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INTRODUCTION TO THE TILL

To the User,

Congratulations on the purchase of Fred Office.

This user guide is your guide to operating the till software. The till is a hands on
program so it is recommended that you are in front of the screen when reading this

manual, although it is not compulsory.

It begins with basic selling and then gradually introduces you to other commonly

performed functions at the till.

We recommend that this guide be introduced to all staff operating the till to ensure

that it is being used correctly.

POS Software & Development Team
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1. GENERAL SELLING AT THE TILL

There are three parts to processing any sale at the register:

- Logging On
- Selling the items to the screen

- Tendering the money

Listed below are the procedures for processing a basic sale at the register.

Processing variations to the basic sale are covered later in the manual.

How To Process A Basic OTC Sale

e Log on using your cashier ID number

Login

Dynamics RMS

® 2007 Microsott Corporation. All rights reserved.
This program is protected by 0.5, and mtemational copuright laws.

Yersion 2.0 oK |

The Log on Screen

FRED 3

WE KNOW PHARMACY



e Scan the items to be purchased

'!5 Store Operations POS

(O] ]

[ES1=SE

3041042009 10:16:00 &M

I Sales IDiscount: 0.00%
1.6 (31 Jul 2009) Rev 0
ltem Lookup Code |Description Ouantity| Price| Extended| Tax | Rep I; Waiting
389627 PANADOL C&F 1-5 YEARS 200ML 1 $9.63 $9.63 D Scripts "
532653 PANADOL CH C/F E/DOSE DR 20kL 1 $4.28 $4.28 D
Select a -
Customer 8l®
Tender &
New -
Account  gl}¥
New Layby -
AT,
=
s A
=l
Sub Tatal GET Tatal
F1: Help F2: Lookup F3: Calculator F4: Journal F5: Open / Close FE: Calendar
F7: Set Customer F&: Mo Sale F3: Secure F10: Drawer F11: Recall F12: Tender

Scanning the items to the screen

e Select the method of payment for the purchase.

For instance f the customer is paying by cash press the CASH hotkey on
the keyboard. If they are paying by cheque press the CHEQUE hotkey.
Alternatively click the TENDER button to display the Fast Tender screen.

FRED
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[ Store Operations POS M= e |

Sales [Discount: 0.00% [EE 3 30/10/2009 10:16:00 AM

1.6 (21 Jul 2009) Rav 0
Exact Cash $5 Cash $10 Cash =l Waiting P

Scripts

Select a -
Customer 8l®

On EFTPOS | $20 Cash $50 Cash

Tender

&

On Account | $100 Cash Account |gl®

New Layby| _=
Customer |”

|l

Other > Clear All Cancel ‘ s,

=

Sub Tatal GEST Total

$13.91 $0.00 $13.91

F1: Help F2: Lookup F3: Calculator F4: Journal F5: Open ¢ Close FE: Calendar

F7: Set Customer F8: Mo Sale F3: Secure F10: Draveer F11: Recall F12: Tender

The Fast Tender Screen available when TENDER button clicked

NOTE: If the customer is giving you a different amount than the options
displayed on the Fast Tender Screen, click “Other” to be taken to

the Total Tender screen (where you can manually type the amount).

Tender
Tender information:

Description | Amount |

Cash 13490
EFTPOSICredit Card

Chedue

By Account

Total Due:
Total Tendered:

Change:
Caleulstar QK | Cancel | Help |

The Tender Screen or Total Tendered Window

e Tofinish the sale if paying by cash type the dollar amount the customer is
paying followed by Enter on the keyboard. If they are paying by any other
tender type simply press the + button on the keyboard to total the sale, as

no change is given with any of these other tenders.

The sale has been processed. A receipt is printed and the cash draw opens.

FRED s
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The + Key And Its Purpose At The Register

The + key has two functions at the register:

1. Itis used at the “Tender” screen to complete a sale
Press the + key at the amount tendered screen to finish the sale in one

keystroke for Credit Card/ EFTPOS, Cheque and/ or Account sales.

NOTE: Itis recommended to NOT use the + key when tendering a Cash
sale. In this instance you should type the exact money the

customer gives you.

2. Selling multiple quantities of the same product
For instance, a customer is purchasing 5 packets of “Purex” toilet paper.
Pressing the + key, after scanning it for the first time, 4 times will display

the 5 Purex toilet paper to the screen.

FRED :
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How To Split Payments At The Till

It is common when serving a customer that they request to pay for their goods with
different tender types. For instance, part cash and part credit card. Outlined below

are some examples on how to handle different types of split payments:

Tendering a Part Cash and Part Credit card sale:

e Atthe Tender Screen type the amount in Cash

e Arrow down to the Credit/ EFTPOS tender type and press + to complete

the sale
Tender information:
Description | Armourit |
Cash $3.90
EFTPOS/Credit Card
Cheque
By Account

The Tender Screen with Partial Cash and Patial Credit Card Sale

Tendering a Part Cash and Part Cheque:

e Atthe Tender Screen type the amount in Cash

e Arrow down to the Cheque tender type and press + to complete the sale

Tender information:
Description | Amount |
Cash $3.90
EFTPOS/Credit Card
Cheque
By Account

The Tender Screen with Partial Cash and Patial Cheque Sale

Tendering a Part Cash and Part Account sale:

NOTE: This should NOT be completed in a single transaction as it will
create confusion with statements. Instead complete a total
Account Sale and then log back in and complete an Account

Payment for the Cash amount given.

FRED 7
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Manually Selling An Item At The Till

There are a number of reasons why products don’t scan at the register:

- The product exists in the system but the barcode has recently changed
and hasn’t been added to the system
- The product does not exist in the system and needs to be added

- The product is not meant to be scanned it is sold using a department key

As a general guide products that are supplied by your general wholesaler are

products that should be sold by scanning them.

Products that are not supplied by your general wholesaler and are purchased direct

can also be added to the database manually using AppCAT.

Selling policies should be set up for staff to ensure selling consistency when items
don’t scan.

NOTE: All staff should be trained to sell items correctly to ensure stock
on hand is kept accurate.

FRED :
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Procedures For Quickly Selling Items Manually At
The Register That Won’t Scan

Option 1 — The product is in the system but won’t scan

Press the PRODUCT SEARCH hotkey on the keyboard to list the Item

database.

