Chapter 1 Introduction

“Selling System” isasingle user POS management software operated on
Windows 95, Windows 98, Windows NT or Windows 2000. It is based on
supermarket operation model and fine tuned management software. It can provide the
information on goods, sales and enable you to have an effective management. For the
convenience, you can easily select English or Chinese Interface.

Chapter 2 Hardware Requirement
For the proper working of the Selling System, the following is the minimum
requirement
Hardware: Intel Pentium 233MHz or above CPU
1.44MB 3.5” floppy driver
4x or above CD-ROM
50Mb or above Harddisk space
16Mb or above RAM
O/S: Windows 95/Windows 98/Windows NT/Windows 2000 platform

The recommended requirement is as follow
Hardware: Intel Celeron 500Mhz or above CPU
1.44MB 3.5” floppy driver
40x or above CD-ROM
1Gb or above Harddisk space
64Mb or above RAM
Barcode reader
POS printer or laser printer
Cash drawer
O/S: Windows 98/Windows NT/Windows 2000 platform
Desktop area: 800 by 600 Pixels
Color palette: High Color (16Bit)



Chapter 3 Program Setup
From the desktop, click Start | Execute. Key in “X:\Disk1\Setup.exe’ (where
X isthedrive letter of CD-ROM) and press “Enter”. Click Continue in Figure 3.1

@ Welcome to the FOS V1.0 mstallation program
=

Setup cannot tnstall swstein files or update shared files if the files are in vse. Before continuing, close
any open applications.

WARNING: This program is protected. by copyright law and miemational treaties.

You may install POS V1.0 on s single computsr. Some Mismsnft products are provided with additionsl
tights, which ars stated in the End er Licens Lgresment inchoded with your sftware

Flease take & moment 1o read the End User License A greement now. It conteins all of the terms and,
conditions that pertain fo this software product. By choosing to continue, you indicate acceptance of these
ferms.

e T |

Figure 3.1

Key in theinformation required in Figure 3.2 and click OK

unization Information s i fied 3

Enter your full name in the box below. You may also enter the name of your
g organization. Setup will vee this information for subsequent installations of the product.
“i=F

Hame: I

Oirganization: ||
0K | Exit Betup

Figure 3.2

Sdlect the “Folder” for the installation, the default is“ C:\POS1.0", click OK in
Figure3.3
71.0 Zetup a 21xi

Setup will install POE W1 .0 dn the following destination folder.

Ta install fo thiz folder, click 0K

Ta install to a different folder, click the Change Falder button

¥ou can choose not to install POS Y1 0, or change itz destination folder later during Setup.

Folder:
’7C:\POSI o Change Folder...

Exit Setup |

Figure 3.3



Click hereto start theinstallation, it will copy the files from the CD-ROM to the

o tart mstallation, click the large button.

@ Inztall all files for POS ¥1.0

Folder:
’7C:\POS1 o Change Folder...

Exit Setup |

Figure 3.4



Chapter 4 Function List
gales Purchase  Member Prodoct Basic Salary  Eeport Swstem  Emxit
Figure4.1

4.1 Main Menu
Sales: Sdles and salesrecord enquiry.
Purchase: Purchase order, stock in and PO payment operation.
Member: Member data management
Product: Product data management and enquiry
Basic: Basic data management.
Sdlary: Staff salary calculation and record expenses.
Report: Report and statistical report on all the data.
System: System management and operation setting.
Exit: Leave the POS program.

4.2 Buttons illustration
‘|<|<|>|>|| &= I‘
Figure4.2.1
4 Display first record (Figure 4.2.1-1)

Display previous record (Figure 4.2.1-2)

|
2 Display next record (Figure 4.2.1-3)
M Display last record (Figure 4.2.1-4)

&= | Search record (Figure 4.2.1-5)

B[ x|[-|u|s|8|

Figure 4.2.2
Add: Add anew record (Figure 4.2.2-1)

Edit: Change the content of the current record (Figure 4.2.2-2)

=
by Delete: Delete the current record (Figure 4.2.2-3)
K

Undo: Give up the operation and restore the previous data (Figure 4.2.2-4)



=] Save: Save the current operation (Figure 4.2.2-5)
= Print: Print the current record (Figure 4.2.2-6)
&8 | Close Closethe current working windows (Figure 4.2.2-7)
| & | & |
Figure 4.2.3
[, Preview: Display the print out format on screen (Figure 4.2.3-1)
= Print: Send the print out to the printer (Figure 4.2.3-2)
] Close: Close the current working windows (Figure 4.2.3-3)

v | = |

Figure4.2.4
v Confirm: Confirm the current selection (Figure 4.2.4-1)
= Close: Close the current working windows (Figure 4.2.4-2)
4
X
Figure 4.2.5

+ Add Item: Add anew item (Figure 4.2.5-1)

* Remove Item: Delete current item (Figure 4.2.5-2)

4.3 Add and edit data

When the operation isin the“Add” or “Edit” mode, the box with the colour white
means that you can add or modify data while the box with the colour grey contain
data, that cannot be modified, for display only.



