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Getting Started

This document is designed to help you get started with the most common Fred Office
tasks, to help you get up and running as quickly as possible.

Where To Find More Information

Online Help — =

(&) ()] yonents | _Jindex  Search | 5 Faorles | g7 | f =3 o
Press [F1] anywhere in Fred Office to |/ Efe.. OFRED.OFFICE
launch the online help in your browser. arouee
The online help contains printable e T e et e, e
procedures and links to longer - e 7 T T T m——
documents and short videos on the [ SIS ety
Fred Help Centre. | T I
It also has a handy Troubleshooting |/ &&= I E—
section to assist you with common S e :
issues. T S A

Fred Help Centre

For help with all Fred products, visit the Fred Help Centre at http://help.fred.com.au

Access to documents, tutorials, and news is open to everyone. To access the forums,
make comments, or join a group, you'll need to create an account.

To create an account, click Join (in the top right corner of the page), then enter a
username, password, and other details as required.

For reference, you can write your username and password here:

Fred Help Centre Username

Fred Help Centre Password

Training Webinars

A webinar is an online training session where a Fred trainer presents their desktop to
demonstrate how to perform a procedure. At the end of a webinar, attendees can ask
guestions which will be answered live, or followed up by email after the session.

You can access recordings of past webinars on the Fred Help Centre.
GETTING STARTED
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To request a webinar or view recorded webinars:

Visit the Fred Help Centre (http://help.fred.com.au) and click Webinars.

Request Training

Visit the Fred Help Centre (http://help.fred.com.au), click Media, then click Training

Request Forms.

Fred Help Centre

Documents, training and blogs for Fred products and senices

Media » Training Request Forms

Signin Join Help

Training Request Forms

Browse Media

Sort by: Name | Most Recent | Most Downloads | Most Popular | Most Comments
Show as: Thumbnails | List

Tutorials

Manuals and Documents
Name

=
=

Newsletters
(3.0-3.4) Fred Office Short Courses Brochure

by Nicole Sorbello

To assist you learn Fred Office a range of training options are available
including; Your store.

Training Request Forms
Training Request Forms

Fred Training CD Order Form

by Nicole Sorbelio

Perfect for enhancing your skills as well as training new and existing staff or
IoCums, our new.

Tags

07-19-2012

03-01-2012

o

Search this site

Date  Downloads Comments

83 0

263 5

The Latest News Updates, Inside Fred Office

While in Fred Office, news from Fred automatically is displayed (as shown below).

Click the “You have news” message to go to the latest update from Fred.

D administrator | Online @ You have news
Bistart| @ (3 £) €) > [ Fred Office (raners0oy) |

¢ Connectors are acti

N

You have received news

To print a news article, right-click the article, then click Print.

To view a list of all articles in Fred Office, click the Management tab, then click News.

nagement

Folder
Management Dashboard

23(08(2012 :37 AM Webinar Recording Availatj

2 satscan Back
- 9i08{2012 9:02 A Webinar Recording Availa
¢ Relationships Forward
) 8i08{2012 8:10 AM REMINDER: Fred Office O
@ conflicts
O tvents 23{07/2012 1:31 PM Learn Fred Office Ordering Save background as...

19/07/2012 2:49 PM
2/07/2012 2:13 PM

Webinar Recording Availab
Fred Office Advanced Feat

Set as background
Capy background

Select all
i My Office slects

Ordering

& Contacts

Paste

Create shortcut
During September, Fred's Webinar series will look at F

- £dd ta favorites...
Pharmacists, as well as Bulk & Advanced Features fo
&) Inventory Wiew source
@ Pricing What is a Webinar? Encading
A webinar is an online training session. Fred will provig .
rint...

1 Reparting
&F Activity

¢ Assistants

that allows you to see a PC at our offices and listen |\

called “Live Meeting”. Print preview...

Refresh

What's On?
Bulk & Advanced Features for POS Manager,
Friday, 14% September 2:00pm - 3:00pm EST (Melk

Expart to Micrasaft Excel

& Management

Properties

e software
software is

| @ sdministrator | Online

| O Vouhave news | Ss Connectors are active E 1 Alert
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Contact Fred Support

Fred IT Group provides full support for our entire range of products.

Contact methods

m  Email: help@fred.com.au
m Phone: 1300 731 888

Support hours

= 8.30am - 9.00pm (EST) Mon — Fri
= 8.30am - 5.00pm (EST) Sat, Sun & Public Holidays

Information to provide when you call about an issue

Our help consultants will ask for a range of information to help answer your request. To
save time, please be ready to tell them:

= The Fred product(s) you are calling about.

= The title and content of the error message you receive (if applicable)

m A step-by-step breakdown of your actions directly before the problem occurred.
= Whether only one computer is affected, or all of your computers.

= How long the problem has been occurring.

= Anything else that might have contributed to the issue; for example, details about the
operating system you are using (e.g. Windows 7, Windows 8.1, Windows 10).

Order Till Rolls And Labels

You can order stationery from the Fred Shop at http://www.fred.com.au/shop/

To find more about our product range or prices, contact Fred on 1800 888 828 or
email sales@fred.com.au

GETTING STARTED
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Back Office Procedures

Inventory Control

Data Maintenance

Consistent, regular attention to data maintenance procedures is the key to accurate
sales reporting and stock replenishment data. There are tasks to perform daily, weekly,
monthly, and yearly.

To access these procedures, open the Fred Office Online Help by pressing [F1] in
Fred Office, then go to Inventory > Data Maintenance.

The Item Stock Card

The integrity of your data depends on your items being set up and maintained correctly.
Item information affects everything from your stock levels to ordering and reporting.

Search for and edit items

1. Onthe Inventory tab, click Items.

2. Search for items in the Look For field via the item’s Description, PDE or Alias
(barcode).

ed Once for Phamacy (locahost)

View fSgghcation Action  Tools  Hep

D Now + Safnd| B Crestelemwawd Pt S Egotr @ >
Inverkory € | SearchIn~ Rems Lock for Panadol 1w FndNow Clear
Folder Items
[ Inventory Dastbosrd
w_ Rem Code Ttewn Description Avaladie Cost Ex
\al Departmants =631 wletals : G
@ Cotegucies W 267708 PANADOL BACKINECK. 0.00 $n
® Doy B rese PANADOL CJF 7Y +TA85 12 0.00 $2.60
) N2 PANADCL CJF O4 EJDOSEDR20M, 0.00 $4.46
B 515054 PANADCL CAPLETS 20 RAPID 4.00 $3.23
B 769401 PANADCK, CAPLETS S00MG 48 0.00 $5.00
0 My Office [ sy B
[7) Oxderng Stock Detasds Sales Detals Order Sustenary - Last 30 Darys
ac SOH 0.00  LastSodOate  1S/08/2006  Totsd Orders 0
Coeeritted 0.00  Curent Cost $4.72  AvgQty [ Order 0
," eheackonn Avalsble 0.00  CurentPrice $0.00  LastReceived 01/01/1800
() Pricng Reorder Pont 0 PriangPlan NoPring Pl Last Ordered Never Ordered

3. Double-click the item you want to edit to open the item stock card.

Note: To edit multiple items hold the [CTRL] key + left-click to select the multiple items
you want to edit, then right-click and select Perform Item Quick Action. The Quick
Action Wizard will appear and step you through the process.

BACK OFFICE PROCEDURES
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General Item Details

General item details are found in the General section of the ltem Stock Card.

& y
File Edit VYiew Tools Help ¥
n = b2 cave and Close QuE B CuirkPad | A% Shore fhprk‘ Label Qky | 1 |i|| Print Label (&5 Queue Label I)|
General 14 Details rPricing )
General Item Code ‘639133 |1I| Price Type Mon Fixed Price
8 Aliases Ttem Description | PANADOL ALLGY SIN CAPLTZ4 =) Mo G5T JE2]
Substitutes
Cptions D ipki
Pl escription Erret] .00
v
6 Caost Ex §4.72
Detail Line 1 \ |
Margin % 0,00 %
Detail Line 2 \ |
Markup % -100.00 %%
Detal Line 3 \ | | /
Item Location ‘ | firkceGude
c Department ‘Cuughs and Colds \:\|§|| e o pig
: o _
Category Mo Categary [ 2 [eranys Ll
—— o
Label Template Mo Label Template e oo e /
Inventory
E] General SoH 0.00
n
& Pricing & Discounts Qy on Crder
Ikem Type Mon-Inventory 2]
lﬂ Usage
@ Links .
€D Print or Queue Labels E) Pricing @ Edit SOH (Stock On Hand) Level

() Item Code & Description ) Department & Category

Add or Remove Aliases (Barcodes)

Go to the Aliases section on the Iltem Stock Card.

File Edit “iew Tools Help £

L 1] e ~ 2
| b} Seve and Close | Save | it #  QuickPad | A% Store Check | Label Qty 12 PrintLabel | &) Queue Label >

| Gereral <1 azses
General Add this alias
Aliases |\ | { ikl J
Substitutes

Existing aliases:

Options
= Ttem Code { Remove ]




Supplier Ordering Details

On the Item Stock Card, on the Inventory & Ordering tab, click Suppliers.

& [tem PANADOL CAR 12 mini

File  Edit View Tools Help i
e 4 f ~ :

i lﬂ Save and Clase | Save | @ & | QuickPad | @Stnre Check | Lahel Oty 1| & Print Label | @ Queue Label I)

| Invertory & Ordering [<]| Supplier Ordering Details n

Inventory Supplier Marne Reorder # MinOrder Pack Qky Cast Ex Primary
Ikem Movement History oo

Suppliers

Inwvoice Hiskory

Ordering Hiskary

Supplier [tem | 2

Supplier Ikem

Supplier |3I"-'1 Pharmaceuticals |i||

Skore Details

Reorder Mumber |2?1?99 | [ | Prirmary Supplier

[y Transfer Cd

D General Minirnur Order | | B

£ @ Inventory & Crdering || || Store Mame

& Pricing & Discounts
m Usage

& e Gk, ‘ l Cancel

Pack CQuankity | 1 | (4]

Cost Ex $0,00/

n Add or Edit Supplier B Edit Minimum Order (Minimum Order/best buy Quantity)

B} Edit Supplier Details ) Edit Pack Quantity
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Create a New Item

On the Inventory tab, click Items.

In the Look For field, enter the item’s Description, PDE, or Alias (Barcode).

m If the item is found, you don’t need to create it. To edit the item, double-click it.

m If the item does not exist, click Create ltem Wizard on the toolbar.

Look up the item in AppCAT. On the Import AppCAT screen, enter the search criteria

in the Search for box, then use the In box to select the type of field it is (for example

“Alias (Barcode)”).

Create Ttem Wizard

AppCAT Search
Search For | 9310059037621 n

@ ot AgocaT |

Ao AT Caapck Do e

Search for Rems you wish to add from AppCAT and add them from the results paned below,

Alias (Barcade)

m If you find matching items in AppCAT: Select the correct item, click Add, then
click Next. Follow the Create Item Wizard through each step, checking and editing
the imported AppCAT details as required.

m If no matches are found: Click Next to go to the Create Items window.Click Add
and enter all the new item details, then follow the Create Item Wizard through each
step, adding all item details required.

Search For items you wish ko add from AppCAT and add them From the results panel below.

| in |Alias (Barcode)

Import AppCAT
Ny
v »
AppCAT Search
@ welcome Search For 9310059037621
& Import AppCAT

AppCAT Search Results

Create Items
v Description
Assign Suppliers

MYLAMTA HJBURN REL TAB 20 0640

Department | Categary
Stock Level
Item Aliases
Ikem Pricing

Finish AppCAT Selected Thems

i add i

Select All

Clear

t

Description

MYLANTA HEURM REL TAE 20 D640

Remove

Remnove Al

I

Cancel

Il

< Back

l MNext = Einish
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Match Fred Office Items to Fred Dispense Drugs

Note: For full instructions, download the Fred Office Drug Matching User Guide from the
Fred Help Centre: https://help.fredhealth.com.au/media/p/11770.aspx

The drugs you manage in Fred Dispense must be matched to the correct items in Fred
Office, so that your stock-on-hand and sales data for these drugs can be accurately
recorded. This is necessary for your ordering and reporting.

When a new drug arrives in Fred Office (usually via the Fred Dispense drug update),
Fred Office automatically tries to match it to an item. If it can’t, you must match it manually.

There are three ways to match drugs:
= Individually, using the item stock card.
= Individually, using the drug card.

= In bulk, using the Drug Matching Wizard.

Match a drug using the item stock card

1. Click the Inventory menu, then click Items.

2. Search for and open the item you want to match.

3. On the item stock card, click the Links tab.

4. Click Auto Match.

5. If auto match doesn’t work, click OK, then click Match.

6. Enter the drug description or Fred drug code, then click Search.

7. Select the drug, then click the forward arrow to add the drug to the Selected list.
Note: To select multiple drugs at once, hold down [Ctrl] or [Shift].

8. Click OK.

9. The matched drug(s) are listed on the item stock card.

Note: Before closing the item stockcard you might also want to click the General tab
to review the SOH and committed quantities.

10. Click Save and Close.

BACK OFFICE PROCEDURES
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Match a drug using the drug card

1. Open the drug card you want to match.

m You can use the Unmatched Scripts report to find drugs that have been dispensed
while not being matched to Fred office items. Right-click a drug on the report to
open its drug card.

m Alternatively, click the Inventory menu, then click Drugs, then search for and open
the drug you want to match.

On the drug card, click the Item tab.

Click Auto Match.

If auto match doesn’t work, click Find.

Enter the drug description, then click Search.
Select the correct item, then click OK.

N o ok~ e

The matched item is displayed on the drug card.

Note: Before closing the drug card, you might want to open the item to ensure its
stock levels and AppCAT linking are accurate. To open the item, click View.

8. Click Save and Close.

Match drugs using the Drug Matching Wizard

Note: Before running this wizard, we recommended you review and apply AppCAT
differences, to ensure that all relevant Fred drug codes and aliases (barcodes) are
up-to-date. This ensures the maximum number of drug-to-item matches will occur
when this wizard is run.

Click the Tools menu, then click Item, then click Bulk Drug Matching.
On the Drug Matching Wizard, if the welcome screen displays, click Next.
On the Select Match Type screen, keep New Match selected, and click Next.

Note: The Incorrect Matches option performs an auto match on all items in your
system, and then displays any drugs where a different auto match item was
found from that currently matched to the drug.

The Invalid Matches option performs an auto match on all items in your
system, and then displays any drugs where an item match exists that could not
be validated.

4. On the Results screen, unmatched drugs are displayed. For each unmatched drug,
click the drop-down in the Action column, then click Accept.

Once you have accepted all of the unmatched drugs, click Next.
On the final screen of the wizard, click Next to finish.

BACK OFFICE PROCEDURES
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ltem Pack Quantities

Set Up Pack Quantities For Iltems

1. On the Inventory tab, click ltems.
In the Look For field, enter the item’s Description, PDE, or Alias (Barcode).
3. Double-click the required item to open its Stock Card.

Note: The Retail and Cost Ex should be for a single unit, even if the item is sold
individually and as a pack. If the whole pack is sold, sell the pack quantity.

= b Saveand Close | Save | & B | QuickPad = Store Check | Label Qty 18] PrintLabel &5 Queue Label 3
General ¢ Detais Pricng
Geoeral Ttem Code [ Price Type Non Fixed Price
Ttem Description DSP SYR 100U 1.0ML 276 GST GST FREE -
Extended A Purchase Tau 5T FREE
e Retal .30
Cost Ex $0.19
Detai Ling 1
Margin % 36.67 %
Detai Line 2
Markup % ST.69%
Detai Line 3

If an update is required, click the Inventory & Ordering tab, then click Suppliers.
Click [Add] or [Edit].
Edit the Pack Qty and Cost EX (single unit cost excluding GST), then click OK.

& Item PA oL CAR 12 mini

-l
File Edit Miew Tools Help ‘>
= b Seveand Close | Save | i+ 4% | QuickPad | % Store Check | Label Oty 18] Printlabel | @& Queue Label 2|

| Inventary & Ordering -L\‘ Supplier Crdering Details
e Blepk ] Pack Oty Cost Ex [t Add. |
Item Movement History
Suppliers Edit... |

Invoice History

Ordering History E;Ll[:l[:l"E!r Itemn

Supplier Ttem

Supplisr |3M Pharmaceuticals |:||

Reorder Mumber |2?1?99 || Primary Supplier

rlinimum Order |

Store Details

Pack Quantity |

Iy Transfer Code
D General Cosk Ex |

L‘i Inventory & Ordering Store Mame

:% Pricing & Discounts

N entries exist in this view
m Usage

@ Links

QK | | Cancel

Note: If the item has already been invoiced with the whole pack cost instead of a single
unit, the cost price, supplier cost and SOH must be adjusted manually.
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Sell Whole Packs at the Till

If an item must be sold as a pack (e.g. a pack containing 50 syringes), scan or look up the
item, then increase the Quantity to the whole number of units in the pack.

Note: You can then discount on the price, if necessary.

Fm Operations POS

Sales MANAGER Discount, 0.00% [EE 25/07/2012 247:47 PM
ed
Item Lookup Code Description Quantity Price Extended| Tax | Fep |- Waiting
366724 DSP SYR 100U 1.0ML 27G 1 [4i] | %030 $1500 [] Scripts >
| S—

Select a H
Customer 8l¥

il | F1: Quote F2: Work Order F3 Macio F4 Retum FS: Toggle Tax Fé&: Scieen
I | F7: Ship To | F8: Lapawa | Fa: Printer | F10: Comment | F11: Substitute | F12: Hold |
! — e
|

Invoicing: Receive Packs of Items

When receiving items in a pack always check that the:
= Invoiced Quantity is the total number of single units.
m  Supplier Cost is the cost (excluding GST) for a single unit.