Search for the product in the Look for the phrase field, select the All

option to give you more flexibility when searching for the items (see below)

Store Operations POS

I Sales

| ainPOS L. |

E Look, for the phrase:

I Discount: 0.00%

Search results [32):

[ E 3

14/03/2008 3:15:43 PM

=

ER Ipanadol

|tem Lookup Code

D escription

Frice

Panadal CH

$10.00

L fidd(z): =] | Nane | PaMADOL ELIXIR 1-5 200ML2 $10.95

— [=] P&MADOL SUPPOS 1256MG 20 $5.00 4 Analges

P&NADOL TAE GO0MG 100 $12.20 9 Analges

P&MNADOL CAPLETS BO0MG 48 $850 0 Analges

PaMADOL ELIXIR 200ML $1255 £ Analges

P&NADOL SINUS CAPLTS 24 $10.99 0 Coughs

PAMADOL TAE S00MG 50 $6.99 0 Analges

P&MADOL CH ELIXER 1-8vR 11 $19.02 8 Analges

P&NADOL TAB SOOMG 24 $3.35 5 Analges
PAMADOL BAPIT 1S SO0 n Ll;l

FEind Mawe Mew Search | Mew | LCopy Delete | Froperties | Ficture I QK I Cancel |
[y
[
Sub Total GST Tatal
$30.04 $0.91 $30.95

Searching for a product manually at the till

e Highlight the product to select it and press Enter to sell it to the screen

e Tender the sale as per regular procedure (see page 3 for assistance)
NOTE: Speak to your POS Manager on how to handle future sales of the
same nature at your pharmacy. For instance, is it an item that
needs to be added to the system? Or, is it an item that should be

sold by a department key at the register?

FRED :
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Option 2 — The product isn’t in the system

When selling an item that does not scan and does not exist in the items database it
can be quickly sold using one of the “MISC” hotkeys on the keyboard. This of
course is not an ideal way of selling regular stock items, because it will make stock

control for these items impossible, as well as reducing effectiveness of reports.

Whenever a situation like this arises, it is important that the sale is finished as
quickly as possible, as well as followed up with POS Manager, to ensure the

product is added to the system for future sales.

FRED 10
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How To Make A Temporary Price Override

e Place the cursor over the Price field. This can be done by clicking with
the mouse or highlighting the product and then pressing the TAB key

until the cursor is selected on the price field

#8 Store Dperations POS M=l
| Saks | John | | Discount: 0.00% EXI=E 30/10/2009 10:16:00 &M

1.6 (31 Jul 2009) Rev 0

Item Lookup Code | Description Quantity| Price| Extended| Tax | Fep I; Waiting
123 ECZEMA CREAM 100G 1 $7.00 $7.00 Scripts ®
389627 PANADOL C&F 1-5 YEARS 200ML 1 $49.63 $9.65 [

Select a -

Customer 8§

Tender

4 E3

New
Account gh¥

Mew Layby -
Customer g

Sub Toatal GST Total
F1: Help F2: Lookup F3: Calculator F4: Journal F5: Open / Close FE: Calendar
F¥: Set Customer Fi: No Sale F3: Secure F10: Drawer F11: Recal F12: Tender

The cursor highlighted on the Price for a Temporary price override

e Type over the existing price and press Enter until you reach the next free

line. This will also put a red lightning bolt beside the price

which indicates this price has been modified for this sale only

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED 11
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How To Remove A Single Item

Option 1:
e Ensure the cursor is directly below the item to be cancelled

e Press the VOID ITEM hotkey on the keyboard to remove the item
Option 2:
e Ensure the cursor is on the itemlookupcode field of the item you wish to

remove

e Press the spacebar on the keyboard to clear the item

How To Cancel The Entire Sale

e Press the VOID SALE hotkey on the keyboard

NOTE: Depending on your receipt settings a docket will be printed with

description ‘Transaction Aborted’

How To Reprint A Receipt That Was Just Printed

e Log on using your cashier ID number
e Press the REPRINT RECEIPT hotkey

The last receipt on that till is reprinted

FRED 12
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How To Reprint A Receipt For A Previous Sale

e Log on using your cashier ID number

e Press the F4 Journal function key on the keyboard to display the Journal
viewer (see figure below).

e Click the Batch option to show the current date.

NOTE: If the transaction occurred on another day select the date it

occurred between

e Press the Page up and Page down keys on the keyboard to scroll through
all receipts. The Home and End keys can also be used at the till to take

you to the start and end of the list.

NOTE: If at the Till doing this press the NUMLOCK key to enable the

number pad on the keyboard.

| Joumalviewer =10ix]

Receot ndomaton Recagpt peeview

Store:
Regnter
Balch
Recept
Trantaction

Number

Cober  UGOD
Date Imvzu.u

Time: IIOS) 37 MM
Cutomee [
S
Zoom 0RO

™ Mark a3 duphcate recogt

This displays the
receipt number
page you are
viewing

The Journal Viewer Window

e Ensure the receipt is displayed on the screen, left click the Print option and

answer YES to the question ‘Do you wish to print this docket?’

FRED 13
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How To Place A Transaction On Hold

e Logon and Scan the products
e Press the HOLD hotkey or Ctrl F12 on the keyboard

¢ Type the customer name in the description box, refer to figure 10

Hold Transaction X

Comment ||

] I Cancel |

Entering a Customer name for a transaction on hold

e Press Enter, to finish

e Pressthe LOG ON hotkey or F9 to secure the till selling screen

The sale has been placed on hold

FRED
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How To Retrieve A Sale That Has Been Placed On
Hold

e Log on using your cashier ID number
e Press the RECALL hotkey on the keyboard
e Select the option to recall transaction placed on hold

e Highlight the customer name from the list and press Enter to select them

Transactions On Hold - x|
Lookup Tranzaction $: 2 entries
E

+  Tranzaction ﬁl Datel Cuzhomer I Comment |
7 6/01/2004 11:16:07 Ak I jones

B/01/2004 11:16:36 &AM mnr srnith

(1] 4 I Cancel

The List of Sales that have been placed on hold

e Press Enter to continue with the sale.
e Items are sold to the screen.

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED 15
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How To Discount A Single Iltem

e Logon and Scan the products
e Ensure the cursor is below the item look up code of the item you wish to

discount.

e Press the DISCOUNT ITEM hotkey. This will automatically default to the

Perform discount on current item option in the discount window (see

below)

— Dizcount/Price Level Action
Select desired action:
{~ Set discount method for transaction
{ Set price level for tranzaction

" Perform discount on all iterms

I & Perform discount on curent item I

— Current Item Dizcount
Select item dizcount:

{~ Dizcount percentage from current price

I f+ Dizcount percentage from retail price I

" Markup from cost
= Set profit margin

" Dizcount dollar amount from current price

Set percentage of dizcount off retail.

