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Software Solutions Stocktake UK Liquor Operating Manual
Thank you for choosing Software Solutions’ Stock Control software.

The software has been designed to provide professional results, with a wealth of available reports, and an easy
to understand user interface.

Software Piracy Protection

This software is protected from copying and will only work on approved computers. When the software is
installed - a unique code, known as a Server key is generated. This ‘Server key’ is an eight character code and

is derived from the architecture of each individual computer. We will provide access code(s) for each licensed
computer. The access code will last for the duration of the license. There are certain circumstances where we
may have to give you a new access code - this may happen when the architecture of your computer changes -
for example - a new hard drive is fitted or in some instances when certain software may be installed, particularly
anti-virus software.

If for any reason the license has expired - your data is not lost, and will simply be restored when a current
access code has been entered.

License Agreements

The license needs updating on the 15" of every month — on this day you will need to re-activate the software, by
entering a new release code. A few days before the new release code is required, Stocktake UK Head Office
(0870) 903 8880 will provide you with a new one via e-mail.

Support Facilities

Support for the software only is provided between:-

Monday until Thursday - 9.00am until 5.00pm

Friday - 9.00am until 3.00pm

All national and public holidays—the office shall be closed

Access to support:-

Telephone 0870 903 8880

Facsimile 0870 903 8889

E Mail enquiries@stocktakeuk .co.uk

Web www.stocktakeuk .co.uk
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Installing the Software

The software is designed to work on stand alone personal computers and across Local and Wide Area
Networks. This cutting edge software platform involves the use of two programs, a ‘client’ and a ‘server’.

The client part of the software provides the user interface and the server carries out the calculations and stores
the data.

The software must be installed EXACTLY as described in the CD instructions - which should show the server
being installed - and whilst still running the server, the client should, then be installed.

-~
The server is seen to be running, by the appearance of a square with a blue background and a white
ellipse and yellow question mark on it, along the task bar at the foot of the display.

Default Folders are set up automatically - it is in the best interests of your support not to change these Folders.

Server key

When the software is run for the first time - each computer’s unique identifying code is established - this takes
the form of an eight character hexadecimal code (using numbers zero - nine and letters a,b,c,d,e, and f). The
following window will appear: -

Invalid License x|

'\: Your license is not valid For the Following reason:
{ &

Invalid release code
= Licensed to Unlicznsed

- Server Key F33580C0

Obtaining Server Key

Usually, the Server key is not known prior to the software being installed. When the software is fully installed,
you will be shown the Server key code - it will have an eight character code - you must contact the office with
your server key - remember that the letters run from a - f, and the numbers from 0

(zero) to nine.

When we have been given your server key - we can give you arelease code - this is a longer hexadecimal code
and you will need to enter this to allow the software to function.

The software will prompt you for a new release code every month (usually on the 15‘h). Release codes will be
provided by Stocktake UK Stocktake UK Head Office (0870) 903 8880 (0870) 903 8880 via e-mail prior to when
they are required.

Under no circumstances should you attempt to alter system dates or data either in Windows or the software -
this will potentially corrupt all data within the Software Solutions program. Also the addition of new hardware
such as external hard drives, may affect the Software Solutions program. Please consult with Stocktake UK
Head Office (0870) 903 8880 before adding new hardware.
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Software Overview - Stock Control

In summary - set up a site, and then set up a bar to belong to that site.
Starting the software for the first time - after user codes have been entered.

Enter your password; this will have been given to you at a prior point.

The following screen will be seen.

ol Hateld Canirnl
Em: Hel

Liesvied o Shochiske LIE Lid - Expd e VTRV <TWB00E 145315

B LR B T e

The available options at present are:-

Along the menu bar - File and Help and the ICON - Select Bar

To access any menus - either use the mouse - following standard Windows procedures (LC) being Left Click,
(RC) being Right Click, or using the keyboard - any letter that is underscored -depress the ‘Alt’ key and then the
underscored letter or where applicable the shortcut key e.g. F2 or Ctrl + F2. You will adapt to your own
preferred way of input. There are very few options which require only mouse use.

For a list of shortcut keys see Appendix at the back.
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Select Bar

From the main screen - (LC) on the ICON (Select Bar) or from the File Drop down Menu highlight (Select Bar
F2).

The following screen is displayed.
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To cancel salection press the CANCEL button.
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There are two ways of accessing the bar - either key in the exact starting characters of the name of the BAR and
when the bar you require is highlighted, press enter. If you can see the bar that you require - but the name is not

selected, use the up and down arrows until the required bar is highlighted and select using the enter key.

The alternative method - which utilises a tree structure, displaying the site names - and then dropping down the
name of the bars, is to (LC) on the * + *icon next to the Group Name (your name), this will drop down all the
sites, then (LC) the ‘+’ icon site which includes the required bar.

Move the mouse to highlight the required bar and (LC) on OK. After a short delay the program will display the
selected Bar name at the left bottom of the screen together with previous and current stock dates. The Site
name will be displayed at the top left of your screen.

Once a site has been selected the following screen will be displayed.
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If this is a new site the default start date can be seen, defaulting to today’s date, but can be adjusted to suit.