'+ RECENE LVOICE
Eile View Tools Help

kb Save and Close | Save | - Commitlnvoice  Print~ | Export~ | (] Add Items~ | [lif] Receive tems -
| @8 SearchBar Show hems: [Orly n ths wvoce _(wi| P Hide Balanced hems | (3) Specify Other Costs -

Invoice Number 786151651 Supplier  API
| Order: 3429101 |

Purch... | I[tem Desaription & | Reorder Nu... ]
of 3429101
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Stocktaking

Stocktaking Options At A Glance

Before performing a stocktake it is important to understand the different stocktake methods
available within Fred Office. This will help you determine which option to select when you
create your own stocktake file.

To see the available stocktake options (which is the focus of this section):
1. Onthe Assistants tab, select Stocktake.

2. Click New on the toolbar.

ﬁ ‘fou must choose a friendly name that will identify this Stocktake,

‘You can also enter a description which can describe it in more detail.

Marme ||

Descripkion s

;3 Perform a full store stocktake making all items appear in this stockkake

|| Full store stockkake

g Choose the method used during this stacktake
(@) Adjust stack on hand by dfference when skock count was performed
() Set stock on hand to point stock count was performed

() Append stock to current stock on hand

mmu The Fallowing is the Satscan Code that can be used to perfarm Stacktake via
the SatScan gun,

SatScan Code 0005

| oK | | Cancel |

Note: Once a stocktake is committed it cannot be undone! For this reason it is
suggested you carefully read the following information to ensure you pick
the method that is right for you.

If you select the wrong option when you first create the stocktake, you can alter
your selection before committing the stocktake; however this is not ideal as it can
be missed.

BACK OFFICE PROCEDURES
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Stocktake During Business Hours (while you continue trading)

Recommended option: Adjust stock on hand by the difference from when the stock count
was performed.

This is the recommended default option. It enables you to count the stock while trading.
This option will adjust the SoH by the difference in quantity between what Fred Office
thinks you have (the Expected value) and what you counted (the Current Count).

Fred Office takes into account what has happened to each item since you counted it.

ﬁ ‘You must choose a friendly name that will identify this Stocktake.

‘You can also enter a description which can describe it in mare detail.

Marme ||

Description \

IJ-g Perform a Full stare stackkake making all iters appear in this stackkake

|| Full store stocktake

g Choose the method used during this stocktake

[ (@) Adjust stock on hand by difference when stack count was performed I

(5et stock on hand to poirt stock count was performed

(1 Append stock to current: stack on hand

mﬂu] The following is the Satscan Code that can be used to perform Stockkake via
— the SatScan gun.

Satscan Code 0005

| oK | | Caneel |

If you are performing a full store stocktake, tick the Full Store Stocktake checkbox. Iltems
not counted will have their SOH figure reset when the stocktake file is committed. Your
count must include all stock in your shop, including shelves, your storeroom, and any
committed stock awaiting collection.

If an order arrives during your stocktake, receive the stock as normal, but don’t count it in
the stocktake. Fred Office will automatically adjust i when the stocktake is committed.

Note: Watch the Create Full Store Stocktake - Count While Trading tutorial at
http://help.fredhealth.com.au/media/p/1097.aspx

Example

The SOH in Fred Office is 5, but you count 8 on the shelf (a difference of +3). Before
committing the stocktake, you sell 1 of the item, and also receive 3 from an order.

The SOH when you commit the stocktake is 7 (5-1+3). The commit process will adjust the
SOH by the difference of +3 (from your count), so the final SOH will be 10.

BACK OFFICE PROCEDURES
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Stocktake After Hours (no quantity changes will occur between counting and
committing the stocktake)

Recommended option: Set stock on hand to point stock count was performed.

This option changes the quantity in your system to the quantity counted when the
stocktake is committed. It does not take into account what has happened to the item since
you counted it. This is the most appropriate option to use when the stocktake will be
counted and committed while the store is closed.

This option changes the quantity in the system to the quantity counted. This change is
applied at the time the stocktake file is committed. For this reason this entire process must
be completed after hours (including committing the stocktake file).

Mew Stocktake

‘You must choose a friendly name that will identify this Stocktake.
‘You can also enter a description which can describe it in mare detail.

Marme ||

Description %

,;3 Perform a Full stare stackkake making all iters appear in this stackkake

|| Full store stocktake

g Choose the method used during this stocktake

(@) Adjust stock on hand by difference when stack count was performed

[ (5et stock on hand to poirt stock count was performed I

(1 Append stock to current: stack on hand

mﬂu] The following is the Satscan Code that can be used to perform Stockkake via
— the SatScan gun.

Satscan Code 0005

| oK | | Caneel |

If you are performing a full store stocktake, tick the Full Store Stocktake checkbox. ltems
not counted will have their SOH figure reset when the stocktake file is committed. Your
count must include all stock in your shop, including shelves, your storeroom, and any
committed stock awaiting collection.

Note: If the stocktake is committed after the store begins trading once more then
your SOH figures may no longer be accurate. The figures entered will
overwrite what is in your database without taking into account any changes
to the item (sales, orders etc).

Note: Watch the Create Full Store Stocktake — After Hours Count tutorial here:
http://help.fredhealth.com.au/media/p/1098.aspx

BACK OFFICE PROCEDURES
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Append stock to current stock on hand

This option adds the quantity counted in the stocktake to the stock on hand quantity
already in the system. This option is commonly chosen when counting stock in a
storeroom which has not previously been counted.

ﬁ ‘You must choose a friendly name that will identify this Stocktake.
3 ‘You can also enter a description which can describe it in mare detail.

Marme ||

Description %

,;3 Perform a Full stare stackkake making all iters appear in this stackkake

|| Full store stocktake

g Choose the method used during this stocktake
(@) Adjust stock on hand by difference when stack count was performed

(5et stock on hand to poirt stock count was performed

[I. ~) sppend stock to current: stock on hand I

mﬂu] The following is the Satscan Code that can be used to perform Stockkake via
the SatScan gun.

Satscan Code 0005

| oK | | Caneel |

This option is useful if you have already completed a stocktake for all items in the front of
shop but have not counted items in another location (e.g. the storeroom). This option also
enables you to report on the items (and stock value of items) in the storeroom (or other
location) separately to the items in the rest of the shop.

Note: If your storeroom has previously been counted as part of the full store
stocktake, this option is not appropriate as items will be counted twice.

Note: You can view the Create Storeroom Stocktake using Append Feature tutorial
via this link: http://help.fredhealth.com.au/media/p/1102.aspx

BACK OFFICE PROCEDURES
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Suggest My Stocktake Procedure

Stocktakes in Fred Office provide a lot of flexibility. In the Fred Office Online Help, the
Suggest My Stocktake Procedure page will guide you to the right printable start-to-finish
procedure.

1. From the Stocktake section of Fred Office press [F1].
The Fred Office Online Help opens in your browser.
2. Click Suggest My Stocktake Procedure.

| @ FredOfficestandalone [

(€) ()| (contents  -Jindex () Search | ;Favorites g (4 =)

ASSISTANTS

[? FRED OFFICE

§ B ® FRED.OFFICE

[?] FRED HELP CENTRE FAQ

[ my oFFiCE
& ORDERING SUGGEST MY STOCKTAKE PROCEDURE
& CONTACTS
7 INVENTORY ‘The details below are set up to guide you to the right start-to-finish procedure. Simply click the answer to each question
& PRICING you are presented with and you will find you way to a printable start-fo-finish procedure. Alternatively click here to find out
ﬁ REPORTING more about the Fred Office Stocktake Options available (via Fred Help Cenire).
& ACTIVITY
(L AssISTANTS Question: Options:

[7) TASK MANAGEMENT

7 GROUPS Q1:Doyouwishto | Yes - while No — after hours

[7) STOCKTAKES perform the trading/ quring | count.

7] PROMOTIONS. stocktake while you | business

[7) EM MANAGER trade (during hours.

K B isEE business hours)?

7] SUGGEST MY STOCKTAKE PROCEDURE “ Q2: Ifyou have a Yes — 1 wil No—1lwill count | Actually | have NA-1 Entire Shop? Im

torer m, do you count my entire | the shop stock already done my don't just doing a
7 TROUBLESHOOTING wish to count this | shopandthe | only.thendoa | shop; butlforgot | havea | Department
« OTHER stock too? storeroom separate the storeroom so | storeroom | Supplier or item
@’ PEETETETEE stock together. | storeroom just need to do this Group Stocktake!
@ COLUMNS FIELDS AND FILTERS ol
2] MENUS AND TOOLBARS Q3: Are your Yes No/ Not sure — |
[7] GLOSSARY OF TERMS “Committed” need to recount
quantities these o be
accurate? sure

3. Click the applicable answer each question, and you will find the procedure that
matches how you want to perform your stocktake.

(€)|(3) | (Jicontents | |=]ndex | () Search | 'y Favorites | my | = =3 0

ASSISTANTS =

B FRED.OFFICE

SUGGEST MY STOCKTAKE PROCEDURE

The details below are set up to guide you to the right start-to-finish procedure. Simply click the answer to each question
you are presented with and you will find you way to a printable start-to-finish procedure. Alternatively click here to find out
more about the Fred Office Stocktake Options lable (via Fred Help Centre).

Question: Options:
Q1: Do you wish to Yes — while Mo — after hours
perform the trading/ during | count.
stocktake while you | business
trade (during hours.
business hours)?
Q2: If you have a Yes — | will Mo — I will count | Actually | have NA -1 Entire Shop? I'm
storeroom, do you count my entire | the shop stock already done my don't have | just doing a
wish to count this shop and the only, then do a shop; but | forgot the | a Department
stock too? storeroom separate storeroom so | just storeroom | Supplier or ltem
stock together. | storeroom count. | need to do this Group Stocktake!
Q3: Are your Yes Mo/ Mot sure — |
“Committed™ need to recount
quantities accurate? these to be sure
Q4: How will you External Fred Mobility Fred SatScan Manually
count the stock? Stocktake
Provider (such
as RGIS/
Lotons)
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Ordering

Suggest My Ordering Procedure

Ordering in Fred Office provides a lot of flexibility. In the Fred Office Online Help, the
Suggest My Ordering Procedure page will guide you to the right printable start-to-finish

procedure.

1. In the Ordering section of Fred Office, press F1.

The Fred Office Online Help opens in your browser, with the Suggest My Ordering
Procedure page displayed.

o[- oo |

[?] FRED OFFICE
(7] GETTING STARTED
|7] UPGRADE TRAINING
IZ] FRED HELP CENTRE FAQ
|7] MY OFFICE
\LJi GRDERING
[] DRAFTS
[Z] QUT OF STOCKS
[7] ORDERS AND INVOICES
[ RETURNS AND CREDIT NOTES

(€) (3)| WiContents |_])index | () Search

v Favorites | g | (4 i=d

ORDERING

B FRED.OFFICE

SUGGEST MY ORDERING PROCEDURE

The details below are set up to guide you to the right start-to-finish procedure. Simply click the answer to each question you are presented with
and you will find you way to a printable start-to-finish procedure.

[7] SUGGEST MY ORDERING PROCEDURE I

|7] GLOSSARY OF TERMS

Question: Options:
&’ INVENTORY Q1: Is your supplier Yes No—
p A on Pharmxs cusplier not | Sortoflgive the order to the
4 S | Repand geta tunover mvoice
REPORTING back from Pharmx
& ACTVITY
& ASSISTANTS Q2: How will you add | Preconfigured template to | Fred Mobility | Fred SatScan Fromalistof | Manually
& MANAGEMENT items suggest items (inciuding supplier flems | searching for
« TROUBLESHOOTING QuickPad) items
g Eue=s Q3: How will you Barcode Scanner Fred Mobility | Fred SatScan Manually
B RS EOANDS receive stock (when marking on
K COLUMNS FIELDS AND FILTERS it arrives)? iimes
MENUS AND TOOLBARS

Click here to request a document or tutorial via Fred Help Centre Forums

matches how you want to order items.

Click the applicable answer each question, and you will find the procedure that

(€} (3 ([Jcontents | =] Index

QSearch

o7 Favorites @7 =

E

ORDERING

] »

SUGGEST MY ORDERING PROCEDURE

The details below are set up to guide you to the right start-to-finish procedure. Simply click the answer to each question you are presented

with and you will find you way to a printable start-to-finish procedure.

®FRED.OFFICE

mn

Question: Options:
Q1:Fl:you;‘s;upplier Yes &I " Sort of — | give the order to the
on Fharmis ﬂ% Rep and get a tumnaver invoice
on tharma back from PharmX
Q2: How will you add | Preconfigured template to Fred Fred SatScan From a list of [ Manually
items? suggest items (including Mobility supplier items | searching for
QuickPad) items
Q3: How will you Barcode Scanner Fred Fred SatScan Manually
receive stock (when it Mobility marking on
arrives)? the invoice
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Recommended procedure: Create an order from a
template, then receive Stock with Fred Mobility

Step 1: Create an order draft

1. On the left-hand navigation menu, click Ordering.

2. On the Ordering menu, click Drafts.
3. Click New.

The New Draft window is displayed.
Enter a name for your draft.

5. Select the Use selected templates to add items option.

6. Tick the boxes next to the template(s) you want to use.

If you want to include items from Quickpad, make sure you tick the QuickPad - All
Items (Overwrite) checkbox.

7. Click OK.

8. Click Save, to save your draft.

Step 2: Create and send your order electronically

On the draft you created, review the Qty ordered and Supplier Name details for each
item, and adjust them if required.

When you select an item, the Summary tabs on the bottom section of the screen
display information about the selected item.

m To change the supplier for all of the items in the draft at once, click the Tools menu
> Change Supplier > All Items, then select the new supplier.

m To add items to the draft, click the Add Items menu on the toolbar.
If you made any changes to the draft, click Save.
Click the Create Orders menu on the toolbar, then click Order All.

The Create Orders window is displayed.
If your draft contains items from more than one supplier, an order will be created for
each supplier. Un-tick any suppliers you don't want to create an order with.

Ensure the orders you want to create are ticked.
Select the Send electronically option.
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6.

Click OK.

If you have multiple accounts with a selected supplier (for example, a regular account
and a Saturday ordering service account), Fred Office might prompt you to select
which account to use for this order.

Your order is sent. If any items remain on your draft, you will be returned to the Draft
screen.

Note: After you send an order, you can check its details and status on the Open
Orders screen.

Step 3: Receive the stock from your invoice with Fred Mobility

Perform this step after your order has arrived in the store. In this step, you will use a Fred
Mobility device to mark items from the invoice as received.

1.

2
3.
4

On your Fred Mobility device, log in using your Fred Office User Name and Password.
Press Ordering.

Press Receive Invoice.

Enterthe Invoice Number, then press [Enter] or Next.

To find the invoice number in Fred Office, go to Ordering, then to Open Invoices. The
Invoice # column shows the invoice number of each open invoice. As the invoice was
manually created, you cannot enter the number from the paper invoice.

Scan an item you want to receive, or enter its code.

The item details are displayed on your Fred Mobility device.

m To receive more than one unit of the item, enter the quantity, then press [Enter].
m If you are only receiving a quantity of 1, simply scan the next product.

If the quantity you entered is greater than the quantity on the invoice, Fred Mobility will
prompt you to confirm that you want to receive this quantity.

The quantity you enter reduces the Quantity Outstanding figure; it does not overwrite
it. If you accidentally enter too many units, you will need to manually adjust the quantity
received in Fred Office (this cannot be done in Fred Mobility).

When you receive an item, its Quantity on Hand in Fred Office is updated
immediately.

Repeat step 5 until you have received all of the items on the invoice.

When all of the items on the invoice have been received, Fred Mobility prompts you to
review the invoice in Fred Office.

Press ok.
Log out of your Fred Mobility device.
Return your Fred Mobility device to its charger.
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Step 4: Review and Commit the invoice

Review the invoice

1.
2.
3.

On the left-hand navigation menu, click Ordering.
Click Open Invoices.

Find the invoice you want to commit, then right-click it and select Receive Invoice.
The Receive Invoice screen is displayed.

For each item on the invoice, review the following columns and adjust them if required:
m Received Qty

s RFC Qty

= OOS

Each item must be balanced before it can be committed. That is the sum of its
Received Qty and its RFC Qty must equal its Invoiced Qty. (or in other words, each
unit you were invoiced for has to be accounted for, either by being received or by being
returned for credit).

To show only unbalanced item lines, click Hide Balanced Items (click it again to show
all items).

To automatically populate the Received Qty with the Invoiced Qty for each item, click
the Receive Items menu, then select Receive All. You will still need to manually
adjust the RFC Qty and OOS

For each item on the invoice, review and adjust the Supplier Cost, if required.

If the invoice arrived electronically from PharmX, the OOS and Supplier Cost should
be updated automatically.

Click Save.

If there are any other applicable costs (for example, a delivery fee; DD fees, or
rebates), enter them in the Other Costs section.

Depending on how your Fred Office system is configured, some costs might already
have been entered automatically for invoices received via PharmX.

Optional: if your store uses net in store (NIS) costs:
m Select the items you want to apply NIS costs to.
m Click the Specify Other Costs menu.

m Select the costs to apply.

Click Save.