The Set Discount/ Price Level Window with Discount Item defaults

Percent: Im
0k I Cancel | Help

e Type the discount percentage to be applied in the Percent field and then

press Enter three times to continue.

e The red lightning bolt beside the item indicates that there has been a price

change for that item only (see figure over page).

FRED
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Sales IMain POS ... ISavings: $2.09 Dizcount; 0.00% Ig'l g 1 14/03/2008 3:24:40 PM
ealth Pty Ltd
ltem Lookup Code |Descripti0n | Ouantily| Price| Extended| Tax| Fep I; Waiting
9300673435637 | PANADOL SUPPOS 250MG 20 1% 4$18.86 $18.86 [] Scripts [ g
0085 Fanadal CH 1 L0 $10.00
The lightning bolt
indicates a change in
price has occurred.
The bold indicates a
reduction in price.
——t d -
Customer 8l}®
[
Sub Total GST Total

Lightning Bolt indicates a discount applied to one of the items scanned

NOTE: You can scan any other items that don’t attract a discount after

completing this step.

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED 17
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How To Discount The Entire Sale

e Logon and Scan the products

e Ensure the cursor is directly below the last scanned item (see below)

Store Operations POS

| Saks  |ManPOSU.. | | Discaunt: 0.00% | EXI=E 14/03/2008 3:12:58 P

ealth Pty Ltd

lterm Lookup Code |Descripti0n | Ouantity| Pricel E)dended| Tax| Fep l; Waiting

9300673435637 FANADOL SUPPOS 260G 20 1 $20495 $2095 [ Scripts *

0085 Panadol CH 1 $10.00 $10.00 L
Loyalty O
Select a -
Customer 8l#®

=
Sub Total GST Toatal

Cursor Box shown directly below all items listed ready to discount the entire sale

FRED 19
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e Press the DISCOUNT SALE hotkey. This automatically defaults to the

Perform discounts on all items option in the discount window (see

below).
Set Discount / Price Level
— Digcount/Price Level Action —all ltems Discount
Select desired action: Select dizcount:
" Set discount method far branzaction I {* Dizcount percentage from curent price I
i~ Set price level for transaction " Discount dollar amount from curent price
I % Perform discount on all items I " Set sub-tatal amount

¢ Retform discount on current item Set the percentage to discount from the zub-tatal,

Percent: Im

0] 4 I Cancel Help

The Set Discount/ Price Level Window with Discount Sale defaults

e Type the discount percentage to be applied in the Percent field and then

press Enter twice to continue.

e The red lightning bolt beside the items indicates that there has been a
price change for all items, the discount applies to any future items added

to the same sale

NOTE: To reverse the discount on the entire sale press DISCOUNT SALE
hotkey on the keyboard and select the “No Discount” option,

press Enter to continue

FRED 19
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How To Discount The Retail Price By Dollar Value

e Logon and Scan the products
e Ensure the cursor is directly below the last scanned item
e Press the DISCOUNT SALE hotkey
e Select the option discount dollar amount from current price
r— Dizcount/Frice Level Action &l ltems Discount
Select desired action: Select discount:
" Set discount method far ansaction " Dizcount percentage from curent price
" Set price level for transaction I f+ Dizcount dollar amount from curent price I
& Perform discount an all items = Set sub-tatal amount

€ Perform discaunt on current item Set the currency amount to dizcount from the sub-tatal.

Arnount: |$IZI.DIZ1

0k I Cancel Help

Selecting “Discount dollar amount from current price”

¢ Type the dollar amount the sale is to be reduced by and then press Enter
to continue

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED 20
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How To Temporarily Change The GST Status Of
An Item

e Logon and Scan the products

¢ Place the cursor over the Tax field. This can be done by clicking with the
mouse or highlighting the product and then pressing the TAB key until
the cursor is selected on the Tax field

e Press F2 on the keyboard

e Use the arrow keys to highlight the GST status required (as shown below)

and press Enter to continue

Select Item Tax x|

Mo GST
G5T Free

< OneE:

] 4 I Cancel

Select Item Tax Window

e Tender the sale as per regular procedure (see page 3 for assistance)

NOTE: Changing the Tax status for an item in this manner is only a
change valid for the sale being made not a permanent tax
change. A permanent Tax status change can only be made via
the Item Stockcard in Fred Office.

FRED 21
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How To Perform Returns

Option 1: Return with Receipt (Recommended)
e Log on using your cashier ID number
e Press the RECALL hotkey on the keyboard

e Select Recall a transaction or return and press Enter

Recall a back order
Recall a layaway
Fecal a quote
Recal a wark arder

(1]4 I Cancel

Select Recall a transaction for return

e Select the date range the transaction occurred between (or Enter if
today’s date)

e Type or Scan the transaction number found on the receipt then press

Enter
Transactions E
chion #: 2 entries
|1 Baa|
# Tranzachion ttl Datel Cuztorner | Tatal |

15880 3041042009 11:34:31 AM $13.91
165881 3041042009 11:36:21 &AM

0k I Cancel

Find Transaction Window

FRED 22
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NOTE: The entire saleis displayed on screen, marked in red to indicate

they are being returned (as shown below).

8 store Operations POS _|Olx
| Sakes |Discount: 0.00% [&]7] E 3 3041042003 10:16:00 AM
1.6 (21 Jul 2009) Rev 0
ltem Lookup Code |Description Quantity| Price| Extended| Tax | Fep I; Waiti
aiting | g
389627 FAMNADOL CAF 1-5 YEARS 200ML 1% $9.63 -4963 [ Scripts [
632653 FAMNADOL CH C/F E/DOSE DR 20kL 1% $4.28 4428 [
Select a -
Customer 8§®
Tender @
New -
Account gl}®
New Layby -
=
Sub Total GET Taotal
F1: Help F2: Lookup F3: Calculator Fa: Journal F5: Open / Close FE: Calendar
F?: Set Customer F8: Mo Sale FS: Secure F10: Drawer F11: Recall F12: Tender

Returning Items from Receipt

¢ Remove any items not being returned from the transaction.

