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INTRODUCTION – COMPANY OVERVIEW & OTHER Computer MAGIC PRODUCTS 

a)  COMPANY OVERVIEW


CLUB INDUSTRY FOCUS: 

Computer MAGIC is a company dedicated to the development and support of a comprehensive range of software and hardware products for the club industry. 


CLUB EXPERIENCE:

A key element of the success of the company over the years has been the depth of experience the employees of the company have in the accounting field and the club industry. This experience emanates from working with numerous clubs and the involvement in the actual financial management of clubs.


SUPPORT:

The basic philosophy of Computer MAGIC that sets it apart from other suppliers is the commitment to a long-term relationship with the club and the provision of the highest level of support. Support is provided via dedicated support lines with phone, fax and e-mail access.


FUTURE DEVELOPMENTS:

The club industry is forever evolving and with changes to technology and legislative requirements there is a constant need to continually update and enhance the systems.  Computer MAGIC directs a substantial proportion of its revenue to the ongoing development of each of the products so that users can be assured of always being up to date with the current requirements. They can feel confident that, regardless of future developments in the club industry and computer technology, their software supplier is already planning for them.

b)  OTHER PRODUCTS FROM Computer MAGIC

The other software products (in addition to the Till Control Program) developed, marketed and supported by Computer MAGIC are as follows:

· CLUB MEMBERSHIP

· POKER MACHINE ANALYSIS and POKER MACHINE GRAPHICS INTERFACE

· CLUB PAYROLL

· CASH MANAGEMENT - incorporating Debtors, Invoicing, Creditors, General Ledger, Budgets and 

Reporting (both Financial and Management)

· STOCK CONTROL

· FIXED ASSETS

· FUNCTIONS MANAGEMENT

· GOLF HANDICAPPING

· MEMBERS DRAW/RAFFLES

· MEMBERS GAMES

· FOYER UNIT SYSTEM

The hardware products marketed and supported by Computer MAGIC are as follows:

· PC-BASED TILLS (for Bars & Bistro)

· MEMBER FOYER UNITS

INTRODUCTION – BRIEF SUMMARY OF THE SYSTEM

The Till Control program is the interface between the Computer MAGIC PC-Based Tills and the Stock Control system. It provides a broad range of facilities to communicate with the Tills, to set up customised options for each Till and to control the integrity of the cash and stock involved in Till Sales.

The Till Control program allows you to define the parameters for both Bar and Catering Tills and handle the associated stock items, all within the one system.

Some of the features of the Till Control program include:

a) TILL COMMUNICATION

· Handles all communication with the Tills and provides for simple checking as to the status of each Till

· Provides a central location from which to update all Tills with changes to PLU’s, pricing, etc.

· Allows you to set the Price Level to be used at specific times for selected Tills (e.g. Happy Hour)

· Includes to option to upload Till Rolls, Audit Trails, Void transactions, Charged transactions, Dry Tills, Function Receipts and X Readings from selected Tills at any time during the day.

· Completes the End of Day routine, downloading all relevant data from the Tills, updating the stock files and resetting the Tills for the next day’s trade.

· Synchronises all Tills with the same Date and Time

· Provides the facility to monitor the operation of a selected Till from the Till Control Program

· Allows you to send messages to selected Till Operators from a central location 

b) TILL PROGRAMMING

· Sends all relevant PLU’s and associated pricing to the Tills

· Allows editing and updating of the different keyboard layouts used by the Tills  

· Allow editing and updating of the Barcodes for PLU items

· Allows editing and updating of the Footnote printed on the Patron’s receipt

· Allows you to set, and modify as required, the current Price Level for selected Tills

· Allow editing and updating of Drink Recipes accessed by the Operators of the Tills

· Allows the editing and updating of the configuration file that is used to specify the various parameters for the Tills connected to the system

· Allows the editing and updating of the Names, Numbers and Passwords for the employees using the Tills

· Allows the updating of the program that runs the Tills, from a central location

c) TILL REPORTING

· The Till Control program provides the option to print selected Till Rolls for selected Tills on specific dates.

· The option is also provided to report on only Charge transactions and Dry Till transactions

· Complete Audit Trails of all activities carried out on selected Tills can be listed

· X Readings can be displayed or printed for selected Tills or for all Tills on selective dates

· Sales by Group reports provide the source document for posting your Till Sales into the Tills Input or Receipts routines in the Cash Management system

· The Charges Summary report lists the details of all transactions that were charged on the Till with the option to group them by Charge (Expense) Code for simple input to the Cash Management system

· Sales by Hour graphs are available for all or selected Tills. Proportions of member sales compared to non-member sales are also highlighted on the graphs.

d) TILL INTERFACING

· The Till Control program can interface to selected Player Reward (Bonus) systems and send the number of points accumulated daily by members. These points would have been gained through sales made on the Computer MAGIC Tills.

INTRODUCTION – SPECIAL KEYS, ICONS  & MOUSE INSTRUCTIONS
The Computer MAGIC Till Control Program has been written in a manner that is consistent with Windows technology but we have attempted to retain some of the more efficient data entry features of the DOS system. 

a)  SPECIAL KEYS

· Enter key
-
as with the DOS system, when you are entering the details in a number of the input screens in the system, you can terminate the entry of each field with the Enter key. As with other Windows applications you can also use the Tab key but most operators do not find this as efficient.

In some screens, it may be safer to use the Tab key or the mouse to move from field to field as pressing the Enter button may result in the OK button being activated and the routine finishing prematurely.

· F8 key
-
as with all Computer MAGIC applications, the F8 key is used as the Lookup key. Depending on which field you are processing, pressing the F8 key or selecting the F8 icon with the mouse, results in the relevant data options being displayed, e.g. PLU’s, etc. 

· Calendar
-
whenever you are on a date field in the system, the option is provided to click on the Calendar icon. This takes you into the Calendar routine – full details on this option are provided in the Special Routines section on Page 7.

b)  MENU ICONS

For frequently used routines the system has available icons that can be selected instead of menu options. An example of the Main Menu icons is shown below. All you need to do is click the icon to enter the routine.
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Menu Icons

c)  MOUSE INSTRUCTIONS

Whenever the manual instructs you to click an item with the mouse, it should be assumed that this means the left button of the mouse and that a single-click is all that is required. If you need to double-click or use the right button on the mouse, then you will be specifically instructed to do so.

The manual will often instruct you to “Select” an item from a window or screen. You would complete this instruction by single-clicking the required selection with the mouse, using the left button.

If you are unfamiliar with the use of the mouse in a Windows application or with text boxes, scroll bars, option boxes, etc. then we suggest you either complete a Windows tutorial or read a book such as the “Windows for Dummies” series of publications.

INTRODUCTION – SPECIAL ROUTINES

INTRODUCTION – SPECIAL ROUTINES

b)  CALENDAR

The Calendar feature is available for any field on the system that requires a date to be entered. 

By clicking on the Calendar icon to the right of the date text box, the calendar window opens as shown below. If the date text box has a date already in it when you select the Calendar icon, then the calendar will start at that date. If the date text box has no date in it when you select the Calendar icon, then the calendar will start at today’s date.
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A further option exists to quickly locate the required month or year. Rather than continue to click on the “Prev. Year” or “Next Year” icon to locate the required year, you can right click on either of the two icons and the system will display the current and previous (or next) 9 years. The example below shows the window that appears after right clicking on the “Next Year” icon.
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In the same way, if you right click on the “Prev. Month” or “Next Month” icons, then the system displays the 12 months for you to select the one you want. The example above shows the window that appears after right clicking on the “Prev. Month” icon.

A)   SYSTEM PASSWORD   


On entry to the Till Control program, the system prompts for you to “Enter Password”. The passwords are set up and maintained in the Cash Management system with access to different routines determined by the access levels established in the Password Maintenance routine.

B)   WHO IS ONLINE   


This option is displayed as one of the Main Menu icons and is a routine that is used regularly. It provides the facility to quickly check the status of each Till linked to the system. This is important as certain communication with the Tills can only be completed when the Till is On-Line and at the Menu screen..

On entry to the routine the “Tills Online” window is displayed as shown below. In this example, the three status conditions are shown. They are:

· Menu 

-  the Till is back at the Menu screen

· Register 
-  the Till is operating in Register mode

· Not Online
-  the Till is turned off, not communicating or back at the “ready to be turned off” state 
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C)   SEND MESSAGE   


This option is displayed as one of the Main Menu icons. It provides the facility to send a message (maximum 38 characters) to all or selected Tills. The message is displayed on the bottom line of the Till screen.

