car d# text-box
and press the Enter to see the search results.

You may also search by the name of the customer giving the
certificate, by selecting that customer’s name from the Customer
(From) drop-down list.

To search by the name of the customer who is receiving the Gift
Cards, select that customer’s name from the Customer (To) drop-
down list.

To search by the date the Gift Cards was purchased, enter the date
range into the I ssued From/to, Date Returned From/to, or
Current Balance From/to text-boxes.

You may used the Returned drop-down list to choose whether or not the
gift card has been returned. You may view a list of all of the gift cards by
clicking on the Show All button (this will clear all of the information from
the search text-boxes as well).

To view a Gift Cards, select it and then click on the |Z| button to view it in
the Gift Cardswindow.

ut

sho Try double-clicking on the Gift Card
number to view the Gift Card.

B3 Gift Card - Find a Gift Card 1 [ x]
Gift Cardl 1 2] |
Customer [From) |Xala=s -,
Customer [Ta) -
lssued From To
Date Returned From To
Curent Balance: From To
Retumed -
Show 81 |
GC# Custorer [Fram] Custamer [Ta) |zzued Emp Amaunt Returned
QIE [Abbey. David* [Abbey, David* [May26. 2005 [0 | $700.00 | Jun D5 2005 |

/— When the gift card

has been used this
box will be
checked.
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Chapter 12: Gift Certificates

Returning a Gift Card

P@]ﬂ@ Use this feature to process and record the return of

a Gift Card by the customer who purchased it. T =

)

To open the Gift Card Return window, from the Main Switchboard, click on
the Gift Certificate button to open the Gift Cards menu. Then click on the Gift Card # [12345678 V7 = |
Return a Gift Card button From Abate, Pyl To Abate, Pyl $200.00
7 Ermployes ﬁ

Payment Method tfﬂ--

To refund a Glﬁ Card Reference | \N— " |

Approval # Clear Al

\3/

1. Type the Gift Card Number into the Gift Card# text-box, or select it
from the drop-down list.

2. Type your Employee Code into the Employee text box or select it
from the Employee drop-down list FinishD

3. Select the method that the customer used to pay for the Gift Card from
the Payment M ethod drop-down list. This method will also be used 4\ P
to refund money to the customer. If applicable, enter in the reference
number for the payment method in the Reference text-box. If there is
an approval number for the payment method, enter it into the
Approval# text-box.

When you are finished, click on the [®] button to save the information and print
the invoice.

Returning a Gift Card 12F-1



Chapter 12: Gift Certificates

Adding to a Gift Card

pulp

~(0

05 Use this feature to recharge a Gift Card for the
customer when they decide they would like to add
more money onto it.

To open the Gift Card Add window, from the M ain Switchboard, click on
the Gift Certificate button to open the Gift Cards menu. Then click on the
Add To A Gift Card button,

To add to a Gift Card:

1.

Type the Gift Card Number into the Gift Car d# text-box, or select it
from the drop-down list. The customer’s name will appear in the
Customer From field.

Enter in the amount that the customer would like to add to their Gift
Card.

Select the method that the customer is using to recharge the Gift Card
from the Payment M ethod drop-down list. If applicable, enter in the
reference number for the payment method in the Refer ence text-box.
If there is an approval number for the payment method, enter it into
the Approval# text-box.

Type your Employee Code into the Employee text box or select it
from the Employee drop-down list

When you are finished, click on the ¥l button to save the information and print
the invoice.

B3 GiftCardAdd : Form

Credits:
Deposits:

$0.00 :’fﬁ

Change Calculator

i[=] F3

T p—
Cha
1

\ )i

Gift Card #
Customer (From)
Date

Amaournt
ayment Method
Reference

Approval Number
Employes

el

(Oct 14, 2004

—1

)
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Chapter 13: Gift Registry

Creating a New Gift Registry

{3
@]UJ Use this feature to create a list of items family
P members may use to purchase gifts for a special event.

To open the Gift Registry window, from the Main Switchboard, click
on the Gift Registry button to open the Gift Registry menu. Then click
on the Enter a New Gift Registry button.

To create a gift registry:

1. Select the name of the customer who the registry is for, from the
Customer drop-down list.

2. Select the event that the registry is for, from the Event drop-
down list. Then enter the date of the event in the Event Date
text-box.

3. Select an item that the customer wants on the registry from the
Internal SKU drop-down list. You may select as many items
as you need.

4. Enter the maximum number of each item the customer would
like on the registry in the Quantity text-box.

When you have finished, click on the Iﬂ button to save the information
and close the window.

Click to add a new
customer or view the
customer’s profile

B3 Gift Registry

Reaqistration # I 12

Click to find
a customer

Fill in any notes or
confidential notes
here.

Customer: |B|ack

Mr. Joe Black
Misz Jane Doe

Intern

=)

Jul 25, 2005

[rate Registered

Ewent
Evert D ate

Mote (Is regiztring for a B0th anniverzary

Confidential Maote

=

;l‘l Akt white gold diamond drop earrings.

Drescription Quantitys 4 )e Purchased Remaining « |
[ =1 T

Froduct Description |

*

[ 0 ]

_Product Deszcription |

Edit Inventory |

!— Click to print a list of

Click to view a
summary of the
customer’s details

all of the remaining
gift registry items to
be purchased.

o Romaningtoms | aitems | X

Finish!
p—

WIS

adjusted to match the items that are purchased.

When making a sale, be sure to select the gift registry number from
the Gift Registry# drop-down list located in the Complete Invoice
window. This will ensure that the Quantity text-box values are

Click to print a list of all
of the gift registry items
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Finding an Existing Gift Registry

To open the Gift Registry - Find a Gift Registry window, from the Main
Switchboard, click on the Gift Registry button to open the Gift Registry
menu. Then click on the Find a Gift Registry button.

To find a gift registry:

1.

Enter the Registration number of the gift registry in the Registration#
textbox and then press the Enter key to view the search results.

A list of registries that contain the number will appear in the
Registration column below. Select the registry that you wish to view,
and then click on the [ button to open those details in the Gift
Registry window.

To view a list of all of the registries, by click on the Show All button. This
will also clear information from all of the search text-boxes.

Search Options:

To search by a customer’s surname, type the name into the L ast
Name text-box.

To search by a customer’s first name, type the name into the First
Name text-box.

To search by a customer’s home phone number, type that number
with area code into the Home Phone text-box.

To search by the date of the event that the gift registry is for, type the
date range into the corresponding Date of Event/T o text-boxes.

To search by the type of a customer, select that type from the
Customer Type drop-down list.

B3 Gift Registiy - Find a Gift Registiy

ut

sh Try double-clicking on the registration
number of the registry you wish to view.

Fieqgistration #

Last Mame

First Mame

Home Phone

Date of Event

Customer Type - I

Riegistration Customer

Spouse Address

Home Phone Date of Event  Completed

b

7

|Aasman, Mike

|A-1 14 &rthur N, Guelph

I [ Juni5.2004 | »

2
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Exporting an Inventory Change

“Use this feature to copy information on exported
inventory to zip disk for use in a second store location.

This function exports any inventory changes that you made. This includes
any inventory transferred, during an Inventory Transfer (see the section
Inventory Transfer-14H), supplier information, product price points and
customer city, country and province details.

Exporting an Inventory Change From Head Office

1. Select Export Inventory Changes from the Functions menu.
From the Export to Location drop down list. It will automatically
ask : Areyou sureyou want to export product infor mation?
Click Yesbutton to execute the process.

2. You will then receive a message, indicating that you will be
overwriting a file in Location 2. Click Yesto overwrite this file.
This will happen for each location that you have. Therefore if you
have 4 stores this message will pop up 4 times. This overwrites the
data adding the new changes into the second location.

3. You will receive a confirmation message, click on the OK button
to confirm.

If you are at Store Location 1, copy the file ToL ocation2.mdb from the
Executive folder (normally on your server or hard drive) to the Zip drive
that contains the transfer Zip disk. If you are at Store Location 2, copy the
file ToL ocation1.mdb from the Executive folder to the transfer Zip disk.

The staff members at the other store will now have to import the file into
their Executive Software program.

':\?) Are you sure pou want to export product infarmation?

gilexecutive test 2005\newest_test_versiol ocationz, mdb already exists, Do you want to overwrite it

with new data?

Executive

& The data has been successfully exported!

Exporting an Inventory Change 14A-1
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Exporting an Inventory Change From Another Store

1. Select Export Inventory Changes from the Functions menu. You
will receive a confirmation message, click on the OK button to
confirm.

2. If you are at Store Location 1, copy the file ToL ocation2.mdb from
the Executive folder (normally on your server or hard drive) to the
Zip drive that contains the transfer Zip disk. If you are at Store
Location 2, copy the file ToL ocation1l.mdb from the Executive
folder to the transfer Zip disk.

The staff members at the other store will now have to import the file into their
Executive Software program.