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED
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Option 2: Return Individual Iltem

e Log on using your cashier ID number
e Press the RETURN ITEM hotkey on the keyboard

Store Dperations POS

| Sales  [ManPOSUL. | | Discourt: 0.00% [ [FE= 14/03/2008 4:08:06 P

ealth Pty Ltd

The return symbol
appears when the
till is in return mode

& |Description i Ftice| Extended| Tax| Rep | T
EELUTAEEECER PANADOL SUPPOS 250MG 20 -1 $20.95 2095 [
00ss Panadaol CH -1 $10.00 -$10.00
=
Sub Total GET Tatal

The Till in Return mode

e Scan the items to be returned

e Tender the sale as per regular procedure (see page 3 for assistance)

FRED 24
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Option 3: Peform an Exchange (Sale & Return in a single transaction)

e Log on and Scan items to be sold
e Press the RETURN ITEM hotkey on the keyboard

e Scan the items to be returned

Store Operations POS

| Saes  |ManPOSU.. | | Discourt: 0.00% | [EEE + 14/03/2008 410:30 PM

ealth Pty Ltd

Item Lookup Cade |Descripti0n | Quantity| Price| Extended|Tax| Fep I; Waiting
9300673435637 PANADOL SUPPOS 260MG 20 -1 $20.95 -s2095 [] Scripts -
n0a5 Panadol CH -1 $10.00 -$10.00 L
749218 CHEM/OWMNCOLD SORE CREAM 5G 1 $12.99 $12.99
Loyalty O
Select a -
Customer 8l®
=
Sub Total GST Tatal

An example of a return sale and purchase occurring within the one sales

e Tender the sale as per regular procedure (see page 3 for assistance).
This will result in either a refund or payment of the difference.

NOTE: Oncethe saleis processed the return mode will automatically

turn itself off, so as to not affect the next transaction.

FRED 25
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How To Setup A Short Term Credit Account For A
Customer At The Till

A Work Order can be used to set up a short-term credit for a customer but it is

not a permanent account.

Creating the short term credit using the Work Order function:

e Log on using your cashier ID number

e Scan the items to be purchased on credit
e Press WORK ORDER hotkey on the keyboard

Store Dperations POS

| Work Order |Main PS5 L. | |Discount: 0.00% | [ E = 14/03/2008 41302 PM

ealth Pty Ltd

This sale is converted
into a work order

Comment Frewv. Deposit Add'| Deposit Balance Due Date Reference Waiting
$0.00 $0.00 $20.95 14/03/2008 Scripts (4
Iterm Lookup Cade |Descripti0n | R.T.D.| On Order| Price| Extended| Taxl Fep I;
9300673435637 FANADOL SUFPPOS 250MG 0 1 $20.95 $20.95 [] Order
20 Pad o
[T T O
Settle .
EFTPOS
Select a -
Customer 8 §¥
=
Sub Total GET Total

Creating a Work Order

FRED 2
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e Press DEPOSIT hotkey to display the Details screen (see below)

Work Order Information x|

— General Details
Reference number: I
Comment; IJames

— Order Detailz
Due Date I 702004 "l
W Overide deposit; 2.00

Order histary:

Date | Caszhier | Comment | Depu:usitl

WiEw.. | QK I Cancel Help

Work Order information window

e Type the customer’s name in the Comment field

e |If the customer is paying for some of the goods enter the amount they are
paying in the Override Deposit field

e Tender the sale as per regular procedure (see page 3 for assistance)
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How To Retrieve A Short Term Credit For A
Customer At The Till

e Log on using your cashier ID number
e Pressthe RECALL hotkey or F11 key on the keyboard
e Highlight the option Recall a Work Order and press Enter

e Highlight the Work Order to be recalled and press Enter to continue

Work Orders x|
Lookup Order #: 9 entries
£ Order # [ate| Reference Cuigtomer Comment
a5 4,/10/2002 21716 P o'leay marelens
a7 201242002 1:59:04 P4 MARY PHIM
903 17/01/2003 3:35:21 PM timothy schragg
q0a 4032003 12:04:11 P MC MINM
1040 15/04/2003 5:04:26 Phd KATRIB
1041 16/04/2003 4:41:09 P4 WaLETIME
1045 29/04/2003 12:04:04 P4 LILLIAM DRAGQOJEWIC
1051 5/05/2003 2:07:30 P fay hickfard
1055 7A05,/2003 2:00:25 PM campangna

(1] 4 I Cancel

The Work Order window

¢ Highlight the option to Pickup entire work order, press Enter to continue

e Tender the sale as per regular procedure (see page 3 for assistance)
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How To Do A ‘Cash Out’ As Part Of A Sale
Purchase

e Log on using your cashier ID number

e Sell the items to the screen

e Press the CASH hotkey on the keyboard

e Enter the cash out amount as a negative amount and then press Enter,.
For instance if it was a fifty dollar cash out it would be entered as —50.00

e Arrow down to the EFTPOS tender type and press + to finish the sale

> |
Tender information:
Description Arnount
Cash -$50.00
EFTPOSICredit Card + |
Cheque
By Account

Total Due:
Total Tendered:

Balance:

>
Note the total
[Calzulatar | [ Canicel | Help | amount due

Tendering Cash Out with Sale
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How Do | Open The Till Without Putting A Sale
Through

e Log on using your cashier ID number
e Press the NO SALE hotkey or F8 on the register to open the till draw

e Press the LOG ON hotkey to secure the screen before walking away

NOTE: All No Sales that are performed at the till are logged and recorded

for security.

How To Record A Comment On A Receipt For An
ltem

When an item is sold on the screen a comment can be added to appear on the
customer receipt by pressing the ADD COMMENT hotkey or Ctrl F10 on the
keyboard (if multiple items make sure you are underneath the item you wish to

record a comment against).

PANALGESIC CAP 500MG 24 B
Comment
Please follow directions carefully ;l

ak I Cancel |

Item Comment Example

NOTE: Transaction comments are different to item comments.
Transaction comments are not designed to print on account
statements they are an administrative functionality used by

account staff.

How To Exit The Till Program:

e Log on using your cashier ID number

e Press the EXIT hotkey on the register
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2. HANDLING CUSTOMER LAY BY
How To Create A Customer Lay By

e Log on using your cashier ID number

NOTE: Account customers are treated different to Lay by customers.
Therefore, if the customer already exists as an account customer,
the same details can be used for the Lay by account without
adding the customer details again, press the SELECT
CUSTOMER hotkey on the keyboard, to check if they exist before

adding their details in again.

e Press the NEW CUSTOMER hotkey on the keyboard.
e Ensure “Layby Customer” is selected.

e Enter the customer details via the “Name”, “Address” and “Contacts” tabs.

New Layby customer

M ame

Address | Contacts

~ Eriter the cLstomer s Hare

Account Number I Q001671

Title Mr - Mr | Mrz Mizz | Mz
First name IFred

Last name IFredrickson

Charge Account |-! Layby Customer

Lapby custamer

Layby customers don't require further details to be entered

Cancel

Create ‘ Create and Select

Creating a Lay by customer
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e Once details have been entered, click “Create and Select”.