On entry to the routine the “Send Message to Tills” window is displayed as shown below. Simply type in the message required and click the “OK” button. 
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The “Till Selection” screen is then displayed allowing you to tick the Tills that you want to send the message and click the “OK” button.

D)   EXIT  


This menu item is used to “Exit” from the Till Control program.

An alternative means of exit is to click the ( (Close) button in the top right corner of the screen. This option can be used to exit from any routine.

E1)   REPORTS – TILL ROLLS  


By selecting “Reports” from the Main Menu, the following menu appears.
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Select the “Till Rolls” option from the Reports Menu. 

This routine allows you to view, and optionally print, the Till Roll for selected Tills on selected days. This can be useful if there is a query on a Till on a particular day or a hard copy is required as part of the club’s audit checking process.

The Till Rolls are automatically down-loaded during the “End of Day – Run End of Day” routine as detailed on Page 31. The option is also provided to download the Till Roll during the day via the routine “Upload From Tills – Till Rolls” as set out on Page 36.

Till Rolls that have been downloaded as part of the “End of Day” routine will have the actual processing date displayed. 

For the Till Rolls downloaded during the day via “Upload From Tills”, the notation in the display will be “Manual download”.
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The 0 (zero) next to the date in the “Till Rolls” window above, denotes the number of additional Till Rolls for this Till on that day. 1 (one) would indicate that there was one additional Till Roll for that Till on that day. 

The system then displays the Till Roll in a format similar to that shown on the following page. In this case, “All Transactions” has been selected.

E1)   REPORTS – TILL ROLLS  


The Till Roll displayed below is for Till 3 in the Bistro Bar. The option to display all transactions has been selected and the date of the Till Roll is shown in the top right corner.
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Select the “Print” button to produce a hard copy of the displayed Till Roll.
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E2)   REPORTS – AUDIT TRAIL  


By selecting “Reports” from the Main Menu, the following menu appears.
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Select the “Audit Trail” option from the Reports Menu. 

This routine allows you to view an audit trail of all major activities on selected Tills for specified days. This can be very useful when checking what times Operators logged on and off, when Price Levels were changed, when NO SALE transactions were processed, and when transactions were voided and by whom.

The audit trail also records the End of Day functions and provides a check that all the steps of the routine were completed successfully.

On entry to the routine the “Audit Trail” screen, as shown on the following page, will be displayed.

Select the Till you want to display the Till Roll for by clicking on the ( button next to the “Till” drop-down list box. This will display all the Tills on the system as set up in the Stock Control system.

The available list of dates (or manual downloads) available for the report is then displayed. Select the required date and click the “OK” button. 

A sample “Audit Trail” is shown below for Till 1 on the 13th January 2003. 
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E3)   REPORTS – VOID TRANSACTIONS  


By selecting “Reports” from the Main Menu, the following menu appears.
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Select the “Void Transactions” option from the Reports Menu. 

This routine allows you to view and optionally print, the details of voided transactions for selected Tills on specified days.

On entry to the routine the “Till Roll” screen is displayed.

Select the Till you want to display the voided transactions for by clicking on the ( button next to the “Till” drop-down list box. This will display all the Tills on the system as set up in the Stock Control system.

The list of dates with voided transactions for the selected Till are displayed. Highlight the required date and click the “OK” button. 

A sample “Void Transaction” Till Roll is shown below for Till 2 on the 22nd December 2002. Operator 251 processed this voided transaction. The Docket number that was voided was 6251.

Select the “Print” button to produce a hard copy of the voided transaction.
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E4)   REPORTS – X READING  


By selecting “Reports” from the Main Menu, the following menu appears.
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Select the “X Reading” option from the Reports Menu. 

This routine allows you to view and optionally print, the details of all shifts completed on selected Tills for specified days. 

The “X Reading” report is used by the Supervisor to reconcile and balance the Till cash count by the Operator. 

The X Reading is automatically down-loaded during the “End of Day – Run End of Day” routine as detailed on Page 31. The option is also provided to download the X Reading during the day via the routine “Upload From Tills – X Reading” as set out on Page 37.

X Readings that have been downloaded as part of the “End of Day” routine will have the actual processing date displayed. 

For the X Readings downloaded during the day via “Upload From Tills”, the notation in the display will be “Manual download”.

A sample “Till X Reading” for Till Number 1 for the 13th January 2003 is shown below.
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E5)   REPORTS – SALES BY HOUR  


By selecting “Reports” from the Main Menu, the following menu appears.
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Select the “Sales by Hour” option from the Reports Menu. 

This report graphically represents the Sales for a selected date. It can be useful in identifying busy times in certain Bars so that rosters can be planned accordingly. 

The graph highlights Sales for each hour for both Member and Non-Member sales, providing an interesting insight into the breakdown of the type of patronage at various times throughout the day.

On entry to the routine you are prompted to “Enter Date” for the report or use the Calendar option to select the day required.

The “Sales by Hour” screen, as shown below, is then displayed. The system scans the data files and includes all the Tills that have sales on the selected date.

You are then able to select if you want the report and associated graph in “Value” or “Quantity”
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You can display the report for a different day by selecting the “Change Date” button. 

E5)   REPORTS – SALES BY HOUR  


By selecting the “Graph” button on the “Sales by Hour” report as shown on the previous page, the graph as shown below is displayed.

In the example shown, the date selected is the 10th January 2003 and Tills 1 and 2 have been included in the report.

You will notice that the Member and Non-Member Sales have been highlighted separately.
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Select the “Print” button to produce a hard copy of the report.

F1)   MAINTENANCE – SEND PLU’s TO TILLS  


By selecting “Maintenance” from the Main Menu, the following menu appears.
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Selecting “Send PLU’s to Tills” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) COMPLETE FILE (ALL)

This routine allows you to send the complete PLU file with prices to selected Tills. The PLU details and prices are set up in the Stock Control system via “Maintenance – PLU”.

On entry to the routine a screen similar to that shown below is displayed. Select the Tills you want to send the complete PLU details to and click the “Send” button. 

The Tills must be back at the Menu screen to allow this operation to be completed. If the selected Tills are not back at the Menu screen, then a message “Not at menu” is displayed in the “Status” column in the screen below. 

The option to “Retry” is provided once you have checked that the Tills are back at the Menu screen.
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F1)   MAINTENANCE – SEND PLU’s TO TILLS  


b) SELECTIVE SALES GROUPS

This routine allows you to send updated PLU details and prices for specific Sales Groups to selected Tills. The Sales Groups are set up in the Stock Control system and each PLU can be linked to a Sales Group in the PLU Maintenance routine.

This routine can be very useful if only the details of PLU’s relating to a specific Sales Group need to be updated. This may occur, for example, if there was a change in the pricing for all PLU’s for Bulk Beer. This is the situation in the example shown below where the Sales Group for BULK BEER has been selected and only the PLU’s from that Sales Group have been identified for updating Tills 1 and 2.

On entry to the routine a screen similar to that shown below is displayed. Select the “Sales Group” to be sent by clicking on the ( button. Only those PLU’s linked to the selected Sales Group are then displayed. 

Next, select the Tills you want to send the PLU details to and click the “Send” button. 

The Tills must be back at the Menu screen to allow this operation to be completed. If the selected Tills are not back at the Menu screen, then a message “Not at menu” is displayed in the “Status” column in the screen below. 

The option to “Retry” is provided once you have checked that the Tills are back at the Menu screen.