Once you have received all of the items accurately and entered any other costs, the
difference between the Invoice Total (based on received quantities and other costs)
and the Actual Total (entered from the invoice) should be within the allowable
variation range that your pharmacy has set up in Fred office. If the variation is within
the allowable range, a green tick is displayed next to the Variation field.

The invoice can be committed only when the variation is within the allowable range.
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Commit the invoice

1.

Click Commit Invoice.

If you have entered any RFC quantities, the Create Return For Credit window is
displayed. Enter the Return Approval Number (if applicable) and the Reason Code
for each item being returned, then click Commit.

The Commit Invoice window is displayed.

Any purchase orders associated with the invoice are displayed on this window.
Purchase orders with a tick next to them will be closed when you commit the invoice. If
you are expecting further invoices for an order (for example, more stock is still to arrive
from another warehouse), make sure you un-tick the order so it will be kept open.

If you don't want to perform a pricing review, un-tick the On commit show Pricing
Review... checkbox.

Click Commit, to commit the invoice.

Step 5: Perform a pricing review

If you selected On Commit show Pricing Review... when you committed the order, the
Invoice Pricing Review screen is displayed.

Note: If you want to do your price review at another time, you can close this screen. To

access the pricing review later, click the Pricing menu, then select Pricing
Reviews.

Steps in a pricing review

1.

Review item prices using one or more of the following methods, as required:
m  Apply pricing plan prices (only to relevant items)

m  Apply a price guide to a selected item

m  Apply a 60% markup to selected items

m  Manually update an item's retail price

m  Manually update Price Level A for an item

Commit the pricing review

Print new shelf labels for items with updated prices
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Review item prices

Apply Pricing Plan prices (only to relevant items)

1. Click the Pricing Plan column heading, to sort items that have a pricing plan at the top
of the list.
These items will also have a suggested New retail price, calculated according to the
Pricing Plan.

Hold down [Citrl] then click to select items with a pricing plan.
Click Set to Accepted.

Apply a price guide to a selected item
1. Right-click the item.

2. Click Pricing Options.

3. Click Use Pricing Guide.

Apply a 60% markup to selected items

Hold down [Ctrl] and click to select items.

Click the Tools menu.

Click Selected Pricing Options.

Click Set Markup %.

Enter 60.00%, then click the tick to apply the markup.

o~ w bR

To apply changes to all items on the pricing review (instead of only the selected items),
click the Tools menu, then click Global Pricing Options.

Manually update an item's retail price

1. Click to select the item.

2. Under the Retail heading, click the item's New field.
3. Enter the new retail price.

4. Press [Enter] to save your entry.

The Movement column under the Retail heading helps you track whether the item's
price increased (a green arrow pointing up) or decreased (a green arrow pointing
down).
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Manually update Price Level A for an item

1.
2.

Click to select the item.

In the Summary Pane on the lower part of the screen, in the Price Levels section,
under the New heading, click the Markup field for PriceA.

Enter the new markup.
Press [Enter] to save your entry.

You can also update the product's other price levels this way.

Commit the pricing review

The Status column shows you what will happen to each item when the Pricing Review is
committed:

A green tick indicates the price has been reviewed. Any changes will be applied when
you commit the pricing review.

A red cross indicates that you rejected the item from being reviewed (by clicking Set
to Rejected on the toolbar). When you commit the pricing review, these items will not
have their prices changed.

A question mark indicates that the item is still to be reviewed. When you commit the
pricing review, these items will remain in the Pricing Review to be reviewed at a later
time.

To commit the pricing review:

1.

Click Commit Changes.
The Commit Pricing Review window is displayed.

In the Description field, enter a description for the pricing review.
In the Effective Date section:
If you want to apply the price changes now, select Immediate.

If you want to apply the price changes at a later date, select Choose Date, then select
the date and time.

Tick the Show me the Label Queue after committing checkbox, so that you can print
new shelf labels immediately.

Click Commit. Your price changes are applied.

Print new shelf labels for items with updated prices

If you ticked the Show me the Label Queue after committing checkbox before you
committed the pricing review, the Print labels - Price Changes Completed screen will be
displayed.

1.

2.
3.

Click Set Label Quantity, then select the quantity of labels you require.
You can also adjust the quantity manually, in each item's Label Qty field.
Click Set Label Template, then select the label template you require.
Click Print All.

Your labels are sent to your printer.
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Fred Mobility

Create a Draft Order Using Fred Mobility

1. Log into your Fred Mobility device.
2. Select Ordering.

Fred Mobility

Ordering General Stocktake

Logout

Select New Dratft.
Scan an item, enter the quantity to order, then press [Enter].

Continue to scan all items you want to order. If any items don’t scan, or cause an error
message, put them aside to check in Fred Office.

Send a Order from a Fred Mobility Draft Using Fred Office

1. Onthe Ordering tab, click Drafts.
2. Double-click your Fred Mobility draft.

ol Fred Office for Pharmacy (localhost)

Eile Edit Yiew Application Tools Help
= @Newv @NewOrder @Newlnvoice xDeIete @OutOfStocks [‘3) Find] 58 Print | & Export- | @) 3|

Crdering 4 | Search In = |DraFts | Look far | Bl
Falder

Ordering Dashboard E—

= . = | ]

BT} Drafts [-’1'.;2 Drafts f i 8?;;5

r:ﬂ Orders

,,__;' Invoices @ @

[':J Returns

T e b Drafts
i My Office Draft # Mame Create Date V
- i B Create Date: Older
[7)) ordering —

EQ»J 1588791 Date range Set price Thu 13f10/2011 0z2:...

& Contacts | @ tssr1o7 QuickPad Tue 24/08(2010 01:..,

3. If you want to add extra items to your draft:
a. Click Add Items.
b. Enter a search term, then click Search.
c. Select the item to add to the Draft, then click Select.
d. Enter the Quantity.
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e. Use the drop-down to change the Supplier (if required) then click Add.

Stock Details Selected

Item Descripti Supplier M ty o | [ Remove |
Quantity | Supplier ‘Smithkline EBeecham |:\| Mew Search ‘ IR A SR | ay | Remave:
Remove All

‘ Cost | Reorder # | Pack Quantity | Mininmurm |

$0.00 155200 1 1

| Usaga Text | Usage Graph |

Averages 3 Month £ Month 12 Month

Vear Jan-.. | Apr-.. | Jul-Sep | Oct-Dec |Jan-.. | Jul-Dec Jan - Dec
2011 o 0 0 o a a 0
2010 o 0 0 o a a 0

Add Clase

Search Criteria Selected

Sl search | Item Description Supplier Name | | [T
PANADOL CAP 12 mini Smithkline Beecham 1| ———

Search Results Remove Al

Ttem .0 | Ikem Descripkion S0H ‘ Inact... [2

G21654 PANADOL BACKEMECK LIL CPLT 18 1 =

&21692 PANADOL BACKEMECK LILASTNG 36 1 = =

794802 PANADOL C&F MAX HOT LM 10 a =

155200 B

086090 PANADOL CAP 24

5 0
0ge116 PANADOL CAP S00MG 45 a =
085761 PANADOL CAP SO0MG 96 a =
409403 PANADOL CAPLETS 12 a =
085880 PANADOL CAPLETS 24 3 =
633727 PANADOL CAPLETS 20 RAPID 19 =
155218 PANADOL CAPLETS S00MG 46 a =
632653 PANADOL CH CfF E/DOSE DR 20ML [ =
314054 PANADOL CHILD COLD ELTX 100ML a =

v

Select Clase

Continue to search and add items as required, then click Close.
To send your order, click Create Orders on the toolbar, then click Order All.

File Edit “iew Tools Help ‘5

A ko Save and Close ‘ Save | Print Draft ~ | AddItems - [ Add Out OF Stacks | m ‘ &) Create Transfers *
Draft Order All

| | Ttem Description A | Qty Ord... | Pack Size ‘ fwail... | ROU Order Selected Tterns  dpller Name Reorder # | Comment |

% PAMADOL CAP 12 mini 1 0.00 0.00 $0.00 $0.00 Smithkline Beec... 155200

The Create Orders screen is displayed.
To create and send the order, click OK.
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Receive An Invoice Using Fred Mobility

There are multiple ways to receive invoices using Fred Office, Fred Mobility and your
barcode scanner. This procedure explains how to receive the stock using Fred Mobility
then complete the invoice in Fred Office.

Step 1: Receive the stock using Fred Mobility

1. Log into your Fred Mobility device.
2. Select Ordering.

Fred Mobility

w
W =

Ordering General Stocktake

w

Logout

Logout

Select Receive Invoice.
Select the invoice or leave the selection on any open invoice, then select Next.
Enter the quantity to receive, then press [Enter].

Note: There is no need to enter a quantity of 1. Simply scan the next product to
record the quantity of 1.

"ﬁ‘ Fred Mobility

PANAMAX TAB 500MG 100

6. Continue to scan all items in the order received. If any items don’t scan, or cause an
error message, put them aside to check in Fred Office.
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Step 2: Complete the invoice in Fred Office

On the Ordering tab, click Invoice, then select Open Invoices.
Double-click to open the invoice you want to receive.

Check the invoice for any items with a = symbol in the first column. These are

products not recognised by Fred Office, either because the PDE has changed or they

are new to Fred Office. To resolve them, right-click the item and select one of the
following options:

If the item is not new or if you are unsure, choose Match Item and follow the
wizard. For details, see the F1 help article “Match ltem to Drug” at
https://helpfile.fred.com.au/standalone/default.htm?turl=WordDocuments%2Fmatch
itemtodrug.htm

If the item is new, choose Create Iltem and enter all item details.

> Recewe Invoice

File View Tools Help
: b Saveand Close Save g Commitlnvoice Print~ | Export~ M) Addlitems~ 48] Receive
@9 Search Bar Show Items: Only in this nvoice | ? Hide Balanced ltems ) Specify Other Coy

Invoice Number 93585461 Suppher  Sigma
| Order: 3178654 |
Purch...  Item Description 4 | Reorder Nu... Invoiced Qty R
3178654 NIVEA BODY MOIST SKN LTN 400ML 108720 12

3178654  NIVEA VIS GNTL WIPES 25 QNS Open Item...
Match ltem...
Create Item...

Remove Item

OXa% A

Specify Other Costs N
Flag For Invoice Pricing Review
Perform Quick Action...

Send to Adhoc Pricing Review...
Add To Group »

OO &da

4. Check any lines that DO NOT have a green tick symbol « in the first column. A
column with no green tick symbol maybe due to one of three reasons:

The Alias (Barcode) has been updated/ changed. To resolve this:
m Double-click the item, and on the General tab, click Aliases.
m Enter the new Alias, click [Add], then click [Save and Close].

The item has not been completely received e.g. either not scanned at all or the
whole quantity which arrived not scanned correctly. To resolve this, correct the
Received column as necessary.
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m The item did not come with the order at all or you were sent the wrong item. If you
have any Return For Credits (RFCs), then adjust the lines as necessary by
changing the Received column to only the amount of stock you are keeping then
the RFC column to the amount you are returning to the supplier or asking a credit
for.

K Receive Invoice

Eile View Tools Help
: b Saveand Close | Save Export= | ] Add Items = | U] Receive ltems =
= @ Search Bar Showltems: |Onlyin thisiwvoice || P2 Hide Balanced ltems

8 Commit Invoice | Print =

) Specify Other Costs ~

Trwoice Number 93585461 Suppher  Sigma
| Crder: 3178654
Purch...  Item Description & | Reorder Nu. Invoiced Qty o0s RFC Qty Received To g

3178654 |NIVEA BODY MOIST SKN LTN 400ML 2 | !-I
of 3178654 NIVEA BODY NRSH SKINLTN S00ML 108795 12 2 0 [} o
051392 [ [ 0 [} [}

of 3178654  NIVEA LIGHT CREME 75ML
Fl

5. Double-check the Total of your invoice and adjust/add any Other Costs as necessary.
As previously mentioned, green ticks should appear on every line of the invoice if it is
received and balanced.

Other Costs

Total Ex GST $197.92
Irrvoice Date | 23/06/2009 i
Septe et L] Total GST $19.79
DD FEE (G5T) $0.00 hore Irrvoice Totsl 17117
SELIvERY FEE (8T oot Total Inc 65T 20
FEPRTE TR =] e Actual Total  $217.71 Other Costs Inc 65T 0.00
Variation 025% Total PETEET

6. Once complete, click [Commit Invoice].

7. Ensure that your purchase orders are ticked and select [Commit].

F Commit Invoice

Invoice Details
Invoice Number 49161651
Invoice Date 19/07/2012
Invoice Value §1,310.34
Supplier Sigma

You are about to commit invoice 49161651, To also dose purchase orders assocated with this
invoice, pleage select them from the list below:

I urchase Or... | Tite A |L\ne B ‘Umnvo\...
[ p429071 Sigma (1: Tue 26, Jun 2012 12:06 PM) 44 1]
[&1On v Pricing Revie ediately for the 0 iter € being priced
| commit |} cancel
Note: If you have entered any RFCs, you will then get an extra screen to enter your

Return Details. Enter the Details then Commit.

Note: If you have On Commit show Pricing Review system option turned on, then

the Pricing Review screen will appear once Commit is clicked.
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Create A Draft By Adding Items Manually, Then Send The

Order

To create drafts by adding items manually and send orders:
1. Onthe Ordering tab, click Drafts, then click [New] from the toolbar.

ol Fred Office fo )

File Edit Miew Application Toals Help

Z @New v| @New Order @Newlnvoice | “ Delete ‘ EOut Of Stocks | @Fmd-l (2 Print | Y Exportvl @ |"

w Inwentory
@ Pricing
B Reporting

& pctivity

Ordeting |i|‘ SearchIn - |Drafts ‘ ‘ Loak for | \:\l Find Now Clear 2
Falder
Ordering Dashboard T
B Drafts rS 1 o /== ] Open /== ] Comy
Drafts 5 PEN = R=n H
@ @ Riglts @ Ordets &"Jlnvoices @Invai
E'] Orders
=] Tnvoices C
[':J Returns
= " Drafts
i My Office Draft # Mame CreateDate 7 | Item... |ExtCost | Remarks
ill = Create Date: Older
| @ Crdering
1588791 Date range Set price Thu 13f10j2011 ... 4z $722.79 Draft creat. .
a Contacts 1587197 QuickPad Tue 24/08/2010 ... 1 $10.83 This order s...

&[]

D Administrator | Online

| D You have news | @ 142 Conflicts | D 63 Events | s Connectars are active ‘ @ 1hlert

2. Enter a name for your Draft, select the Add items manually option, then click [OK].
The Draft Item Selection screen is displayed.

¥ou must choose a Friendly name For this order draft, This name will be
used to help generate orders For specific suppliers,

|5hu:||:| Top Up Order

Choose a method ko use For initially adding items ko this order draft,
vou may skill choose an alternative method to add items later,

(1 Use wizard to add items

() Use selected templates ko add itemns

[=] OubCFskocks - all items (Cverwrite)
[ GuickPad - &ll Ttems (Overrite)
[=] Since Lask - All Ttems {inc. Dispensed)

l oK J I Cancel

3. Enter a search term and click [Search].

4. Select the item to add to the Draft then click [Select].

5. Enter the Quantity to place onto the draft.
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6. Use the drop-down to change the Supplier (if required) then click [Add].

= Draft Item Selection

Stock Details Selected
Item Descripki Supplier M, by ...
Quantity | Supplier ‘Smithkline EBeecham |:\| Mew Search ‘ IR A SR | ay | Remave:
Remove All

‘ Cost | Reorder # | Pack Quantity | Mininmurm |

$0.00 155200 1 1

| Usage Text | Usage Graph

Averages 3 Month £ Month 12 Month

Vear Jan-.. | Apr-.. | Jul-Sep | Oct-Dec |Jan-.. | Jul-Dec Jan - Dec

Search Criteria Selected
Sl search | Item Description Supplier Name | | [T
PANADOL CAP 12 mini Smithkline Beecham 1
Search Results MJ
Ttem .0 | Ikem Descripkion S0H ‘ Inact... lz
G21654 PANADOL BACKEMECK LIL CPLT 18 1 =
gz1s92 PANADOL BACKSMECK LILASTRNG 36 1 = =
794602 PANADOL C&F MAX HOT LM L0 a =
PANADOL CAP 12 mini |

8. Continue to search and add items as required.
9. Once complete, click [Close].

The Draft screen is displayed.
10. To send your order, click Create Orders from the toolbar and select Order All.

¥ Untitled - Draft

Eile  Edit Wiew Tools Help &
2| b Save and Close | Save | Print Draft~ | Add Ttems ~ [E) &dd Out Of Stocks | [[3 Create Orders|| ) Create Transfers I
Draft Order Al
| Item Description & | Qty Ord... | Pack Size ‘ Avail... | ROL Order Selected Iterns aplier Mame: Reorder # Comment
Q PANADOL CAP 12 mini 1 0.00 0.00 0,00 $0.00 Smithkline Beec... 155200
| 1 Sum = $0.00

The Create Orders screen is displayed.
11. To create and send the order click [OK].
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Receiving An Invoice Manually In Fred Office

There are multiple ways to receive invoices using Fred Office, Fred Mobility, and your
barcode scanner. This process below explains how to receive the stock manually if the
items were manually marked off the paper invoice.

To receive the invoice manually in Fred Office:

1. On the Ordering tab, click Invoice, then select Open Invoices.
Double-click to open the invoice you want to receive.

Click Receive Items, then click Receive All from the toolbar.

All lines will be marked with a tick symbol o in the first column.

a bk 0N

If you have any Return For Credits (RFCs), then adjust the lines as necessary by
changing the Received column to only the amount of stock you are keeping then the
RFC column to the amount you are returning.