At this point the full range of options becomes available.
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Adding/Deleting Products within a Bar

Products can be added from the Master Product table, shown later in this manual, either by Description (F8) or
by Product code number (F9)

To add by description, select the correct bar which needs to have the product added—in this instance— the
cellar. Then select the ICON (Add by Desc) or from the Drop down Menu Maintenance (Add by Desc. F8)

14 Add Product to Stock by Description
Drog a cokumes header hete bo group by that cobumn A
Selectec Description Product Handheld Unit Yield Cost Bin  Category
b [ |ASPARKLY NEW PRODUCT 000001 0099 EA 2800 E1350 UIGUEURS
| [0 |aDvocaar 00000 OO 70 1400 EAS0 | LIQUEURS
[] |AFTERSHOCK BLUE 000020 (0002 |70 2800 £1848 | ILBUEDRS
[  |AFTERSHOCK GREE [N SN £18.48 | UGUEURS |
[]  AkAwITT 1050 LIQUEURS
[]  AMADEUS LIGUEUR v ok | [ concel | fras LIOUEURS |
[0 | AMERETTD 38 | LIQUEURS
[] AMERETTO ¥ ol ks | LIQUEURS
] ANISETTE l _ _ | as0 | LIQUEURS
[ | APRICOT BRANDY | SesrchType Field 545 | LIQUEURS
[] A4PRICOT BR&NDY | (% Patial match at begrring = Produst §740 | LIGLIELIRS
[] |ARCHERS SCHMAPH|  © Pattial match arywhens " Description 775 | LIQUEURS |
[1 | ARCHERS SCHMAPA 1619 | UGUEURS
[ BAILEYS IRISH CH 000140 LT 2000 £1388 | LIQUEURS
1 [BAILEYS IRISH CM 000150 70 1400 E958 LIGUEURS
[0 |BAILEYS IRISH CREAM MN 000160 [EA 100 |EOE1 | \LIGUEURS
[J  BALEYS IRISH CRM o017 MG 3000 E17.78 | UQUEURS |
[] |BENEDICTINE 000180 70 2800 E1596 LIQUEURS
64 products w
e |r |»|m|* [T BRer | | Selctal | | 3¢ Selectlone
| MAIN BAR | Prey: 30 Moy 2004 Curert : 30 Mov 2004 Days: 0

The above screen will automatically display the Master product list with a Product Filter pop up window.

To leave the full list displayed press Esc, Enter or (LC) on OK.

Eilter Products

Products can be filtered either by product number or by description to shorten the viewed list to choose from.

Type into the Value field on the Product Filter window the first few digits or letters and press Enter or (LC) on
OK. E.g.

To filter by product code:
10 will list all products starting with these digits in the product code.

To filter by product description:
APR will display all products beginning with these letters. i.e. APRICOT BRANDY

Alternatively select Partial match anywhere to further enhance your search filter. ARC will list all products where
these letters appear anywhere in the description i.e. ARCHERS

Copyright © Stocktake UK Ltd 2005 Page 9 of
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Scroll down the displayed product list and press space bar or (LC) the selected field to place a tick in the box of
each product you wish to add to the chosen bar. (LC) on OK to confirm and update the server.

Deleting Products from Bar

Either use the ICON or From the Maintenance Drop down Menu—select (Delete by Desc.) or (Delete by Code).
Use the Filter option as required and navigate to the required product(s) using arrow keys. Use the space bar or
(LC) to select one or more products, then (LC) on OK to confirm deletion and update the Server. All of the
selected products will be deleted. NB. Only products with no closing count or any period movement can be
deleted. These will be displayed in red on the screen. If you cannot delete the product at the moment—you
must wait until there is no movement and closing count to do so.

Product Category (Information onl

sk Product Categories

|J oK | |x Eance||

Ends Wi Category
199939 | Spirits

299439 Fortfied Wines

393939 Table Wines

493339 Drraught Beer & Lager
599999 i Fjoitied & F"ac.k:age.d E!-eers
99939 | Ciders & Alca Pops
799939 Minerals

8495339 Tobacco

539339 |Snacks & Sundries
SQSSSS | F'Iant' I.Equ'iprnent

|-

CELLAR  Prew: 18 Aug 2005 Current: 15 5ep 2005 Days : 28
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The operator cannot add or edit the categories.

Each product is identified by a unique six digit code— beginning 000000 and ascending to 999999, the initial digit
identifies the category of product

®
«

Spirits

Fortified

Table Wines
Draught Beers
Bottled Beers

Ciders

Minerals

Tobacco

Snacks and Sundries

O©oO~NOOUTLAWNPE
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Product Table Maintenance

The product list which was sent with your software is extensive with many of the most popular currently available
Wet products. However there are occasions where new products are released or where sites which have
specific wine lists or guest beers. In situations like these products will have to be added to the product list.
When adding to the list we recommend you are careful to place your new products so that reports etc remain in
a logical order.

It is worth mentioning at this stage that you should not try to edit the title or product information AT ALL. Once
the product has been set up and added to the site, it should not be edited, therefore thought should be given to:-

- Where the product should be added so as to appear in the correct category and order within the product list.
- How is the wine list best ordered?