[image: image93.wmf] 


[image: image94.png]



[image: image95.png]/End of Day
EndofDay [1atar2003

The END OF DAY routine wil 1] o
* Read from the selected fl
“ TilRol
* % Readings
* Functon Fieceipts
=t Tral
*Bundy Times.
* If successhul
* Resetthe tl.
*Send sales o stock

SRl

3 BISTROBAR  Onlie

Gperation Status
VOID TRANSACTIONS

BUNDY CLOCK TIMES

TILL ROLL

XREADING

FUNCTION RCEIPTS

AUDIT TRALL

RESET TILL

SAVE SALES

/0

| e | [CXEe=]




[image: image16.png]/¥ Send PLU Details to Tills
Sols Groun o1 BULK BEER 5
T S Nusree | Deserglion
i T BEERFULL70Z
2 WA AR 6 2 BEERFULL100Z
r s wsROBeR 3 BEERFULL1S0Z
’ NotPC based il 4 BEERFULLUG
5 Nt PC based il 5 BEERLTE702
s Nt PC based il § BEERLITE 1002
7 Nt PC based il 7 BEERLITE 1502
s Nt PC based il 8 BEERLITEUG
s Nt PC based il
10 Nt PC based il
1 Nt PC based il
12 Nt PC based il
1 Nt PC based il
1 Nt PC based il
15 Nt PC based il
1 Nt PC based il
17 Nt PC based il
18 Nt PC based il
19 Nt PC based il
2 NP based il ]
i X Cose




 

F1)   MAINTENANCE – SEND PLU’s TO TILLS  


c) SELECTIVE INDIVIDUAL PLU’S

This routine allows you to send selective individual PLU details and prices to selected Tills. 

This routine can be very useful if only the details of certain PLU’s have been changed and so these are the only ones that need to be updated in the Tills.

On entry to the routine a screen similar to that shown below is displayed. 

Enter the “PLU Number” of the PLU to be sent or use the F8 option to display the PLU’s on the system and select the required one. You are able to include as many PLU’s as required. The selected PLU’s are displayed on the screen as you enter the PLU Number. 

Next, select the Tills you want to send the PLU details to and click the “Send” button. 

The Tills must be back at the Menu screen to allow this operation to be completed. If the selected Tills are not back at the Menu screen, then a message “Not at menu” is displayed in the “Status” column in the screen below. 

The option to “Retry” is provided once you have checked that the Tills are back at the Menu screen.
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F1)   MAINTENANCE – SEND PLU’s TO TILLS  


d) REMOVE PLU

This routine allows you to remove individual PLU’s from selected Tills. This may be required if you no longer stock a particular stock item and so you want to remove, from the Tills, the PLU used to record sales for that stock item.

It should be noted that even if you send a complete PLU file that no longer contains a particular PLU, it does NOT mean that the PLU is automatically removed from the Till. If you change the PLU no longer required and use the same PLU Number for another stock item and send that new PLU to the Tills then the old PLU details will be replaced. 

This routine then is for the situation where you no longer want sales recorded against a particular PLU and at this point in time you have not allocated the PLU Number to another product in your Stock Control system.

On entry to the routine a screen similar to that shown below is displayed. 

Enter the “PLU No” of the PLU to be removed. You are able to include as many PLU’s as required. The selected PLU’s are displayed on the screen as you enter the PLU Numbers. 

Once you have entered all the PLU’s to be removed, click the “Send” button. 

The “Till Selection” screen is then displayed allowing you to select the Tills to be included. If the selected Tills are not available then the details of the problem are listed in the “Status” column as shown below.

The option to “Retry” is provided once you have checked that the Tills are back at the Menu screen.
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F2)   MAINTENANCE – KEYBOARD MAPPING  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  


Selecting “Keyboard Mapping” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) EDIT SHORTKEYS

This routine allows you to map up to 88 shortkeys that are available with the Jarltech keyboards supplied with the Computer MAGIC PC-Based Tills.

You are able define a different combination of shortkeys for individual Tills, which is beneficial when you have different products being sold in different locations. It is especially appropriate if you are using the PC-Based Tills for both Liquor and Catering.

On entry to the routine the “Edit Shortkeys” screen is displayed as shown below.

If you want to define a new layout then select the “New” button. You are then prompted to enter the name for the “New Shortkey File”.

If you want to modify an existing layout then select the “Edit” button. The system displays the keyboard layout files currently stored in your Till Data directory. Highlight the required one and select the “Open” button. This then loads the file and displays the current layout.
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F2)   MAINTENANCE – KEYBOARD MAPPING  


a) EDIT SHORTKEYS (cont..)
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A completed “Edit Shortkey’s” screen showing the full keyboard layout is shown below. Note the use of the drop-down menus on these four keys with the PLU 100 key being the example shown above 
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F2)   MAINTENANCE – KEYBOARD MAPPING  


b) SEND SHORTKEYS 

This routine is used to send the keyboard mapping file, as defined in the “Edit Shortkeys” routine detailed above, to the selected Tills.

On entry to the routine the “Send Keymap” screen is displayed. It lists all the Shortkey Map Files stored in the Till Data directory. Highlight the Shortkey Map File to be sent to the Tills and click the “Send” button.

In the example below the “BARTILL” Shortkey Map File has been selected.
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The “Till Selection” screen is then displayed allowing you to specify which Tills you want the Shortkey Map File to be sent to.
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The selected Tills must be at the Menu screen for this routine to be completed successfully. 

A status screen will detail any problems with the selected Tills and also advise when the routine has been successfully completed.

F3)   MAINTENANCE – BARCODE CROSS REFERENCE  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  











Selecting “Barcode Cross Reference” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) EDIT BARCODES

This routine allows you to set up Barcodes for selected PLU’s stored on the system. This facility is typically used by clubs for the accurate recording of sales of bottles of spirits, wines, etc. It is used in conjunction with barcode readers attached to the keyboard of PC- Based Tills. 

The benefit of using barcode readers is that the Operator only has to scan the barcode of the bottle and the PLU and price is displayed on the Till. This results in faster processing of bottle sales and significantly improves the accuracy of recording which stock items were sold.

On entry to the routine, the “Edit Barcode” screen is displayed. It lists all the PLU’s set up in the Stock Control system with the barcodes already set up.

Highlight the PLU to edit the barcode and press the Enter key (alternatively you can double click the required PLU). In the example below the PLU 350 (HAIG SCOTCH – 700ML BTL) is selected.
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F3)   MAINTENANCE – BARCODE CROSS REFERENCE  


a) EDIT BARCODES (cont..)

By selecting the PLU as shown above, the “Edit Barcodes” screen is displayed, as shown below.

Enter the appropriate “Bar Code” for the selected PLU and click the “OK” button.
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Continue to add the barcodes, as required and select the “Save” button when completed.

b) SEND BARCODES 

This routine is used to send the barcodes, as defined in the “Edit Barcodes” routine detailed above, to the selected Tills. 

On entry to the routine, the “Till Selection” screen is displayed allowing you to specify which Tills you want the barcodes sent to.
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The selected Tills must be at the Menu screen for this routine to be completed successfully. 

A status screen will detail any problems with the selected Tills and also advise when the routine has been successfully completed.

F4)   MAINTENANCE – CATERING EXTRAS  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  



Selecting “Catering Extras” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) EDIT CATERING EXTRAS

This routine will only be relevant if you are using the Till Control program with catering Tills.

Catering Extras are set up with selected Catering PLU’s to provide more information for the kitchen staff when processing orders on the Till. There are three available groupings (Sub Items 1, 2 & 3) where various options can be set up for each PLU. It provides a great deal of flexibility and can be customised to your club’s particular requirements.

On entry to the routine, The “Catering Extras” screen is displayed. Any PLU’s with existing Catering Extras are marked with the notation “Active”.

To edit the Catering Extras for a PLU, highlight the required PLU and press the Enter key (alternatively you can double click the required PLU).

The system then takes you to the first “Desc” field in the “Sub Items 1” column. Enter the description of the Extra (maximum of 8 characters).

You can then enter the cost of the Extra in the “$” column. If there is no cost associated with the option (e.g. how the steak is to be cooked) then simply leave the field blank.

Continue entering all the Extras for Sub-Item 1. 

You would logically group the Extras into the three available Sub Items. Complete all the Extras that you require for the selected PLU. 

You can enter a “Maximum Extra’s Charge” if this applies to your club. In the example on the following page, a maximum Extras charge of $5.00 has been included.

You can also allow for “Multi select from each sub item” by ticking the available check box.

Some Entrees may be also served as Main courses and so you would want them prepared with the other main meals in the order. In this case, tick the check box next to the “ENTRÉE can be MAIN COURSE”.

Select the “OK” button to complete the input for the selected PLU or “Abort” to cancel out of the Extras screen.

Continue to select the PLU’s that have Catering Extras and when all completed select the “Save” button to store the details and exit the routine.

F4)   MAINTENANCE – CATERING EXTRAS  


a) EDIT CATERING EXTRAS (cont..)