Chapter 5 Function Key
Function key can improve the data input through the keyboard

[ ENTER]

[ BACK SPACE]
[ DEL ]

[F2]

[F3]

[F4]

[F5]

[F6]

[F7]

[F8]

Select this function

Delete the character on the left of the cursor
Delete the character at the cursor

Add anew record

Edit the current record

Delete the current record

Undo the current operation

Save the current operation

Print the current record

Close the current window



Chapter 6 Login
6.1 Login the system
Double click the POS.EXE in the folder program installed or click Start |

Program | BOB RETAIL SYSTEM | RETAIL.
6.2 Firstlogin

Obtain the register Number by calling our Hotline 27283331 during office hours.
Then compl ete the following steps:
1. Read the “Software User Licence Agreement”, click “I accept” and Register Now.
(Figure6.1)

ZHTRBEF LA <<pos FE--EHRR ‘Welcome you choosing this software

ST ER LA R ST T B R IR MG
FHUEE RTINS  RIEE
ETTETEAMSARIMIRTE, S

You can call our Hot line during office hours
to obtain the registration code for the
sofware registration. Thank you!

MRigghds (B52] 2728 3821 Hotline (B52] 2728 2231

Software User Licence Agreement [ “Agreement™ ) =l

1. Thiz Agreement is made between wourself (whether being an individual or

body corporate) as a user of the software as set out in Schedule 1 hereto { “the

Software” ) and our Company, being the owner of any and all copyrights patents and [
other intellectual rights in the Software.

2. In this Agreement, the Software will include but not limited to computer
programmes, computer software, related texts, writings, publications and audio-
visual media, as well as any upgrades patches and new versions of the Software.

" Laccept (FREFIHESE)
O L eject T EFEES D)

Accept Licence Agreement to use this software
EEEER S TERAF AR

Register Now | Register Later
WD LiEE

Figure 6.1

2. Fill in the required information, Company Name and Telephone No. are essential,
then click Next. (Figure 6.2)

Chinese Name (HH37-578) [
English Name (E37:£578)
Company Address {2y =] H#t)

|EIOB Systems Co., Ltd.

[unit 1302:3, 13 , Celebrity Commercial Centre,

84 Caste Peak Road, Kowloon, Hong Kong
Company Telephone (ZF'E5E) 27283331
Company Fax ({55) |
Registration Code (#FFZENHE) [123456

‘ Next T—# | Cancel B2 8 ”

Figure 6.2

3. On the Registration Successful screen (Figure 6.3), click Ok button to continue.

HIEE RO

MTALEL EMHE R A SEEEREET RTINS BUTEREMEETHE

Registration Saccessful

ou can have an effective management tool for your business.

Back E—# | Ok E




4. Login screen (Figure 6.4) will appear

Login

Use Username: “SY STEM” and
BOB BOB Selling System | password: “77315", and “SYSTEM” is

| = the default User of the system with the
R Username ISYSTEM vl ) ) ¥ o
= % highest authority. Please modify it after

P 4 wwn—ﬁl
A3SWOL I— you COmp| etethe SEtUp
v | = |

Figure 6.4

Copyright (C} 2000 - 2001 BOB Systems Co., Ltd.

5. After thelogin, sales screen will appear (everytime you login the system). In the
first login, close thiswindow. Click System | User Group, add the required user
group and set the authority (see 14.3.9). After the setting, go to System | User and
change the password of the user “SY STEM”. Add the user that will use the system
(see 14.3.10).

6. Click System | Company Setting and fill in the company information.(see 14.3.8)



Chapter 7 Basic Data Setting

Figure7.1

7.1 Operation
Click Basic on the main menu, then select the item and click as Figure 7.1

7.2 Function
Maintain the data of Vendor, Category, Currency, Delivery, Payment, Promotion,
Unit, Sales, Expense Item and Adjustment Reason. The basic datarequired by
the System.