- Number of Bins—include half bottles, Magnums and other than 75cl sizes.

- Frequency of Change of Bin numbers / new wine list

- Should consecutive product numbers apply—or is it best practise to leave a gap (5 or 10) product codes to
ensure that products which change could still be allocated similar placement in product order.

- The process of allocating the product code starts with the simple question:-

- What type of product / category is the one to be added? With the information in the Product category
section, you can establish, the appropriate product range, to insert the new product. (See Appendix 3 — for
sorting within categories)

In any site—you can access the Product Maintenance screen, however, it is usually easiest to do this while in
the cellar (Multibar only}—as this is where the product will usually be added first.

From the main screen - (LC) on the ICON (Products) or from the Maintenance Drop down Menu highlight
(Products  F3).

ol Frofucts Mamssninse

Sita Papdupy Harvibahi Diesoriplins. e ‘wield Coai Bin A

+ I (¥ i §PARKLY REW PROCUCT 3 135
DO 3 L] SCRCCAAT o 1400 2450
LUk} Liw] SFTERSHOCE BILE o B0 Lk ]
ODDTE) SFTERSHOCE GREEM B 1) SO0 palt ]
OO SEEATT ] AL ] E1050
OOR BHADEUS LDUELR i) 2B D0 135
D000 SHERETTO M 2500 Pk
OOEER] ARERETTO =0 & (11 1] £E1E
L] MESETTE =0 e (11 1] £150
DO 3 AFRICOTARSHLY o JB 00 bt
001 HFFICOTBRAHDY =0 i) 7l
0D 1 SRCHERES SCHAWFFS 1) s 101] ETa
LCLE ] AFCHEFT: SCHAAPFS 15T L] EDDD E1E13
OO 41 BALEYS IFISH Cd LT s i1L1] 1388
000150 BAMLEYS IRIEH Ol 0 100 453
O ) B LEYS FRIEH CRELM BIH EA& 100 A
el BALEYS FREH CRid L] i EIT
L] BEREMCTIHE B SH0 HEE
ekl EEFEDICTIHE Lol ED D0 L=y
(R EEFENCTIHE B il B
(erah] BEZVRIE m et ] ET1S
Lo BLACE R ELard g dL] E7d
000N BLUE CURALRO B 2600 EREE
(0] ELUE CURALRO £ il 1] ]
Lies] CaMED 0 i i) gl
L) CarLars G 000 1200
e sl CarLah LT 4000 tilenl
L] CHEHBORD UD 0 el 10
Lre ) CHERTRALESE YELLOM o tlerd BLEl
] CHERTFELIE GAEEN 1 HI0 L]
i N Pt S TR F CEEER 1l i N

SEd praucie ¥

(][]~ [Feo=|[Con [@es (oo How

CELLER | Pars: 30 Mow K08 Curvand - ¥ Hore W04 [ign: 1)
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The Product File (list) is now on screen and you can click on any product and navigate through the file using the
arrow keys, page up and down or the scroll bar on the right hand side of the window.

Move to the most suitable place for your new product, the example that we will use is of a new product, called
Bells 8yr old Whisky—which we wish to place alphabetically with the other related products.

As blended Whisky’s all begin with 14—to display all blended Whiskys, use the filter Alt + F or Click onto the
Eilter button and type in 14 into the Value field, press Enter or Click on OK —then either use the scroll bar to
access the area you require. Alternatively type the starting letters of the product into the filter, where you wish to
insert the new product to bring up a shorter list.

ol Pradlucts Madnienamoe

=, HALLAKTINES
140500 BELLS "WHIEEY MM HWH 100 EQLO

|1a0m00 HLACK EOTTLE 0 JB00 (EOM
.1126212 BLACK EOTTLE WG G000 ECD0
a0 BELLS WHISHY FOC Frl I800 (EODD
RE =] BELLS "WHEKY sl 1800 (EOM
.1IﬁI5 BELLS WHISHY LT 4000 | EO00
|acezn BLACK BLISH 0 1800 (EOMO
[RET-R1 BELLS wHESKY 1.5L7 WG E000 | B
[140800 BEM HE¥1S A 2800 PO
:'I-!:PCIZI BEMALACH A0 200 B0
| 180700 BLIHMABHA M wHISEY A 2p0D | B0
| 190740 BUGHMLLS 35T&A A 2800 | P00
| 1aCsn TEACHERES 1 51T WG EN0D | B0
| 190840 CARDHL A 0D | PO
| 1aCE=D COMALAAN CLUE A Ze00 pOw
|facece CHRAS Bl In0D | B
| 1aCEn CHIS REGAL A 00 pO0
(RLE:E ] CRAWFIRLS 1 574R A IR0D B0
| a1 000 CRAWFIRALS 5 5T4R AORE00 | EO
|1 250 DMPLE 1SR 01D ELUR L ]
48 produnts
El[F] [Procusi bugn wih 14 =

[ Tow[e]+ (7 ] (O3 s [ 6 | (scmoe] (3 o]

CELLAR | Prers : 20.Jun 2006 Curmerd : 23 Jun 2005 Dags . 0

With the appropriate products now in view—a product code (any unallocated number) can be sought—so that
the product will follow the usual rules. In this case, the new Bells 8yr old Whisky needs to be just after Bells
Whisky 1.5LT—and a few unallocated codes will be left, to enable any future products to be placed in the correct
spaces.