Proceed with the sale once customer details appear in the top left hand corner of

the Till screen:

e Scan the items to be put on Lay by
e Press LAYBY hotkey on the keyboard to activate the lay by

8 store Dperations POS | _ (O] x|

| Discount: 0.00% [EXI=E 27102009 3:12:45 P
- 1.6 (31 Jul 2009) Rev 0
Comment Frev. Deposit Add'| Deposit Balance Expiration Diate Feference Waiting
$0.00 $2.40 $23.95 2710/2009 Scripts ®
ltern Lookup Code | Description R.T.D. Cn Price Extended| Tax | Rep |«
Layaway Select a -
123 ECZEMA CREAM 100G 0 1 $7.00 $7.00 Customer 8I¥
254907 SMIBS FASTEMER 2 BABY 0 1 $16.95 $16.95
PKT2D Tender &
New -
Account | gl}¥
MNew Layby -
Customer ll.
=l
Sub Total GST Total
F1: Help F2: Lookup F3: Calculator Fd: Journal F5: Open # Close F&: Calendar
F7: Set Customer F&: No Sale F3: Secure F10: Drawer F11: Recall F12: Tender

“Layaway” notice appears in the top left hand corner of the till screen
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e Press DEPOSIT hotkey to add more details to the lay by

e Enter the deposit amount in the Override Deposit window. For instance,

if they gave you $5.00 cash (see figure below)

Layaway Information E

— General Detailz
Beference number: I'I 23
Cormmert: [FREDRICKSON LAYEY

— Order Detailz
Expiration Date |27110/2000 =]
¥ Overide deposit: |$5.IIIIZI

Order hizton:

D ate | Cashier | Comrment | ] epn:nsit|

e | k. I Cancel Help

The Override Deposit Window when creating a new Lay By

e Press Enter

e Tender the sale as per regular procedure (see page 3 for assistance)

The lay by has been completed and a lay by voucher is printed
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How To Make A Lay By Payment/ Pickup

Payment:

e Log on using your cashier ID number
¢ Press the RECALL hotkey on the keyboard.
e Select Recall a layaway then press Enter.

*E Store Operations POS P ]
| sales | domn | |Discount: 0.00% [EE 27/10/2003 3:31:10 PM

1.6 (31 Jul 2009) Rev 0

P Recall ~
Diescriptian x| Rep Waiting
Recall a transaction fram on kold Scripts @

Recall a transaction for return

\
Woid a transaction Select a -
erallaback ode Customer 8l®

Recall a lapavay
Fecall a quote
Recall a work order Tender

New -
Account | gf®
New Layby -
Ok I Cancel Customer | g}¥

Select Recall a layaway

ltern Lockup Code

¢ Highlight the customer name and then press Enter to continue.
e Press PAYMENT hotkey to bring up the lay by payment window

e Type the payment amount refer to the figure and then press Enter

Layaway Payment

| ¢

E nter Amaint; |5. ol

(] I Cancel

Making a Lay by payment

e Type the Tendered amount & press Enter

e Tender the sale as per regular procedure (see page 3 for assistance)
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Pickup:

e Log on using your cashier ID number
e Press the RECALL hotkey or F11 key on the keyboard.

e Select Recall a layaway then press Enter.

i Store Dperations POS ] 4

I Sales I John I

ftem Lookup Cade | Description Rep |-

| Discount: 0,005 | CE 1

271072009 4:13:46 PM

1.6 (31 3ul 2009) Rev 0

Recal a transaction from on hald

Waiting
Scripts ‘.

Recall a transaction for retum
Void a transaction

Select a -
Customer 8I¥

ECala g
Recal a work order

Cancel |

Tender

New
account | gff®

New Layby -
Customer g

Select Recall a layaway

e Select customer and press Enter

2 Store Dperations POS

1 [=] B3

I Sales I Jahn

Layaways

ID\scnunt' 0.00% I Ig1 g 1

271042009 4:15:01 PM

Cancel

Lookup Lapaway #: [t | 2009) Rev 0
Itermn Lookup Ct =
= ! ®
cripts
S Layaway #] Dat_el Reference | Customer | Comment |
1 27/08/2008 10:29:50 AM DOBSOM
elect a -
2 27/08/2008 10:34:58 A BaWwDEM I M
3 27/08/2008 10:38:21 A JOHWSTOM
5 2 Ph 123 £ an FREDRIC

FRED
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e Press Enter once again.

e Select Pick Up entire lay away option and press Enter

*2 Store Dperations POS O]

[Diseount: 0.00%

&

[ E 3

2710/2003 3:46:17 PM

1.6 (31 Jul 2009) Rev 0

Waiting
Nl Scripts 4

lax | Rep |~
Select a -

Customer 8l®

Tender

New -
Account g®

New Layby -
Customer | g¥

$21.77

$2.18

Comment Prewv. Deposit ence
FREDRICKSON $1 [ 8ave Chanos

Itern Lookup Code | Description Pick up entire lapaway

FIER TG aral apa sy
123 ECZEMA CR
25907 SHIBS FAST

FPETZ0
Carcel
=l

Sub Total GET Total

$23.95

F1: Help

F2: Lookup

F3: Calculatar

F4: Jounal

F&: Open / Close

F&: Calendar

F7: Set Customer

F& No Sale

F4: Secure

F10: Drawer

F11: Recal

F12: Tender

Select Pick up entire layaway

e Tender the sale as per regular procedure (see page 3 for assistance)
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How To Cancel A Lay By

Log on using your cashier ID number

e Press the RECALL hotkey or F11 key on the keyboard.

e Select Recall a layaway then press Enter.

e Select customer and press Enter

e Change the “On Layaway” quantities to zero, refer to figure below;

B Store Dperations POS =]
| Layaway | John | | Discount, 0.00% & E=E 27/10/2009 418:02 P

1.6 (31 Jul 2009) Rev 0

Comment Prewv. Deposit Add'l Deposit Balance Expiration Date Feference Waiting
FREDRICKSOMN $10.00 % $0.00 -$10.00 271072009 123 | T (4
ltem Lookup Code  |Description RT.O| On Price Extended| Tax | Rep |~
Lansawany Select a -
123 ECZEMA CREAM 100G 0 $7.00 $0.00 Customer 8§¥
25407 SNIBS FASTENER 2 BABY 0 $16.95 $0.00
PRTZ0 AI Tender @
[ 1

Change “On Layaway” Quantity to Zero

e Press Enter twice
e Select the Pick Up entire lay away option and press Enter

e Enter the Deposit to keep dollar value and press Enter

Deposit To Keep ﬂ

Depozit amount to keep:

] I Cancel |

Deposit To Keep

NOTE: If you wish to return the full dollar value to the customer, enter
Zero ($0.00) at this screen).

e Tender the sale as per regular procedure (see page 3 for assistance)
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3. SELLING PRESCRIPTIONS AT THE TILL

Processing a prescription sale is the same as processing a basic OTC sale the
only difference is an extra step because there is a direct link between the Fred
Dispense dispensing program and the Till program. It is therefore important that

all prescription items processed at the register are processed using the Waiting
. - . waltng |g®

Script Hotkey ﬂ or Waiting Scripts Button to ensure sales are

recorded for reordering purposes. Please note older keyboards may have the

Guild script key @_] instead of those displayed above.