> Recewe Invoice

File View Tools Help
: b Saveand Close = Save | g Commitlnvoice Print~ | Export~ Mj] Additems~ 8] Receive I

| @ SearchBar Showltems: Onlyinthsmvoice || $ Hide Balanced ltems ) Specify Other Coy
Invoice Number 93585461 Suppher  Sigma
| Order: 3178654 |
Purch...  Item Description 4 | Reorder Nu... Invoiced Qty A
3178654  NIVEA BODY MOIST SKN LTN 400ML 108720 12
3178654  NIVEA VIS GNTL WIPES 25 CLNS J Open Item...
o Matchltem..
9 Createltem...
8 Removeltem
) s¢
) Flag For Invoice Pricing Review
3 Perform Quick Action...
(3) Sendto Adhoc Pricing Review...
<7 Add To Group »

6. Check the invoice for any items with a =~ symbol in the first column. These are
products not recognised by Fred Office, either because the PDE has changed or they
are new to Fred Office. To resolve them, right-click the line and select one of the
following options:

m [f the item is not new or if you are unsure, choose Match Item and follow the
wizard. For details, see the F1 help article “Match ltem to Drug” at
https://helpfile.fred.com.au/standalone/default.htm?turl=WordDocuments%2Fmatch
itemtodrug.htm

m [f the item is new, choose Create Item and enter all item details.

7. Double-check the Total of your invoice and adjust/add any Other Costs as necessary.
As previously mentioned, green ticks should appear on every line of the invoice if it is
received and balanced.

Other Costs Total Ex 65T $157.92
Irweice Date | 23/06/2009 -

Dmpto ot L] Total GST $19.79

DD FEE (G5T) $0.00 hone Irrvcice Totsl $17.17

BELIVERY FEE [251) 000 o Total Inc GST £217.71

::::: (GETPREEY fn.on Hora

Actual Tetal $317.71 b Orther Costs Inc G5T $0.00
Variation 0.25% Total 21771

8. Once complete, click [Commit Invoice].
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9. Ensure that your purchase orders are ticked and select [Commit].

B Commit Invoice

Invoice Details

Invoice Number 49161651

Invoice Date 19/07/2012
Invoice Value §1,310.34
Supplier Sigma

You are about to commit invoice 49151651, To also dose purchase orders assodated with this
invoice, please select them from the list below:

M’urd’!ase Or.. |Tite A | Line C... ‘ Uninvoi...

iP429071 Sigma (1: Tue 25, Jun 2012 12:06 PM) 44 1]

[l On commit show Pricing Review immediately for the 0 items on this Invoice being priced.

‘Commit Cancel

Note: If you have entered any RFCs, you will then get an extra screen to enter your
Return Details. Enter the Details then Commit.

Note: If you have the On Commit show Pricing Review system option turned on, then
the Pricing Review screen will appear once Commit is clicked.

Performing Pricing Reviews

Items will show in Pricing Review if the Cost Price changes, indicating you should review
the retail price.

Note: The cost price is the last price you bought the item at, from any supplier; whereas

the supplier cost for a particular supplier is the last price you bought the item at
from that supplier.

To perform a Pricing Review:

1. Onthe Pricing tab, click Pricing Review.

L Fred Office for Pharmacy (ocalhost)

Fle Edt Yew Appicstion Jooks  Help
[ton - S0t | @)

Pricing </ Item Pricing Review
R
£
{ 7 ) Pending Reviews
[ source Description
& Ivoce Invokce 120666
o Tnvoice Invoice 128666
o/ Invoice Invoice 445159
) My Office o/ Invoce Invoice 445158
(. Tewoice Invoice 445158
[7) Ordering (] Invoke Invoice 445158
& Contacts N
A\
B Inventory 7k Committed Reviews - Price updates o
é’l g ‘LSou(e lcummd Date [Ei

2. Double-click the Invoice Pricing Review.
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3. To change the price, edit the New columns under Price or Mark-up fields. This will
automatically set the new price or mark-up as Accepted.

4. If you do not want to change the retail price, select the item and click Set to Rejected.

fde Edt  Yorw TJools Help >
o () Commit Changes.. (D Setto Accepted €3 Setto Rejected @ Clear State  SelectAll  Fimerby | Nooe v Snpefditor @ SearchBar s Print Exporte >
General Cost Rotad Markup

Satus  Tem ... Fueod Price Jtem Descroption 4 PieeG... Priong Plan Current New Movemert  Currert New  Move.., Current New

@ max PANADOL O MAXHOTL,., NA %0 Fan 741 2410 000% 0.0 $565 5 $13.. 0W% D%

Note: If the price has been changed prior to your reviewing the Pricing Review (e.g.
manually via the item stock card), you must still choose to accept or reject the
New Price which is displayed to complete the Pricing Review.

To complete the pricing review, click [Commit Changes] on the toolbar.

Tick Show me the Label Queue after committing.

& Commit Pricing Review

Pricing Review Details
- Please confirm the pricing review details befare you commit this review
i)
'/a5 The price updates will sutomatically take effect on the effective date.

Invoice 8495465464 (15-10-2012 00053 AM)

Description

Effective Date | (@ Immediste

@ Choose Date | 16/10{2012 12:00 AM e

Line Courk (@ Accepted : 1 3 Rejected: 0

Label Printing
[G]  Labsls wil be quausd for printing when this price review is committed.
[w/5how me the Label QUste after committing

[ comme | [ comel |

7. From Label Queue, select Print All.

Transfer Stock Out At Supplier Cost

The default cost price Fred Office will charge depends upon your Fred Office and transfer
supplier setup. To make sure you are transferring stock out at the last supplier cost you
must start your transfer as a Draft.

Note: The cost price is the last price you bought the item at, from any supplier; whereas
the supplier price for a particular supplier is the last price you bought the item at
from that supplier.

On the Ordering tab, click Drafts, then click [New] from the toolbar.
Enter the Name of your draft, select Add Items Manually then click [OK].

Search for and add all items you want to transfer.

Note: In your draft, make sure all items have the supplier you last bought the stock
from selected to ensure supplier cost to charge on to other store is the same.
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4. Click [Close] once you have added all the required items.
5. Click [Create Transfers] from the toolbar, then choose Transfer All Out.

¥ Untitled'- Draft

File Edit Yew Tools Help

.= e = i

= b saveand Close | Sawe | Print Draft - | Add Ttems - Add Out OF Stocks | [2} Create Crders l@ Create Transfers| | Supplier M
| | | | | | |

Draft Transfer All Out
. | Item Description A Gty Ordered | Pack Size | Available | ROL | Caos Transfer Selected Cut
Q AMORIL CAP 250MG 20 5 -7.00 0,00 Transfer &l In

Transfer Selected In

The Create Transfer Out Invoice dialog is displayed.
6. Click [OK].

® Create Transfer Out Invaice

g Select the supplier that this transfer is For

Transfer Supplisr  Sigma §|:||

|| Use the itern cost rather than the supplier cost when creating this transfer

o Invaice will be displayed for editing I QK ] I Cancel ]

The Send Transfer Out Invoice screen is displayed.
Check all costs and add any applicable charges (e.g. Apply Surcharge).

Click [Commit Invoice].

K= Send Transfer Out Invoice

Eile View Tools Help
: b Saveand Close | Save | | g CommitInvoice Print+  Export~ | W] Addltems » U] Send Items =
= @ Search Bar Showltems: | Only in this imvoice .v.: U, Apply Discount § Apply Surcharge

The Commit Transfer Out Invoice confirmation message is displayed.
9. Click [Commit].

E Commit Tran it Invoice

‘You are about to cammit transfer out invoice 0002. Once canmitted,
transfer out DOD9 will automatically be closed.

Sigma does not support electronic transfers:

|=| 5end this transfer out invoice electronically
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Promotions

Date Range Promotion Using Catalogue File

Please note a full reference how to guide is available for the F1 Help. What follows are
summarised step-by-step instructions.

Step 1: Download Promotion Catalogue file

Go to the Fred Help Centre http://help.fred.com.au

Under Your Groups, select your group, then Media, select the file and click
Download.

Note: Remember to save the file to a location that is easy to find.

Step 2: Import Promotion Catalogue file into Fred Office

1. Onthe Pricing tab, click Promotion, then click [New] from the toolbar.

ol Fred Office for Pharm

File Edit Wiew Application Tools Help *
Bl Ty Mew v| % Find | % Print | & Expm’tvl @ ‘>|
Pricing |1\| Promotions
Falder Promatio. .. Promation Description Promotion T... Prate... Commitke... Start Dake End Date 2
Pricing Dashboard 2 Status: Past
() pricing RIE‘”E"“ © Campaign Name: 2011 Xmas Campaign
P Pl
% LHITHIQQ e Ted... Date Range Pr... Mot Prof.. Mok Commited 19/12/2011  31j12/2011
abel Jueus
R Buy ... Discount Sche,.. Mot Prot,., Mot Committed 191202011 3izf2011
amotion
B C ign Name: asdasd -
‘a My Office asdasd Date Range Pr... Mot Prat... Not Committed 18102012 18/10/2012
I B Campaign Name: Campaign NOW
G Crdering i Dat... Date Range Pr... Mot Prot... Mot Committed 1171072011 16{10/2011
a Contacks B Campaign Name: No Campaign
Star... Date Range Pr... Mot Prat... Mot Committed 1/09/2011 S/09/2011 i
[ Invertory 890, .. Ciscount Sche... Mok Prot... Mok Committed 121002011 12{10f2011
_@ L test ... Date Range Pr.,. Mot Prot,., RNob Committed 29/10/2011 Zo/10fz011
]
B inn Name: daol ?

2. Select New Campaign and enter a Campaign Name (if applicable).

BACK OFFICE PROCEDURES

35


http://help.fred.com.au/

3. Enter a Promotion Name, then the Start and End Date, then click [OK].

Choose the campaign that this promotion belongs to from the list below,
Or if this is a new campaign enter the campaign details

() Select Campaign [0 Campaion o

(8 Mew Campaign  Code |16 |

Name |Pr0m0ti0n Import Test |°

% ‘fou must choose a friendly name that will identify this promotion,
‘fou can also enter a description to describe this promation in more detail,

Promotion Name | Promotion Import Test

Description Promation Irnpork Test| \
£
Promotion Type |Date Range Promotion |:||

Promotion Starts | 15/10f2012 |+ | 00:00 AM Ends |19/10/2012 |+ | 11:59 FM

I oK ] I Caniel ]

4. Click [Import Items] from the toolbar.

[ Protect Ty Unpratect | @ Refresh | (B AddBems & Importhems | [5) Creste Draft= | Sal

The Promotion Import Wizard screen is displayed.
5. Click [Browse] and select the file to import, then click [Next].

Import Settings
f’ - s
! -

Provide details about the file that vou would like to import
Select the file to be imported

@ welcome ‘¥ou could select any Excel (s ar €5V {.csv) or Excel 2007 {.xlsx) fils,

mport Settings Click the Browse button to select the file From your local drive,

Select Template |C:\Users\rms.test\DEsktop\ASOPromot\onal-1112012‘csv | |iBrowse. .. |

File Structure

Matching Method
Select the workbook to use
AppCAT Matching
If you have specified a valid file you have the option of choosing the work sheets from the selected file,

Previgw Matches
If you are unable to select any work sheet Fram the selected File, the file that you have selected is not a valid Excel

Finish or C5¥ file.

Select the work sheet ta impart From belaw:

Available Work Sheets
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6. Select Let me map the columns manually and click [Next].

& Welcome

0 Impart Setkings
File Structure
Matching Method
AppCAT Matching
Preview Matches

Finish

Select Template
Lo \
e -

If you have previously saved a template which you would like to use now, choose the 'Load Template' option below,

(& Let me map columns manually

Load Saved Template

Load the template selected below,

Template Mo Template Available (LS

IF you are required to alter options From the selected template check the option below,

] &llows me ko edit this kemplate

Allow me ta map the columns manually which 1 can save as a template on completion

7. Review the column mappings or adjust if required.

@ welcome

0 Import Settings

0 Select Template
Matching Method
AppCAT Matching
Previgw Matches

Finish

8. Use the options to match items from the catalogue file to items in Fred Office, then

File Structure

Specify the column definition of the import file:

MAPPING: Click and drag matching Field from the top grid to the corresponding column in the lower grid. "Skip" will
ignore these columns when importing,

Colurn

[IFirst row in the file is the column header

Item Description
Item Price

Reorder Number

Sale Price
¥ |Skip 1
=
Preview your import: Only the first 5 lines from the file is shown below
‘¥ou could drag and drop the columns within the grid to change the order of importing,
Auto Makch

254075 DETTOL &0, O 0 a a 01f01jz003 01/01/2003 1.99
064097 DETTOL &0, O 0 o o o1fo1jzo03 01/01/2003 1.99
741306 DETTOL An... O 0 o o 01012003 010172003 1.99
7F0S053 DETTOL &n... 0 0 a a 0101 /2005 01f01fz003 1.99
0 M J 12

Einish

click [Match], then click [Next].
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9. Select suppliers to match unmatched items from AppCAT (if applicable), then click
[Next].

AppCAT Matching

f'-: -

-

Search for unmatched Items in AppCAT

AppCAT Matching
0 welcome Where possible, AppCAT matching will use the Following criteria to search For unmatched ikems From the Import File:
e flias 1,2, 3, 4,5 against AppCAT Alias
0 Import Settings » Reorder Number against selected AppCAT Supplier

« Item Code against selected AppCAT Supplier Reorder Mumber and AppCAT Alias
o Select Template

0 File Structure Select the suppliers to use For AppCAT matches:

Q Matching Method

&) AppCAT Matching

Previgw Matches Clear
Finish
[ ARRCW MANF P{L (DO NOT LISE) (MSW)
|| ARROW PHARMACEUTICALS PTY LTD {NSW)
|| Bullivants (S
|| CB FLEET CO AUST. () |
l Match J
Cancel I ‘ < Back. I Mext = J Einish

10. Review matched items then click [Next].
11. Click [Finish].
12. In the New Promotion screen, review items and adjust the Sale Price if required.

13. Tick the Not Discountable box if you do not want your items to be further discountable
or use the Tools menu to set this globally for all items.

Eile  Edit View| Tools |Help

= (3 Protect T4 Unpratect | G Refresh | (B) Addlterns & ImportItems | [5) Create Draft - | SelectAll | = @8 SearchBar | a Print Promotion | @& Queue Labels -
| I &L |

Promation Details

Promotion Mame | Panadal Campaign | StartDate  |16/10j201z || 00:00 AM Campaign Code
EndDate  [13/10j2012  |w| 1L:53FM Campaign Name | Panadol Campaign
Type Date Range Promation

Available SOH

Description

Sale Price

Not Discountable Sale Price

$0.00 NjA

$23.00 i = $0.00 NjA
$23,00 i = $0.00 NjA
23,00 [ = $0.00 NjA
$23.00 [ = $0.00 NjA
$23.00 [ = $0.00 NjA
$23.00 [ = $0.00 NjA
$23.00 i = $0.00 NjA
$23.00 4 = $0.00 NjA
$23.00 i = $0.00 NjA
$23.00 1 = $0.00 NjA

$23.00 5 = $0.00 NjA

<
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14. Click [Queue Labels] from the toolbar, then select All items.
15. Click [Protect] from the toolbar, then click [Commit].

In-Store Date Range Promotion (No Catalogue File)

1. Onthe Pricing tab, click Promotion, then click [New] from the toolbar.

ul Fred Office for Phar st
File Edit Wiew Application Tools Help

= T New ~ | S Find | 5 Print | & Export~ | @ 3

Pricing | 4] Promotions
Folder Promotion Ma... | Promotion Description Promation Type Protected... | Committed Date Start Date

Pricing Dashbaard B Status: Past

(5 pricing Rle"‘ew B Campaign Name: 2011 ¥mas Campaign

Pricing P
% Ln;m\gQ an Teddy B... Date Range Pramotion Mot Protected Mot Committed 197122011
abel Queue
Buy 1 Ge... Discount Scheme Pro... Mot Protected Mot Committed 19f12f2011

El Campaign Name: Campaign NOW

Date ran... [Crate Range Promotion Mot Prokected Mot Committed 1171002011
E Campaign Name: No Campaign
Startof ... Diate Range Promotion Mot Protected Mot Committed 1o2izo1L
0 My Office sa0za0 Discount Scheme Pro... Mot Pratected Mot Committed 12f1002011
g Ordering H test dates Date Range Promotion Mot Protected Mot Committed 2afinfz011
B Campaign Name: Panadol Campaign
a contacts Panadal ... Date Range Pramotion Mot Protected Mot Committed 29f05/2012
B Inventary E campaign Name: September Campaign
Cosmetic..., Dabe Range Promotion Mot Protected Mot Committed 1f09/2011
@ Ehicine; B ign Name: testing campaign

Click New Campaign and enter a Campaign Name (if applicable).
Enter a Promotion Name, Start and End Date, then click [OK].

Click [Add Items] from the toolbar to add items to the promotion, then click [OK] once
all items have been selected

Enter the sale price in the Sale Price column.

Tick the Not Discountable box if you do not want your items to be further discountable
or use the Tools menu to set this globally for all items.