Now that the product code has been identified—click the (Add) button at the bottom of the screen.

Product Edit

|\||I"' ok | |x Cancel |
Product Descrniption I Add to current bar
| | |
_Unit _ Yolume [ml] Yield Cost Bin
| | | | 000 0o || |
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Type in the products detalils.

Products will be displayed in the Product List for all Sites within a group.

- The description can include details of the size if required. E.g Bells 8Yr Old Whisky 70CL.

- The Unit field consists of two digits e.g. BT or 70 — Important DZ must be used for products which are to be
counted in dozens.

- It is important for the volume field to be completed for completion of barrelage reports. Enter the volume as
millilitres e.g. units of 1 litre = 1000ml.

- Enter the amount of measures per unit for Yield. (E.g. 28 in the case of a 70cl spirit sold in 25ml measures)

- Cost price can be entered at this point excluding VAT.

- The Bin field allows you to enter bin numbers which are shown in the stock levels screen.

- Add to current Bar field allows you to add the product directly into the bar you currently have selected. When

you tick this option an extra field will be displayed to allow you to enter the Selling (tot) price in that bar.
Use the Enter key to move to each field — (LC) on OK to confirm the entry. (LC) on OK of the Products table to
confirm and update the server.

Products can be edited, in a similar way select the appropriate product and (LC) the Edit button. Change details
in each field as required. Once a product has been added to a site it should not be Edited AT ALL.

To delete a product select the Delete Button and confirm once a product has been added to a bar it cannot be
deleted from the master product file, without first deleting from the bar(s) in use.

| SRR

The Check button goes through the program and checks to see which products have been used within the site
and produces a list of products available for deletion. These can all be selected by (LC) the button or
individually select as required. (LC) on OK to confirm deletion and update the server. Warning! Please note
this option deletes products from the Master list in ALL sites not just the site you are working in.

Edit Stock Levels to Bar(s)

When all the required products have been added - the detailed information for each product can be ‘customised
‘to each bar. The cost and yield are the same for each product acros s all the bars within the Site. The cost price
will always be updated from the processing of invoices, and the yield, cost and selling price can be updated as
detailed below.

Important. In a Multibar, Selling prices must be entered into the cellar to enable the correct calculations to be
made in reports. Normally the highest tot price would be entered for the cellar.

If you have copied bar information from another site (see section - Copy other Bar), the items which may require
changing will be the yield, cost and selling prices. You should ensure that the entire yield, cost and selling price
information is correct as these figures form the hub of all the calculations.

From the Stock take Drop down Menu—select (Stock Levels  F10) - products can be filtered either by product
number or by description to shorten the viewed list. To leave the full list displayed press Esc, Enter or (LC) on

OK. To clear filter box.

You can now edit the cost price, selling price and yield—if you edit either the yield or the cost—these will
automatically be ascribed to any other bar / cellar within the Site.

To change the order of the products, just click the "Sort by category then description" tick box at the bottom of
the screen this will sort products alphabetically by category.

Copyright © Stocktake UK Ltd 2005 Page 14 of
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The cursor will highlight the “YIELD ‘- this should be the correct mathematical number of measures in the
establishment from the container/bottle size of the product. For example the bar will sell Smirnoff Vodka (70cl)

outin 25ml measures and the yield is simply calculated as 700ml / 25ml = 28, therefore 28.

The cost price—should be an accurate, up to date excluding VAT value for the product in question.
Changing the cost price here will not affect the value of any purchases already entered.

The Tot price—should be the currently charged/ till / tariff inclusive of VAT price.

The background colour of the selected product remains blue until both the cost and selling prices have a value
other than zero. This blue changes to yellow with a unit size of DZ (dozens).

When all three fields are completed—the GP% will be shown and this is based solely on the given information

on this line and whilst this an accurate calculation, it is based on the line cost and selling prices —therefore could
change over the course of the stock period if the cost and/or selling prices change. It does not show the true
GP% if discounts or reduced price sales are given.

In the example above—the Smirnoff Vodka (70cl) is sold in 25ml measures and will yield 28 saleable measures
from a 70cl bottle costing £9.50 excl Vat and selling at £1.95 including Vat. The mathematics would be:-

(28 X 1.95) / 1.175=46.46)
-9.50=36.96

(GPE£) 36.96 / 46.46 = .7955
X by 100 = 79.55 GP%

The yields on Post Mix ( Bag In Box ) products should be calculated carefully—take advise from the supplier if
required—care should also be taken in the management of dispense sizes and pricing and a uniform charge per
fluid ounce should be aimed for. Discounting on larger volumes can present issues on a stocktake.