How To Sell A Prescription Item At The Till

o Log on using your cashier ID number
o Press the Waiting Scripts hotkey E

A list of customer’s names are listed that are waiting to collect their
prescriptions (as shown below)

Fred Dispense Scripts

AITF11) A B C D E F G H | J K L I
Clear [F12] M 0 P a &} 5 T u W W = T z
— Patients (F4] ~ Scripts [F2)
|| No scripts selected
|F’alienl | Count ‘ Price |Drug ‘ ‘ Script Mo ‘ Date Disp | Price | Oty |
Cs
L;% AMayS TEARS 3 96.65
123 5TREET ABBOTSFORD
Lo
L;% BLUCKHURST DaN 7 1220
1FRED 5T ABBOTSFORD
L o
L;% TEST CONCESSION 1 17.60
20 TRENNERY CRES 4BEOTSFORD
i | 3 | i | 3 ‘ Select | Cancel |

List of Customer Names

Type at least the first 3 letters of the customer’s name to filter out all other names

listed in the list, or using the mouse click the first letter of their surname

FRED a8

WE KNOW PHARMACY



Highlight their name using the directional arrow keys and press Enter to sell

the items to the till screen (as shown below)

I[=] E3

8 Store Operations POS

Sales | Johm | | Discount: 0.00% [ET1E 3 2710/2003 4:30:24 Ph

1.6 (31 Jul 2009) Rev 0

Itern Lookup Caode |Descripti0n Quantity| Price| Extended| Tax | Fep |+ Waiting
HE3366 LIFITOR TAB 20MG 30 14 $6.30 $6.30 [ Scripts ®
Script Mo: 4040638
I Selecta | .
Customer 8§®

An example of a prescription item sold to the till screen

If the customer is purchasing other items, scan the items to add to the sale

Tender the sale as per regular procedure (see page 3 for assistance)

The sale has been processed and a docket should be printed

NOTE: If ascript was previously sold through the POS and then is edited
in Fred Dispense a red “return” item may appear when the script
is selected (as shown below). If this occurs, sell both items
together to ensure your stock figures are updated; and the sale

difference is able to be quickly calculated.

IS[=] E3

'!5 Store Operations POS
I Sales Johin IDiscount: 0.00% |g1 E 3 2741042003 4:31:50 P

1.6 (31 Jul 2009) Rev 0

ltern Lookup Caode |Description | Quantity| Price| Extended| Tax | Fep |+ Waiting
137774 LIPITOR TAB 80MG 30 1% $6.30 3630 [ Scripts
Script Mo -404058

563366 LIFITOR TAB 20MG 30 1% $6.30 $6.30 O Select a -
Script No: 404058 Customer al}®

I
Tandar n

Script edited after sale — script to be returned and new script to be sold display

o9
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How To Put The Customer Back Into The List If
They Were Wrongly Selected And The Sale Is
Not Completed

o Whilst the cursor is directly below the item to be removed press the
VOID ITEM hotkey or while the cursor is on the item press the
Spacebar on the keyboard

o Press the Waiting Scripts hotkey E to search for the right customer,

highlight their name and then press Enter to continue

NOTE: The previously voided name in the list of prescriptions will
reappear again when the Guild key is selected even though the

items were voided.

How To Put The Customer Back Into The List If
They Were Wrongly Selected And The Sale Is
Completed

The sale cannot be returned into the script list unless resent from Fred Dispense.
However the item must be returned into stock if it has been sold at the till.

e Log on using your cashier ID
e Press the RETURN ITEM hotkey on the keyboard
e Scan the items to be returned

e Tender the sale as per regular procedure (see page 3 for assistance)
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How To Sell Prescription Items That Are Only
Partially Picked Up

e Log on using your cashier number

e Press the Waiting Scripts hotkey E

e Type the first 3 or 4 letters of their surname and highlight their name

e To look at the prescription items to be purchased click the + symbol using

the mouse or use the left and right directional arrow keys to expand and

collapse the items

e Highlight the prescription items they are purchasing

e Press the spacebar to put a tick beside that item.

e Spacebar any other items they are purchasing, refer to figure 36

e Press Enter and then Enter again to sell the items to the till selling screen

e Tender the sale as per regular procedure (see page 3 for assistance)

Fred Dispense Scripts

AllF11) A B £ D E F G H I J K L M
Clear (F12) N 0 P a R s T u v W % Y z
r— Patients [F4] — Sciipts [F2)
| 3 scripts selected for $60.62 (AMAYS TEARS) m
|Fat|ent | Count | Price ‘Drug | | Script No | Date Disp | Price | Oy
s -
L;i EMAYS TEARS 3 9665 Li; LOSEC TAR 20MG 30 BLISTER EMST3 | wed 1Bdan | $3405 1.000
F3
- T2 QSIS A Lﬂ NALOXONE MINIET HCL SML 501574 | wed16Jan | $31.30 1,000
Lsi TEST COMCESSION 1 1760
20 TRENNERY CRES ADBOTSFORD
i ‘ 3 | i ‘ 3 ‘ Select ‘ Cancel ‘
Selecting the items to be purchased
NOTE: The ltem(s) that are not picked up remain in the list until the

customer returns to pick them up or until the script are cancelled
in Fred Dispense
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How To Sell Prescriptions For More Than One

Customer Simultaneously

e Log on using your cashier ID number

e Press the Waiting Scripts hotkey EI

e Type the first 3 or 4 letters of their surname

e Highlight one of the family members name

e Press the spacebar to highlight their name and their scripts

e Highlight the other family member name and press the space bar to also

highlight their scripts

e Press Enter and then Enter again to sell the selected items to the till

selling screen

Fred Dispense Scripts

AIF11) | <Space> A i

C

D

E

F

G

H

J

K

L

]

Clear [F12) | Mew Search N o

P

Q

R

5

T

u

W

W

®

e

Z

"Patiemts [F4). Search [F5]

cripts (F2]