Eile  Edit View| Tools |Help

2| B Protect Ty Unpratect | @ Refresh | (B AddIters & ImportItems | [3) Create Draft - | Select Al |2 @ Search Bar | Sa Print Pramation | @& Queue Labels~

Promation Details

Promation Mame |Panadol Campaign | StartDate  |16/10j201z || 00:00 AM Campaign Code
A EndDate  [13/10j2012  |w| 1L:53FM Campaign Name | Panadol Campaign
Type Date Range Promation

Available SOH

Description

Sale Price

=
Il

ot

$0.00 NjA

$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA
$0.00 NjA

$0.00 NjA

<
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7. Click [Queue Labels] from the toolbar, then choose All items.
8. Click [Protect] from the toolbar, then click [Commit].

Accounts And Statements

Creating New Customer Accounts And Linking Patients
(For Auto Charging)

To allow customers to have multiple account types within Fred Office a Customer must
exist before an Account can be created. Patients are also linked to Customers; allowing
multiple patients to be linked to the same accounts.

Example: In the figure below, Mrs. Jones (customer) can have a Personal account and an
Other account. She and husband Mr. Jones can then both be linked to these to allow direct
charging of scripts from Fred Dispense.

N
LINKING

OFRED.DISPENSE O FRED.OFFICE
% Patient (Mrs Jones) #— h\\% Customer Card (Mrs Jones)

L D]
&~ 4 L2 L

Personal TAC WorkCover Other
Account Account Account Account

% Patient (Mr Jones) ¢—

Creating Customer Accounts And Linking Patients (Fred
Dispense)

To create a customer account and link patients in Fred Dispense:
1. Search for and select the patient in Fred Dispense.

Fred Dispense loads the patient’s details.

2. Click the Fred Debtors icon B on the toolbar or press [F6].
The Fred Office screen is displayed.
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3. Click [New] or press [Ctrl + M].

£ Fred Office folfE ]
Customer Search
Cush M | Search Clear Mew
Ustomer hame | {Enter} {F12} (Chrl-p)
Search Result
QK Title First Mame Last Mame Company Suburb PCode Fhone #

Once complete, press the [End] key or click [Save].

Select the Account Type to create a Personal, Other, TAC or WorkCover account.

L sl

Address
Address Line 1
Address Line 2

City

Save Clear
26 EMERGENC'Y AYEMUE (End) (F12)

|

TEST TOWN

4. Enter the customer details.
5.
6. Adjust the default Credit Limit (if required).
7.
2 Fred Office
Cuskamer Create
General

Contact Information

Phane Mumber l:l

Mabile Mumber l:l
Account: Details

Account Type

Credit Limit

Post Code
State

Internet Details

Email Address

Web Address

1234

I

8. Enter the Opening Balance, then select [OK].

Opening Balance

Opening B alance k3

20.00

The Account Management screen is displayed.

9. Navigate through the screen and update information as required.

10. Press the [END] key to save the details and return to dispensing.
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Creating Customer Accounts And Linking Patients In
Fred Office

To create customer accounts and link patients in Fred Office:

1. On the Contacts tab, click Customers, then click [New] from the toolbar.
2. Enter the customer contact details.

3. On the Accounts tab, click [Add].

" Wew Custanmer

File Edit Wiew Tools Help >
= b Save and Close | Save | i & >|
il 1

| General m" Patients |

Accounts

|Acc0unt # | Account Type | Formak Stakus Account Balance | I add... ‘

The New Charge Account screen is displayed.
In the Type field, select Personal.
Adjust the Credit Limit (if required).

Note: If detail is entered into the Work Cover and Provider Number fields, TAC or
Work Cover requirements are printed for dispensed items when a statement is
generated from now on (including NHS information and drug code). This does
not go back retrospectively to previously generated statements.

Note: Accounts that do not have a TAC or WorkCover number allocated will NOT
print any extra information.

6. To finish, click [Save and Close] from the toolbar.

- Mirw Chargn BCcoURd

[l fde Yew Jooh fhalp 3

s el freandCloe Sype | F B OB e bocourt: | R Adpstmend | TF Papment -tpﬂll:n-nndt-*:-

k pararsl “ Aseoure Dotals Francial Detals
o Rt £l Coeclt Lt 200,00
Bkl Trpe [— e L ] 000
Ramaty Format ook Creddt sy | E ]
Anfererce Fricing Level Starciard -

7. On the Patients tab, click [Add].

& New Custommer

File  Edit Yiew Tools Help >
6l L Save and Close | Save | i 3 I>|

| General ” Accournts " Additional | Patignts l

Customer Patients

|Patient Murnber | Title: | First Marme Last Mame Farnily Code | I add. . ‘
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The Select Patient screen is displayed.

Enter the patient name in the Search field then click [Search].
In Select Results, select the required patient then click the [>] arrow to select.
10. Click [OK].

= Select Patient

Search Criteria Selected

Search Fred|

Search I | First Hame

Last Hame

Address

Search Results

First Mame: Last Mame Address

M FE

0K I I Cancel

|

11. To finish, click [Save and Close] from the toolbar.

Printing a Scheduled Statement Run

A Scheduled Statement Run is scheduled based on your requirements when Fred Office is
installed. This can be subsequently viewed or adjusted at any time. Read this section to

learn how to print a scheduled statement run.
To print a Scheduled Statement Run:

1. Onthe Contacts tab, click Accounts, then click the [Statements] button from the

toolbar.

The Statements screen is displayed.

2. To resolve any issues, select the last Statement batch, then click [Resolve].

The Resolve Statement screen is displayed.
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3. Select the account and do one of the following:
m To view the account card, click [Open...].

m To remove and regenerate the statement for this account based on the current
statement schedule click [Regenerate].

staterment

Resolye Statement Issues

The accounts below have statements issues that need action, Use the "Regenerate” button
to regenerate the selected statement or "Open..." ko open the account,

Accounts

Issues

Account # Farmat Last Mame Forward | Closed

828 Credit Personal FREDRICKSOM (]

I| Open... “| Regenerate'

| Close |

4

Issue: What? Resolution steps:

Forward An existing statement exists 1) Click “Open...".

with an end date greater than  2)  View “Statements” and/ or
that of the statement “Activity” tabs.

schedule. 3) Close the account card.
4) Optionally click “Regenerate”.
Closed Accounts closed during this 1) Click “Open...".
statement period. 2) View “Statements” and/ or
“Activity” tabs.
3) Close the account card.
Short Accounts with a short period 1) Click “Open...".
(usually due to a mid-period 2) View “Statements” and/ or
statement generation). “Activity” tabs.

3) Close the account card.
4)  Optionally click “Regenerate”.

4. Repeat the steps above for all accounts as required.
5. Once complete click [Close].
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6. Click the [Print] button.

Ad-Hac Statement Generation Scheduled Statement Generation
Statement Mame Enter Statement Mame .| Name Close: Policy I Add... I
Statement Close Date | 17/08/2012 1~ | Generate | | Ede |
Account Format Any Format B { Delets J
Account Type Any Type | { Run J
Options
(@) All Customers
() Accounts in an Account Group
|Aceounts in o Accoont Group 3]
() Customers in & Mursing Home
| Customer Accoonts in o orsing Home | [3¢]
Most Recent Skatement
10/08/2012 3:28:51 PM Generated S Issues Nja Resolve...
InProgress 0 Scheduled 0 SUMIMArY...

| Emaill, ., | Accounts Generated Amount Email Status |
| Emai. |
10-fus-12 1042 5 5 $8.95 =
| Summaryy | oofhug-12 14115 4 4 $6.95 [ summary |
Ptiay-12 14:03 185 s $2raes [ ooato|
| Delete ]
oo |

The Print Statement screen is displayed.

BACK OFFICE PROCEDURES

45



7. Set the print options, then click [OK].

Statement Print Options

Use the options below to select which accounts you wish ko print statements For,
If no options are chosen then all statements will be printed.

Statement Restrictions
|| Print only statements in

Debit and over this amount $0.00
|| Print statements From the selected Account Group

Please select an Account Group

|| Print skakements For the patients From the selected Nursing Home
Please select a Mursing Home
|| Print skakements where First letter of account last name is between
and
|| Print orly statements which have had account activity

|| Print statements For accounts that are enabled For email skakements

Print Settings
Group skatements by
(8) Donk group statements
() Print statements grouped by Account Group

() Print statements grouped by Mursing Home

Order statements by

(&) Print statements ordered by Account Mumber
() Print statements in alphabetical order {Company name then last name)

() Print statements in alphabetical order (Last name)

Fred Office generates the report as a PDF.
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8. Click [File] then [Print].

Note: Remember to check and adjust Page Scaling or Page Arrange options to None
or Actual Size to prevent page misalignment

Note: Make sure your statement (or A4) paper is loaded in the printer

9. Click [OK].

Print

~Printer

Mame: IWindnws?DevBlackPIain j Properties |

Status: Ready
Type:  Kyocera Mita F5-1800 (KPDL-2)

—Print Range ~ Preview
i al f 8.3 1

€ Current view

' Current page

= Page from: Il j ta: IIBD j

" Pages | 1-180

i

Subset: I#\II pages in range j [ Reverse pages

r—Print Handling

Copies: m ¥ | Collat= i
Page Scaling: IFit ko Paper 'I
Page Arrange: i
Page Rotate: Im

E)|92.63% ® i4 ‘Ilc-FlBEI 5951

Docurent: 8.5 x 11,000
Papet: 8.53x11.7in Units: in

¥ auto-Rotate I¥ auto-Center

Cancel

Print What: IDocument and snnokations j ,—I
= jus
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Generating a Scheduled E-Statement Run

1. Onthe Contacts tab, click Accounts, then click the [Statements] button from the
toolbar.

File Edit ‘iew Applicstion Action Touols Help »

|
R H e
7 New - ® Statements | 5 Print | & Export~ | @) 12
Corkacts (¢ ||| SearchIn~ | accounts || Look for | ]| Find How Clear |»
Folder Accounts
DntaCts Dastboard || Accon... | Formar Type | customer ... | Customer .., | Customer ... Balnce | CreditLimit | Active
ficcounts
& Customers
&7 Suppliers
& Users
i 1
189 My Office
[7) ordering Il
. =" ¥
F—— Enter search term and click 'Find Now
B Inventory

The Statements screen is displayed.
2. Check there are no errored emails. If there are any, click [Summary] and resolve.
3. Click [Email].

Ad-Hac Statement Generation Scheduled Statement Generation

Close Policy A

=
&
3
@

Staternent Manne Enter Statement Mame

Statement Close Date | 17/08/2012 [ { Generate ]

Account Formak Any Format

I
vy of the month I =
l

E

dd... |

I

velete |
Account Type Any Typs { Run J

Statement Sending
Options

II

(@) All Customers

() Accounts in an Account Group

|Aceounts in o Accoont Group 3]

() Customers in & Mursing Home

| Customer Accoonts in o orsing Home | [3¢]

End Date 10/08[2012 3:28:51 PM Generated S Issues Nja Resolve...

£d Refresh I

Scheduled 0

Run Date Accounks
10-Aug-12 16:11

10-Aug-12 10:20 10-Aug-12 10:42 S 5 $5.95 Mone

©Dmug-l2 141l D9-AUglZ14ilS 4 4 $5.95  Mone | sumary |
06-May-12 14:03  08-May-12 14:03 185 185 $2736.18 (2 Success |_pobee |
oo |

5. Set the E-Statement options as required:

ITEM

DESCRIPTION

Statement Restrictions

Restrict which accounts should be included for emailing. Focus on a specific account
group such as accounts in a Nursing Home or a user-defined account group.

Email Settings

Choose a predefined email template.

Schedule when to send the email.
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6. When finished, click [Send].

Ernail Statement

Statement Email Options

Use the options below to select which accounts you wish to email statements for,
If no options are chosen ﬁll statements will be emailed.

Statement Restrictions

|| Email only statements in

and over this amount 40,00

|| Email statements from the selected Account Group

|Please select an Account Group v |

|| Email statements for the patients from the selected MNursing Home

|Please select a Mursing Harme v |

|| Email statements where first letter of account last name is bebween

l:land l:l

|| Email only statements which hawve had accounk activity
Email Settings e

Ernail Template |M0nthly |i||

Send Statements

() Immediate

[11j08(2012 12:00 AM ]

Mote : If emailing a large number of statements it is recommended to schedule them
to send after hours,

| Presvigw |I Send I| Cancel |

Fred Office will then send e-statements to the selected accounts.

Accounts And Statements FAQ

This document is designed to help answer most frequently asked Accounts and Statement
guestions. This document is only a quick reference guide and does not provide detailed
procedures.

Terminology reminder

There are four account formats in Fred Office: Credit; Lay by; Loyalty, and Hire.

There are five default credit account types: Personal; TAC; WorkCover; Supplier; Other.
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Overdue Accounts or Outstanding Balances

Q

What is my total outstanding on all accounts (Credit, Loyalty, Hire or Layby)?

1. Open the Account List report.

2. Change the Account Format filter to Credit, Loyalty, Hire or Layby using the drop-down menu.
3. Click [Run Report].

4. View figure on the bottom of the Balance column (below the grid).

If you want to get a total for all accounts you will need to record this figure, re-running the report
for each of the account formats.

What is the total outstanding on all credit accounts (Personal, TAC, WorkCover, Other and Supplier)?

OPTION 1:

1. Goto Contacts, then select Accounts.

If using the buttons this will automatically default to Charge Open.

2. Click Show All.

3. Right-click the bottom grid line under the Balance column and select Sum.
OPTION 2:

1. Open the Account List report.

2. Leave Credit selected in the Account Format filter.

3. Click Run Report.

4. View figure on the bottom of the Balance column (below the grid).

What is the total outstanding of all active Personal or TAC or Work cover credit accounts?

OPTION 1:
1. Goto Contacts, then Accounts.
If using the buttons this will automatically default to Charge Open.
2. Click Show All.
3. Right-click the bottom grid line under the Balance column and select Sum.

4. Click the column filter icon © on the top-right of the Type column heading and select Personal
or TAC or Work cover.

To remove this filter click the & icon below the bottom grid line.
OPTION 2:
1. Open the Account List report.
2. Leave Credit selected in the Account Format filter.
3. Select the Personal or TAC or Work cover checkboxes.
4. Click Run Report.
5. View figure on the bottom of the Balance column (on the bottom of grid).

What is currently outstanding for a given account?

1. Goto Contacts, then select Accounts.
2. Search for the account and view the Balance column.

What was my outstanding (based on statement run) for all active credit accounts?
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A

1.

2.

Go to Contacts, select Accounts, then select Statements.

View Amount column for the scheduled statement run (bottom of screen).

How do | find the 30, 60, and 90 day balances based on a statement run for all active credit accounts?

Go to Contacts, select Accounts, then select Statements.
Highlight the current schedule (bottom of page) and click Summary.

The Statement Summary report is displayed.

View columns Days 30, Days 60 and Days 90.

These figures will only display if you have Show 30, 60, 90 day balances ticked via Tools
menu>Account>Options>Statements tab.

Please note this is not a time-based setting but rather 30 is the previous statement’s overdue
amount — 60 is the overdue from the statement before that and 90 the amount outstanding from
statements prior to these two.

How do | find the 30, 60, and 90 day balances based on a statement run for all active credit accounts?

Go to Contacts, select Accounts, then select Statements.
Highlight the current schedule (bottom of page) and click Summary.

The Statement Summary report is displayed.

View columns Days 30, Days 60 and Days 90.

These figures will only display if you have Show 30, 60, 90 day balances ticked via Tools
menu>Account>Options>Statements tab.

Please note this is not a time-based setting but rather 30 is the previous statement’s overdue
amount — 60 is the overdue from the statement before that and 90 the amount outstanding from
statements prior to these two.

How do | get a credit account summary for a given date range?

Open Account Activity report.
Leave the Account Format filter set to Credit.

You can restrict this report to an Account Type(s) by ticking Personal, Supplier, TAC, W/C
and/or Other.

Select the Start and End date via the Transaction Between filter.
Click Run Report

How do | get a credit account summary by group(s) for a given date range?

S T N o

Open Account Activity report.

Leave the Account Format filter set to Credit.

Select the Start and End date via the Transaction Between filter.
Click Advanced Filters.

Click the group(s) via the Account Group Selection filter.

Click Run Report.

For all overdue accounts, how do | see the number of times the account has been accessed in the date
range of the last statement run?
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Go to Contacts, then select Accounts.

Click Statements.

Highlight the current schedule (bottom of page) and click Summary.
Use Column Chooser to add in the Visits column.

The Visits column shows the number of times a payment has been received through the register
and/ or sale has been made. It does NOT show activity through back office.

Finding Active Accounts

Q For all overdue accounts, how do | see the number of times the account has been accessed in the date
range of the last statement run?

OPTION 1:
A

1. Goto Contacts, then select Accounts.
If using the buttons this will automatically default to Charge Open.
2. Click Show All.
3. Right-click the bottom grid line and select Count.
OPTION 2:
1.  Open Account List report.
2. Leave Credit selected in the Account Format filter.
3. Leave Only show Accounts that are Active ticked in the Active Accounts filter.
4.  Click Run Report.
5. Right-click the bottom grid line and select Count.

Q How many active accounts do | have by account type (Personal, TAC, WorkCover, Other or Supplier)?

A 1.

Go to Contacts, then select Accounts.

If using the buttons this will automatically default to Charge Open.

Click Show All.
Right-click the bottom grid line and select Count.

Click the column filter icon © on the top right of the Type column heading and select Personal,
TAC, WIC, Other or Supplier.

To remove this filter, click the icon below the bottom grid line.

Q Howdo I get alist of active credit accounts sorted by surname?

A 1.

Go to Contacts, then select Accounts.
If using the buttons this will automatically default to Charge Open.
Click Show All.

Click Account Last Name column to sort in alphabetical order. This column is available via
Column Chooser if not displayed.