Executive |

@ E xport Completel

Exporting an Inventory Change 14A-2
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Importing an Inventory Change

()

se this feature when updating inventory levels of your other
W@ stores into your Location 1 store. Also use this feature in the
other stores to update all inventory changes, supplier

changes, price point, and customer city, province and

countrv details from Location 1.

This function Imports lnventory data from a le disk (or other SOUFCE) into @ Ewery user *MUST* be out of Executive before you can import data. Do you want to continue?

your store’s Executive. The data must be from another store (i.e. from
Location 1 to Location 2) using Executive.

Before importing, put the Zip disk containing the data you are importing into
the zip drive of your computer.

Importing an Inventory Change From Another Store

Executive E2
Note: Whenever you are importing data all users MUST be out of Executive to : :
import. A warning box will appear indicating this. & The data has been succssshully imported!

1. Ifyou are at Store Location 1, open the Zip Drive window and copy
the ToL ocation1.mdb file to the Executive folder (usually located on
your server or C: drive). You will receive a confirmation for the file
replacement. Click on the Yesbutton. If you are Store 2, open the
Zip Drive window and copy the ToLocation2.mdb file to the
Executive folder.

2. Select Import Inventory Changes from the Functions menu. You
will receive a confirmation message. Click on the OK button to
confirm.

Importing an Inventory Change 14B-1
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Reconciling Inventory s )
] ]

[Q]UJ Use this feature to manually reconcile missing or
P additional inventory found when doing a hand count.

To open the Reconcile I nventory window, select | nventory Reconciliation
from the Functions menu. The reconciliation

category allows you to
keep track of why you

are reconciling.

Reconcile Inventory

1. Enter the Reconcile Inventory Password into the Password screen.

Password

2. Select the Store Location of the inventory you are reconciling, from . Recorciaion [ 220

the L ocation drop-down list. Employee FEH =] Reooncialon Caegoy iy —

MNotes (Item damaged bepond repaﬁ/\
: . 4

3. Enter you Employee Code into the Employee text-box, or select it 8 KU Sotuber N\ _/ ot PesOM OF Fe0M oM Fell O 4

from the Empl f [ERE S 2 [ %20900[ $83700 [ 0 [ 2 [ 0 [ 0 [ 0 [ O

ployee drop-down list. ﬂsmwmwmmj \\dengagemii.m | -
» 5 - 0 0 0
\ ° /

4. Type the reason for the reconciliation, and its circumstances into the
Notes text-box.

5. Select the SKU for the item you are reconciling, from the first
available SKU drop-down list. The Item Description will then
appear.

61 & X =

6. Count the actual number of items that exist in the store. Then type the
difference into the Rec On Hand, Rec Memo or Rec L ayaway text-
box. For example, if have 1 more item than there is in the On Hand Ezecutive B
text-box, enter 1 into the Rec on Hand text-box. If have one less

. . & The INVENTORY has been successfully RECONCILED!
item, enter -1 into the Rec on Hand text-box.

When you are finished, click on the [ button to complete the Reconciliation. Finish!

A confirmation message will appear.
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Performing an Automated Inventory Reconciliation

= Reconcile Inventory - Auto
Pwﬁ’@ Use this feature when you are doing a hand count of many ol _‘0 4
different inventory items at one time. This is useful for @
performina annual or quarterlv inventorv counts. R 4 it j
To open the Reconcile Inventory - Auto window, select I nventory Rescon e e e -
Reconciliation - Auto from the Functions menu. Y?)
SKELI <ﬂ‘/é\}ty\e Itern Description Gty Price Cost )
1. Type the Password for the window into the Passwor d text-box. DT R Tnoales ikl e g resst et 1] 50000 | $heo000
B |5C100003 = |SC1495 One Italian made sterling silver 20 inch fancy figara link. 1 $140.00 $70.00
2. Type your Employee Code into the Employee text-box, or select it IMPORTANT: Please scan in all pieces at this time, but put
from the Employee drop-down list. aside the pieces with serial numbers (after they have been
scanned or entered), as you will have to enter their serial
: TS numbers later in this process! Also when entering in items
3. 'lg)ét):ettehet_rsgson for doing the reconciliation, into the Reason for with serial numbers that have the same SKU you MUST scan
- ext-box. them in individually to enter in the corresponding serial -
- L . ta Next
4. You can reconcile inventory for one cabinet in the store at a time. ' P s
To do this, select the Product Location from the corresponding QM Clear All S »
drop-down list.
5. Select the SKU number for the first item that you are reconciling r———
from the first available SKU drop-down list. If you are using a
code scanner, scan the code instead of selecting it from the drop-
down list. Repeat this step for all of the inventory items that you
are reconciling.
6. The Clear All button, clears all of the scanned items from the list. 7
If there is an old reconciliation Clear it first (it is password e -
protected) and then start scanning. DO NOT press the Clear All s ooty z
button during the count. EE
7. Select the corresponding check boxes to generate the lists you want P
to compare. We suggest running the differences list, see next page I Biferences [t wit images
for more detail.
When you are confident about the change, click on the [ button to perform
the Automated Inventory Reconciliation.
]
&|Q 4 P
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How to usethe Differences Report

When comparing the differences list there will be 3 things to focus on
before you continue with the auto reconciliation.

The 3 items are scanned, on hand, and difference number. The scanned
number is the amount that has been scanned in for this inventory count. The
on-hand number is the amount of inventory you currently have in the
Executive system. The difference column is the difference between what
you have scanned in to what you actually have in the Executive system.

For example: if you scanned in 2 pieces and your current on hand levels in
your system are 3 piece then your difference would be -1.

While you are looking over the differences list, highlight any differences
that are incorrect so that when you continue on to the next part you are able
to fix the errors more efficiently.

Inventory Reconcile Auto - Differences Report

Prntoo:  Mouemuer 11, ZI0S 10107 am

Depariment Cakgor: Gmup Inbmal BKU Bhie Invaloe Oe mripton Boan ©On Hand DIt UnitB/F Belling Prioe ot
Citoma  Rngoam | Crommm Asime =m0 2 wmm jaam o0
Cidthma  RngGem  Awamds  AMmm za - =paam 10w my 1arom
Mamky Cutieka MmcHM ssmm currLekr EIRELE ) $r1mm #mon
Chd T #rasnm $rimm famon
arsm  meavm| @oan Op Hand  Diff, Unit SIP mranm tarmm $remnn
Dafashm  ReoDa smosnm $apam 31200
Dafashm  Caum of $raram $iimm fran
Cidoma  RngGar ! =1o0m $imm $raemn
Faala RngFm -2 2 $420.00 mam mam wmon
FrgEngDa T Raw) 1 1 $2.095 00 ma00m $namm $zammn
FngEngDa 3o Fow) ' famnm $azmm $ramon
FrgEanDa e Find _1 1 $1,150.00 friom farmm $aamon
RngEngOa % Faw) meram $asmm $13a0 00
FngtanDa  Winiers) -1 1 $1,150.00 @ ronm sormm s2amon
Fngannoa Ve anom $eamm $ram 30
[T —— o 1 $3,750.00 pamm  gamm o kwrn
laomDa  Rawd y o y $3.050.00 | wmm wmm soran
[CPLT— marsm $aamm farmes
Cidtomas  EngGed 1 0 1 41 175.00 poee famm famm ez
CidToma  RnoSen ! yrmm 15 [ET.EE ]
Cidtoma  FngGan 1 o 1 $2,100.00 $1200m I$1.4m my I3 3m
i Cracuml b $ 300m $13mm Az
Hmim Sl 1 o 1 $375.00 h #1.300m $13mm mmz
i Cracuml b $ 300m $13mm Az
N —. 1 0 1 $6,500.00 Wuom emm mm@an
Cidtoma  RngGan 1 i) 1 $3,350.00 $1.room $1rmm jravro
Cidtoma  RngGan $1230m 1$1.250 my [E- LN
Citthma P 1 0 1 $8,710.00 paom paam mmaz
LTy $orom $1amm mman
Wmem  canma i ~omize ERT130M  HEinDENE F0 vk OO B @ e g iR $rom $rom mmoe
Cidoma  RegSem Rl OO Chd3l AGmNE FEIZ3ML 14K el (o ke s, m # poom $1amm smmon
ChdThmas P Gam kil G0 Chd 31 AGMIG BCIBILOM 1Myl gakd Bk o arsd b ol mmm Ifamn m) 1aman
Cidthma  Caieg Gam bl 00 Chd 31 AGHIS [vpe—— waram $epmm $ramez
ChdThma  Fadan Gen o bl D8 Cid3AGES FISIMOF  14H el ool o malhe o ol el Ci o wom wom saaan
Mamoeky Cuticka WhisGow  acminz amm 1o my Iizmom
PeaMi 4 Pandan vakwCod  ACmimy $1azam 1= my XY
CidTomma  Canng Gem Kl D0 Chd 31 AGH RS fz2a0m I1$2.20 my i$rmzan
Chdthma  Canm Gam bl D i 3SR #1 9:0m 1#1.9:0 m) Im 2
ChdToma  Canm Gam bl D S 3AGEIR mamm 1z my 14 3
Chitbma  Caum Gem Ol Acmira CRIZEOP 14K yuk ok Bk opal ey Ry manng. $1s0m 1§ my Iaran

Fage 1 of 52

NOTE: Before continuing with the
auto reconciliation, take the time to
make sure that the differences are
correct and then continue on.
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7. Type the Reconcile Inventory password into the Password text-
box. Hit enter and this will take you to the final screen.