‘ ’7| 4 scripts selected for $38.50 (FREDRICKSON JANE. FREDRICKSON FRED) I

0

| Patient | Count [ Price

\Drug

|_ | SciptMo [ DateDisp |

Frice

Gty

[C

Lsi FREDRICKSOM FRED 3 2545
20 TRENERRY CRESCENT ABBOTSFORD

Ey

Kﬁi FREDRICKSOM JANE 1 15.50

20 TREMERRY ALTOMA NORTH

(5

Lsﬂ HOLDTITE Py/D 40G
*

\si LIPITOR TAB 80MG 230

5
I\sﬂ LIPITOR TAB 20MG 30

404060

404060

404058

Tue 27-0ct

Tue 27-0ct

Tue 27-0ct

$23.00

$6.30

$6.30

1.000

1.000

1.000

The Prescriptions window showing multiple Patient Scripts selected

e Tender the sale as per regular procedure (see page 3 for assistance)
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4. CUSTOMER ACCOUNTS AT THE TILL

How To Sell Products To An Account At The Till

e Log on using your cashier ID number

e Press the FIND CUSTOMER hotkey on the keyboard. Alternatively you
can also click the Select a Customer button with your mouse.

e Search for the customer account, highlight their name and then press
Enter

e Scan the items as you would in a normal sale

e Press the ACCOUNT hotkey on the keyboard and then press + on the
keyboard.

NOTE: The ACCOUNT hotkey will place the cursor directly into this

Tender field.
X
Tender information;
Description | Armaunt |
Cash
CreditCard/EFTPOS
By Account [ 1
Cheque

Total Due:
Total Tendered:

Balance:

[Ealculator | 0] 4 | Cancel | Help |

The total Tender window

The sale has been completed and depending on your receipt format

settings, 1 or 2 dockets will be printed

FRED a2

WE KNOW PHARMACY



How To Make An Account Payment At The Till

e Log on using your cashier ID number

e Press either the FIND CUSTOMER hotkey on the keyboard or click on the

Select a Customer option on the till screen

e Highlight the customer name and then press Enter

e Pressthe ACCT P/MENT hotkey to load the payment window

Store Operations POS

I Sales

| MainPOS U... |

I Digzount: 0,003

Receive Payment

[EEE

14/03/2008 4:24:43 PM

Account number: Total owed: Selected customer:
| & | $0.00  [No Custamer Selected
Fayment received: Tatal Credit:
ltern Lookup Code I 0o I L Waiting
I &pply ol credit: B alance: Scripts "
| s000 | $0.00
Order -
ol
Open account receivables:
Orig. Date [Due Date [ID | Reference | Amount| Balance Due Fayment| Pay |
Loyalty o
Settle )
EFTPOS
Select a [
Customer sl®
Payment received plus applied credit: $0.00 Fay Hone | Bawal |
Amount applied to account receivables: $0.00
Zub Total Owver/Under payment amount: 30,00 oK | Cancel | iz |

Payment on Account window

e Press Tab to move to the Payment received Field. Enter the amount to
be paid.

e Press Tab to move to the OK button and then press Enter

e Tender the sale as per regular procedure (see page 3 for assistance)

NOTE:

The details in the tender window “by account” field may auto

populate based on how the system was set up.

FRED
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How To Check For Account Balances At The Till

e Log on using your cashier ID number

e Press either the FIND CUSTOMER hotkey on the keyboard or click on the
Select a Customer button on the till screen

e Search for the customer account highlight their name and press Enter

e The account balance is displayed in the top left hand corner of the screen.

| Saes  |ManPOSU.. | | Discourt: 0.00% | [EE1E 1 14/03/2008 4:21:43 PM
ealth Pty Ltd

ltern Lookup Code |Descripti0n Ouantily| Frice E)dended| TED(| Rep [; Waitin

. | g g®
Scripts

Order -

Pad ollE

Select a Customer Loyalty o

Button
Settle :
EFTPOS

D —

Select a -
Customer al®

Sub Total GST Total

$0.00 $0.00 $0.00

The Till Select a Customer Button

There are two ways to clear the customer:
e Press the VOID SALE hotkey on the keyboard.

e Press the CLEAR CUSTOMER hotkey on the keyboard and then secure
the screen by pressing the LOG ON hotkey
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5. ADDING NEW CASHIERS

FRED

WE KNOW PHARMACY

Log into Fred Office.
Go to “Contacts”, then “Users” and click “New”.

Enter the “Logon Details”.

the “Cashier Details” replicates this information.

er ACcount (Fredy

User Details | Rales and Permissions

Logon Details

User Mame IFred

Password Ixm

Confirm Password Ixm

User Details Remarks
First Mame I ﬂ
Lask Marne I
Phone I
Ernai I
=

Cashier Details | Satscan Details
|| Enable cashier account for this user account

Cashier Logon

|»| Replicate user account login details

Cashier User Name IF[ed mnax 9 chars)

Cashier Password I"""" rax 12 chars)

| Cashier Options

| K || cancel || apply

Enter the Logon Details to the User Card

Enter the “User Details”.

Lser Details Remarks
First Name IF,ed ;I
Last Mame IFredrickson
Phone 1300 731888
Ernail Ihelp@fred.com.ad _I
-

Enter User Details

*This refers to the logon details to Fred Office, however as you fill this area
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e Remove the tick beside “Replicate user account login details”.
e Enter the “Casher User Name” and “Cashier Password” (which can be

blank) to be used at the POS till.

| Cashier Details |Sat5can Details |

[#|Enable cashier account For this user account

_ashier Logon
plicate user account login details

Cashier User Mame (mnax 9 chars)

(rriax 12 chars)

Cashier Password I

| Cashier Cptions

| CK | | Cancel | | Apply |

Setting Cashier Logon details

e Click “Roles and Permissions” tab.

e Click “Cashier”.

& User Account (Fred)

| User Details | Raoles and Permissions |

Add permissions to this user by selecting one ©
Az wou select roles From the lisk yvou can see kb
the user at the bottom of the screen,

Ruoles this user belongs to. Seleck one or maore,

|| Adrministrators
|| Pharmarcists
|| Invenkary

[ —

Click “Cashier” role from the Roles and Permissions tab

e Click “OK”.
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6. RUNNING AN END OF DAY Z REPORT AT
THE TILL

Listed below are a couple of options on how to run the End of Day procedure at
the till. You only need to select ONE of these options and then follow the same

instructions daily:

Option 1: Not Entering Open Amounts

At the end of trading:
e Log on using your cashier log in
e Press the NO SALE hotkey to open the Till Draw
e Log on using your cashier log in
e Press the END OF DAY hotkey on the keyboard
e Highlight the Z reading option and press Enter

e A message will appear:

“Opening Amounts have not been entered. Would you like to close this

batch anyway?”  Yes/No

e Answer Yes to go ahead with the Z report

e The report will print on the receipt printer

e Remove the takings from the till and put this with your z reading printout.

e Press Enter on the confirmation and then press the LOG ON hotkey or F9

to secure the Till screen before walking away.