On a multi bar site to save time you can copy selling prices from other another bar in this site by selecting the
button (Selling) at the bottom of the Stock Levels entry screen.
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Select Bar

|ul"' ok ||x Eancel|

I:quseD escription
CELLAR

B FLINCTIOM SUITE |
LOUMGE
MAIN BAR

After selecting the bar, all prices will be copied from the selected bar to the bar you are currently editing.

Copy Other Bar

Normally on a multi bar site the first bar you set up would be the Cellar and once all information for the bar has
been input, edited and checked—this information can be copied as the default information to other bars. This
ensures that each product in the cellar is copied to each bar as required. Selling prices are not copied at this
point — these can be copied by using the (Selling) button from the Stock Levels screen described earlier.

The first step is to select the blank bar/site to which you wish the default bar information to be copied to.
From the Maintenance Drop Down Menu Select (Copy Other Bar).

From the following window choose the required bar/site to copy default information from, then select either the
enter key or (LC) on the OK button. All information from the selected bar/site will be copied into the current
blank bar/site.

Select Bar
' Raleeh | 7 5 D oo

Select the bar you wish to copy from and press OK
To cancel copy bar press the CANCEL button.

Rar Cament Siockiake Diabvick Locked
i Growp: DEMONSTRATION
i Growp: STOCKEHECK

# Houss: SLAD ARKS HOTEL

3 Housa: SLAID ARME SINGLE

ELADRRSBAR
SLAD BAR T 3082008 El
B4R THREE AR 2008 I
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Stocktake

The Count can be done manually onto Count Sheets, produced from the software.

Count sheets should be printed prior to rollover—ideally just prior to the physical stock count (so that any
new or recently transferred products would be added to the site’s product file.) Each bar and cellar must be
entered on the software in turn and from the Reports Drop down Menu the Count sheet can be selected.

If during the count process, a product cannot be found on the count sheets—this indicates that it has not been
correctly transferred/delivered through the software—so any handwritten product needs to be investigated, and
the software brought up to date.

When the count has been completed they should be totalled before entry into the software.

The count should be carried out and recorded in a systematic and thorough fashion and any products on the
count sheet without a current count should be queried and checked before leaving each area.

If a product is not shown for a particular site, then it should be added together with the selling price for the bar
and the closing count—this will ensure that the overall result is correct.

To enter the count, ensure that you have selected the correct/corresponding bar/site for the current count sheet.
From the Stock take Drop down Menu, select (Stocktake F4). The product Filter window will be shown—press

Esc to enter all products—which will be in the same order as the standard count sheets (although any
subsequently added products will affect the order).

Plied ot DeLails Sales s
D caiphiom Bin Umil Yiehd Opanieg Tranz b Traee Oul Deliver  Ciedite  Clozing Cunient Lasl Selieg  GP%
F ADVIICAAT m | @m 100 nao M 4m omi 1M A Enml=03
AFTERSHOCK BLUE RET 100 oo 100 400 QD0 400 000 .00 E0O0| 746
& SAMS AR MAGTAL m | @m zm oo 200 3dm 0m am oo 2ml  Enm|saz
BOCAADL 0| 7800 100 oao 100 3| om0 2m| 100 1m0 g5 a7
COLRYTISIER AOGL BT | M 1Mo 1m0 2m| om 2m oo M Enm|7ia
CEMP&RI M| 200 00 oao 100 200  0bd am| 000 200,  EDo|&xd
CINZHRC B LANDT BT | 1m0 am oo 00 Zm om Am oM Am  Enm| e
HOUSE WIME LITAES LT | 400 200, nao 400 400 ap 2m 000 -2m  Enm|ssr
CARLSEERG KEG GL | 800 210 0o am 1200 om 1.m 0o -2 E00| E5.2
FLOWER S BEST CASK aL | am 100 oao i 1200 4 0m 0o Am  Enm|ear
ARCHERE A0UA 275k OE | 120 100 oao 10 2 0m 1| 00l M B0 ERA |-
BODDINGTONS CAH 4904 0z | 12m 100 0o 100 3 oW Em oo M Enon| 27
COROML EXTAS T 0Z | 12.00 100 oo 0 20 0m 10| ool M Enm| A
FARTHAW FITHL 0z | 12m 0os oo 0ol 0om om0 00 0% N 445
AED SOLAFE 27hL 0Z (120 100 oon 0 am 0w o O M ELEh| 407
20 sbueck ibome =
[b i:imi* | T Erer | |85 ZewCosivg [~ out by oo then desmpion SITE HAS CELLAR
CELLAR | Prase - 16 Pae 2004 Cuvent: 31 Do 2004 | Dage: 16

The counts should be entered as a total —however any count entry which shows a negative * Current * amount
as displayed in the relevant field, should be queried. This indicates that the total opening count plus/minus any
transfers is still not as great as the value of the closing count—this could indicate a transfer issue or an incorrect
opening count or a missing delivery.

As each closing count is entered—the value of consumption of each product at the current bar's selling price is
shown—it is this figure which when all added together will give each bar it's estimated sales at selling price.