8. Inthe final screen the OH number is the current level in the
Executive system. The difference between the OH and the RecOH
level is the amount that will be carried over once the reconciliation
is complete. Therefore the difference between these two numbers
will be your new inventory levels. Therefore if your RecOH
displays 2 and the OH displays 0 then your new inventory level
will be 2, (=RecOH + OH). You can adjust the inventory levels by
changing the RecOH level.

9. Ifany inventory piece showing on this last page has a serial
number then you must input the serial number at this point. It is
critical that you do this or you will not be able to complete your
reconciliation.

When you are confident about the change, click on the [ button to perform
the Automated Inventory Reconciliation.

You will receive a confirmation message if the Automated Inventory
Reconciliation is successful.

Executive

& The INVEMTORY has been successfully RECOMCILEDI

Reconcile Inventory

14kt pellow and white 0.37ct 511 J good 13.3mm bezel set diamond ring.

|A00048

&

| $3.050.00 | $7.204.00 |

1

14kt white and pellow 0.24ct W51 D-E very good 13.4mm bezel wet diamond ring.

400052

Password
Reconcile Inventory
Password
Lacation |Guelph - Reconciliation # 237
FRecancile Date \Nov 11, 2005 Feconciled I:l
Emplayee |TE - Reconciliation Categary 'I
Motes [Kristen, Jill. Tess, Amanda
SKU Serial Number Plice Cost RecOH 0OH FRecOM 0OM  RecOL 0OL
» [5A00034 | = #2000 [ #8500 [ 2 [ -2 ] [ | |
14kt pellow gold matt finish star chalcedony ring.
4400035 | [ sensEo0 [ sesr00 [ 1 [ 1] [ | |
18kt vellow gold bezel zet alexandrite and diamond ring.
4400033 | [ ®as000 [ s4e000 [ 1 [ 4 ] [ | |
14kt pellow and white gold cabachon black anpx cufflinks,
4400035 | [ ®as000 [ $39500 [ 1 [ 4 ] [ | |
18kt pellow and white oval citrine half bezel set ring.
[£A00047 i | [ 3375000 [ g148163 [ 1 [ 0 | [ | |
[ | [ | |
[ | [ | |

&

| s117E00 [ s4vain |

1

14kt white gald 2=.18CT %S GH 1D drop earrings with eura wire backs.

o) 8
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Importing Data from a Handheld Scanner

2 e
m]ﬁ'[?) Use this feature to import data from your portable
P data scanner into Executive.

B2 Import Inventory Count

Import File I

Impart File TVD8| @& Type 1 (Fixed Width) € Type 2 (C5¥) |

To open the Import Inventory Count window, select Import Reconciliation
— Auto File from the Functions menu. _ tmrt ﬁ‘m
—/
1. Click on the yellow file folder to browse to the text file that you Select File To Import ‘ 2|
retrieved from the scanner. There are two ways to import the file type. Lookin: [ 3 Eveciive - e @B

Type 1 is for a fixed width scanner and Type 2 is for a comma-
separated scanner. Please check your scanner manual to see which
type of file the scanner creates.

E TopCustomer

( 2 )
File name: JeounT -~ Dpen

Files of type: IText Files j Cancel |

2. Once you have found the text file, select it and click on the Open
button.

3. Click on the Import button to import all the scanned items into the
Reconcile Inventory window.

Note: Thefile will overwritethe infor mation already existingin the
Reconcile I nventory window. M ake sureto check before proceeding.

If the operation is successful, you will receive the following two confirmation
messages: This will remove any items that are currently selected to be Auto
Reconciled. Do you want to continue? Click Yesto confirm.

@ This will remaove any items that are currently selected ko be Auto Reconciled, Do you want to continue?

es Mo

Confirm

Please note that you must import the scanned itemsinto the auto reconcile
first before adding any itemsto the auto reconcile manually. Erccutive. =

Then a message will pop up stating the scanned items have been imported @ The scanned items have been imported successhull
successfully. Click OK.

Complete steps 6 — 9 starting on page 14D-1.

When you have finished, click on the I button to save and close the window.

Importing Data from a Handheld Scanner 14E-1
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Performing an Inventory Merge

item with that of a second, whereby the first of which
is the only item to retain its information in the
database.

L
P[ﬂ]ﬁj Use this feature to merge the history of one inventory

To open the Products - M er ge window, select Inventory M erge from the
Functions menu.

1. Type your Employee Code into the Employee text-box.

2. Type the reason for the Inventory Merge into the Reason for
M er ging text-box.

3. Select the SKU for the product that will be retained during the merge,
from the Product to Keep drop-down list. The details for this
product will appear in the text-boxes below.

4. Select the SKU for the product that will be replaced during the merge,
from the Product to M erge & Remove drop-down list. The details
for this product will appear in the text-boxes below.

Click on the [®] button to perform the merge. If the merge is successful, you
will receive the following two confirmation messages:

Employes:
Date Merged
Feaszon for Merging

Product to Keep:
Supplier

Supplier Style
Irwenice Descroition

Jun 23, 2004
Dizcontinued item

CHOO003
te)]

Changes W atch Repair 3

T234

Ladies T4kyg 50 cthw Diamond BFftersan
Ring Containing 5 Diamands \Weighing .20
Each

Product to Merge & Remove:
Supplier

Supplier Style

Irwaice Descriotion

DC100001
e

The Diamond Company

[

One ladies 18kt pelow gold diam
anniversary band.

Click to
confirm

Executive

& Produc

t merge was completed successfullyl

S Finis?!]

Performing and Inventory Merge 14F-1
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Marking Down a Product

()
[u][f’ Use this feature to reduce the price of an item,
P usually for a limited-time promotion or sale.

To open the Product M ark Down window, select Product Mark Down from
the Functions menu.

1. Click on the Select Inventory button to open the Product Mark
Down Builder window.

2. Select the supplier for the item(s) you are marking down, from the
Supplier drop-down list. A list of items that are in stock for that
supplier will appear in the area below.

3. Type the start and end dates for the markdown, into the corresponding
Beginning Date and Ending Date text-boxes. Then type the discount
decimal value (.1 is 10%) into the Discount Rate text-box. If there is
a note, enter it into the Note text-box.

4. Select the items that you wish to mark down, by clicking on the
corresponding Flagged? check-box or press the Flag Records button.

You may also search by Internal SKU, Department, Category, Group, by
selecting the criteria from the corresponding drop-down lists. To see all
products available, click on the Show All button.

When you are finished selecting items, click on the ¥ putton to send the
flagged items to the Product Mark Down window. You will receive a
confirmation message.

EE Product Mark Down il
Internal SKU Supplier Style Price Begin Date Ending Date Discount Rate Dizcount Price Active =]
3 | AZAND00S LEA JJ1BET §129.00 May 01, 2006 Aug 01, 2006 30.00% $30.30 [
| A5800007 AES JJ1869 $99.00 hay 01, 2006 Aug 01, 2006 30.00% $69.30 'l
Click here to
show/hide inactive
mark down items
s Select ShowHde | | | = _
[ Inyeniory | I Inactive Glear Al | ><_| < N

Product Mark Down Builder

IntermalSkU -
Supplier Style - @ Beginning Date [ Oct 27, 2006 <C;>
Supplier (234 = Ending Date | Oct 28, 2006
Departmert = Discount Rate 10.00%
Category = Discount Amount
Group p= Mote [Customer &ppreciation Event
Flagged? -
Price Between [And |
FReceived Between | &nd |
Internal Sk Supplier Style Supplier Department Category Group

|A&A00001 4793w iy Ring Dia 10K Muli 0.16+ Aug 21, 2008|

[ k00003 11840 s E arring Gold 10K, Tellow Other Aug 21, 200

42400005 L1867 |l Pendant Gem 10K Yellow Other Aug 24, 2005|

48400008 ] |k Ring Gem 10K 'white Other Aug 24, 2005|

[a00011 WJ1B7ICT s E arring Gem 10K, wihite: Other Aug 24, 2005

|A%400002 L1834 |k Fendant Gem 10K White Other Sep 01, 2006

& 8200007 1863 | Eutt Earring Gem 10K Yellaw Oither Aug 24, 2005|

|&8400008 JJ1870 |k Pendant Gem 10K, Tellow Blue Topaz Aug 24, 2005

|4 k400003 1871 s E arring Gem 10K, Tellow Other Aug 24, 2005

48400010 EH |l Pendant Gem 10K Yellow Other Aug 24, 2005|
# [aka0002 [J1874CT |k E arring Gem 10K 'white Other Aug 24, 2005|

[00013 1875 s Pendant Gem 10K, 7 ellow Other Aug 24, 2005

[akA00074 1876 ) E arring Gem 10K, Tellow Oither Aug 24, 2005

ifel

Unfiag Records| Flag Records |

Last Received Flagged? @
j

OO0RE0O000REEERE
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5. After you have confirmed the sent items, click on the A button to
return to the Product M ark Down window. The marked down
items will now be listed.