A completed “Catering Extras” screen is shown below, where PLU 1020 (PRIME FILLET STEAK) has been selected and the three Sub Item groupings have been used to denote how the steak is to be cooked, what side dishes are required and what type of sauce is to be added. 
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b) SEND CATERING EXTRAS

This routine is used to send the Catering Extras, as defined in the “Edit Catering Extras” routine detailed above, to the selected Tills. 

On entry to the routine, the “Till Selection” screen is displayed allowing you to specify which Tills you want the Catering Extras sent to.

The selected Tills must be at the Menu screen for this routine to be completed successfully. 

A status screen will detail any problems with the selected Tills and also advise when the routine has been successfully completed.

F5)   MAINTENANCE – RECEIPT FOOTNOTE  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  



Selecting “Receipt Footnote” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) EDIT FOOTNOTE

This routine will only be relevant if you are printing Receipts on printers connected to your PC-Based Tills. It provides you with the option to very simply change the message that is printed at the bottom of the receipt allowing you to promote upcoming events at the club.

On entry to the routine, the “Edit Receipt Footnote” window is displayed.

Simply type in the message you want included at the bottom of the receipt and select the “Save” button.

A sample “Edit Receipt Footnote” window is shown below.
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b) SEND FOOTNOTE

This routine is used to send the Footnote, as defined in the “Edit Footnote” routine detailed above, to the selected Tills. 

On entry to the routine, the “Till Selection” screen is displayed allowing you to specify which Tills you want the Footnote sent to.

The selected Tills must be at the Menu screen for this routine to be completed successfully. 

A status screen will detail any problems with the selected Tills and also advise when the routine has been successfully completed.

F6)   MAINTENANCE – SET CURRENT PRICE LEVEL  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  

Select “Set Current Price Level” from the Maintenance Menu.

The option is provided in the Stock Control system to set up to 10 different Price Levels. These Price Levels allow you to have different pricing for different locations in the club, e.g. Main Bar, Restaurant Bar, etc. You may also have a different pricing for Functions (e.g. weddings). Another Price Level may be the pricing that applies during Happy Hour.
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F7)   MAINTENANCE – DRINKS RECIPES  


By selecting “Maintenance” from the Main Menu, the following menu appears.







  



Selecting “Drink Recipes” from the Maintenance Menu, results in the sub-menu to the right being displayed.

a) EDIT RECIPES

The PC-Based Tills have the facility to display a window of drink recipes, listing the ingredients and instructions on how the drink is made. This routine is used to enter these drink recipes and instructions.

On entry to the routine the “Drink Recipes” screen is displayed. The options then are:

· Select the “Insert” button to insert a “new item”. You can then highlight the “new item” and change the “Description of Drink” in the left window and the instructions in the right window.

· Highlight an entry in the “Description of Drink” window and edit as required.

· Highlight an item in the “Description of Drink” window and select the “Delete” button to remove it

· Highlight an item in the “Description of Drink” window and drag it with the mouse to the position you want the item in the list of drink recipes (in the example shown, the drinks have been set up in alphabetical order).

· Select the “Save” button once you have completed all the input.

A sample “Drink Recipes” window is shown below.
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F7)   MAINTENANCE – DRINKS RECIPES  


b) SEND RECIPES

This routine is used to send the Drink Recipes, as defined in the “Edit Recipes” routine detailed above, to the selected Tills. 

On entry to the routine, the “Till Selection” screen is displayed allowing you to specify which Tills you want the Drink Recipes sent to.

The selected Tills must be at the Menu screen for this routine to be completed successfully. 

A status screen will detail any problems with the selected Tills and also advise when the routine has been successfully completed.

G1)   END OF DAY – RUN END OF DAY  


By selecting “End of Day” from the Main Menu, the following menu appears.







  

Select “Run End of Day” from the End of Day Menu.

This routine should be run at the close of business each day or prior to the start of business the next day. It is the routine that captures the details of all transactions on the Tills, allows the balancing and reconciliation of the cash drawers, prepares the information necessary to post the daily banking in the Cash Management system, and gathers the data that forms the basis of all the Sales reports in the Stock Control system.

The steps that are completed during the End of Day routine are as follows:

· Downloads the Till Rolls for each of the Tills for the day

· Downloads the X Reading to allow reconciliation of the cash drawer counts by the Operators

· Downloads Function Receipts (e.g. payments made for Functions, Dry Tills, etc. by a Debtor)

· Downloads the complete Audit Trail of all the activities on each Till during the day (e.g. No Sale transactions, Voided transactions, Log On and Log Off times, Price Level changes, etc.)

· Downloads the Bundy times for when employees logged on and off for a shift. These times are exported to the Payroll system for the completion of the clockcard input for each employee

· If the End of Day routine is successful, then the Tills are reset for the next day’s trade

· The Sales are transferred to the Stock Control system to update the stock master files.

On entry to the routine, the system displays the “End of Day Date” screen as shown below.

The valid date range is displayed with first available date being the first day of the current Stock Period and the last day being today’s date. In the example shown below, the End of Day is being run before the start of trade on the 15th January 2003. The system assumes the End of Day relates to the previous day and hence displays the default date as the 14th January 2003.

Once the correct “End of Day” has been entered, select the “OK” button.
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The system then displays the “End of Day” screen and immediately checks the status of each of the Tills connected to the system. You should ensure that all the Tills that need to be included in the End of Day routine are on line prior to selecting the “Run” button. It is better to “Cancel” out of the routine and resolve the problem with the Tills and then complete this routine once all Tills are on-line.

F1)   END OF DAY – RUN END OF DAY  


Once all the active Tills are on-line, select the “Run” button to complete the End of Day routine.

A sample “End of Day” screen with all Tills on-line and ready to run is shown below.
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G2)   END OF DAY – X READING REPORT  


By selecting “End of Day” from the Main Menu, the following menu appears.







  

Select “X Reading Report” from the End of Day Menu.

Once the End of Day has been completed, the option is provided to display and then print the “X Reading Report” for each Till on the system. This report is used to reconcile the Operator’s cash count for each Till Drawer. It also is used to prepare the Bank Deposit, as it is the main source document for Till Sales for the day.

On entry to the routine the system displays a window listing the “End of Day Dates” from previously completed End of Day routines. The most recent entry is highlighted.

Select the required entry and click the “OK” button.

The “Till X Reading” report for the selected day is displayed. A sample report showing the details of two Tills is shown below. This report relates to the 12th January 2003.
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Select the “Print” button to produce a hard copy of the report.

G3)   END OF DAY – SALES BY GROUP  REPORT  


By selecting “End of Day” from the Main Menu, the following menu appears.







  

Select “Sales by Group Report” from the End of Day Menu.

Once the End of Day has been completed, the option is provided to display and then print the “Sales by Group Report”. This report breaks the Till Sales into the Sales Groups as set up in the Stock Control system. They logically would line up with the General Ledger Sales Accounts that you have set up in the Cash Management system. Examples would be: SALES – BULK BEER; SALES – PACKAGE BEER; SALES – SPIRITS, etc.

This report forms the basis of the posting to the daily “Receipts” routine in the Cash Management system.

On entry to the routine the system displays a window listing the “End of Day Dates” from previously completed End of Day routines. The most recent entry is highlighted.

Select the required entry and click “OK” button.

The “Sales by Group” report for the selected day is displayed. A sample report showing the details of two Tills is shown below. This report relates to the 12th January 2003.
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Select the “Print” button to produce a hard copy of the report.

G4)   END OF DAY – CHARGES SUMMARY  REPORT  


By selecting “End of Day” from the Main Menu, the following menu appears.







  

Select “Charges Summary Report” from the End of Day Menu.

Once the End of Day has been completed, the option is provided to display and then print the “Charges Summary Report”. This report lists any Till Sales that have been charged to approved charge codes. The option to charge a sale to a specific code is an option on the PC-Based Tills.

Examples of where charge codes may be used include:

· Sub-Clubs

· Director’s drinks

· Staff drinks

· Debtor Numbers for regular clients

This report is important then as a control over inappropriate use of this facility and also as a source document for posting the relevant journal entries in the General Ledger and the required credit sales for Debtor transactions.

On entry to the routine, you are prompted to enter the “Date From” and “Date To” for the report.

The system then displays all the “Charge” transactions for the specified Date Range. The details provided are:

· Reference
-  this is the Charge Code as entered on the Till 

· Date
-  this is the date of the Charge transaction

· Time
-  this is the time of the Charge transaction and is useful for checking when staff charged staff drinks, for example.