NB. Part dozens are entered as follows: - e.g. 4 Doz and 3 bottles would be entered as 4.03. Or 11 bottles
entered as 0.11 and 1 bottle entered as 0.01

To zero all currently entered closing stock counts from the selected bar choose the (Zero Closing) kutton at the
bottom of the Stocktake screen. This is particularly useful when processing an interim stock. NB. All previously
entered closing stock will be lost, and is not retrievable.
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To change the order of the products, just click the "Sort by category then description" tick box at the bottom of
the screen this will sort products alphabetically by category.

Backup / Restore / Optimise
Backup

You may wish to backup your sites prior to rollover.

Backup and Restore

The Backup/Restore facility cannot be

used to backup/restore individual Bars.

This can only be used to backup/restore

the whole system at a specific moment in
time.

_FELEE Once backed up, the resulting file should

be copied to an alternative media e.g. pen

B Besiore drive or other storage.

"’j’“ Dptimize

From the File Drop down Menu select (Backup/Restore). Select Backup. This procedure will back up all
sites within the software.

Backup Database to File

Savejn: | I My Documents ﬂ IfF E-
3 (oM eBooks
% :3 [C2IMy Pictures
My Recent ||B) TESTBAK.bak
Documents
F—
L
Desktop
ty Documents
"'lg
by Computer
My Metwork  File name: | L] \_Igave
Places
Save as bype: | Backup files ﬂ Cancel

Enter the file name for the backup file (this should include reference to the date for easy identification. The
backup will be saved to the location as specified in the Save in: field. This location can be amended if required.

Restore

Should there be a need to restore data this option will erase all current data and replace all Sites from the
chosen backup file. Changes made to ANY site, since the backup was taken, will be lost.

From the File Drop down Menu select (Backup/Restore). Select Restore. The following warning message will
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be displayed.

Confirmation

@ This will erase all your current daka and replace it with the data in this File,

Are wou sure you wank bo reskore this File?

To confirm the restore - (LC) on Yes or press ALT + Y. A window will be displayed showing all previously
backed up files. Select the file to restore from or type in the file name. (LC) on the (OPEN) button to proceed.
To abort the operation (LC) with the mouse on the (CANCEL) button.

When the server has been updated the software will exit the site previously opened to allow the operator to re-
select the site.

Optimise
It may be necessary to use the Optimise option if using a large site over a period of time which appears to be
running slowly. This option will tidy and compact the database to improve performance.

From the Eile Drop Down Menu Select (Backup/Restore). Select Optimise. The following warning message will
be displayed.

Confirmation

@ Yau are abaut ko optirise the dakabase, before which wou should always backup the database.

Have ywou backed up the database?

Yes

Follow the instructions on screen — (LC) on Yes or press ALT + Y to proceed. To abort the operation (LC) on the
No button or ALT + N.

Site Roll Over and Date Setup
You may wish to take a backup prior to using this option.

Once all of the counts have been input and checked—any required reports can be printed and the data ‘rolled
over'. This enables the date to be set and the closing count to move to the opening count. Once chosen cannot
be reversed.

This procedure is usually carried out after a complete stock result. In this instance, it is used to establish the new
opening count—THE ONLY WAY to have an Open value for any product is to put in the value as Closing Stock
and then rollover.

You cannot rollover an individual bar, rollover always rolls over all bars within a site.

Once the rollover procedure has been initiated—yYyou cannot change any data, therefore ensure that the value of
stock on hand is as indicated, and has been double checked.

When all figures are correct and have been checked, then the ‘Rollover ‘procedure can be started.
Copyright © Stocktake UK Ltd 2005 Page 19 of
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Firstly, you need to be in any one of the bars / cellars, and then from the File Drop down Menu, select (Site
rollover)

The following window will be shown

Restricted Function

FPassword |

K Cancel | o OF I

This is a protected function—enter the password ROLLOVER (case insensitive). This is an integral part of the
individual security settings for your site

Enter the password, and then click on OK.

v
Days:8
This program resets all the bars in the current site and empties

all the transaction files (purchase credit and transfers).
The closing count for each bar is transferred to the opening value.

Last Stocktake 130/11/2004 Current Stocktake

DO MNOT RUN THIS PROGRAM IF YOU HAYVE NOT
COMPLETED ALL THE REFORTS
FOR ALL OF THE EARS ON THIS SITE.

Type YES and click OK to perform site rollover:
|v Mext Stocktake with Full Transfers? Reszet Cumulative Figures |

CELLAR  Prev: 30 Moy 2004 Curent; 30 Mow 2004 Daps: 0

When the correct dates have been entered— for the first stock they should both be the date of the stocktake that
has just been completed, for subsequent stocks the last stock date will be picked up automatically and “Today’s”
date will be picked up. Both dates can be changed at this point if necessary.

The word ‘ YES ‘ has to be entered into the appropriate field and then the OK button needs to be clicked.—
Rollover cannot happen accidentally.
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Setup Suppliers

Select the supplier's menu button or select suppliers from the maintenance pull down menu. The following
screen will be displayed.