—
When you are finished, click on the |L_V| button to save the information and close the window.

Product Mark Down Builder

InternalsKL - Beginning Date | hay 07, 2004
Supplier |[GC - Ending Date | hfay 31, 2004
Department - Digcount Rate 15.00%
Category - Discount Amount
Groug - Mote |End of Seazon Sale
Flagged? -
Price Bebween | And |
FReceived Behween | And |
Show A1 I
Internal SEL Supplier Style Supplier Department Categary Group Last Received Flagged?
C100001 CG14 GC Ring Gents 1dkt Calored Gem Jan 11, 2001
GC100004 CL13 GC Ring Gents 10kt Colored Gem Jan 11, 2001
C100005 CL29 GC Fing Gents 14kt Diarnand Jan 11, 2001
GC100006 LF144 GC Ring Gents 14kt Diamond Jan 11, 2001
C100007 LF164 GC Fing Gents Tkt Diarnand Jan 11, 2001
GC100008 ka1 GC Ring Gents 10kt Colored Gem Jan 11, 2001
GC100009 K78 GC Fiing Gents 14kt Signet Jan 11, 2001
GC100010 K152 GC Ring Gents 14kt Signet Jan 12, 2001
GC100011 [FEiE GC Fiing Gents 14kt Signet Jan 12, 2001
JF|GCI00012 K.J531 GC Ring Gents 14kt Signet Jan 12, 2001 %)
GC100013 K85 GC Fiing Gents 1dkt Colored Gem Jan 12, 2001
*
Q Unfiag Records| Flag Records

Click here to

E= Product Mark Down x|
Interrial SKU Supplier Style Price Beuin Date EndingDate  Discount Rate Discourt Price  Active = flag all records
»[  2aa00om BaR 34793ew $310.00 o 13, 2006 Tov 27, 2006 545% $290.00 7 H H

£2.400002 BEA 11834 $310.00 Wow 13, 2006 Tov 27, 2006 6.45% $290.00 v in the search list
£3.400003 BaA 11840 $245.00 Wow 13, 2006 Tov 27, 2006 3.03% $229.00 v

52400005 BaR e $129.00 Wow 13, 2006 Tov 27, 2006 15.50% $109.00 v

232400009 BER e $115.00 Wow 13, 2006 Tov 27, 2006 1681% §99.00 i

22400010 BER J1ET2 $115.00 Wov 13, 2006 Tov 27, 2006 1681% §99.00 v

AEA00011 BER JIBT3CT §125.00 Wov 13, 2006 Tov 27, 2006 1550% $109.00 v

£ATODI03 RAT 001 $140.00 Wow 13, 2006 Wov 27, 2006 14.20% $120.00 v

IR Select ShovalHide
| Inventory Inactive | Glear All | X‘l

Marking Down a Product 14G-2
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Transferring Inventory

= e
wﬁ’[@ o Use this feature to transfer inventory from one
@ store location to another.

To open the Transfer Inventory window, select Transfer Inventory from the
Functions menu.
1. Type your Employee Code into the Employee text-box.

2. Enter the reason for transferring the inventory, into the Notes text-
box.

3. Select the present location of the item(s) you are transferring, from the
From L ocation drop-down list.

4. Select the destination for the item(s) you are transferring, from the To
L ocation drop-down list.

5. Select the SKU for the item(s) that are being transferred. The
description will then be displayed.

6. Enter the number of items that are being transferred, into the
corresponding Qty text-box.

7. Select the Employee Code of the employee requesting the transfer of
the item, from the Requested By drop-down list.

When you are finished, click on the ¥ button to make the transfer. If the
transfer is successful, you will receive a confirmation message.

E3 Transfer Inventory g

Emplayee AT -
Transfer Date | Jun 18, 2004

Hotes |Meeded for customer

m Transfertt I 1 Transferred [~
L\?/

7N

VRN
From 3 To 4
Location: |Location] Locatior: |Location2

Edit Inventory |

Internal SKLI Itern Description Ot OnHand RegquesstedBy  SRP.  a]
7 |DC1 oooog ;]Dne ladies 14kt yellow gold diamond anniversary band. | u 1| Jp ;I $500.00

L Next
Totals

o Q&

Information ]

& The INVEMTORY has been successfullp TRAMSFERRED!

Transferring Inventory 14H-1
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Finding a Transferred Inventory Instance

. . Transfers - Find a Transfer
To open Transfers- Find a Transfer window, select Transfer Inventory - ” =
Find from the Functions menu. T e ' ol |
Internal SKU -
Repeatable -
Employes -
. From Location -
1. Type the date range for when the Inventory Transfer took place, in the T .
corresponding Transfer Date From/To text-boxes. Then press the 2 - |
Enter key to view the results below. _showal |
Transler DateEmglopee Transfer From Loc. Toloc. Intemal SKU Note Transfered
. . . p 25, emon__|Lasation] \anstened fom v
2. Select the Transfer record you wish to view, and then click on the [¥] T R T T e g
button to open the Transfer Inventory window. S e i e :
tdar 08, 2005 |AD 1 Wernon  [LocationZ{ KRTOO124 Transferred from PO #3721 Iv
tdar 08, 2005 |AD 1 Wernon  [LocationZ{ KRTOO144 Transferred from PO #3721 Iv
tdar 08, 2005 |AD 1 Wernon  [LocationZ{ KRTOO145 Transferred from PO #3721 Iv
tdar 08, 2005 |AD 1 Wernon  [LocationZ{ KRTOO160 Transferred from PO #3721 Iv
Search Opti ons: War 5, 2006 |50 i Vermon _|LocaliondRRTONIE] _ |Transtened from PO #3721 v
tdar 08, 2005 |AD 1 Wermon  [Location{ KRTOO162 Transferred from PO #3721 Iv
tdar 08, 2005 |AD 1 Wermon  [Location{ KRTOO163 Transferred from PO #3721 Iv
. . tdar 08, 2005 |AD 1 Wernon  [LocationZ{ KRTOO164 Transferred from PO #3721 Iv
° To search by the transfer number, type In the transfer number in the War 5, 2006 |50 i Wemor  |LocationdRTOD02S  [Trarsfened hom PO B3721 | Next
. tdar 08, 2005 |AD 1 Wermon  [LocationZ{ KRTOO166 Transferred from PO #3721 Iv L
Transfer Number field. War 0, 2005 |20 i Vermon  |LocaliondRRTONIEE | Transtened from PO §3721 I’

e Tosearch by the item’s SKU number, select it from the Internal SKU
drop-down list.

i i e e
e To search by the employee who performed the transfer, select that — =
employee’s code from the Employee drop-down list. == -l —— o SRR ;--.iﬁ—j':
Wmvmwﬂuww,:vmnw1 I ‘| 11| i0 j} [E0I
e To search for transfers that were imported into your store, select the
other store location from the From L ocation drop-down list.
e To search transfers that were exported from your store, select your
store location from the To L ocation drop-down list. et oy | o1 ssmm |
o Q& Xl 4]

e To view only records that have been successfully transferred, select
the Yes option from the Transferred drop-down list (or the No
option, for not transferred).
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Universal Product Changer

PMW[@ Use this feature to change the Retail Price of multiple

items specified by a markup multiple.

To open the Universal Product Changer window, select Universal Product
Changer from the Functions menu.

1.

3.

To change the retail price of a group of items, enter the appropriate
information in the corresponding text-boxes. For example, to change
all STK supplier items, select STK from the Supplier drop-down list.

Enter the markup as a percentage or a decimal value in the Percent
Markup field, or enter the markup multiple in the Markup Multiple
field. To change all the items that are selected to a certain retail price,
type the price into the Retail Price box and all selected items will be
changed to that price.

Click on the Flag Records button to flag all the items.

Click on the [®l button to perform the operation. If the operation is successful,
you will receive the following two confirmation messages:

b,

ﬂ This feature will automatically place tags
in the rattail tag screen for printing.