· Docket
-  this docket number allows you to display the details of the transaction on the Till Roll including the PLU’s that make up the Charge sale

· Value
-  this records the $-amount of the Charge sale 

The option is then provided to either:

· Print Transaction Details
-  this would be useful if you wanted to detail all the transactions that made up the Charge for a particular Debtor, Sub-Club, etc. It also allows for more detailed checking of selected expense categories, e.g., staff drinks

· Print Summary Only
-  this would be used if all you want is a Summary Report that provides a total of Charges for each Charge Code ready for posting to the Cash Management system.

Select the “OK” button to print the selected report.

H1)   UPLOAD FROM TILLS – TILL ROLLS  


By selecting “Upload From Tills” from the Main Menu, the following menu appears.







  

Select the “Till Rolls” option from the Upload From Tills Menu.

This routine allows you to upload the Till Roll for selected Tills during the day. This feature may be used by a Supervisor to check a transaction or to print the details of certain sales (e.g. Charges or Dry Tills).

On entry to the routine the “Till Selection” window is displayed. Select the Till that you want to upload the Till Roll from and select the “OK” button.

The Till needs to be on the Menu screen for this operation to be completed. 

The downloaded Till Roll can be viewed via the routine “Reports – Till Rolls” as detailed on Page 9. It will appear in the available list of days to view with the notation “Manual download”.

H2)   UPLOAD FROM TILLS – AUDIT TRAIL  


By selecting “Upload From Tills” from the Main Menu, the following menu appears.







  

Select the “Audit Trail” option from the Upload From Tills Menu.

This routine allows you to upload the Audit Trail for selected Tills during the day. This feature may be used by a Supervisor to check details of Voided transactions, No Sales, Price Level changes, Shift start and finish times, etc.

On entry to the routine the “Till Selection” window is displayed. Select the Till that you want to upload the Audit Trail from and select the “OK” button.

The Till needs to be on the Menu screen for this operation to be completed. 

The downloaded Audit Trail can be viewed via the routine “Reports – Audit Trail” as detailed on Page 11. It will appear in the available list of days to view with the notation “Manual download”.

H3)   UPLOAD FROM TILLS – X READING  


By selecting “Upload From Tills” from the Main Menu, the following menu appears.







  

Select the “X Reading” option from the Upload From Tills Menu. 

This routine allows you to upload the X Reading for selected Tills during the day. This may be used by a Supervisor to check details of a shift or to balance a cash drawer part way through the day.

On entry to the routine the “Till Selection” window is displayed. Select the Till that you want to upload the X Reading from and select the “OK” button. 

The Till needs to be on the Menu screen for this operation to be completed. 

The downloaded X Reading can be viewed via the routine “Reports – X Reading” as detailed on Page 13. It will appear in the available list of days to view with the notation “Manual download”.

H4)   UPLOAD FROM TILLS – FUNCTION RECEIPTS  


By selecting “Upload From Tills” from the Main Menu, the following menu appears.






  

Select the “Function Receipts” option from the Upload From Tills Menu. 

This routine allows you to upload the Function Receipts for selected Tills during the day. This may be used by a Supervisor to finalise the details of a Function or to print the details for a client.

On entry to the routine the “Till Selection” window is displayed. Select the Till that you want to upload the Function Receipts from and select the “OK” button. 

The Till needs to be on the Menu screen for this operation to be completed. 

H5)   UPLOAD FROM TILLS – VOID TRANSACTIONS  


By selecting “Upload From Tills” from the Main Menu, the following menu appears.







  

Select the “Void Transactions” option from the Upload From Tills Menu. 

This routine allows you to upload the Void Transactions for selected Tills during the day. This may be used by a Supervisor to check or print the details of the voided transactions.

On entry to the routine the “Till Selection” window is displayed. Select the Till that you want to upload the Void Transactions from and select the “OK” button. 

The Till needs to be on the Menu screen for this operation to be completed. 

The downloaded Void Transactions can be viewed via the routine “Reports – Void Transactions” as detailed on Page 12. It will appear in the available list of days to view with the notation “Manual download”.

I1)   UTILITIES – SET TIME & DATE 


By selecting “Utilities” from the Main Menu, the following menu appears.







  

Select the “Set Time Date” option from the Utilities Menu. 

This routine allows you to synchronise the Time and Date on all or selected Tills with the computer running the Till Control program. It is a routine that should be run periodically so that all the Tills are synchronised.

As every transaction processed on the Till is Date and Time stamped, a lot of the benefit of this is lost if the Date and Time on the Till is incorrect or out of line with the other Tills.

On entry to the routine the “Till Selection” window is displayed. Select the Tills that you want to send the current Date and Time and select the “OK” button. 

The Tills need to be on the Menu screen for this operation to be completed. 

I2)   UTILITIES – TILL MONITOR 


By selecting “Utilities” from the Main Menu, the following menu appears.







  

Select the “Till Monitor” option from the Utilities Menu. 

This routine allows you to monitor the activity of a selected Till from the computer running the Till Control program. It is useful if you have concerns regarding an Operator’s use of the Till or you may want to monitor a new employee who is still in training mode.

On entry to the routine, select the “Till” to monitor and select the “Start” button. 

Select the “Stop” button to cease the monitoring of the selected Till.

J1)   REMOTE TILLS – DOWNLOAD SYSTEM FILES 


By selecting “Remote Tills” from the Main Menu, the following menu appears.







  

The “Remote Tills” routines are designed for clubs that have one or more remote locations that are running the PC-Based Tills. The system works on the basis that all stock files are maintained at the club’s main location and then any changes are periodically transferred to the remote location. 

In the above “Remote Tills” menu, at the club’s main location, the “Download System Files” and the “Import End of Day” menu items will be activated. At the club’s remote location, the “Upload System Files” and the “Export End of Day” menu items will be activated.

At the club’s main location, select the “Download System Files” from the “Remote Tills” menu.

This routine will prepare a disk (or directory) of the data files that need to be updated at the remote location. These will include the latest PLU file, pricing, etc. The export file should be prepared whenever there have been changes to the stock files that affect the remote location.

On entry to the routine the “System Files” window is displayed.

Enter the “Source” directory. This would be the directory that you store your stock files at the main club.

Enter the “Destination” directory. This would be the diskette drive or if the remote location is connected via a network, then the directory on the network of the remote computer. 

A sample “System Files” window is shown below. In this example, the system files are to be transferred to the remote location via a diskette in the A drive.
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J2)   REMOTE TILLS – UPLOAD SYSTEM FILES


By selecting “Remote Tills” from the Main Menu, the following menu appears.







  

At the club’s remote location, select the “Upload System Files” option from the “Remote Tills” menu.

This routine transfers the updated stock data files from the club’s main location. The details included are PLU’s, pricing, etc.

On entry to the routine the “System Files” window is displayed.

Enter the “Source” directory. This would be the “Destination” directory that the system files were saved to in the “Download System Files” routine described on the previous page.

Enter the “Destination” directory. This will be the data directory that you have set up for the stock system on the club’s remote location computer

A completed “System Files” screen for the remote location computer is shown below.
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J3)   REMOTE TILLS – IMPORT END OF DAY


By selecting “Remote Tills” from the Main Menu, the following menu appears.







  

At the club’s main location, select the “Import End of Day” from the “Remote Tills” menu.

This routine imports all the files generated at the remote location and integrates them with those of the main location. All stock files are updated for both locations and the remote Tills can be included in the reporting available in the Till Control Program.

On entry to the routine, the “Import End of Day” screen is displayed.

The “Import Path” and the “Data Path” are set up in the Till Control program configuration file and cannot be modified in this routine. This is to ensure that the integrity of the system is maintained and that the imported files are not transferred to the wrong part of the system

In the example shown below, you would simply insert the diskette generated at the remote location and select the “OK” button.
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J4)   REMOTE TILLS – EXPORT END OF DAY


By selecting “Remote Tills” from the Main Menu, the following menu appears.







  

At the club’s remote location, select the “Export End of Day” from the “Remote Tills” menu.

This routine would be run on the remote location computer after the End of Day routine has been completed at the remote location. It downloads all the necessary files for later importing to the club’s main location computer.

On entry to the routine, the “Export End of Day” screen is displayed.

The “Export Path” is set up in the Till Control program configuration file and cannot be modified in this routine. 

In the example shown below, you would simply insert a diskette in the A drive and select the “OK” button.
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K1)   SUPERVISION – EDIT CONFIGURATION FILE


By selecting “Supervision” from the Main Menu, the following menu appears.







