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An Introduction to Point of Sale

Robert: We're really glad to have you on board, Kayla. Let’s get you started with
Point of Sale.

Kayla: That sounds great! Except, I’ve never run Point of Sale before and | don’t
really know what to do.

Robert: No worries. I’ll walk you through the basics. Select any topic on the screen
to begin.

Topics:
e Launch and Navigate
e Header Screen

e Totals Screen

Launch and Navigate

When Point of Sale launches, you will be prompted to enter a clerk name and
Password. Best practice is to create a username and password for each clerk. If
you are signing in for the first time, you may be prompted to enter a Beginning
Cash Drawer Balance. Enter the correct amount and press OK.

If you've entered the wrong amount, you can correct it by selecting Menu and
choosing the Print Totals and Close Cash Drawer option under Activity. Select
Change Beginning Cash to update your amount. You may also be prompted for a
Loyalty ID number before you begin a transaction if your store participatesin a
loyalty program.

Scan in the customer’s loyalty card or enter the number manually and press OK.
The Title bar displays relevant information about your Point of Sale session.

This includes the Name of the Application, the Type of Transaction you are
processing, the Store Number you are locked in to, the Terminal number, and the

1 September 6, 2018
EPICOR eprember



Epicor University

Customers Jartners | Employees

‘Signed On User’. If you need to leave your station, press Esc on your keyboard or
select the User icon from the ribbon menu to sign out. To close Point of sale, click
the X button in the upper right corner of the screen. If you are logged out, select
cancel. When asked if you wish to exit Point of Sale, choose Yes.

Header Screen

The Header screen lets you view additional information about the transaction and
the customer. Typically, the header is used for Estimates, Orders, Special Orders,
and Layaways. To access it, select customer and then press Header. You can also
press F11 to toggle to the Header screen.

Here you can enter relevant customer information such as a phone number,
address, or special instructions about the purchase. With the correct security bits,
you can also change Term Codes, Tax Codes, and the related Salesperson. When
all of the information is updated, select Post or F11 to return to the posting
screen.

Totals Screen

When all the items in a transaction have been posted, select Totals. You can also
press the plus key on the keypad. The total amount due will display. Here you can
enter the amount tendered. Sales can be paid for with Cash, Check or a Bankcard.
Stores with Accounts Receivable may also allow customers to charge the
transaction to their account.
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or warranties with regard to the enclosed information and specifically disclaims, to the full
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are believed to be accurate as of its date of publication. The usage of any Epicor software
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consulting services by Epicor personnel shall be pursuant to applicable standard services
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Epicor software or third party products may require the purchase of licenses for such other
products. Epicor, the Epicor logo, and are trademarks of Epicor Software Corporation,
registered in the United States and other countries. All other marks are owned by their
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About Epicor

Epicor Software Corporation drives business growth. We provide flexible, industry-specific software that is designed
around the needs of our manufacturing, distribution, retail, and service industry customers. More than 40 years of
experience with our customers’ unique business processes and operational requirements is built into every solution—in
the cloud, hosted, or on premises. With a deep understanding of your industry, Epicor solutions spur growth while
managing complexity. The result is powerful solutions that free your resources so you can grow your business. For more
information, connect with Epicor or visit www.epicor.com.
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