Universal Product Changer

IntemalSkLU -
Supplier Stple - [ Price 02
Peicent Markup
Supplier [STH .
I arleup kMultiple 3.00
DEEEmE = Retail Frice
Category -
Grolp hd .
Flaggedt? = Product Location
Product Location hd Product Location | ;l
Price Between [&nd |
Fieceived Between | And |
Show Al |
Internal SEL Supplier Department Category Group Product Location Unit Cost  Retail Price Flagged?
B |STKODODO STK Ring Engagem 5ol Round 35t + $2377 562 | shdf0o0 | OO
STROO00Z STE. Riing Engagem Sol Round S80ct + $2.422.72 | $5,350.00 |
STRO000Z STE Earring Gem Drrops Multistone $3.813.75 | $7.700.00 O
STKODDD4 STE Earring Gem Drops Multistone $2.796.75 | $5.E00.00 O
STRO000S STK Eracel Plat HE23251/HET 161 /H[§31.785.30 5400000 | O
STKOODOR STK Pend Diam Muli 5t Rind Olther HB23247/HEB2628 | 3608133 160000 | O
STKO00O7 STK Ring &sgort $2.486.00 | 505000 | O
STKO000R STK Ring &ssort $3.227.28 | gebooo0 | O
STKO0003 STK Pend Diam Sol Fancy .20~ 230t §2802.40 | gaee00n]| [
STKO0 O STK Pend Diam Sol Fancy J30- 4dct $5.956.85 $13.4
STEDO0TT STK Bracel Plat $14.772.21 3294 Next
STKOOM 2 STK Pend Diam Muli 5t Rind Olther $15,854.00 337, v
STROOOT3 STE Earring Diam Drrops Solitaire $1.306.88 | $4,260.00 | O
Unflay Records| Flag Records 4 ||§ > ||
3
Erecutive ]

‘fou are about to alter the price of any flagged items,
g ywou wish to continue?

@ Items have been updated.

Universal Product Changer 14J-1
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Marking a Customer Active/lnactive

ex] ()
S Use this feature to mark multiple customers as active

Customer Active/Inactive

ﬁ’ﬁ)) Input Fram To| | sk
PM or inactive at once according to a specific criteria. - = Wark as: 7@— :I
Customer Source ’7  active  * Inactive
City
Province -
Postal Code
. . . Ermpl AT -
To open the Customer Active/l nactive window, select Customer R
Active/lnactive from the Functions menu. ST
H H Customer Address City Home Phone Level  Emplopee  Input Date Active  Flag
1' TO SEIECt a group Of CUStomers to mark aS.InaCtlve' enter the B | Abraham's Jewellsiz 7385 Tecumszeh Foad East|'wWindsor AT Apr 29, 2003
appropriate information in the corresponding text-boxes. For example, [ [rde Laccaus Aloys arndMe] Laval [514] 541-60E2 AT Apr 16, 2000
. . . Alteen's Jewelers Ltd. 11E King Street Morth Sypdney E AT Apr 16, 1999
to mark all customers with employee AT as inactive, select AT from At Gens nd Desgrs [P0 Bon 51732 WestVancouver £ a7 g 75, 2002
- H Ancaster Jewellers 88 wilzon Street wWest Ancaster [908) 627-2313 |E AT tar 12,1939
the Empl Oyee drop down IISt AniJewelers Maikville Shopping Centre Flbdarkham E AT Aug 27,1939
Busten Jewellers 103-3rd Awe. W, Box 5549 |High River C AT bdap 07, 2004)
. . Babcock Jewellers 751 James Street '/ allaceburg E AT tar 12, 1939
2' Choose the l naCt ve Optlon Bailey & Sons 4190 Petrolia Street Petralia E AT tar 12, 1999
Bamy's Jewellers Lid. 900 Maple Ave. E Lilington E AT Apr1E, 193
. Blackburn Jewellers Ltd. P.0. Box 2032, 5tn. "M"  |Caloany E AT Aug 30, 20
3. Click on the Flag Records button to flag all the customers. Calgary Jeweley Ltd T201-17th Ave. 5. W, |Calgan E ET Apr 16, 15 Next
Carlzon Marketing Group 3300 Bloar Street Wwest, Cel|T oronto E AT Mar 11, 1999| |}

. . . . =]
Click on the ¥l button to perform the operation. If the operation is successful, ”“““ﬂ“““"“]sl Hag “““"W@ < |ﬂ| -
you will receive the following two confirmation messages:

Erecutive x|

@ The select customers have been updated.

Finish!

Are you sure you want ko flag the selected customers as Inackive?
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Performing a Customer Merge

=(&
w][r[?) Use this feature to merge the history of one customer
P with that of a second, whereby the first of which is the
only customer to retain a name in the database.

To open the Customers - M er ge window, select Customer M er ge from the
Functions menu.

1. Type your Employee Code into the Employee text-box.

2. Enter the reason for the Customer Merge into the Reason for
M erging text-box.

3. Select the customer whose profile will be retained, from the
Customer to Keep drop-down list. The customer’s address
information will appear in the text-boxes below.

4.  Select the customer to be replaced during the merge, from the
Customer to Merge & Remove drop-down list. The customer’s
address information will appear in the text-boxes below.

Click on the ¥l button to perform the merge. If the merge is successful, you
will receive the following two confirmation messages:

B3 Customers - Merge

Employee;
Date Merged
Reaszon for Merging

AT =
Jun 23, 2004 2
Married

Customer to Keep: [Horze -
Bddress |1345 E Garfield Street 3
City |Davenport
State (l4 | Zip Code |52803-
Customer to Merge & Remove: (Khaki
Address |33 Hillorest Ave 4
City |0 avenpart
State [l4 | Zip Code |52803-

When combining two customers who are married, the
customer who was merged and removed must then be
entered into the remaining customer’s profile as a spouse.

Executive

& Customer merge was completed successfully!

Finish!
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Finding a Previous Customer Merge Instance

To open the M erged Customers Find window, select Customer Merge —
Find from the Functions menu.

1.

Type the surname of the customer who was absorbed during the
Customer Merge, into the Last Name text-box. Press the Enter key
to view the search results below.

Select the customer from the list, and then click on the [E button to
view the merged profile.

Search Options:

To search by the customer’s first name and home telephone number
with area code, enter the criteria into the corresponding text-boxes.

To search by the employee who performed the merge, select that
employee’s code from the Employee drop-down list.

To search by the customer’s full name, select it from the Customer
drop-down list.

To search by the Class for customer or Customer Type, select the
criteria from the corresponding drop-down lists.

To search by the city or state in which the customer resides, type the
criteria into the corresponding text-boxes.

To search for merges that took place within a specific date range, type
the range into the corresponding Date M er ged/And text-boxes.

ut

sho Try double-clicking on the name of the
customer whose merge you wish to view.

Bl Merged Customers Find g x|
Last Mame |Khaki it
First Mame
Home Phone
Employee -
Customer -
Clazs ol
Customer Tyupe -
City -
State I |
D ate Merged ‘ And | |
Clear Al
Customer Address Haome Phone Emplovee Date Merged
P |Rakitdargaret |33 Hillerest fwve, Davenport | [319) 7E5-8334 ‘ AT | Jun 23, 2004 |
* \ | | \
2
Next
M ISIL4E

tomers
Customar Type [7T=] -] Do Not sl 7 npiet Dt [Tan 23 2001 Last Updated [Tez 0 168

I‘I,"-T;II

ey Il [H L=

e N
First Hame Inetisd Lagt Name Tl Spousefwst  Spouse Lait

] [1355 E Garleld Stest Helened B =]
a2 Leved -

gt Oeputrmrt  Cotmgory Goag  lmrad SEU Aot

ad_ Foloellp  Emp W P

B[ on 2 s | | | =l | 000 [snzi o] el
ol Trastor s |
iy ﬂ F:'ﬂ. pmumuml ﬁi 4 ﬁ
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Making Rattail Tags

Use this feature to generate the price tags for your
items. These tags also include a description for
their corresponding items.

To open the Tags— Rattail (Selected) window, select Select Rattail Tags
from the Tags menu.

Click on the [®l button to open the Retail Tags window.

1. Select the Department that the items you wish to tag belong to, from
the Department drop-down list. The click on the Filter button to
display the search results in the area below.

You may also sort by Category, Group and Supplier, by select the criteria from
the corresponding drop-down list. To search by the Style number, type the
Style number into the Style text-box.

2. To select the items you wish to make tags for, click on the

corresponding Tagged check box.

When you are finished selecting the tags you wish to print, click on the |
button to send the tags to the Rattail Tags window.