  

Select the “Edit Config File” option from the Supervision menu.

The configuration file that is edited in this routine is for the PC-Based Tills. The Till configuration file offers a broad range of available options that allows the club to customise the Till to its particular requirements.

On entry to the routine the “Edit Config File” screen is displayed with the following two options enabled:

· Load File
-  this will display the available configuration files that are stored in the Till data directory on the Till Control program computer. Select the file to be edited and click the “Open” button

· Get from Till
-
this option displays the Till Selection screen, allowing you to download the configuration file from a Till, edit the file and then resend it back to the Till. 

Once the configuration file has been opened by either of the above two methods, the details are displayed under the following tabs: 

a) GENERAL

The “General” tab is the first section of the configuration file displayed. The following options are provided:

· Club Name
-
the name of the club that will print on receipts

· Club ABN
-
required for receipts that can be used by patrons to claim GST

· Communication Port
-
the COM port on the Till used to communicate with the central computer running the Till Control Program 

· Till post Port
-
the COM port on the Till used for the Display Pole

· Drawer Trigger
-
there are different types of Drawer Trigger devices that are supplied with the PC-Based Tills. Computer MAGIC can supply the correct code for the different Trigger Units

· Number of Till 
-
the options with this field are either 1 or 2

Drawers

· Maximum Docket No.
-
this simply records the maximum Docket number before restarting at zero. Leave at zero if you don’t want to restart the number.

· PLU Add Factor
-
this option is normally used with a Catering Till where in your stock system you have the Liquor PLU’s from 1 – 999 and the Catering PLU’s 1000 – 1999. In this case when the PLU’s are sent to the Catering Till the 1000 is deducted and when the PLU details are sent back to the Till Control Program the 1000 is added back on. This allows the PLU numbers 1 – 999 to be also used on a Catering Till as well as a Liquor Till. 

K1)   SUPERVISION – EDIT CONFIGURATION FILE


a) GENERAL (cont..)

Further options within the “General” tab are: 

· Employee Encoding
-
this is the encoding mask for employee swipe cards that are used to bundy on and off shifts on the Till. The times recorded are then downloaded and used as input to the Payroll system.

· Screen Saver Minutes
-
this is the number of minutes after which the Till screen drops back to a screen saver 

 

A sample “Till Configuration” file with the “General” tab displayed, is shown below.
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b) PRINTING

Select the “Printing” tab to access the options available for printers on both Liquor and Catering Tills. The following options are provided:

· Receipt Printer Port
-
the printer port used for the Receipt Printer (e.g. LPT1 or LPT2)

· Online Code
-
this is the printer specific code that sets the printer to the “on-line” mode

· Receipt Printer Font
-
these are the printer codes to define the font to be used for printing receipts

· Lines to Form Feed
-
specifies the number of lines to feed before printing the first line of the receipt

· Kitchen Printer Port
-
the printer port used for the Kitchen Printer (e.g. LPT1 or LPT2)

· Kitchen Printer Font
-
the next four fields allow you to enter the printer specific codes for the Kitchen Printer for Normal, Wide, Black and Red printing. 

· Maximum Wide Char
-
the maximum number of wide characters to print on the kitchen dockets
K1)   SUPERVISION – EDIT CONFIGURATION FILE


b) PRINTING (cont..)

Further options within the “Printing” tab are: 

· PLU Range - level 1
-
this allows you to define the series of PLU Numbers that make up the first level of meals on a Catering Till. Typically this would be used for Entrees. The instruction is a combination of the PLU Range and the heading you want to print on the kitchen docket.

· PLU Range - level 2
-
this allows you to define the series of PLU Numbers that make up the second level of meals on a Catering Till. Typically this would be used for Main Courses. The instruction is a combination of the PLU Range and the heading you want to print on the kitchen docket.
· PLU Range - level 3
-
this allows you to define the series of PLU Numbers that make up the third level of meals on a Catering Till. Typically this would be used for Desserts. The instruction is a combination of the PLU Range and the heading you want to print on the kitchen docket.
· PLU Range - level 4
-
this allows you to define the series of PLU Numbers that make up the fourth level of meals on a Catering Till. 
· PLU Range - exclude
-
this allows you to specify the range of PLU Numbers that you don’t want to have print on the Kitchen printer. These could be meals that are served directly from the counter and do not involve the kitchen staff, e.g. salad bar.
· Main Course Level
-
this specifies which of the PLU Ranges – levels (1-4) that you used for the Main Course Level. It is used when an entrée is served as a main course and you want the kitchen docket to include the entrée under the main course heading
· Second Kitchen 
-
the printer port used for the second kitchen printer (if applicable) 
Printer Port

· PLU Range
-
the PLU Number range that will be directed to the second printer 
2nd Printer

A sample “Till Configuration” file with the “Printing” tab displayed, is shown below.
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K1)   SUPERVISION – EDIT CONFIGURATION FILE


c) FLAGS

Select the “Flags” tab to access further options available for both Liquor and Catering Tills. The following options are provided:

· Tendered equals Due
-
if this option is ticked then the system does not prompt for the amount tendered. If left unticked then the tendered amount is assumed to be the same as the amount due. The second option may facilitate quicker Till operation but does reduce the level of cash control on the Till.

· Is a Catering Till
-
tick if a Catering Till, leave unticked if a Liquor Till

· Price Includes GST
-
tick if the price set up in the Stock Control system for each PLU includes GST. If left blank then the system will add 10% to the Sale total.

· Always Print Receipt
-
tick if you want a receipt printed automatically after each transaction. The option does exist to selectively print receipts when required from the Till but you do not need to tick this option to activate this facility

· Disable NOSALE 
-
tick if you want to disable the NO SALE button on the Till. Leave unticked if you want the option for Operators to use the NO SALE button to open the Till drawer.

· Disable Price Change
-
tick if you do not want the Operator to be able to change the standard price for a PLU. If the option is left unticked then the Operator can arrow up to a line on the Till Display and edit the standard price for a PLU. 

· Disable TABLE No.
-
the system has the option to record the Table Number for drinks orders. Tick if you want to disable this option. Leave unticked for the Till to prompt for the Table Number after each transaction.

· Prompt for Cash Ref.
-
tick if you want the option to enter a Cash Reference after completing each Cash Sale. Leave unticked if this option is not required.

· Prompt for Charge Ref.
-
tick if you want the Till to prompt for a Charge Reference (e.g. Expense Code, Debtor Number, etc) for Charged Sales. This would be the normal setting as the system provides specialised reporting for Charge Sales and can summarise the Charges by Reference Number.

· Prompt for Price if Zero
-
tick if you want to be able to enter a price if the PLU has a zero price on file. This can be useful for Specials or for PLU’s where the price changes regularly, e.g. Lobster, Daily Special, etc.

· Allow Cash and Charge
-
tick if you want to be able to include both Cash and Charge in the one transaction. This may be required if Patrons are redeeming meal vouchers and want to pay for additional items in cash. 

· Supervisor Close
-
tick if you want to restrict the closing of a Dry Till to a Supervisor. If left

Dry Till

unticked, then the Operator can close off a Dry Till.

· Auto Lock Drawer
-
this option allows you to lock the Till Drawer after each transaction. The

each Transaction
Operator needs to enter a Password prior to opening the Till Drawer.

· Chef Docket Number
-
this option allows you to produce a Docket Number Summary for the

Summary 

kitchen staff. This details the Dockets generated in the current shift.

K1)   SUPERVISION – EDIT CONFIGURATION FILE


c) FLAGS (cont..)

A sample “Till Configuration” file with the “Flags” tab displayed, is shown below.
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K1)   SUPERVISION – EDIT CONFIGURATION FILE


d) DISCOUNTS

Select the “Discounts” tab to access further options available for both Liquor and Catering Tills. The following options are provided:

· Rounding 
-
the options for rounding are “U” to round UP to the next 5c; “D” to round DOWN to the next 5c; and “N” to round to the NEAREST 5c. 

· First Discount Rate
-
enter the amount of Discount as a percentage

· First Discount Mask 1
- 
enter the encoding mask that will activate the Discount percentage in the field above

· First Discount Mask 2
- 
enter the alternate encoding mask that will activate the Discount percentage in the First Discount Rate field above. This may be used in a transition stage when one set of member cards is being phased out and a new set of cards phased in. 