Q  How do | check who has opened a credit account at this store in a given date range?

A 1.
2.

Open the Account Activity report.
Select the Start and End date via the Transaction Between filter.
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3.
4.

Select Open Account via the Activity Type filter drop-down.
Click Run Report.

Q Who had a credit account closed last month?

vk W

Open the Account Activity report.

Select the Start and End date via the Transaction Between filter.
Select Close Account via the Activity Type filter drop-down.
Remove the tick from Only show Accounts that are Active.
Click Run Report.

Q Howcan | get alist of active accounts with zero balances?

OPTION 1:
A

1. Goto Contacts, then select Accounts.

If using the buttons this will automatically default to Charge Open.

2. Click Show All.

3. Right-click the bottom grid line under the Balance column and select Sum.

4. Click the column filter icon © on the top right of the Balance column heading and select $0.00.
If “$0.00” does not display in this list, this means there are no active accounts with a zero
balance.

To remove this filter, click the & icon below the bottom grid line.

OPTION 2:

1. Open the Account List report.

2. Leave the Account Format filter set to Credit.

3. Leave Only show Accounts that are Active ticked in the Active Accounts filter.

4. Click Run Report.

5. Click the column filter icon © on the top right of the Balance column heading and select $0.00.

If “$0.00” does not display in this list, this means there are no active accounts with a zero
balance.

From here you can also view the Last Visited column.

Finding Account Sales Information

Q How do | see total sales on a specific account type(s) (Personal, TAC, WorkCover, Other and/ or Supplier)
over a date range?

o A W e

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select from Personal, Supplier, TAC, W/C and/or Other checkboxes.

Leave Only show Accounts that are Active ticked in the Active Accounts filter.
Click Run Report.

View the bottom grid line under the Total Sales Inc or Total Sales Ex columns.

Total Sales Inc includes Government Recovery including GST. The Sales Inc column does not
include Government recovery but includes GST.
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Q

A

Total Sales Ex includes Government Recovery but excludes GST. The Sales Ex column does
not include Government Recovery and excludes GST.

These columns are available via Column Chooser if not displayed.

How can | see if a specific sale was made to a specific account in a date range?

1.
2.
3.

Go to Contacts, then select Accounts.
Search for and open the account card.
Go to the Activity tab.

Finding Account Usage information

Which credit accounts (Personal, TAC, WorkCover, Other and Supplier) have not been used?

How N e

Please note this excludes adjustments and payments made through back office.

Open the Account List report.

Leave the Account Format filter set to Credit.

Leave Only show Accounts that are Active ticked in the Active Accounts filter.
Click Run Report.

Click the column filter icon © on the top right of the column heading ‘Last Visited’, then select
Blanks.

When was the last time a credit account (Personal, TAC, WorkCover, Other and Supplier) were used?

S T A o

Please note this excludes adjustments and payments made through back office.

Open the Account List report.

Leave the Account Format filter set to Credit.

Clickly show Accounts that are Active in the Active Accounts filter.
Click Run Report.

View Last Visited column.

To sort by this column Click the Last Visited column heading.
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Finding Account Activity and Cashier Information

Q My staff set *comments’ to specific account sales, payments or adjustments — How do | get a list of all the
accounts in a date range with these comments?
A Open the Account Activity report.
2. Leave the Account Format filter set to Credit.
3. Select the Start and End date via the Transaction Between filter.
4. Click Advanced Filters.
5. Enter the comments your staff add into the Activity Comments filter.
6. Click Run Report.
7. Click and drag the Transaction Date column into the column heading.
8. Use Column Chooser to add in Account Comments.

9. Click Account Comments column heading to sort.

Q Howdo I view all account activities related to a specific cashier over a date range?

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select the Start and End date via the Transaction Between filter.
Click Run Report.

Click and drag the Transaction Date column into the column heading.
Click Cashier column heading to sort.

S T A o

Q Howdo I view all accounts in a given date range where a return was made?

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select the “Start” and “End” date via the Transaction Between filter.
Click Advanced Filters.

Click Activities with Returns (Negative Quantity).

Click Run Report.

Click and drag the Transaction Date column into the column heading.

© N AW N e

Click Account Name column heading to sort.

Q  How do | view all accounts in a given date range where a discount was given?

A 1 Open the Account Activity report.
2. Leave the Account Format filter set to Credit.
3. Select the Start and End date via the Transaction Between filter.
4. Click Advanced Filters.
5. Click Activities with Discount.

6. Click Run Report.
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7. Click and drag the Transaction Date column into the column heading.

8. Click Account Name column heading to sort.

Finding Account Adjustment Information

Q Howdo I get alist of all adjustments made to credit accounts over a date range?

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select the Start and End date via the Transaction Between filter.
Select Adjustments via the Activity Type filter.

Click Run Report.

Click and drag the Transaction Date column into the column heading.

SR T o

Q Howdo I find an account | made an adjustment of $20.00 to last month?

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select the Start and End date via the Transaction Between filter.
Select Adjustments via the Activity Type filter drop-down.

Click Run Report.

Click and drag the Transaction Date column into the column heading.

S T o

7. Click the column filter icon ® on the top right of the Adjustments column heading and select
$20.00.

8. View Account Name column.

Finding Account Payment information

Q Howdo I see total payments on a specific account type (Personal, TAC, WorkCover, Other and/or Supplier)
over a date range?

Open the Account Activity report.

Leave the Account Format filter set to Credit.

Click Personal, Supplier, TAC, W/C and/or Other (if applicable).
Select the Start and End date via the Transaction Between filter.
Click Run Report.

View the bottom grid line under the Payments column.

o A W e

Q Howdo | get alist of all payments made on credit accounts over a date range?

1. Open the Account Activity report.

2. Leave the Account Format filter set to Credit.

3. Select the Start and End date via the Transaction Between filter.
4. Click Run Report.
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Click and drag the Transaction Date column into the column heading.
Click Payments column heading to sort.

You may can also right-click the Activity Type column heading and select Group By This
Column.

Q How can | see if a payment has been made to a specific account over a date range?

Go to Contacts, then select Accounts.

If using the buttons this will automatically default to Charge Open.

Search for and open the account.
Click Activity.
Click Account Type column heading to sort.

View Transaction Date for payments.

General Account and Statement Procedures

Q How do I generate a single statement for an account?

vk W e

Go to Contacts, then select Accounts.
Search for and open the account.

In the Statements tab.

Use the drop-down and select the End Date.

For no statement record (no record will appear in their Statement History, click Interim
Statement.

This is the recommended option.

For a permanent statement record, click Create Statement.

Q  Howdo I view a statement summary for all accounts including balances, payments made, sales and
adjustments as well as totals of each?

A

2.

Q  How do | view a current statement summary for all accounts including current balances, payments made,

Go to Contacts, select Accounts, then click Statements.

Highlight the current schedule (bottom of page) and click Summary.

sales and adjustments as well as totals of each?

A 1
2.
3.

Open the Account Balance Preview report.
Leave the Account Format filter set to Credit.
Click Run Report.
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Account and Statement Printing

Q

Q

A

Q

How do | print my statements?

Go to Contacts, select Accounts, then click Statements.
Highlight the current schedule (bottom of page) and click Print.
Select Print Statement options and click [OK].

The settings selected in Print Statements will appear the next time you print statements.

Click the printer icon and click [OK].

| have a statement with a missing address — how do | find it?

Once a cause is found and rectified (as below) the statement will need to be deleted and
regenerated for changes to take effect.

To find the cause of a missing address and to fix it:

1.
2.
3.

Go to Contacts, then select Accounts.
Search for and open the account.
Go to the Address tab. Do one of the following:

= |f Let me specify a specific address to use is selected:

= Ensure details are entered in the below fields, then click [Save].

= |f Use the customer address that this account belongs to is selected:

= Gotothe General tab.
=  Click browse button [...] next to Customer.

= Inthe General tab enter the details, then click [Save and Close].

The Customer card closes and Fred Office takes you back to the Account card.

If Let me choose a Nursing Home and use that as the Billing Address is selected:

=  Ensure a nursing home is selected

If there is no nursing home selected, click [Find] and select one.

= In Fred Dispense, enter the nursing home address information.
If Let me choose another customer and use that as the Billing Address is selected:

=  Ensure a customer is selected

= Gotothe General tab.

=  Click the browse button [...] next to Customer.

=  Enter details in the General tab.

= Click [Save and Close].

How do | change the page scaling when printing a statement?

>

Please refer to the tutorial located here: http://help.fredhealth.com.au/media/p/1804.aspx

NOTE: You will need an internet connection and Fred Help Centre login to view this tutorial.

How do | get a list of all payments made on credit accounts over a date range?
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Open the Account Activity report.

Leave the Account Format filter set to Credit.

Select the Start and End date via the Transaction Between filter.
Click Run Report.

Click and drag the Transaction Date column into the column heading.
Click Payments column heading to sort.

You may can also right-click the Activity Type column heading and select Group By This
Column.

Patient Linking

Q Howdo I find a patient linked to an account?

1
2
3.
4

Go to Contacts, then select Accounts.

Search for and open the account.

Click the browse button [...] in the Customer field.
Go to the Patients tab.

Q Howdo I find an account a patient is linked to?

A 1.
2.
3.

Go to Contacts, then select Patients.
Search for and open the Patient.
Go to “Customer” tab.

Q  How do | print an Account Statement displaying each patient’ s charges separately?

1
2
3.
4

Go to Contacts, then select Accounts.
Search for and open the Account.

Go to the Statements tab.

Click Print Account Statements by Patients.

Because this setting takes effect immediately, you may need to delete and regenerate previous
statements if want previous statements to display this new option.

Finding customer locations

Q  Whatis the mailing address of all active credit account customers?

vk W

Open the Account List report.

Leave the Account Format filter set to Credit.

Leave Only show Accounts that are Active ticked in the Active Accounts filter.
Click Run Report.

Use Column Chooser to add in Address Line 2, City, State and/or Postcode.

Once columns are added, click the column heading to sort by field.
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Q I’ dlike a map showing my local area and where clients listed in Fred Dispense live?

A 1. Open the Dispensary Patient locations by Suburb report.
2. Click Run Report.

The top left of the report allows you to zoom in, navigate or change the view to Road or Aerial.

Lay-bys

Q Howdo I find all active layby accounts?
A OPTION 1:
1. Goto Contacts, then select Accounts.
2. Click Layby Open.
3. Click Show All.
OPTION 2:
1. Open the Account List report.
2. Change Account Format filter to Layby using the drop-down.
3. Leave Only show Accounts that are Active ticked in the Active Accounts filter.

4. Click Run Report.

Q  Whatis the current value of laybys still owed?

A OPTION 1:
1. Goto Contacts, then select Accounts.
2. Click Layby Open.
3. Click Show All.

4. Right-click the bottom grid under the Balance column and select Sum.
OPTION 2:

5. Open the Account List report.

6. Change Account Format filter to Layby using the drop-down.

7. Leave Only show Accounts that are Active ticked in the Active Accounts filter.
8. Click Run Report.

9. View the figure on the bottom of the Balance column (below the grid).

Q  How do | find when a particular lay by sale was last accessed?

A 1. Open the Account List report.
2. Change Account Format filter to Layby using the drop-down.
3. Leave Only show Accounts that are Active ticked in the Active Accounts filter.
4. Click Run Report.

5.  View Last Visited column.
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Q  How many laybys are there within a specific date range?

Open the Account Activity report.
Change Account Format filter to Layby using the drop-down.

1
2
3. Select the Start and End date via the Transaction Between filter.
4. Click Run Report.

Reporting

Setting Up Scheduled Reports

Schedule a report to run daily, weekly, monthly, or yearly. The report can also be emailed
automatically in HTML format.

Step 1: Run areport and save it as a user report

1. On the Reporting tab, run the report you require.

Note: If using a Date Range filtered option report, remember to use a ‘Predefined’
date range.

2. Inthe report toolbar, click [Save Report As] then save it under a specific name.

=il
File  Report  Help i
i H Save Report H Sawve Report As @ Run Report | (=7 Email Repor’tI
B @ Print Prewview .g Export= | Include Filkers in Preview [+ Shyle Editor | Report Wiew | Repork Only |L‘| >

Report

Basic Filkers

| Transaction Date & |
Account Format (Tl

To restrict credit account farmats further select |'c“:‘:°”“t Narne ‘ Cashier ‘ Tran... | Ao ¥ | Sale... | Pay.. | Adiu... |
account restirctions

Credit | ||

m

=
-

| Select Al | | Clear

Account Search

Enter search berm that matches either Account —
Mumber, First Name, Last Name or Company

Transaction Between

Select the range activity should be filkered on

Start [1s0jz01z || 1zomooam @) _

| advancedFilters | [RunRepart | | | $0.00 $0.00  40.00

The Save Report screen is displayed.

3. Inthe Name field, enter the name of the user report to be saved, then click [OK].
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Step 2: Schedule the saved User report

1. On the Reporting tab, click User Reports, select the saved report, then click
Schedule Report.

wl Fred Office for Phar =t
File Edit Wiew Application Tools Help >
= MNew - | Safind | @ 3|

i

Reparting ij‘
Folder Selected Report
Reporting Dashboard ‘
System Reports My Reports (1 Reparts) [+ o
User Reports Account Activity Report
o Lser Reports a Account Activity Report

Available Actions
Shared Reports (0 Reports) ]|

| Open Report

| Delste Report

J

1 My Office J
| share Report |

[ ordering i e —
- (| | Schedule Repart J
Contacts .

Report Information
B Inventory

@ pricing View all account sales, payments, E
adjustments, refunds and accounts opened

h Reporting or cosed for a gven date range.

&k Activity Details able te be restricted by group,
account format (layby, credit etc), account

Y Bssistants type (viorkcover, TAC etc) or Nusing Home.

&3 Management

|7| ‘Common Usages: -

@ Administrator | Online | @ 142Conflicts | @ 60 Events | St Connectors are active | @ 1Alert

The Report Schedule screen is displayed.

2. Tick Enable the report to be run on a schedule then select your scheduled time
options as required then click [OK].

Note: Click the Email Delivery tab and enter the email address to send the report to.

- Schedule | Ernail Delivery |

[+ Enable this report to be run on a schedule

Scheduled Time

What time would you like bo run the report |12:00:00 &M |

Recurrence Pattern

() Daily (@) Every day(s)

() Weekly i
. ([ Every weekday
() Monthly

(1 Yearly

Range OF Recurrence

Start |15{10/2012 ] (8 Mo end date
\:} End after ICI OCCUFrences
(JEnd on | |:||

Lok || cancel
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FRED POS PROCEDURES

Add a Fred POS Cashier (in Fred Office)

1. In Fred Office, on the Contacts tab, click Users, then click New on the toolbar.

fior Phar st

Eile Edit ¥iew @pplication Tools Help
= Mew - Find| | 5 Print Export+
e - [ G| e @5
Cortacts <[ SearchIn v |Users || Lookfor | [~ Find Mow Clear | Show Al
Folder Users
2 Contacts Dashboard
Useriame First Nanne Lask Mame Is Cashier
B Accounts .
& customers o a2
£ Suppliers 1 aud |
5 [ 10 Zooe [
4 Doctors z liie: [
9 Pharmacists 3 liie: [
& Patients 4 inne [
Q) My Cffice s ress e
6 reen =
[7J) Ordering il 7 shha =
& Contacts 8 e L
9 lyyn ™
(2 mwentary a9 reed 53]

The User Account screen is displayed.
2. Under User Details, type the User Name and Password, then re-enter the password.

sccount (Fred)

. User Details | Raoles and Permissions |

Logon Details

User Mame Fred

Password |*** |

Confirm Password |*** |

3. Under Cashier Details, un-tick the Replicate user account login details checkbox.

4. Enter the User Name and Password the cashier will use for Fred POS.

Note: The Cashier Password field can be left blank.

[- Cashier Details | SatScan Details || Task Allocation |
[+| Enable cashier account far this user account

Cashier Logon

| IReplicate user account login details:

Cashier User Name  Fred [max 9 chars)

Cashier Password  *+* (rnax 12 chars)

I Cashier Options I

5. On the Roles and Permissions tab, tick the Cashier checkbox.

6. To save the cashier details, click OK.
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End-Of-Day Procedures

Run The Z Report (in Fred POS)

Note: This procedure assumes you have not entered opening amounts.

In Fred POS, press the NO SALE hotkey.
The till drawer opens. Remove the takings from the till, leaving the daily float.
Press [Enter].

Store Operations POS

Ho Sale John Discoun; 0.00% [EE1&1  3007/2009 33471 P
1.6 (14 Jul 2009) Rev 0
ltem Lookup Code | Description | Quantity] Price] Extended| Tex| Rep |4 Waiting P
o ||
Status Select a I;
ITransactlon completed. Customa
Order ’
=
Sub Total GST Total
| F1: Help | F2 Lookup | | 5 Open / Ciose | Fé: Calendar |
| F7: Set Customer || F&: Mo Sale | Fa: Secure | Fio: Drawer | Fit: Recal | 12 Tender |

Log into Fred POS again.
5. Press END OF DAY.
The Open/Close dialog is displayed.
6. Select Print Z Report, then select OK.
x|

Enter apening amounts
Enter closing amounts
Brint ¢ Banort

i Epon
Perform Blind Closeout

Cancel |
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The Close Batch confirmation message is displayed.

Close Batch |

' : Opening amounts have not been entered. Would vou like to close this batch anyway?

Mo |

¥as

7. Select[Yes].
The Z report prints on your receipt printer.
Press [Enter] to return to the Fred POS login screen.
Put the Z report and till takings together.