Tags - Rattail [Selected]

Supplier Style Dezcription] Description2 Description3

Internal SEU

Price

0|8

Rattail Tags

Updated From
Department
Category
Graup
Supplier

Style

Internal Sku

Clear All | Wish List |S|1e1:ialllrtler 4

Bangle Gold

Available for Rattail Tags

[Jan 01, 1350 1 16, 2005
an ) Jun | Eiter
Shavw il

[T Tag on Hand Quantity

Quantity :J

recgs J QD

Internal SKU - Supplier  Style Description]  Description2  Description3  Department  Category Group

CEO0033 CE 228005200 PLAT 18KT  DI4 42CT 5| H'YG RUBBEFPend Diam  Sol Round 20-.29c
CEO0040 CE 3/2167/9592 PLAT PEMD BECT S F D E=12¥51 PendDiam  SolRound  45-Gd4ct O
CEDO041 CE 252839593 PLAT SOUAR PAVE 36FG W5 STUDS  Eaning Diam  Studs 30- 4dct 0
CEO0042 CE 24539 5200 PLATA18KT  BEZEL SET  MOUMNT .50CTRing Engager Sol Round .45 - Bdot
CEO0043 CE 323449533 PLAT HEART PAVE PEND 52CTVSFG PendDiam  MuliStRnd  Pave
CEO0044 CE 322689593 PLAT STRIPE PAVE SOU PC.BECT WS FG Pend Diam MuliiStRnd  Pave
CEOD045 CE 342639593 PLAT SOUAR PAVE RING  .25CT WS PG Ring Assort  Diamond Platinurn
CEO0045 CE 245995200 PLAT/8KT BEZ &7CT  SI2D MED  Ring Engager Sol Round .45 - Bdct
CEO0047 CE 324149592 PLATINUM X PAVE PENC 16=40CT Pend Diam  Muli StRnd  Pave %
CEO0043 CE 25391 95923 PLATINUM  PA&VE X EARF 20=30CT Eaning Diam _ Pave Studs ]
CEDOD43 CE 25542 75930 18KT ¥/ BRAw RUBBER HOC .20CT WS FG  Earing Diarn  Hoop/Huggy Multistone |
CEO0050 CE 2554F 75930E 18KT Y/ERN RUEEER DBL .12CT WS FG Eaning Diam  Studs .01-19ct ]
CEDD051 CE 25644 9592 PLAT/BLK RL DBL 5TUD . 20CTVSFG P* Earing Diam  Pave Studs O
CEO0052 CE DBESE 75930 18KT Y/BROY RUBBER .21C''S FG P BRI Bracelet Gid ]
CEO0053 CE OBESE 9592 PLAT/BLE RL DUAL BRAC PAVE .21WSF[ Bracel Plat O
CEO0054 CE DBEAEY 9593  PLAT/BLK RL SINGLE .14CT%S FG BRAC Bracel Plat [mIRd|

Unflag HE[:I]I‘I]S| Fag Records
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Click on the ! button to return to the Tags - Retail (Selected) screen.

3. The selected items should now be listed for you to view. Type the
number of tags to be printed for each item into the corresponding
Quantity text-boxes.

To clear records that have been tagged, click on the Clear All button. Repeat
steps 1-3 to add more tags.

When you are finished, click on the |§| button to save the information and
close the window.

To print Rattail Tags, see the
section Printing Rattail Tags 15B-1

Rattail Tage

Updated Fram
Department
Category
Sroup
Supplier

Style

Internal Sku

Jan 07,1990 |To[Mar 29, 2004 | | giiter

Ring Lebs Gld

o N B

Available for Rattail Tags

Show Al

Internal 5K Supplier  Style Description]  Description2  Descriptiond  Department  Cats

LI100044 LI LOR7E 0.10CT 51211 JE MED 14KT HEART/CHAIl Pend Diam Mult Click to view
AA00032 B 1403 14KT selected
AA00034 B 1380 T4KT ¥ GOLD MATT GREEN STAR CHALCI Ring Assort 14k

AA00035 B 1214 18KT ¥/GLD ALEXANDRIT DIAMRING  RingCGem  Alesandite Muli '\

Aa00036 Ay 1214 18KT WHT Gl PC=31CT V5" GH MED Ring Engager Sol Princess  .30- 44t

A&00037 B 1418 T4KT v GL BLACK ONYX SG CUT Ring &ssort T4kt Multi

A&00038 B CUFFLINKS  T4KT YA GL CAB DN CUFF LINKS  Cuff Links Gold Coloured Gem
A&00039 B 1405 18KT vAWH - OWAL CITRINIHALF BEZEL Ring CGem  Citiing Soltaire
A&00040 B 1408 18KT WH/GLI BLUE TOPAZ 2PROMG RINIRing C Gem  Other O
AA00041 A EEl 18KT YAWH - 50U GARMWETHALF BEZEL RingCGem  Garnet Soltaire O
AA00042 A 10304 18KTYwH  OVAL BL TOP BEZEL RING Ring C Gem  Other Soltaire O
AAD0043 Ay EAAT4 T4KT WwWHAGLI 2= 20CT V51 G IDEAL Earring Diam  Drops Solitare O
AA00044 A 58-32 14KT "wH/GLI 8. 9MM TAHIT CONCAVE PE Pend Peall  Black No Diamond O
AA00045 A 58-32 14KT WH/GLI 2 6.8MM BLE DYED COMCA Earing Pear Studs Black  6-F mm O
AA00046 A AB5S 14KT Y/AGLD VESPASIAN  BS-73ADCOIN Ring Gents  Signet 14kt O
AA00047 A s 14KT vAWH  38CT SN GD 13.3MM  RingAssort Diamond 14kt O -+

Unfiag HE[:I]I‘I]Sl Flag Records

4 P

Tags - Rattail [Selected]

-

Internal SKL Supplier Style Description] Description2 Description3 Price Quantity
4400035 Ab 1214 18KT ¥/GLD ALEXANDRITE  DIAM RING $2.095.00 5
AA00036 Ab 1214 18KT wHT GLD  PC=31CT %51 GH MED $2.095.00 2
AA00037 Ab 1418 T4KT YA GLD  BLACK ONYR SO CUT $E00.00 1
AA00038 Ab CUFFLINKS T4KT YA GLD  CAB ONYR CUFF LINKS $1.160000 3
AA00029 Al 1405 18ET ¥ AwH OwaL CITRIMNE HALF BEZEL $1.1560.00 2

F [Lonoa4 LI LOR7S 0.10CT 5121 JEMED 14KT HEART/CHAIN $E/5.00 2

_ﬂl“%l Glear A1l | Wish List |S|1e1:iall]r|ler| 4 )It

3
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Printing Rattail Tags

To print Rattail Tags:

1. Complete steps 1-3 from section 15A.

2. Select Print Rattail Tags from the Tags menu to open the print the
tags selected from step 1.

Tags | Help

| Print Rattail Tags

Select Rattail Tags
Setup Rattail Tags

Cuskom Tags

Printing a Rattail Tag 15B-1
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Modifying Setup Rattail Tags

To open the Setup window, select Setup Rattail Tags from the Tags menu.

EE setup |

Setup your tags with the following parameters:

Labelfiew Werzion (WM
Using Windows Drivers: Labeliew Path (o hexecutive’,

Label Type -ﬂ -

Version: WIN uses the regular windows drivers, it can only be used for the
Citizen CLP 621 305
Path: C:\Executive\ Shaw Cost Code []

Label Type: There are two types of labels that can be used 304 and 306 tags. Finish!

Using Label View:

Version: EXE

Path: C:\Executive\ B setup
Printer: Select one from the drop down list. (Note: The Zebra 2742 is identical

to the Zebra 2844). Labelfiew Yersion |EXE

Horizontal Tag Shift: This will move the text of the tag (a positive value will
shift the text right; a negative value will shift the text to the left).
Vertical Tag Shift: This will move the text of the tag up (positive value) or

Labeliew Path |c:\executive’,
Labeliew Printer [SEaEpais -
Horizontal Tag Shift

down (negative value). Vertioal Tag Shi i mm o

Show Cost Code: If selected, this will print the cost codes and last received izl Vel Sl

date on the tags in place of Description3 from the Inventory screen. Show Cost Code ] Finish!
When you are finished, click on the 14 putton to save the information and EL

close the window.

NatEexecutive Jeweller currently supports the following
tag printers:

Citizen CLP 6002, 7202, 621

Citoh S4-400

Datamax E-4203, 1-4208

Zebra T300, TLP 2742, TLP 2844

Setting Up Rattail Tags 15C-1
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Custom Tags
To open the window, select Custom Tags from the Tags menu.

This option allows you to make generic tags for inventory without having it
affect the inventory within the program. Each line represents a line available on
the actual tag that prints. Each line allows for 13 characters.

1. Fillin each line with the information that you would like to print on
the custom tag.

2. Inthe Quantity field select the number of tags you would like to
print.

3. Click the printer %l button to print the tags.

4. To make another custom tag, click the Clear All button to clear the
information from the screen.

When you are finished, click on the ¥ button to close the window. An
Executive box will pop up letting you know that “You are about to exit the
Custom Tag form. Continue?” If this is what you would like to do click Yes, if
you would like to stay in the custom form click No.

E Custom Tags 1
Line 1 |Description ine 5 [SkU Mumber
Line 2 \Description2 Line & |=tyle Mumber
Line 3 |Descriptiond Line 7 |Price
Line 4 |Size Lirf"(%ust

2
Ciuantity f'
VR
4
ar Al

con o !

Executive

Finish!

:{) ‘You are about to exit the Custom Tag Form, Continue?

ies -

Custom Tags 15D-1
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Executive Help

PMUJ This feature provides a computerized version of the

This feature allows you to view Executive Help topics in two ways. You can
scan through the index (which is the default setting) or search by keyword(s).