· Second Discount Rate
-
enter the amount of Discount as a percentage

· Second Disc. Mask 1
-
enter the encoding mask that will activate the Discount percentage in the field above

· Second Disc. Mask 2
-
enter the encoding mask that will activate the Discount percentage in the Second Discount Rate field above.

· Second Discount 
-
enter the time span that applies for the second discount rate.
Time Span

A sample “Till Configuration” file with the “Discounts” tab displayed, is shown below.
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e) RAW DATA

Select the “Raw Data” tab to view the layout of the Till Configuration file.

The options are then provided to save the edited file by selecting the “Save File” button and to send the edited file to the selected Till by selecting the “Send to Till” button.

K2)   SUPERVISION – PASSWORD


By selecting “Password” from the Main Menu, the following menu appears.







  











Selecting “Password” from the Supervision Menu, results in the sub-menu to the right being displayed.

a) EDIT FILE

This routine allows you to add, delete or edit the Name and Password of Operators and Supervisors that access the PC-Based Tills connected to the system.

It is important that you set up a separate entry for each Operator and Supervisor that uses the Till. The system includes a number of features that allow you to check who processed an entry at what time. Every transaction is stamped with the Operator Number. The day’s audit trail records the Operator Number that logged on to the shift, that completed a void transaction, that charged a drink to a specific Charge Code, etc.

You forsake a lot of the checking and security features if you are not diligent in setting up the employees on the system and then maintaining the details accurately and in a timely manner.

On entry to the routine the “Password Maintenance” screen is displayed. The options then are:

· Insert New
-
this is used to add a new Operator to the Password Maintenance screen.

Enter the employee’s “Name”. This would normally be the First Name with optionally the first letter of the Surname.

Enter the employee’s “Number” This would normally be the employee’s number in the Payroll system. This is especially relevant if you are using the Till to record the times employees start and finish (i.e. as a bundy system). It just makes sense to keep the numbers the same and saves confusion when trying to identify who completed certain transactions and tasks. 

Enter the “Password”. This must be a four-digit number.  

Tick the “Supervisor” check box if this employee is to have Supervisor status. There are a number of routines on the Tills that require Supervisor status to access. Some thought needs to be given as to who will have this status and how they will be rostered during bar and catering shifts.

Click the “OK” button to save the employee details and insert the entry in the Password Maintenance window.

· Delete
-
this is used to delete an employee from the Password Maintenance window. Simply highlight the employee to be removed and click the “Delete” button.

· Edit
-
to edit an entry in the Password Maintenance window, double click the entry (or highlight and press the Enter key). Change the details as required and click the “OK” button.

· Save
-
you must click the “Save” button to save the changes made in this routine
K2)   SUPERVISION – PASSWORD


a) EDIT FILE (cont..)

A sample “Password Maintenance” screen is shown below.
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b) SEND FILE 

After editing the details of the “Password Maintenance” file, it is important that you then send the updated details to the Tills.

On entry to the routine the “Till Selection” window is displayed. 

Select the Tills that the Password file is to be sent to and click the “OK” button. 

Note that the Till must be at the Menu screen for this operation to be completed.

K3)   SUPERVISION – COMMUNICATION TEST


This routine is used to test the communication between the computer running the Till Control program and the Tills. The routine allows you to view the results of the test from either the main system or Till location. This is useful as the problem you are trying to resolve may be at either of the locations. 

On entry to the routine the “Communication Test” screen is displayed. 

If you want the main system to send a message to the Till and be able to check that the communication is working from the Till, then select the “Send” option button.

Select the “Start” button to commence the test. The system sends out the words “COMTEST” in capital letters and this will be received at the Till if the communication is working.

A sample of the “Communication Test” screen using the “Send” option is shown below.
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If you want the main system to send a message to the Till and be able to check that the communication is working from the main system, then select the “Echo” option button. 

Select the “Start” button to commence the test. The system sends out the words “comtest” in lower case letters and this will be received at the Till if the communication is working and echoed back for checking at the main system. .

A sample of the “Communication Test” screen using the “Echo” option is shown below.
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K4)   SUPERVISION – GET OLD ROLLS


This routine is used if a Till has been off-line for some days and has not been included in the regular End of Day routine. The Till Rolls that have been accumulated as the Till has been used can be downloaded via this routine.

On entry to the routine, the “Select Till” window is displayed. Select the required Till and click the “OK” button.

The system then displays the available Till Rolls on the selected Till. Highlight the required Till Roll and select the “Get Roll” button.

The option is then provided to “Save this Till Roll as END OF DAY”. Enter the date of the appropriate End of Day and select the “Save” button to complete the routine.

K5)   SUPERVISION – PROGRAMME UPDATE


This routine is used to update the program stored in the Till to the latest version.

On entry to the routine the “Till Selection” screen is displayed. Select the required Tills to update and click the “OK” button.

Note that the Till must be at the Menu screen for this operation to be completed.

K6)   SUPERVISION – RESEND SALES TO STOCK


This routine processes the Till Sales and updates the files in the Stock Control system. In the normal operation of the system, this task is completed during the “End of Day” routine.

This routine is used if there are Till Rolls on the system that have not been included in the normal End of Day routines. This could have been caused by a Till being off-line for a number of days and the Till Rolls have been downloaded manually (i.e. via the “Supervision – Get Old Rolls” routine)

Another use of this routine is when you are using the Remote Tills option. When you “Import End of Day” in the Remote Tills menu, you then use this routine to process the remote sales in the Stock Control system.

On entry to the routine you are prompted to select the required Till from the “Till Select” screen. 

The available Till Rolls for the selected Till are displayed in the “Till Rolls” window. Select the required one and click the “OK” button.   

The system then displays the selected Till Roll in the “Resend Sales to SX” window. Click the “OK” button to complete the routine.

K7)   SUPERVISION – DELETE OLD TILL ROLLS


This routine allows you to delete old Till Rolls prior to a specified date. The Till Rolls will continue to build up indefinitely unless you run this routine periodically. You can archive the files you are about to delete to a disk or CD so that a copy is available for audit purposes for prior years, if necessary.

On entry to the routine the “Delete Till Rolls” screen is displayed.

In the “Remove ALL Till Rolls prior to” field, enter the appropriate date and select the “OK” button.

L1)   SPECIAL – SEND POINTS TO PROMOTION


The instructions for and set up of this option are unique to each site and will always be completed by Computer MAGIC staff when it is installed. 

BACKUP & RESTORE DATA FILES

The importance of maintaining a good Backup system cannot be over-emphasised. It allows you to recover from a system crash or corrupted files resulting from electrical outages. You can return to a previous point in time when you know the files are correct and re-enter data, as required. A good Backup system will substantially reduce your ongoing support costs.

The Stock Control data files are normally backed up as part of the Cash Management backup routine as the files for both systems are integrated.

** However, the Till Data files are in a different directory and so need to be backed up separately **

The Till Data directory contains archived Till Rolls, Audit Trails, etc and so is not as critical as the main Stock Control files. You should, however, back them up regularly (e.g. weekly) and this could be incorporated in your full system backup.

The directory used for the storage of the Till Data files is specified in the Till Control configuration file. 

Details on the set up of this file are set out in – “EDIT CONFIGURATION FILE” in the section “INITIAL INSTALLATION – GETTING STARTED”, see Page 57.

INITIAL INSTALLATION – GETTING STARTED

The Computer MAGIC Till Control program is supplied on CD with the Stock Control system. After inserting the CD in the CD-ROM drive the SETUP.EXE program will automatically execute. If the program does not automatically run, then manually execute SETUP.EXE via the Windows “Start – Run” routine.

a)  SYSTEM REQUIREMENTS

The Computer MAGIC Till Control program has the following minimum hardware and system software requirements:

· Windows 95 Operating System

· Pentium I – system processor

· 64Mb RAM memory

· 120Mb free disk space

b)  COMPUTER MAGIC - SYSTEM INSTALLATION

If the installation of the Stock Control system is the first Windows-based Computer MAGIC system to be installed at your site, then you will need to initially install the system software and database software.

On the Server, you will need to install the “Borland Database Engine” and the “Computer MAGIC Utilities”. 

On each terminal that will be running a Computer MAGIC application (e.g. Stock Control), you need to install the ”Borland Database Engine”.