Balance Batch Entry (in Fred Office)

1. On the Activity tab, click Batch Entry.

2. Click Today, or use the Activity Calendar to navigate to the relevant date.

3. Double-click to open the batch entry.

al Fred Office
File Edit Wew Application Tools Help
= New - S Find 3 1 pay (3] 1 Week [} L Month|| &) 12|
Activity (< Batch
(4 April » 4 2009 b ‘ | Monday | Tuesday Wednesday Thursday
M TWTEGS S 20 April 21 zz 23
R 1 Batch 1 Batch 1 Batch 1 Batch
6 7 8 9101112 g5 56 Customers 64 Custowers §6 Customers
¥l 13 14 15 16 17 15 19 5 Customers OSalEs 3 Sales -~ Sales
Sales 51194 §1115 51947
51670 Tax Tacx Tax
| Today ‘ 27 28 29 30
Folder
Activity Dashboard
§# Transactions
& Batch Entry
Siripks 4 S 5] 7

The Batch Entry screen is displayed.

# Batch Entry

Eile View Tools Help

Tender Summary = Banking Consclidation >|

! Saveand Close | Save | 4+ I @ Lock Batch Entry | Print Screen | Batch Details

@ﬁmtﬂmﬁ

Register Summary

o

Front Main Till Not Balanced

Received onLayby DepositRedeemed

DepositMade Closing Total
Total: $1,108.90|  Totak $364.55

Number of Batches 1 Register Name Front Main Till |=) Balance by All Batches
Unbalanced Batches 1 Total Difference -$744.35
|
Batch Details Recorded Actual
Open | 12007/20122:5L:17PM|  Closed | 9/08/2012 12:35:12PM| Batch Totals
Opening Total Tender Type Breakdown
Sales ex Paid Out WA Recorded Actual
Return Droppes [ wom "
Tax 55 LaybyClosed (] EFTPOS|Credit Card
Received on Account Account Sales EEs
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4. Enter the Actual figures.

Note:

Note:
Note:

If you multiple batches display, you can choose to balance each batch
individually. Alternatively, to balance all batches together, click the All Batches
tab, then click “Balance by All Batches”.

Tendered figures are those recorded by the POS (entered by staff at the till).
The Batch Entry screen may look different based on your pharmacy’s settings.

5. Inthe Comments field, enter any comments as required (for example, why the batch
was over or under).

6. Click Accept as Balanced, then click Save.

Note:

Note:

If the Actual differs from the Tendered, you can force the system to reconcile
using the checkbox. The difference is recorded as an under/over value.

If you have multiple tills, this must be completed on each till tab.

T

File Wiew Help 3

£l H Save and Close I Save I

| 5 Print Screen | Batch Analysis | Tender Summary | Banking Consolidation ji

saa
‘ %ﬁrm&;lﬂah-ﬁll

Regisker Surnmary

Front Main Till is balanced
Mumber of Batches 1

Over/lnder -0.65

| Batchia523 ‘

Batch Details

Unbalanced Batches 1

Register Mame Front: Main Till

22{04/2009 5:33:56 PM \

Tender Cash

Qpen | Tendered Actual
Closed | 23/04/2009 5:39:19 PM |

o] Cash
Opening Total 0.00)  paid out [ 0.00

. |—| CreditCard/EFTPOS
Sales ex 1,924.80|  Dropped | 0.00 |

: = : Cheque

Return 0.00]  Layby Closed | 0.00

= __;; — Plus Paints Redeem
Tax | 22.36|  Account Sales | 61,70 |

— e EFT Manual oMLY
Received on Account ! 10,30 Deposit Redeemed | 0.00 |
Received On Layby 0.00)  Clasing Tatal | 0.00 |
Deposit Made 0.0 :

e . T 1
Total: | 155748)  Total | sumf

—_— -~ Comment
Discounts | 7.64|  NoSale Count 0

L e | Change Fell under desk.
Cost OF Goods | zes0.46]  aborted Trans [ o
Customer Counk 35_! 7
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Run The Sales Banking Summary Report (in Fred Office)

The Sales Banking Summary report shows your taxable and non-taxable salesfigures.

1. Onthe Reporting tab, select System Reports.

2. Under Batch Reports, click Sales Banking Summary.

ll Fred for Pha

File  Edit “iew Application Tools Help

a5ty

Reporting

= New - | S Find | @ 2|
i ——

12

Folder

er Reparts

Current Wiew

@ Al

Reporting Dashboard
ts

e

Selected Report

\ﬁ Batch Reports (10 Reports)

Banking Consolidation

Batch Detais

Batch Tender Summary

Batch Tender/Transaction Details
Daily Tax Summary

Efficiency OF Sales

Itemised Transaction Detals

Sales Banking Details

W My Office

Sales Banking Summary

(e (e e e e Y o e Y e R P Y

Seripts Charged Divect To Account

[7) ordering

& Contacts

B
= Sales Banking Summary

Hvsilable fctions
| Open Report
Delete Report
share Report

Schedule Report

_| ||| Report Information

Displays banking & Tax information in a
predetermined & summarized format.

[ Inventory

& Customer Reports (5 Reporks)

| Used to display expected banking resuls in

the event that the Batch Entry and end of
day functions are not utized.

9
| E Inventory Reports (14 Reports)

‘:ll Will give estimates of Tax and estimates of

banking informatien based on sales data
froma register

() Pricing
) Reporting & =
G netiviey | Orders Reports (7 Reparts) [+

¥ Assistants

‘Common Usages:

&3 Management

g Sales Reports (3 Reports)

[+

=

[e£==""

(-]

‘ ® Locate expected Tax collected for a
given date range>

@ Administrator | Online

=

| @ Youhave news | @ 43Events | ds Connectors are active | @ 0 Alerts

3. Click Open Report.

The Sales Banking Summary screen is displayed.

Eile  Report

Help

il L—j Sawe Report | h-.-_,], Save Report As | @ Run Report | [=1 Email F‘uapor‘tI

Report Filker(s)

L]

Basic Filkers

Transaction Between

Select the range activity should bBe Filkered on

Start
End

Predefined

[17j081z012 ||| [12:00:00 8 [5]]

[17josjzotz || [11:5959 (o)

|Custom |1||

Repart

4. Adjust the Start or End Date if required.

5. Click Run Report on the toolbar.
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Important Figures on the Z, Batch Entry and Sales Banking Summary Reports

L »
b SaeandCome Sy G Pree Screen | Batch Anslysis  Tender Sumeary | Barking Corschdation 3
et
Regeter Sumenary
[ Z REPORT l Front Main i is balanced ‘
Number of Batches 1 Over nder 068 iccest &5 Balarced;
Report Date 230472009 Urbalanced Batches 1 Regster Nome  Froct Man Th
Report Time $3223PM
Rasheors ' Batch Number | B
Batch e
farii Clod Batch Detals Tender Cash
S Tme 53357 M Zrepont start/ end Open 2200412009 5:33:56 M Tentered
Date date and time =
T Ex100 Closed oS —r
Amount entered before ok i Opering Tl = W
opening (ie Float) Opening Total 0. Jout fue 3 o 2 CredeCand/EFTPOS o 0.1
Sales $1,924 50 Sales, Closed Laybys b 192480 o
T 43 Total Tax paid on slaes i - 90 Chege 0.00 0.00 .
Tax 32236 otal Tax paid on Pl =
g 0% | o x o 000 pag parts Redeess 0w T
— 1 23] Accourt
Toll Luvby deponits Cash Back Fee 5000 i e GP errmanonomy 0w 000 ——t
payments Paid on Layaway 3000 A 1030 Depost Redeemed .
Total received on Paid to Accourt $10. 30w TOU8! AcCOURL Py SR 009,
000 Closrg T
Totel 31,957 46}—TOt0I Sales into account - ot 0.00
Moaey taken out of (e $1557 45 = $1924 80 « 52236 + $10.30) Deposk Made
1M (o Petty Cash) Paid Out 3000
Total of completed Laybys m Closed g 3 Jorak Totak S
(inc previous payments) Paid on Account $61 70— Total Soid onto Accounts T S ERe 3 Commert
Closing Total (relevantonlyif ____ O¢Fost fedeeme oo 2 ook
i opening amounts are used) u_tmanm “Paid Out” to "Closing Total™ Cont Of Goods 265046 Mborted Trars 0
Related to Opening Total Customer Count
Closing Total Over / Shont 9189576 Total nt tendered ®
Tetsl Tendered 3234708 (before change etc)
Tetsl Change 338980
oM cont umommtfor s §7 B4 Total of discounts given ;
Ex.‘l‘.‘;:"‘ gﬁ?g Gowv recovery amount Sales and Banking Summary Pagelofl
Number of customers Customer Court &
No Seles 0 = Humber of times <NO SALE> used FRED 31/07/2009
Aoorted Trans 0 e Number of times <VOID SALE> used e . s
Tax Coected: Summary data for batch(es) that closed on: 23/04/2009 - 23/04/2009
2% Batch Number(s): 3523 - 3523
GST FREE 000
0 ST $000
Total Tendeced: $2,947,06 Opering Total: $0.00 PadOs: $0.00
Cash 3000 (open) Total Change: 430,60 Sales: $1,924.80 Dropoed: $0.00
e el o Oscourts: $7.64 Returs: $0.00 Layby Closed: $0.00
Plus P orts Redee $000 (open) Cost of Goods: $2,650.46 Tac $22.3% Charge On Account: $61.70
EFT Macusl ONL 000 (cpen) —GovRec Est: $2,217.83 Pad Ontady: $0.00 Deposk Redeemed: .00
Customer Count: 8 Pad To Accourt: $10.30  Closing Totak: .00
Integrated EFTPOS g OO sl e Mo Saes: 0 Deposk Made: 0.0
relevant figures Cheque 3000  (shit) Aborted Trans.: [ f
Pius P orts Redee 0 (it : $1,957.46] Tora: :
Non-Integrated EFTPOS EFT Marusl ONL %% :ﬁl: — e :::,/,.m _"::;_,72
relevant figure
Cash 3000 (chose)
CreatCardEF TP 3000 (close)
c 3000 (ckise)
P Shalmdm i e e GST Analysis for Batch Number: 3523 - 3523
o $90585 (shorl) Sales Ex GST GST (Actual) Total Sales %Total Sales
Chcwaenel  SaMal ey Sales Non Taxable ————{ng st $1,701.16 $0.00 $1,701.16 | 87%
PUNP ke Rodow WGy Sales Taxable ——— JGST $223.64 $22.36 $246.00 | 13%
$1,924.80 $22.36 $1,947.16

-

L Integrated EFTPOS
relevant figures

L Non.ntegrated EFTPOS
relevant figure
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SHORTCUT SHEETS

In this section:

Till Shortcut Tips For Wombat Keyboards

Till Shortcut Tips For Touchscreens

Common Fred Dispense Procedures With Fred Office
Scripts Not Appearing At POS Tills Quick Reference Guide
L Plates
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O FRED.OFFICE
TILL SHORTCUT TIPS

-

CASH SALE:

e Logon

e Scan OTC ltem(s)

e If sale includes prescriptions press the Fred
Dispense Script hotkey to add prescriptions, select
the patient from list and press Enter

e Press the Cash hotkey

e Press + to finalise the sale with the exact money given
OR type the amount tendered & press Enter

CHEQUE SALE:

e Logon

e Scan OTC ltems(s)

o If sale includes prescriptions press the Fred
Dispense Script hotkey to add prescriptions, select
the patient from list and press Enter
Press the Cheque hotkey
Press + to finalise the transaction

VOIDING AN ITEM:
o Whilst the cursor (rectangle box) is below the item to void
e Press the Void Item hotkey

OR

e Use the mouse or arrow keys on keyboard to place
the cursor (rectangle box) over the Iltem Lookup
Code of the item to void

e Press the spacebar on the keyboard

VOIDING AN ENTIRE SALE:
e Press the Void Sale hotkey

RETURNING A SALE:

e Logon

Press the Return Item hotkey

Scan the item(s) being returned

The item(s) will appear in red

Select the Tender Type method for the refund

DISCOUNT A SINGLE ITEM:

e Scan item to be discounted

e Ensure the cursor (rectangle box) is below the item to
be discounted

e Press the Discount Item hotkey (or Shift+F3)

e Ensure Discount Percentage from Retail is selected
(on the right side of the window)

e Type the Discount Percentage in the box & press Enter
Press Enter or the Down Arrow to ensure the cursor
is on the next available line

e Proceed with the transaction

DISCOUNT THE ENTIRE SALE:

e Scan items to be discounted

e Ensure the cursor (rectangle box) is below the items
scanned

e Press the Discount Sale hotkey (or Shift+F3)

e Ensure Discount from Retail price is selected (on
the right side of the window)

o Type the Discount Percentage in the box & press Enter

e Proceed with the transaction

CREDIT CARD SALE:

NON-INTEGRATED EFTPOS

e Logon

e Scan OTC Items(s)

e If the sale includes prescriptions press the Fred
Dispense Script hotkey to add prescriptions, select
the patient from list and press Enter

e Press the Credit card/Eftpos hotkey

e Press + to finalise the transaction

CASH OUT WITH PURCHASE:

NON-INTEGRATED EFTPOS

e Logon

e Add items and/or prescriptions to the sale

e Press the Cash hotkey

o Type the Cash Amount as a negative amount then
press Enter, eg -50.00 for a fifty dollar cash out

e Arrow down to Credit Card/EFTPOS and press + to
finalise the transaction

TEMPORARY PRICE OVERRIDE:

e Use the mouse or arrow keys on the keyboard to
place the cursor (rectangle box) over the Price field of
the item to be changed
Type the price of the item

e Press Enter or the Down Arrow to ensure the cursor
(rectangle box) is on the next available line before
scanning any additional items

NO SALE:

e Logon

e Press the NO Sale hotkey

e Press Logon to ensure the till is secured before
walking away

CUSTOMER ACCOUNT SALES:

Log on

Press Find Customer hotkey

Type the first few letters of surname to search
Highlight the correct customer & press Enter to select
If sale includes prescriptions press the Fred
Dispense Script hotkey to add prescriptions, select
the patient from list and press Enter

Scan OTC item(s)

Press the Account hotkey

e Press + to finalise the transaction

CUSTOMER ACCOUNT PAYMENTS:

Log on

Press Find Customer hotkey

Type the first few letters of surname to search

Highlight the correct customer & press Enter to select

Press Acct P/ment to go to the account payment

screen

e Press TAB and type the payment received amount in
dollars

e Press OK then press + to finalise the transaction

Note: DO NOT make a purchase and a payment on the same
transaction

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au




O FRED.OFFICE
TILL SHORTCUT TIPS

-
REPRINT A RECEIPT FOR PREVIOUS REPRINT A RECEIPT THAT OCCURRED
SALE: DURING ANY DATE RANGE:

e Logon e Logon
o Press the Reprint Receipt hotkey e Press F4 to view the Journal
e This will reprint a receipt for the last transaction on ¢ Click Batch & select the required date range
this register o Press Num Lock to activate the Page Up & Page
Down keys
e Use the Page Up and Down keys to scroll through
CREATING A LAY-BY: receipts in order. , o
¢ Logon e Click Print to print the receipt once in view
e Press the Find Customer hotkey
e Type the first few letters of surname & click Find Now
to search for the customer CREATING A WORK ORDER:
(SHORT TERM ACCOUNT / SPECIAL ORDER)
If the customer is listed e Logon
o Highlight the correct customer & press Enter to select e Scan Items(s) to be purchased
If the customer is not listed e Press Ctrl+F2 to activate Work Order
e Press Shift+F9 to go to Work Order Details
+ Press ESC o Type the Customer Name & Contact Details in the
e Press the New Customer hotkey Comment field
e Type the customer’s Firstname, Surname, Address, « Click Override Deposit, type the deposit amount
& Phone Number (if any given) & press Enter
e Ensure “Layby Customer” is selected in the Name tab e Press Enter
¢ Click Create and Select o Select the correct tender type for the work order
e Scan item(s) to be put on Lay-by deposit & finalise the transaction
e Press the Lay-by hotkey (or Ctrl+F8) to activate the
Lay-by
e Press Shift+F9 to go to the Lay-by Details RETRIEVING A WORK ORDER:
e Tick the Override Deposit box, type the deposit (SHORT TERM ACCOUNT / SPECIAL ORDER)
amount & press Enter e Logon
¢ Press Enter o Press the Recall hotkey (or F11)
o Select the correct tender type for the lay-by deposit & « Highlight the option Recall a Work Order & press
finalise the transaction Enter
o Highlight the correct Work Order & press Enter
e Press Enter
LAY-BY INTERIM PAYMENT: e Select Pickup Entire Work Order & press Enter
e Logon e Select the correct Tender Type for the Work Order &
e Press the Lay-by Recall hotkey finalise the transaction
o Highlight the correct Lay-by & press Enter
e Press Acc P/ment hotkey (or Shift+F4) to show the
Lay-by Payment window END OF DAY (ON EACH TILL):
e Type the Lay-by Payment amount & press Enter « Logon
e Select the correct Tender Type for the lay-by interim « Press the No Sale hotkey to open the draw
payment & finalise the transaction « Logon
¢ Press the End Day hotkey
« Highlight Print Z Report & press Enter
LAY-BY FINAL PICKUP: « Press Y(es) to the question
e Logon ¢ Remove takings from the Till & put with the Z-Report
e  Press the Lay-by Recall hotkey e Log on again to start backup process
e Highlight the correct Lay-by & press Enter + Click OK once backup has finished
o Press Enter (or F12) to go the Layaway Options + Press Exit to close the Till program
o Select Pick Up Entire Layaway & press Enter e Ensure no programs are still running & turn the
e Select the correct Tender Type for the lay-by computer monitor off
balance remaining & finalise the transaction Note: The Sales & Banking Summary Report consolidates z-
Reports for all Tills
N\

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au




O FRED.OFFICE
TILL SHORTCUT TIPS FOR TOUCHSCREENS

-

CASH SALE: CREDIT CARD SALE:

e Logon NON-INTEGRATED EFTPOS

e Scan OTC ltem(s) e Logon

e If sale includes prescriptions, touch the Fred ¢ Scan OTC ltems .