#ki Suppliers |:|@@

|/ ok ||x Qancel|

» Mame Secondary Name

WCoos
| Coca Cola Ents

|Glenaron Ltd

| Siriclair Colls

| TaKitchen

:ScotEo

==

\f.\-'i-"illlougI;IIJys

;-TD- Carference

2

O Default

CELLAR  Prev: 18 Aug 2005 Current : 15 5ep 2005 | Days: 28

it

If there are no suppliers setup in advance, simply click Add and fill in details of new supplier.
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Entering Purchases

There are two dstinct ways of entering Purchases. As if they are from an invoice or from a delivery note. Before
you select the type of entry there are a number of shared steps to set up your purchases.

Select the bar you wish to enter purchases into. In a multi bar situation you can enter deliveries into any bar, but
we recommend entering purchases into a bar setup as a cellar and then transferring stock into the other bars.

There are three ways to call up the enter purchases screen, (LC) the Purchases menu icon, select (Purchases
F5) from the Stock Take Drop Down menu or press the (F5) shortcut key. The following window will be visible.

wlturchasss

([EE] @ e | (% o | Purchase Headsr Sunmary |

.'FI.H‘.'.'THD —

Iwenice J Dekvery Note

Initially this screen will be blank, but once some purchases have been added they will be summarised here.
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il {2
=

I_Ea_ﬂi._.l LE._.EE_._._,I M Furchass Hasdar Bumssary

- FREETRADERS LTD 11 prachass|
.HIJHTEﬂlrFH.'ﬂKALIHp::I—-]
pples - SCHWEFPES LT [i pachazesd

ALLETODE Paow: 1 More 004 Duorerd - 15 My 2004 D 14 BN

To enter new purc hases select the Add button and the following screen will be displayed.

= Purcliase

A Lo W Ak lapinl pachass when g T T Uss Prodist Fila 7 ¥ Ok |x Lan Bﬂl]
Supglicr Puichasa Dale Reloioene: Usgar

oy (] merarons r | PushasTys B

Code Hame | Gacandany Hame

FRE FREETRADERS LT

HUH HLINTER EFR&NKAL

NOKE N SLIPFLIER

SCH SCHWERRES LTD

N

ALLSTO | Pri: 1 Moy 2004 Gurert 15 Now 2004 D 14

If this is the first purchase entry in the selected site, the suppliers list may be blank. If this is the case you will
need to enter suppliers before you can continue. Detailed earlier in this manual.

When suppliers have been added they will be displayed as above. To select a supplier either use the arrow
keys, type in the first digits of the supplier code or (LC) the supplier. Once highlighted press tab or enter to select
the supplier. The cursor will automatically move on to the next field, purchase date. You can either type in a
purchase date or click on the appropriate date by calling up the calendar from the icon to the right of the
Copyright © Stocktake UK Ltd 2005 Page 23 of
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purchase date fieldlﬂ. Press enter to accept the date and the cursor will move forward to the reference field. A
warning prompt will be displayed if the selected date is outside of the current stock period.

A reference must be entered; normally this is the reference on the delivery or invoice you are entering. Press
enter to move forward, a warning prompt will be displayed if you have already entered the same delivery
reference with the same delivery date for the selected supplier.

You now need to select the type of purchase you are entering; the choice you make here will affect the method
of data entry.

Purchase Type: Invoice

This assumes you are entering purchases from an invoice.

After highlighting the invoice purchase type press the enter key twice. A filter box displaying all the products you
have added to the bar will be shown.

Wi This works in a similar way to other filter boxes in the program. Only
matches for the letters you have entered will be displayed in the product list.
Sssach Tipe e Alternatively if you enter a number it will automatically sort by product code
4 z::::_::"'m‘:'" ot unless you tick the Product field. You can select any of these using the
e arrow keys and press enter or double (LC) with the mouse.
Hand FProduc Iese:iplinn Ulrell Yiehd =
L] ooran BEMEDICTIRE LU
D030 COINTREAL moH

1400 BELLS WHISEY 15, MG 61
100630 CAMADWN CLUE A0 28
10070 COURWDESIER POCL BT

maan GORDOMS GIW 700y 70 28
101880 REMY MARTIMWSD BT 28
UML) LesPAR| LU
200330 HARVEY'S BRISTOL BT 15
200420 HARTINIDRY 15T MG 30

Once the product is selected it is shown on the purchase entry grid.

: 1 ]
t_..-.l_.'_f'J:_',Jf_.: 3 dta
] fdd W Aek o pnt puchass whersaving * T UssProduck File [ | X [onead |
Suppli Purnchaza Dale B eloienca Usar |
Cau L_| 1722004 |E| Dikvery 1 Purchaea Typa
- |
SCHWEPPES LTD S Date Time
i Delivery fob=
2, Delete |
Caode Dezcapbhon Ui Exd Cosl Compaubsr Ry Updats  Purchaze
Coszt Coslx Cost

1 items ED.O0
ALL STOCK | Prees: 8 Doc 2004 Comerd 8 Dec X4 | Dae: 0

When entering as an nvoice the first information to input is the extended cost (Exc Cost). This is the total
product line value from the invoice.
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Next you will need to add the quantity (Qty) of the product purchased. Once you have done this the software will
calculate the purchase cost of 1 quantity of the product, if this is different to the cost currently stored (shown in
the Computer Cost column) you can update the cost stored in the software by selecting the Update Cost tick
box. You do this by moving to the Update Cost field and either pressing the space bar or (LC) the box.