7.3 Setting of the basic data

7.3.1 Vendor Setting
Operation: Click Basic | Vendor, the vendor window will appear as Figure7.3.1
Function: Store vendor name, telephone, fax, address etc.
Require: Every vendor must have an individual code and cannot be duplicated.

Figure7.3.1



7.3.2 Category Setting
Operation: Click Basic | Category, the category window will appear as Fig.7.3.2
Function: Store the category definition of product.

Figure 7.3.2

7.3.3 Currency Setting
Operation: Click Basic | Currency, the currency window will appear as
Fig.7.3.3
Function: Store currency data

Figure7.3.3

7.3.4 Délivery Setting
Operation: Click Basic | Delivery, the delivery window will appear asFig.7.3.4
Function: Store the delivery data.

Figure7.3.4



7.3.5 Payment Setting
Operation: Click Basic | Payment, the payment window will appear as Fig.7.3.5
Function: Store the payment method data, such as cash, cheque.

Figure 7.3.5

7.3.6 Promote Setting
Operation: Click Basic | Promote, the promote window will appear as Fig.7.3.6
Function: Set different promotion method. In each promotion, you can set the
price for different quantity. Then you can select the promote in the product.

Figure7.3.6

7.3.7 Unit Setting
Operation: Click Basic | Unit, the unit window will appear as Fig.7.3.7
Function: Store the unit data.

Figure 7.3.7



7.3.8 Sales Setting
Operation: Click Basic | Sales, the sales window will appear as Fig.7.3.8
Function: Store sales name, persona data and payroll data.
Require: Every sales must have an individual code and cannot be duplicated.

Figure 7.3.8
7.3.9 Expense Item Setting
Operation: Click Basic | Expense Item, the expense item window will appear as
Fig.7.3.9
Function: Store expense item data.

Figure7.3.9
7.3.10 Adjustment Reason Setting
Operation: Click Basic | Adjustment Reason, the adjustment reason window
will appear as Fig.7.3.10
Function: Store product adjustment reason data.

Figure7.3.10



Chapter 8 Member
Operation: Click Member on the main menu or on the main screen, the member
window will appear as Figure 8.1
Function: In the member list, search the member data by member code, name,
telephone or mobile/pager. In the member data, manage the member
data and maintain the class and cash card quantity as Figure 8.2.
Require: Every member must have an individual code and cannot be duplicated.

Figure 8.1

Figure 8.2



Chapter 9 Product
9.1 Product Data
Operation: Click Product on the main menu or on the main screen, the product
window will appear as Figure 9.1
Function: In the product list, search the product data by product code, product
name or barcode.
In the product data, manage the product data and maintain the cost
automatically by the average cost or manually. The average cost can be
edit manually. Set individual product final selling price can less than
the cost, and disable the stock deduction as Figure 9.2.
Require: Every product must have an individual code and cannot be duplicated.

Figure9.1

Figure 9.2



9.2 Barcode Label Printing

Function: Print barcode label in some pre-defined A4 size label sheet from the

product data sel ected.

Operation: Click the Print Barcode button on middle bottom of product window,
Print Barcode Label window will appear as Figure 9.3. Based on All
or Not Print (newly added product that have not print barcode), select
the product by product code to be print from left panel to right panel.
Pick the label type, number of copy and start position for the used
label sheet. The print content can include product code, product
name, cost and barcode.

Figure 9.3



Chapter 10 Sales
Magjor functions are sales and sales enquiry

10.1 Sales
When login the system, sales window will appear as Figure 10.1. Click Sales |
Sales on the main menu or Sale icon on the main screen, the sales window

will also appear

Figure 10.1

Operation: 1. Add a sales order, click “Add” button or press[F2] key.

2. Select the sales.

3. Add the items automatically by barcode or manually by clicking Add
item button and key in the product code or press [Enter] to select the
product. Then key in the quantity or discount when necessary. Repeat for
al theitems.

4. Click “Pay” button or press[Alt] + [P] to activate the payment
procedure. Key in the member code to select the member information,
discount percentage or discount amount when necessary. Then select the
payment method by clicking on the “method” or press [Alt] + [C] for
cash, [E] for EPS, [D] for credit card or [O] for others. For cash, key in
the money received when necessary and the Change will calculate
automatically. For card, select the type of card and key in the note when
necessary. For others, key in the note when necessary.