The steps involved then are as follows:

i. On the Server, ensure that you have installed the “Borland Database Engine” and the “Computer MAGIC Utilities” 

ii. For each terminal on the network that will be running the Stock Control system, you need to install the “Borland Database Engine”.

iii. On the Server, run the Stock Control setup routine - SETUP.EXE  (see instructions under the heading “Install Stock Control” below).

iv. Edit the Till Control program configuration file (CMTILLSW.INI), which is in the Programs directory (see the section “Editing the Configuration File” below for details on how to do this).

v. Set up a folder and the shortcuts for the Till Control program. The names and locations of the program and files you should set up shortcuts for are detailed on the following page.

INITIAL INSTALLATION – GETTING STARTED

c)  INSTALL STOCK CONTROL & TILL CONTROL

After the Stock Control setup routine has been executed, the system steps you through the installation as with a standard Windows Install Wizard.


· The first screen is a “Welcome” screen. This details a warning concerning copyright and unauthorised reproduction or distribution of the software. It should be noted that the system has a number of protection mechanisms built into it, including annual registration numbers and security numbers to access End of Month and End of Year routines.

Click the “Next” button to continue with the Setup routine.

· The next step in the process is to choose the “Destination Location”. From this screen you determine in which directory the Stock Control system is installed. The Install Wizard will automatically install the system in the C:\Program Files\Magic\Cashman directory. 

Select “Next” to install to this directory or select “Change” to choose another directory.

· The system then displays the “Current Settings” screen detailing the settings you have set up during the previous parts of the Install Wizard. Select the “Back” button if you need to go back and edit any settings, select “Install” to continue with the installation using the displayed settings.

· Select the “Finish” button to complete the installation.

· You are then in a position to set up shortcuts to the Till Control programs with the ones suggested as follows:

TYPICAL LOCATION
PROGRAM
DESCRIPTION

Program Files\Magic\Cashman\Programs
Cmtillsw.exe
Till Control program

Program Files\Magic\Cashman\Manual
Till Control_Manual_V#.doc
Till Control program manual in Word with V# designating the version number 

INITIAL INSTALLATION – GETTING STARTED

d)  EDITING THE CONFIGURATION FILE

Once the Till Control program is installed, the next step is to edit the Till Control Configuration file (CMTILLSW.INI). The CMTILLSW.INI will be in the Programs directory, a sub-directory of the location selected in the “Install Stock Control” routine described above. Via Explorer, locate the file and edit it, as below.
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Some points about this CMTILLSW.INI file:

· The CMDATA= line denotes the location of the Stock Data files

· The CCODE= line denotes the client code for the Stock Data files

· The TILLDATA= line denotes the location of the Till Data files (uploaded Till Rolls, Audit Trails, etc)

· PORT= designates the COM port used to communicate with the Tills

· REMOTE= only applicable when using the Remote Tills option. The settings are 0 (zero) for the main club location and 1 (one) for the remote location.

· REMOTEPATH= the path used for exporting to and importing from the remote location.

			�
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The current date is displayed in the top left corner.





To change the day within the displayed month, click on the required day.





To change the month, click on either the “Prev. Month” or “Next Month” icons at the top of the screen.





To change the year, click on either the “Prev. Year” or “Next Year” icons at the top of the screen.





Select the OK button when you have highlighted the required date.












































Note the “Time” that Operator 2 logged on for the shift on this Till. 





Also recorded are the 


NO SALE transactions.


 


























Till Rolls	


Audit Trail	


Void Transactions


X Reading


Sales by Hour








( TIP :  If you only require the details of “Charges” or “Dry Tills” for the selected day, then simply change the transaction type from “All transactions” to “Charges only” or “Dry tills only”.











The Till Roll also includes any Member  “Discount” included in the transaction. 





 





For each transaction the “PLU”, “Quantity”, “Value”, “Discount”, amount “Tendered” and “Change” is listed.





 








Note that the “Operator” number is recorded for each transaction.





 





On entry to the routine the “Till Roll” screen as shown on the following page will be displayed.





Select the Till you want to display the Till Roll for by clicking on the ( button next to the “Till” drop-down list box. This will display all the Tills on the system as set up in the Stock Control system.





You then select the type of transactions you want included by clicking the ( button and selecting the required option. The three options are:





All transactions (default)


Charges only


Dry tills only





With the required “Till” and transaction type selected you then press the Enter key.





This displays the available list of dates (or manual downloads) available for the report as shown in the window to the right.





In this example, the Till Rolls for Till 1 are displayed with the one dated 13th January 2003 selected.





Once you highlight the required date, click the “OK” button.











Note that the Till Roll includes the “Date” and “Time” of the transaction and a unique “Docket“ number.





 








Till Rolls	
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Void Transactions


X Reading
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The Audit Trail also includes the End of Day functions completed.





In this case the End of Day was run the following morning.





 






































Till Rolls	
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X Reading
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Till Rolls	


Audit Trail	


Void Transactions


X Reading


Sales by Hour








If there were more than one Operator that logged onto this Till on this day then there would be extra lines for each shift.








Note the facility to breakdown the takings for each shift into “Cash”, “Charge” and “Dry Till”








Till Rolls	


Audit Trail	


Void Transactions


X Reading


Sales by Hour











The system scans the data files and notes the Tills that have sales on the selected date. 





Untick the Tills that you do not want included in the report.








The sales shown by each hour are in $-value as the “Value” option button has been selected at the top of the display.
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Keyboard Mapping	�
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Receipt Footnote	�
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In this example, only Till 1 has been selected to send the complete PLU details.








In this example, both Tills 1 and 2 have been selected to send the PLU details to the selected Sales Group.








Only the PLU’s linked to the selected “Sales Group” are displayed.





The selected


 “Sales Group” is BULK BEER








In this example, all three Tills have been ticked to send the PLU details for the selected PLU Numbers.








These are the individual PLU’s selected for updating to the selected Tills.





This is where you enter the “PLU Numbers” to be sent to the selected Tills.





Enter the number of the PLU to be removed in this box.





These are the PLU’s that have been entered for removal.





These Tills are not available to receive the updated PLU details. The Tills need to be at the Menu screen for the routine to be completed.
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You edit a shortkey by clicking on any one of the 88 keys available on the Jarltech keyboard layout.   





When you click on one of the keys, the “Edit Shortkey” window is displayed, as shown on the right.





If the shortkey has a current entry then the details are displayed.





You specify which PLU is to be allocated to the selected shortkey by entering the number in the “PLU No” field. The description of the PLU is displayed in the middle section of the screen.





Select the “OK” button to save the shortkey and return to the full layout to select another key to edit.





Continue until all the keys are defined, as required, and select the “Save” button.  





This is a simple key definition with PLU No. 2 allocated to it. (i.e. Beer Full 10 oz)





These are the next 9 PLU’s on the system (PLU 100 – 108) starting at PLU 100.





A useful feature that is available in the “Edit Shortkey” window is the facility to have drop-down menus when you select a key.





The “PLU No.” you enter is the starting PLU for the items you want included in the drop-down menu. In the example shown the starting PLU is 100.





You then specify how many “Items to drop down”. In the example shown, 9 have been specified. The system then displays the next 9 PLU’s after 100 in the middle section of the screen.





This feature can be used for any group of PLU’s that don’t warrant a separate button, e.g. liqueurs, wines, packaged beer, cigars, etc.





In the example shown, by selecting the shortkey on the Till keyboard, the system will display a list of the 9 wines, as shown, and allow the Operator to select the required one.  





This feature works more effectively if the PLU number range specified does not have gaps.





This section of the keyboard has preset keys that cannot be user defined.





These numbers are the PLU Numbers allocated to the shortkeys.
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Edit Catering Extras


Send Catering Extras
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Edit Footnote


Send Footnote
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On entry to the routine, the “Set Price Level” screen shown to the right is displayed.





First, select the required “Price Level” by entering the appropriate level number or use the arrow keys to change the value.





In the example shown, Price Level 3 has been selected. This Price Level is the one that has been set up for Happy Hour.





Next, select the “Tills” that you want to send the Price Level.





In the example shown, Price Level 3 will be sent to Till 1 and Till 2 in the Main Bar.





Once the required Tills are selected, click the “Send” button. 





The Tills do not need to be back at the Menu screen for this routine to be completed. If the Operator is in the middle of a transaction, then that transaction will  be completed at the existing Price Level. 





Once the new Price Level has been sent and received by the Till, the very next transaction will be at the new Price Level.
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