1
To open the Executive Help window, from the Help option in the menu bar at C}
the top of the screen, select Executive Help.

Using the Index Feature

1.

user manual. Refer to Executive Help whenever you
have questions regarding a feature or how to complete
a task.

<% Extecutive Help

File Edit Bookmark

Options

If you select a major topic heading
(i.e., one that is not indented), you
can click on the arrow buttons to
scroll through the subheadings for
that topic.

Enter a word or phrase in the text field or you may scroll down the list
and click on a help topic of your choice.

The selected topic help information will be displayed on the right side
of the screen. If it does not display right away, you may click on the
Display button at the bottom of the screen.

You may print out the document by clicking on the Print button.

Heplopos  Dack |

& Index |M ﬁearchl

Lo ddress codes|

break-apart
finding
perfarming
buttons
customers
find
find merge
merge
new
tabs
deposit
exchange
gift certificate
find
new
returning
gift reqistry
fird
new
Insurance
L find company
find quote
new quote
inventary

Welcome to the Executive Management System

Thank you for choosing this software,

The Executive Management System is the answer to all of your information management
problems. twas desioned by jewelers for jewelers, using solid business experience and
research into what works for the incustry.

W recognize that a Jeweller ke you needs an effective product to keep track of the many
unigue and challendging transactions you perfonm while inthe business of seling fine jewelery

Executive

offers your

*  Superior Customer Service

*  Critical Historical Data

+  Significant Time Savings

*  Increased Financial Gains

+  Improved Staff Relations

*  More Effective Business Stratecies

The Problem:

In our research, we have found that many information management systems are too flexible,
casting too wide & net on the retail industry. Too much flexibilty hinders business because it
often causes inacourate reports, which risks the mismanagemant of valuable financial anc
client records

Subheading

Major Heading

Executive Help 16A-1
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Using the Search Feature

If the arrows are available, you
may use them to scroll through
subtopics of the topic you have
chosen.

1. Enter a word or phrase that you want to search for in the text field.

2. Alist of related words may appear in the second box and you may
select one if it applies. If the box remains blank, you will have to try
re-entering another word or phrase (see step #1).

3. Inthe bottom box, several topics will appear. Select the topic that you

would like to display and the help information will be displayed on e e e
the right side of the screen. el e L el /t
@ &, Index h Search | Welcome to the Executive Management System Close ]
4. You may print out the document by clicking on the Print button. \I*-Twethe HEEER BT 1 | ——

2 - B el g (T eErEn The Executive Management System is the answer to all of your infarmation management
r i problems. It was designed by jewellers for jevvelers, using solid business experience and
A L research into what works for the industry.

abbreviation
about
above
abzorbed
access
accessible
accessing Executive offers your
accolades
account

Account *  Superior Customer Service
accounts

W recognize that & Jeweller like you needs an effective product to keep track of the many
unigue and challenging transactions you perform whike in the business of selling fine jewslery

ACTT +  Criticsl Historical Data

accurate LI +  Significant Time Savings
3 ) e e *  Increased Financial Gains
o +  Improved Statff Relations
Adding a Source Description *  More Effective Business Strategies
Adding Address Codes to Address Me

Adding an Image of an [tem

Adding Categaries

Adding Customer Graups "

i Duistcraei | ek TheFraplem:

Adding Departments

Adding Groups

Adding Methods to the Communication

Adding New Inventory

Adding 5alutations

Adding tax-check boxes

Buttons

Calculating a Mew Estimate

Calculating a Mew E stimate (steps 1-10

Changing Store Information The Solution:

Camposing & New Puchsse Ordsr ) _|
=

In aur research, we have found that many information management systems are too flexible,
casting too wide a net on the retail industry. Too much flexibilty hinders business because it
often causes inaccurate reports, which risks the mismanagement of valuakle financial ancd
client records

Executive Help 16A-2
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Internal Notes

p@]ﬁ’

This feature allows employees to communicate
with each other.

This feature allows employees to enter comments, reminders, notes, etc., to
communicate with anyone else who works within the company.

To open the Internal Notes window, from the Help option in the menu bar at
the top of the screen, select I nternal Notes.

To enter anew Internal Note:

1. Scroll down to the next available blank entry. The current date will be

already displayed in the Input Date field.

2. Enter your employee code in the Employee field or select it from the
drop-down list.

3. Enter the subject code in the Subject field or select it from the drop-
down list. This subject pertains to the topic of the note you are
entering.

4. Enter the note in the text field.

When you have finished entering in the message, you can enter another internal

note by following steps 1 - 4 as listed above, or click on the B button to exit
out of the screen.

Internal Hotes

Input O ate Employes Subject Completed Date AJ
F| Octi14, 2004 [BE |5k =1
Fleaze make sure that the front windows are cleaned today. -

#*

1

() (2) ()
15,2004 | Y =] \

Ra|

(

7
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Toview an existing Internal Note:

1. Use the scroll bar to scroll through the existing internal notes to find
the one you are looking for.

2. If the note requires that it be looked into (i.e., perhaps it is a sale that
needs a follow-up), you can enter the date in the Completed Date
field.

When you have finished viewing/editing the internal note(s),click on the |1
button to exit out of the screen.

You may print out Internal Notes. Please refer to
Section 16C Internal Notes Reports.

Internal Motes

Input O ate Employes Subject Completed Date 4]

0

p[ DctOi. 2004 [JB - [T85Ks =]

Fleaze make sure that the front windows are cleaned today.

Oct15, 2004 [TK < |TASKS =] Octalzod

[f anyone would ke bo work, on Sunday, October 212t and help with
itventom pleaze zign up on the schedule,

- [uN

()

Internal N

otes 16B-2
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Internal Note Reports

()
Pmﬂ@@ This feature allows you to print out internal notes

for record keeping or viewing purposes.

To open the Internal Note Reportswindow, from the Help option in the

menu bar at the top of the screen, select Internal Note Reports.

To generate an Internal Note Report:

1. You may enter in any filtering criteria for the report you would like to
generate, such as Input From dates, Completed From dates,
Employee Code or Note Subject. Note: Leaving the fields blank

will generate a report for all internal notes entered.

2. Check off the Internal Notes box.

3. Click on the ,% button to print the internal notes report or the @

button to view the report prior to printing.

When you have finished, click on the B4 button to exit out of the screen.

@ [riput From

Completed From

Internal Hote Reports

To

Ta

Employes

Mote Subject

Clear Ml |

| | Internal Motes

—
Finish!

Click on this button to go to
the Internal Notes screen.

Internal Notes List

From to

Internal

Completed From to
Location: Test Subject:
Printedt October 22, 2004 512 pm
Input Date Emploves Subject Completed Date  Ext
Ot 156, 2003 AT EWENT Mow 08, 2003 Just aremind erthat our Grand Reopening2dth Anniversary Partyis Mowemeber Sth. This
is a Saturday night and eweryone needs to be awailableto work urdl 10:00 pm.
Fpr 01,2004 ER PROMO Fpr 30, 2004 Aol is Dimaond hordh! Remember 10% offall diamond jew ellery.
Internal Note Input Date
act o JB TASKS Pleaze make sure that the front windows are deanedtoday.
EmDIOVee COde Oct 15, 2004 TE TASKS Oct 31, 2004 K arone would like to work on Sunday, Oatober 31=t and help with inwentory please sign

J

Internal Note Subiject

up on the schedule.

Note Completed Date

Internal Notes text
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Version

x| e
mﬁ’[@ This feature allows you to view your Executive
? versions for the front ends and data to assist with
program troubleshooting.

To open the Version window, from the Help option in the menu bar at the top
of the screen, select Version.

1. The versions for the corresponding Executive program components
are listed in the fields adjacent to the description.

When you are finished, click on the @ button to close the window.

E Yersion

Product Code:
Product Number:
Executive Version:
Data Version:

Repont Version:
Setup Version:
Toloel Version:
TolLocOther Version:

Version 16D-1



Glossary

Glossary

Account Payment: a payment made towards invoices that have outstanding
balances owing, either from Deferring Payment, or Layaway.

Appraisal: a document appraising the value of the item, for insurance or
taxation purposes.

Break Apart: separating an inventory item into its base components, and using
some or all of those components in the alteration or enhancement of
another inventory item.

Consignment: an inventory item for sale that the store itself does not own.

Custom Work: a description of any enhancements made to an item, based on
the wishes of the customer.

Customer: a person has made a purchase from the store, and whose details are
recorded by Executive.

Customer M erge: merging the history of one customer with that of a second,
the first of which is the only customer to retain her name in the
database.

Deposit: occurs when the customer decides to make a payment (deposit) that
will be used towards an as of yet, undetermined future purchase.

Employee Code: a 2 or 3-letter code that represents an employee to Executive.
Employees use this code when making all transactions.

Estimate: a statement indicating the likely cost of some Job Bag.