5. Click Save button or press[F6] to save the data, and print the invoice as
the System Setting (see 14.6 for the setting method)



10.2 Sales Enquiry
Click Sales | Sales Enquiry on main menu to enter into the sales enquiry window

as Figure 10.2 which handle the settlement, edit sales order and goods return for

the settled sales order.
In the Sales List, search the sales record by sales no., member or sales

Figure 10.2

10.2.1 Settlement
In the sales enquiry window, click the dollarsicon Ed vil b ng the
account settlement window as Figure 10.2.1, which show the cashier details

from the last settlement. Click the Confirm button will reset the details to zero
and change the status of salesinvoice from “New” to “Settle”.

Figure 10.2.1



10.2.2 Edit the NOT settled sales record

The status marked “New” isthe sales order that are not settled. Click Edit
button will bring the Sales Data window as Figure 10.2.2. Items can be removed and
new item can be added. Click Pay to calcul ate the outstanding balance.

Figure 10.2.2

10.2.2 Edit the settled sales record

The status marked “ Settle” isthe sales order that is settled. Click Edit button
will bring the Select Product window as Figure 10.2.3. Returned items can be selected
from left panel to right panel and click Confirm to processin the Sales Data window.
Click Save will calculate the return amount and have areturn record in the return as
Figure 10.2.4.

Figure 10.2.3

Figure 10.2.4



Chapter 11 Purchase
Magjor functions are purchase, stock in and payment.
11.1 Purchase
Operation: Click Purchase | Purchase on the main menu, the purchase window
will appear as Figure 11.1
Function: In the purchase list, search the data by purchase no., vendor code or
vendor name.
In the purchase data, click add and fill in the data. If currency selected
isnot Hongkong Dollars, the rate that brought from the currency, may

be modified for this purchase order. The price of item added will
converted with the listed rate.

Figure 11.1

11.2 Stock In

Operation: Click Purchase | Stock In on the main menu or on the main screen,
the stock in window will appear as Figure 11.2

Figure 11.2
Function: In the stock in list, search the data by stock in no., vendor code or
vendor name.

In the stock in data, click add. If the datais brought forward from



purchase order, click Select P/O button on upper right corner and
select the purchase order. The purchase order items will brought from
the corresponding purchase order.
Note: No matter what currency is used in the purchase order. The currency
of stock inis Hongkong Dollars.

11.3 Payemnt
Operation: Click Purchase | Payment on the main menu, the payment window
will appear as Figure 11.3.1

Figure 11.3.1

Function: In the bill, select by clicking on vendor name. The outstanding bill of
selected vendor will show the right panel. Click Select Bill button on
the bottom, the Select Bill window will appear as Figure 11.3.2. Select
the bill to the right panel and click Confirm button. The Pay window
will appear as Figure 11.3.3 and fill in the payment data and click Save

Figure 11.3.2

Figure 11.3.3



Chapter 12 Salary
Salary includes salary and expenses which record staff salary, daily petty cash
and other expenses. .
12.1 Sdary
Operation: Click Salary | Salary on the main menu, the salary window will
appear as Figure 12.1
Function: In the salary list, search the data by salary code, sales code or name.
In the salary data, click add and fill in the data. Pay amount and MPF
will calculated automatically.

Figure12.1
12.2 Expenses
Operation: Click Salary | Expenses on the main menu, the expenses window
will appear as Figure 12.2
Function: In the expenses list, search the data by number, staff code or sales.
In the expenses data, click Add and fill in the data and add the detail
items.

Figure 12.2



Chapter 13 Report
13.1 Operation

Click Report on the main menu, then select the item and click as Figure 13.1

13.2 Function
Sales Report
Purchase Report
Stock In Report

Analytical report on sales
Analytical report on purchase
Analytical report on product stock in

Accounts Payable Report Report of the accounts payable

Products Report
Expenses Report
Commission Report

Analytical report on the product
Report of salary and expenses
Report of commission

The summary and detail parts of the report can be printed for record or export to

Excel for modification.

13.3 Report Particular
13.3.1 Sales Report
By Product
By Member (by stock)
By Member (by invoice)
By Day End
By Day
By Month
By Year

13.3.2 Purchase Report
By Vendor
By Month
By Products

13.3.3 Stock In Report
By Vendor
By Month
By Products

Monthly sales statistics group by product

Number of product Member buy in the selected period
Monthly sales statistics group by member

Daily sales break down on payment for the settlement
Daily sales with profit percentage

Monthly sales with profit percentage

Yearly sales break down on month with monthly profit
and yearly profit figure. The graph can show monthly
statistical bar.