NOTE: Leave the daily float in the till

FRED a8
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Option 2: Entering Open Amounts

First thing in the morning:
e Log on using your cashier log in
e Press the END OF DAY hotkey on the keyboard
e Highlight the Enter opening amounts option and press Enter
e Enter the opening float amount

e Press Enter when this has been entered

At the end of trading:
e Log on using your cashier log in
e Pressthe END OF DAY hotkey on the keyboard
e Highlight the Enter closing amounts option and press Enter
e Countall the money in the till
e Press the END OF DAY hotkey on the keyboard
e Highlight the Z reading option and press Enter
e The report will print on the receipt printer
e Remove the takings from the till and put this with your z reading printout.
e Press Enter on the confirmation and then press the LOG ON hotkey or F9
to secure the Till screen before walking away.

NOTE: Leave the daily float in the till
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/. MAKE SENSE OF THE Z REPORT

The image below outlines the most important figures on the Z report. Please note the F1 Fred
Office Integrated Help includes where to find the same on the Batch Entry and Sales Banking
Summary report.

Report Date 23/0472009
Report Time 53323 PM
Register # 1 Batch Number
Batch # 3523
2210412009
Start Time 53567 PM }——— ZTeportstartiead
Dste 2310472009 date and time
Time 53219 PM
Amount entered before Total Sales (inc Account
i 3 — O pening Total 0.00
opening (ie Float) lopisi $1 _9;4_30 — sales,Closed Laybys
Returns $0.00 2
Tax $22 36 e 10121 Tax paid on slaes
Shipping $0.00
Debit Surchar: $0.00
Total Layby deposits Cash Back Fes. $0.00
and payments e pajd on Layaway $0.00
P aa s Paid to Ac $10.30 Total Account Payments
Work Orders H_Towl Sales taking into account above variables
Money taken out of (e $1957.46 = $1924.80 + $22.36 ~ $10.30)
till (ie Petty Cagh) = Paid Out $0.00
Total of completed Laybys Ea'wmwy“ Clossd :gg
(inc previous payments) Paid on Account $61 7= TO1al Sold onto Accounts
Closing Total (relevant only if [C’b;"‘,‘" ':;d;e'“ o :gg
till opening amounts are used)  [forar—— ———Fe77}—Total of variables "Paid Out" to "Closing Total"
Related to Opening Total/ . s
= — n - i
Closing Total L .8 Total amount tendered
Total Tendered $2,347.06 (before change etc)
Total Change -$389.60
Tg:;I coz:damwnl for Discounts $7 64 Total of discounts given
400da:8 ———————— Cost of Goods $2,650.45
Commission $2.217 83 = GOV recovery amount
Number of Customers e -~ ctomer Count &6
No Sales ( = Number of times <NO SALE> used
Aborted Trans 0 Number of times <VOID SALE> used
Tax Collected:
GST $22.36
GST FREE $0.00
NO GST $0.00
Cash $000 (open)
CredtCardEF TP $0.00 (open)
Chegue $0.00 (open)
Plus P oirts Redee $0.00 (open)
EF T Manual ONL $0.00 (open)
Cash $90565  (shit)
Integrated EFTPOS ¢ coacarasrte $99011  (shit)
relevant figures Chegue $000 (shit)
Plus P oints Redee $0.00 shitt
Non-Integrated EFTPOS ———— EFT Manual ONL $0.00 Esm;
relevant figure
Cash $0.00 (close)
CreditCardEF TP $0.00 (close)
Cheqgue $0.00 (close)
Plus P oints Redee 3000 (close)
EFT Manual ONL $0.00 (close)
Cash -390565 (short)
CredtCardEF TP -$99011  (short)
Chegue $0.00 (even)
Plus P oints Redee $0.00 (even)

NOTE:  After this, the Z report displays Department and Hourly breakdowns.
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9. HOW TO SHUTDOWN THE COMPUTERS
AT THE END OF THE DAY

At the end of each day it is important that the correct procedures are carried out,
to ensure that the machines are kept at their optimum performance levels and
that the backup works correctly. Store Operations is installed with two different

types of backup which are scheduled to run automatically:

1. A data folder backup copied from one machine to another using a
program called Ecopy.

2. Backup to a removable media. For instance a compact disc or DVD.

Having more than one backup increases the chance of data recovery should
something go wrong and backup data needed. To ensure the backup is

successful ensure the following at the end of each day:

1. Exit all programs on all machines to the main windows desktop. Check
that there are no programs opened on the windows task bar

2. Turn all printers off on all machines (Fred Dispense and Store Operations)

3. Turn the monitors/screens off on all machines (Fred Dispense and Store
Operations)

4. Leave all machines running, it is a lot better for the machines (temperature
is kept consistent) to be left running over night rather than shutting down
and having to start them up from scratch each morning. If you choose to
shut down the machines it is important that the following machines are left
running to ensure the backup works:

- Store Operations Server machine

- Fred Dispense main Server machine

NOTE: Fred Installer is the best person to consult with on how to
perform a shutdown at the end of the day should you have any

gueries
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10. FAQS ABOUT THE TILL

What happens if a script is edited in Fred Dispense?

Whilst dispensing if a script is dispensed and then needs to be edited before the customer has
picked up the Items, the items will be changed across to the POS. If the Iltems were picked up &
then the customer returned the prescription this adjustment would not be done on the POS. You
need to edit the prescription in Fred Dispense. This will re-send the prescription along with the
item to be returned.

What is the correct way to scan a product at the till?

Hold the product about 30cm away from the scanner and then in a straight line move the product
toward the scanner until the item is scanned on to the screen. If it fails to scan the first time try it

again.

Why do some prescription items transfer with the format ‘999999
Prescription’?

When dispensing a blank iteri in Fred Dispense or a drug that is not matched to an item in Fred

Office, it will treat this item as unknown, so the item does not have all information at the till.

What do I do if  want to discount a prescription in Fred Dispense?

If a private prescription is subject to a discount, the price needs to be adjusted in the Fred
Dispense program.

Where do | order my till paper from?

Store Operations till paper can be ordered through Fred Shop via www.fred.com.au. To find out

more about our product range or prices contact Fred on 1800 888 828 or email

sales@fredhealth.com.au

What if I have further questions?

From any screen within Fred Office or the Store Operations POS till you can push F1 to access
the program help. If you still require further assistance please contact Fred Help on 1300 73
1888.
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