Gift Certificate: a voucher that can be redeemed for items, based on its printed
dollar value

Gift Registry: a record of items desired by a customer for some future event,
such as a wedding or anniversary. This record is available for people
other than the customer to use to make purchases for that customer.

Insurance Quote: a statement outlining the circumstances regarding a lost or
damaged insured item, and its repair or replacement value.

Internal SKU: a numerical code that is given to all items at the time they are
received into the store’s inventory.

Inventory M erge: merging the history of one inventory item with that of a
second, the first of which is the only item to retain its name in the
database.

Inventory Reconciliation: the act of modifying the inventory database to
match the actual inventory on hand.

Item: a product that exists, existed or will exist in the store or warehouse at
some time.

Job Bag: an Appraisal, Custom Work, Stock Item, or Repair, conducted by the
staff at the store.

L ayaway: occurs when a customer makes a partial payment for an item, and
does not receive that item until the balance owing is paid.

G-1



Glossary

Markup: the amount of money added to the cost of an item to determine the
asking price.

Memorandum: a written promise to return a specified inventory item on
demand or on a certain day.

Product Mark Down: the temporary reducing of an item’s sale price, usually
for some promotion, clearing of inventory, or discontinued item.

Purchase Order: a document used to request a company or person to supply a
product or service in return for payment.

Rattail Tag: a long tailed tag that you attach to an item, which contains that
items description and price.

Repair: a description of the work and supplies used to repair an item, and the
cost of the materials and billable hours.

Sale: a record of the purchase transaction made by a customer for an inventory
item.

Scrap Bin: a record of the unused items that were separated during a break-
apart.

Special Order: a purchase order made for an item that is usually in stock, but
is currently out stock, and is required for a customer by a certain date.

Supplier: someone whose business is to supply a particular service or
commodity to your store.
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Trouble Shooting

Troubleshooting Tips

Problem Solution

Check to make sure that the Supplier Code names don’t contain any symbols or special
Some of my Barcode tags won’t print. characters. They may only contain a combination of letters and/or numbers for them to print
successfully.

From the Settingstab on the M S Windows Display Properties window, make sure that the

The Main Switchboard is too big on my screen for my Screen Areaslider is set to a value of 800 X 600 or greater.

liking. Alternatively, reduce the default font size from the Appearance tab on the M S Windows

Display Properties window.

Make sure that Executive is looking in the right folder for the image files. From the Store Setup
window (see the section Changing System Options 1L -6), type the following into the | mage
When | try to insert an image, | receive an error message Folder text-box:

“Error #76, Path not found”.
x:\executive\images\

where X is the drive letter to your server.

The software may be trying to use your own verson of MS Access to open the Reports database.
From the Store Setup window (see the section Changing System Options 1L -6), type the
When 1 click on the Reports button, it doesn’t open the following into the Report Startup text-box:

Reports database.
c:\Executive\Office\Msaccess.exe /runtime /wrkgrp c:\Executive\system.mdw
c:\Executive\ExecutiveReports.mdb

Check to make sure that there is information entered into the text-boxes in the Stonestab

. . o . . section. Double click on a text-box to modify its contents.
When | print an Appraisal Certificate, nothing prints under fy

the Containing heading.
g g From the Appraisals window, click on the _& | button in the Stones tab section. This will

generate the Appraisal Certficate Description.
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Problem Solution

Check to make sure that Executive is looking in the right folder for the Barcode program that
prints the labels. Choose Setup Rattail Tags from the Tags menu to open the Setup window (see
When 1 try to print my Rattail Tags, | get an error message the section M odifying Setup Rattail Tags 15C).

and they won’t print.

Type the following file path in the LabelView Path text-box: c: \executive

Check to make sure that the correct Country is specified for the State or Province you have
entered into the Address text-boxes. For example, if USA is selected, then Executive will expect
a Zip Code formatted entry.

Executive wants me to enter in a Zip Code when | want a
Postal Code (or vice versa).

The person who entered the supplier into Executive, may not have selected the proper supplier

groups.

My supplier won’t appear on the Supplier drop-down list for

the right Job Bag window. Check the supplier’s details to make sure that the appropriate job bag group is selected (see the
section Entering in a New Supplier 2A). The options are: Inventory, Appraisals, Custom
Work, Repair

The spell check feature requires that you have a full version of MS Access installed on your

The Spell-check feature on the Notes window doesn’t work. computer. When computers are networked, each computer must still have MS Access installed.

I changed my Employee Code, and now all of my past sales | When you change your Employee Code, it doesn’t change the code entered into your past sales.

information won’t appear in the reports. You will need to change your code back to the old one for those sales to appear in the report.
I manually changed an Inventory Level for an item in the You must use a Purchase Order to change inventory Levels (see the section Creating a New
Inventory window, but when | closed the window, the Purchase Order 4A). Alternatively, you may Reconcile the inventory (see the section
inventory change wasn’t saved. Reconciling Inventory 14C).

When making a sale using a Gift Certificate, you must enter the Gift Certificate Number into the
Reference Number text-box on the Payments window. This will tell Executive to remove the
Gift Certificate from available use.

| redeemed a customer’s Gift Certificate, but it is not
showing as having been used.

TS-2
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Problem Solution

Why is my sales Invoice Number -1 when | start the sale?

This is normal, and allows for multiple sales and layaway windows to be open at once. Once the
sale has been completed, the true Invoice Number will be calculated.

What happens to the unfinished sales that | entered?

You must manually delete all unfinished sales. To do this, first find the unfinished (negative)
sales (see section Finding a Previously Entered Sale 8B). Then click on the X putton to
delete the sales record. Alternatively, you may select several sales records listed in the Sales—
Find a Sale window, and then press the Delete key.

Why are some items listed in inventory more than once?

This can happen when there is more than one stone or metal in the item. This allows for a more
thorough inventory search. In this case, it is a normal thing to see.

Why are my SKUs showing incorrect inventory levels?

Try running the SKU History Report to see a breakdown of all operations related to the SKU.
Refer to Section 5G-1 in the Reports Manual for details.

Note: Inventory leves are not adjusted if either “Inventory Item” or “Consignment” is not
checked in the Inventory screen.

What is my password for the Password Form?

By default, it should be the letter ‘p’, unless it has been changed.

What is the meaning of this message “Execution of this
application has stopped due to a run-time error. The
application can’t continue and will be shutdown.”

This error message can be caused by hardware or system problems, which often includes running
out of memory. First, check to see if all the computers are giving the same error message. If
yes, notify all users to log out of Executive and compact ExecutiveData. If not, compact
Executive or ExecutiveReports (whichever one is giving the error) on the computer that is
generating the error. If the problem persists, contact technical support to have your Executive or
ExecutiveReports frontend replaced.

Why are my invoices printing on an 8.5” by 11” paper?

In Maintenance, Customer, Receipt Choices, change the Receipt Type to 3INCH for the type of
customer you are printing the invoice for.

What is the difference between Inventory Item and
Consignment?

Inventory Item refers to items that your store has been invoiced for and belongs to your stock.
Consignment refers to items that have been received on memo and are not owned by your store.

How do I hide inventory details such as, cost on my cash
computer?

In Maintenance, System, Store Setup, check the Inventory Details box located to the right of the
window under the Password Field.
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Website Information
]

Client Website:

To better serve and inform you, we have created a Client L ogin portion of our website. The page has been setup to give you access to
electronic versions of the most up to date manual, software components, user tips, frequently asked questions and much more.

To login into the website:

1. Type www.executivejeweller.com into the address bar.

2. Click on Client Login, and page will pop up for your username and password.

3. User name;: Password:

4. Click the Sign In button. Use the vertical blue bar to navigate through the different information.

5. Remember to Logout of the site by clicking on Client Log Out!

Contact Us:

If you have any trouble with logging into the website please feel free to call technical support at 1.866.808.3932 Ext. 1 and someone
will help to resolve your problems!

W1: Website Information


http://www.executivejeweller.com/�

USER MANUAL CHANGES MADE (2008)

Chapter Section Page Number(s)
1 — Maintenance 1G — Modifying Inventory 6
1 — Maintenance 1L — Changing System Opts 3,4
1 — Maintenance 10 — Time Clock 2
3 — Inventory 3B — Finding Inventory 1
3 — Inventory 3C — Adding Inventory Image 1
3 — Inventory 3D — Printing Tag 1
5 — Customers 5B — New Customer 1-5
5 — Customers 5D — Find a Customer 1
8 — Sales 8B — Finding a Sale 1
8 — Sales 8E — Finding a Layaway 1
8 — Sales 8G - Finding Insurance Sale 1
9 — Payment 9F — Credit Return 1
14 — Functions | 14D — Inventory Reconcile Auto 1
15— Tags 15B - Print Rattail Tags 1
15 - Tags 15C — Setup Rattail Tags 1
15 - Tags 15D — Custom Tags 1
16 — Help 16D — Version 1
i1 - Installation i1 - Installation 2
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