Monthly P/O statistics group by vendor
Monthly P/O statistics
Monthly P/O statistics group by products

Monthly stock in statistics group by vendor
Monthly stock in statistics
Monthly stock in statistics group by products

13.3.4 Account Payable Report



13.3.5 Product Report
By Stock

Products quantity and value at present

By Below Minimum Stock Quantity Level

By Adjustment
By Sdes

Product Check

13.3.6 Expenses Report
Salary Report By Month
Salary Report By Sales
Monthly Expenses
Monthly By Sales
Monthly By Category

13.3.7 Commission Report
By Month
By Year

Products that are present below preset stock minimum
level

Monthly statistic of the adjusted quantity products
Statistic of products sold quantity and amount based on
daily or monthly sales order by amount or quantity.

Print out work for stock take purpose.

Monthly salary expense

Salary expense group by salesin the selected period
Expenses listing by month

Monthly expenses statistics group by sales

Monthly expenses statistics group by category

Monthly commission statistics group by sales
Yearly commission statistics group by sales



Chapter 14 System

Figure 14.1

14.1 Operation
Click System on the main menu, then select the item and click as Figure 14.1
14.2 Function
Maintain the system operation include product adjustment, backup, restore,
reindex, system setting, language setting, special setting, company setting, user
group, user and change password.
14.3 System maintenance
14.3.1 Product Adjustment
Function: Adjust the stock quantity different, with defined reason.
Operation: Click System | Product Adjustment, the product adjustment window
will appear as Figure 14.3.1. Add anew record, fill in the data and
save. The stock quantity will change accordingly.

Figure 14.3.1



14.3.2 Backup
Function: Backup the data to other folder or device.
Operation: Click System | Backup, the backup window will appear as Figure
14.3.2. Select the backup path, click the Confirm button to process
the backup.

Figure 14.3.2

14.3.3 Restore

Function: Restore the data from the backup device or folder.

Operation: Click System | Restore, the restore window will appear as Figure
14.3.3. Select the path that contain the backup data, click the Confirm
button to process the restore.

WARNING: Thecurrent data will be overwritten by therestore data.

14.3.4 Reindex
Function: Reorder the index of data.
Operation: Click System | Reindex, the reindex window will appear as Figure
14.3.4. Click the Confirm button to process.



14.3.5 System setting
Function: Define the general system operation condition.
Operation: Click System | System setting, the system setting window will
appear as Figure 14.3.5. Set the following operation condition;

1.

UoAwN

The Sales Invoice automatically print when save, and the print out
format select.

Discounted selling price of item below cost handling method.
Cash card value.

Sales invoice and purchase order print out header setting.

The number system of invoice and purchase order setting.

WARNING: Thenumber system should be set once after theinstallation.

Change of the number system on exist data may raise serious
problem on the system.

Figure 14.3.5

14.3.6 Language setting
Function: Change the language interface.
Operation: Click System | L anguage setting, set language window will appear

as Figure 14.3.6. Select the language interface by clicking on it.

Figure 14.3.6



14.3.7 Special setting
Function: Maintain the member class discount rate and commission of the sales.
Operation: Click System | Special setting, specia setting window will appear as
Figure 14.3.7. Modify the value and click confirm button to save.

Figure 14.3.7

14.3.8 Company setting
Function: Change the Company Information.
Operation: Click System | Company setting, set company window will appear
as Figure 14.3.8. Edit the data and click Confirm button to save.
Warning: Change of Company Name and telephone will require change of Register
Number. Please contact us by phone (852) 27283331 for the revised
Register Number.

Figure 14.3.8



14.3.9 User Group
Function: Manage the user group, select the tasks that can be operated by
individual user group
Operation: Click System | User group, set user group window will appear as
Figure 14.3.9. Add anew group or edit an exist group, put the tick
against the task that group can perform and click Save button to save.
Note: Thereisadefault group “ADMIN” which have the ability to perform all
tasks. If there are users that are restricted to perform all tasks. Functional
User group has to be defined and select the appropriate tasks

Figure 14.3.9

14.3.10 User

Function: Manage the user setting, select the group the user belongs to and set
the password.

Operation: Click System | User, user setting window will appear as Figure
14.3.10. Add anew user or edit an exist user, input the data and click
Save button to save.

Note: Thereisadefault user “SYSTEM” which belongs to the group “ADMIN”
with the password 77315.

Figure 14.3.10



14.3.11 Change Password
Function: User change individual password after successful login
Operation: Click System | Change password, password window will appear as
Figure 14.3.7. Enter the old password and new password twice, and
click confirm button to save.

Figure 14.3.11



Chapter 15 Database definition

Vendor Data
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