Dispense Script hotkey to add prescriptions, select * Ifthe sale includes prescriptions, touch the Fred
the patient from the list & touch Select Dispense Script hotkey to add prescriptions, select

e Touch OK to go to the Tender Screen the patient from list & touch OK
Touch + to finalise the transaction with the exact e Touch OK
money received Touch the Credit card /EFTPOS hotkey

¢ OR type the amount tendered & press Enter Touch + to finalise the transaction

CHEQUE SALE: CASH OUT WITH PURCHASE:

« Logon ' NON-INTEGRATED EFTPOS

* Scan C.)TC Items(s) _ : ;(():gr? ir;ems to be purchased

e If sale includes prescriptions, touch the Fred e Touch OK
Dispense Script hotkey to add prescriptions, select .
the patient from the list & touch Select + Type the Cash Amount as a negative eg —50.00 for
Touch OK and Touch the Cheque hotkey fifty dollar cash out .

e Touch + to finalise the sale . Arro_vv Down to Creqllt Card/ EFTPOS & touch + to

finalise the transaction

VOIDING AN ITEM: _ TEMPORARY PRICE OVERRIDE:

e Touch the Item Lookup Code of the item to be e Touch the screen, or use the mouse or the Arrow
voided, ensuring the cursor (rectangle box) is over the keys to place the cursor (rectangle box) over the
Item Lookup Code Price field of the item to be changed

 Touchthe Delete key Type the price of the item

) Press OK or touch the Down Arrow to ensure the

VOIDING AN ENTIRE SALE: cursor (rectangle box) is on the next available line

e Touch the Escape key before scanning any additional items

e The entire sale is cancelled

Note: Touching the Escape key will Exit the Till if there is no NO SALE:

transaction on the screen e Logon

g
e Touch the NO Sale hotkey

RETURNING A SALE: e Touch the Secure hotkey before walking away, to

e Logon ensure the Till is secured

e Touch the Return hotkey .

e Scan the item(s) being returned, they will appear in red CUSTOMER ACCOUNT SALES:

e Touch OK & select the Tender Type method for the e Logon
refund e Touch Select Customer hotkey

e Type the first few letters of the surname

DISCOUNT A SINGLE ITEM: o Highlight the correct customer & touch Select to

e Scan item to be discounted select them _ o

o Touch the Item Lookup Code of the item to be e Scan OTC item(s). If sale includes prescriptions, touch
discounted ensuring that the cursor (rectangle box) is the Fred Dispense Script hotkey to add prescriptions,
over the Item Lookup Code select the patient from list and touch OK
Touch the Discount hotkey * Touch OK o

e Ensure Discount Percentage from Retail is selected  Touch the By Account hotkey and touch + finalise
(on the right side of the window) the transaction
Type the Discount Percentage in the box & touch OK )

Touch OK or touch the Down Arrow to ensure the CUSTOMER ACCOUNT PAYMENTS:
cursor is on the next available line s Logon

« Proceed with the transaction  Touch Select Customer hotkey

e Type the first few letters of the surname to search

DISCOUNT THE ENTIRE SALE: o Highlight the correct customer & touch Select to

* Scan item(s) to be pulr cgaseq below the i d . ?’ilsg:ltt:eezmAccount Payment hotkey

: EQE%ft%tsg{s(zcﬂghitf eX; Is below the tems scanne e Type the Payment Amount in the box Payment

- o Received and touch OK to continue

) Egsﬁgjitljslsjceogfrlhgevmdiﬁf Il Price is selected (on e Select the Tender type method for the payment and

finalise the transaction

e Type the Discount Percentage in the box & touch OK
p d with the transaction Note: D_O NOT make a purchase and a payment on the same

° rocee transaction

&

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au




O FRED.OFFICE
TILL SHORTCUT TIPS FOR TOUCHSCREENS

-
REPRINT A RECEIPT FOR PREVIOUS SALE: CHECKING CUSTOMER ACCOUNT
+ Logon PURCHASES:
e Press the Reprint Receipt hotkey « Logon
e This will reprint a receipt for the last transaction on e« Touch the Select Customer button
this register o Type the first few letters of the surname to search
¢ Highlight the correct customer & touch Select to
select them
REPRINT A RECEIPT THAT OCCURRED e Touch the New/Edit Customer Hotkey
DURING ANY DATE RANGE: o Touch the Purchase History Tab
e Logon o This will display the purchase history for selected
e Touch the Journal hotkey customer
e Touch Lookup & select the required date range
e Touch the Home key to start at the first receipt
e Touch the Page Up & Page Down keys to scroll CHECKING CUSTOMER ACCOUNT
through receipts in order BALANCES:
e Press Print to print once the required receipt is visible e Logon
e Touch the Select Customer button
_ e Type the first few letters of the surname to search
CREATING A LAY-BY: e Highlight the correct customer & touch Select to
e Logon select them
e Press the Select Customer hotkey ¢ Store balance will appear in the top left hand corner
e Type the first few letters of surname to search where the customer name is located
If the customer is listed
e Highlight the correct customer & touch Select to CREATING A WORK ORDER:
select them (SHORT TERM ACCOUNT / SPECIAL ORDER)
. . e Logon
I.f thPer;::Ssté)Srré:er Is not listed e Scan Items(s) to be purchased
e Touch the Work Order hotkey
e Touch the New Customer hotkey « Touch Details hotkey
* Typethe customer's Firstname, Surname, Address e Type the Customer Name & Contact Details in the
& Phone Number & touch OK C)cl>mment field
Scan items to be put on Lay-by . . . .
Touch the Lay-by hotkey (or Ctrl+F8) to activate the ° -Ia-r?)l/JZTVSX)e g't(éicdheg?flt’ type the Deposit Amount (if
layby
. . Touch OK
*  Touch the Details hotkey to go to the Lay-by Details e Select the correct Tender Type for the Work Order
Touch the Override Deposit box, type the Deposit denosit & finalise the transaction
Amount & touch OK P
e Touch OK
e Select the correct Tender Type for the lay-by deposit RETRIEVING A WORK ORDER:
& finalise the transaction (SHORT TERM ACCOUNT / SPECIAL ORDER)
e Touch the Recall hotkey
o Highlight the option Recall a Work Order & touch OK
LAY-BY INTERIM PAYMENT: e Highlight the correct Work Order & touch OK
¢ Logon e Touch OK
e Touch the Recall hotkey & select Recall a Layaway e Select Pick Up Entire Work Order & touch OK
¢ Highlight the correct Lay-by & touch OK e Select the correct Tender Type & finalise the transaction
e Touch the Lay-by Payment hotkey (or Shift+F4) to
show the Lay-by Payment window )
e Type the Lay-by Payment amount & touch OK END OF DAY (ON EACH TILL):
e Select the correct Tender Type for the lay-by interim + Logon
payment & finalise the transaction e Touch the No Sale hotkey to open the drawer
e Touch the End Day hotkey
e Highlight Print Z Report & touch OK
LAY-BY FINAL PICKUP:  Touch Y(es) to the question _
e Logon o Remove takings from the Till & put them with the Z-Report
e Touch the Recall hotkey & select Recall a Layaway : _ll‘_ggcohn g&ag;léz Zt:(r:w;crll(:g ﬁpnric;_ ;ee‘zs
*  Highlight the correct Lay-by & tOUCh.OK e Touch ESC to close the Till program
* Touch O_K togoto t'he Layaway Options e Ensure no programs are still running & turn the
e Select Pick Up Entire Layaway & touch OK computer monitor off
e Select the correct Tender Type for the lay-by . . )
balance remaining & finalise the transaction gg;%rtg}irsjﬁlé Banking Summary Report consolidates z-
&

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au




COMMON PROCEDURES
©FRED.DISPENSE WITH ®FRED.OFFICE

p
The below is a quick reference guide to help you work out the consequences of some of the most common
dispensing procedures. Essentially Fred Office “knows” what happened to the script the last time you
dispensed it, so when changes are made Fred Office will update information (either at the POS or on the
account) to match. This is also why the <ZZ> function should not be used with Fred Office. This function
tells Fred Office to “ignore” the script entirely which means edits or cancellations of the script in the future
will be affected.

The procedures outlined below, assume the only script rule set up is to charge to accounts (if selected and that
account exists). If you are unsure of your configuration settings, please contact Fred Help on 1300 731 888.
EDITING SCRIPTS
When you edit a script Fred Office will update the information. If the script you are editing has been already
sold through the till or charged to an account, Fred Office will make a reversal and replace with the new
details (to ensure accurate stock levels and price information).
Script Editing Not Yet Sold
In Fred Dispense |... Till Waiting Script Screen On the Account
Edit a script (e.g. drug, Existing script is replaced with N/A
quantity, price etc.) edited script details.
Script Editing was Sold or Changed
In Fred Dispense I... Till Waiting Script Screen On the Account
Edit a script (e.g. drug, A credit for the original script A credit for the original script and a
quantity, price etc.) (appears in red) and a charge for charge for the new edited script appears.
71D T EEfDe] SEPt (EfREeers fin The two transactions for the original script
black). . . : ,
are automatically hidden from displaying
The credit ensures the previously on printed statements (provided occurs in
sold item is returned to stock same statement period). This auto hide
ensuring accurate stock control. does NOT work across statement periods.
OWING SCRIPTS
Owing Script Not Yet Sold
In Fred Dispense |... Till Waiting Script Screen On the Account
Mark off an owing Nothing changes N/A
script using “<O>wing
mark off”
Mark off an owing Script removed from waiting scripts  N/A
script by cancelling list. New script dispensed will
and re-dispensing appear in waiting scripts list.
.

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au
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Owing Script was Sold or Changed

In Fred Dispense l...  Till Waiting Script Screen On the Account

Mark off an owing Nothing changes Nothing changes

script using “<O>wing

mark off”

Mark off an owing A credit for the original script A credit for the original script and a charge

script by cancelling (appears in red) and a charge for for the new dispensed script appears.

and re-dispensing _the new dispensed script (appears The two transactions for the original script
in black). : . : :

are automatically hidden from displaying on

The credit ensures the previously printed statements (provided occurs in
sold item is returned to stock same statement period). This auto hide
ensuring accurate stock control. does NOT work across statement periods.

CANCELLING AND REDISPENSING SCRIPTS

If the script to be cancelled has not been sold or charged to an account, it will simply be removed. If it
has been sold through the till or charged to an account, Fred Office will send a credit for the cancelled
script. The re-dispense is treated like any newly dispensed script.

Script Being Cancelled Not Yet Sold

In Fred Dispense I...  Till Waiting Script Screen On the Account
Cancel a script Script removed from waiting N/A
scripts list.
Cancel a script and Script removed from waiting scripts  N/A
re-dispense list. New script dispensed will

appear in waiting scripts list.

Script Being Cancelled was Sold or Changed

In Fred Dispense I...  Till Waiting Script Screen On the Account

Cancel a script A credit for the original script A credit for the original script.

(appears in red). The two transactions for the original script

The credit ensures the previously are automatically hidden from displaying on

sold item is returned to stock printed statements (provided occurs in
ensuring accurate stock control. same statement period). This auto hide
does NOT work across statement periods.
Cancel a script and A credit for the original script A credit for the original script and a charge
re-dispense (appears in red) and a charge for for the new dispensed script appears.
_the ey dlpenese Serz (@ ppeers The two transactions for the original script
in black). : . : :
are automatically hidden from displaying on
The credit ensures the previously printed statements (provided occurs in
sold item is returned to stock same statement period). This auto hide
ensuring accurate stock control. does NOT work across statement periods.

.

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au
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MY SCRIPTS ARE NOT FLOWING TO THE POS TILLS

Step 1 - Check the Scripts have arrived from Fred Dispense

e Open Fred Office
e Go to Activity > Scripts
e Check if the scripts have arrived from Fred Dispense

If they have not arrived:
e Proceed to step 2A ‘Restart Fred Connect’

If they have arrived:
e Check at your POS Tills to see if scripts have arrived

If they are not at the POS tills:
o  Check computer networking
o Contact Fred Help on 1300 731 888

If you can’t log into Fred Office:
e Proceed to step 2B ‘Restart Fred Office Services’

Script
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Step 2A - Restart Fred Connect
e Go to the main dispensary computer

e Check if the Fred Connect icon appears in the
task bar

e Right click and
choose “Stop”

If it disappears as you move your mouse over it,
use Task Manager to forcibly stop “CS.exe”

e Restart Fred Connect by double clicking @
the desktop icon

FredConnect

Check if scripts are now appearing in Fred Office > Activity
> Scripts

If they have not arrived:
e Contact Fred Help on 1300 731 888

If they have arrived:
e Check at your POS Tills to see if scripts have arrived
If they are not at the POS tills:

o  Check computer networking
o Contact Fred Help on 1300 731 888

Step 2B - Restart Fred Office Services
Please Note:

If you have a SBS (Small Business Server) you will
need to contact Fred Help on 1300 731 888.

e Go to your main Fred Office machine.

I
¢ Right-click on the ;'aopen
My Computer / MyCol ey piore

Computer icon and
Manage

select “Manage”.
e Double-click “Services & Applications”

=y Computer Management
=) File Action  View

@\ R D

Q ‘Computer Management (Lacal) | Mame

= m System Tools @System Tools
Event Viewer

Shared Folders

g Local Users and Groups
&4 Performance Logs and Alert:

_.E_'.;, Device Manager
=1l Shrane

Window  Help

@Services and Applications

e Double-click “Services”

e Select “Fred Office Services”
e Click “Start”

=), File  Action  View
= AEEEB@E > s 0

E Computer Management (Local)
Elm System Toals
@ Event Yiewer

Window  Help

*h Services

Fred Office Services

% Shared Folders 8 Fred Office Sabscan Se

Local Users and Groups ﬂ he service 88 Fred Cffice Services
Performance Logs and Alert: e Teah o ord Cortie:

=) Mevice Mananer e i :

Log into Fred Office and check if scripts are now appearing
in Fred Office > Activity > Scripts

If they have not arrived:
e Proceed to step 2A: ‘Restart Fred Connect’

If they have arrived:
e Check at your POS Tills to see if scripts have arrived
If are not at the POS tills:

o  Check computer networking
o Contact Fred Help on 1300 731 888

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au




O FRED.OFFICE
TROUBLESHOOTING

HOW DO FRED OFFICE SCRIPTS FLOW TO THE POS TILLS?

©FRED.DISPENSE

Dispense

BFRED.CONNECT —>

Scripts travel from Fred

Dispense to Fred Office »

via Fred Connect.

O FRED.OFFICE

Back Office

<>

—> One way Connector

Once they arrive inside Fred
Office they can be seen in »
the Activity > Scripts section.

<— Two way Connector

FRED.POS

~ “.Microsoft Dynamics

Retail Management System

Point of Sale Till

- => Web Services

From here, the Fred Office
Services process* and send
them onto the POS or charge

them to accounts.

* based on the Script rules set up at installation

Additionally

QuickPad, Account details and Item information (SOH, Cost prices) which display in Fred Dispense, do so because
of Web Services accesed via Fred Connect.

WHAT DO | DO IF QUICKPAD, ACCOUNT DETAILS OR ITEM INFORMATION
(SOH, COST PRICES) STOP APPEARING IN FRED DISPENSE?

e Complete step 2A: ‘Restart Fred Connect’ Run

e Go to your main Fred Office machine

Please Note: If you have a SBS you will need to contact Fred

Help on 1300 731 888

e Click Start > Run

e Type “iisreset’ then press Enter

- Type the name of a program, folder, document, or
Internet resource, and Windows will open it For vou,

Open: I iisreset j

oK I Cancel | Browse, .. |

ic:-] -j-:-] MContents ;]Index -:{Search o Favorites | @y ¢

|7| FRED OFFICE

[7] GETTING STARTED

|7/ UPGRADE TRAINING

|7 FRED HELP CENTRE FAQ
|7 MY OFFICE

7 ORDERING

« CONTACTS

7 INVENTORY
< PRICING

@_/ REFORTING
& ACTIVITY

7 ASSISTANTS
o MANACCMERT

TROUBLESHOOTING
) [7] TROUBLESHOOT SCRIPTS NOT APPEARING AT POS TIL|
9 U IHER

ﬁ’{ DASHBOARDS

Fred Office F1 Help Troubleshooting

For further information and details (including screenshots to
help you) press the F1 key when in Fred Office to access the
F1 Help Troubleshooting!

For further assistance please contact Fred Help on 1300 731 888 or help@fred.com.au
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A NEW POINT OF SALE SYSTEM.

WE THANK YOU FOR YOUR PATIENCE
WHILE WE LEARN THE NEW SYSTEM.
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1300 731 888 (Local Call Cost)

Fred Help Centre: http://help.fred.com.au
Email: help@fred.com.au

8.30am - 9.00pm (EST) Mon — Fri
8.30am - 5.00pm (EST) Sat, Sun & Public Holidays

www.fred.com.au

Fred IT Group Pty Ltd
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www.fred.com.au
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