IMPORTANT — Remember that when entering as if from an invoice, the purchase will always be valued using
the inputted extended cost. It will not be re-valued if the computer cost is changed at a later point.

When the purchase cost price is different from the computer cost price, the purchase cost price will be
highlighted

An example of a completed product line is shown below.

Gt Descrptaon Linit  Est Coxt Campuben ity Update  Puschaze
Lt

b 100400 BELLS WHISEY 15T

In this example the cost price does not need updating as the extended cost is twice the stored software cost and
we have entered a purchased quantity of 2.

A new purchase line is automatically created as you press enter to leave the “Update Costs” field, and the
product search list will be shown again. At any point you can click on OK, or press Alt+O, to exit the screen and
save the changes you have made, or click “Cancel”, or press Alt+C, to exit without saving the changes.

As more purchases are added you will see a total for the Ext Cost column displayed at the bottom of the screen,
normally you would expect this to equal the invoice total when you have entered all the products.

Purchase Type: Delivery
This assumes yau are entering purchases from a delivery note.

After highlighting the delivery purchase type press the enter key twice. A search box displaying all the products
you have added to the bar will be displayed.

[ Wiaban This works in a similar way to other filter boxes in the program. Only
matches for the letters you have entered will be displayed in the product list.
deach Tvps Feed Alternatively if you enter a number it will automatically sort by product code
Aosmranst || B unless you tick the Product field. You can select any of these using the
& Dmiten arrow keys and press enter or double (LC) with the mouse.
Hand Froduc!  Dessiplion Urall Yighd =
* ?.iﬂi EE:,DF'EL:E £ ﬁ Once the product is selected it is shown on the purchase entry grid.

100400 RELLS WHISEY 150 MG B0
100630 CaMADIN CLUE (70 24
100730 COURWMISIER MOCL BT 2
120 GORDOMS GIHAD1I A0 4
101 B0 REMY MARTIM VS0 BT 20
2000 CaMPaR| moom
20330 HAFRWEYS BRISTOL 8T 15
] WEARTINI DRY 15T MG 30
0, CILSE wiHE LITRELT -
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gy Pl Blx]
0 add W AEk 0 ponk puchass when ssding T 1 Use Product File 7 L |
Suppiar Purchase [ate B eleannca sy
il [7] imanzamm (] e 2 Fuchaz Tip=
T 1]
COUAAGE LTD AR Date Time
W Dy Mobe:

e Dehn

Caoda Desoription LLT PIT:I:ID:HE Computen O Update Ext Cost
t

ammCTE

1 iteme f0.00
ALL STOCK | Prees: 8 Doc 2004 Comerd 8 Dec 04 | Dae: 0

After selecting the product the cursor will automatically move to the quantity “Qty” field. Add the quantity from the
delivery note and press enter to accept, a new entry line will automatically be created and the Filter box

displayed. At any point you can click on OK, or press Alt+O, to exit the screen and save the changes you have
made, or click “Cancel”, or press Alt+C, to exit without saving the changes.

A completed entry would look like this.

Code Dezcription Urt  Puchaze Compiken Bty Update Ext Cost
Cozt Cingld Cioks

Here the extended cost is calculated for you, using the stored computer cost. You cannot update the computer
cost from this screen. As more purchases are added you will see a total for the Ext Cost column displayed at the
bottom of the screen, using the existing computer cost for all products, since it is unlikely that cost prices will be
printed on delivery notes.

Other Options

:_: .g.n:l:'. W Ask bo prnd puchase wher sasng ¢ [ Llee Product File . IEI;C x E‘.IM-H'

With either entry type it is possible to print purchases when exiting the purchases screen, to do this select the
tick box at the top of the screen hkbelled “Ask to print purchase when saving?” You can do this by clicking the
tick box so a tick is displayed or pressing Alt+K.

There will be occasions when you need to enter a new product to your site as you are entering purchases. If you
know the desired product is already on your product master list you can enter from the master list from the
purchases screen. All you need to do is select the Use Product File? Tick box at the top of the screen, by
clicking the tick box or pressing Alt+U so that a tick & displayed. This will call up the entire master list when you
go to enter a product. This will place the new product into the selected bar, directly from this purchase screen, all

that remains to be done is to update the new product’s yield and selling price as described earlier in the manual.
|'>‘\ Delste

Clicking the above button, or pressing Alt+D, will delete the purchase entry which is currently highlighted. You
will be prompted to confirm that you wish to delete the entry.
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[P P
o OE |
|0 &d | |F] Ed % Deluin Furchess Heedar Sumssary [& B
Bupplam
Perchsas
alx Feslmiznce Imveice § Delvorp Mol Rlamr Timaatamg

= Buppher: COLRAGE L0 11 purchae|
Y ™ Rhke]

:I' Euppdes | FREETRADIERS LTD 1 packys| {
E 5 upplm | HUHTER E FRAMFAL || parchaisz]
¥ Eupplm GCHWEFPES LTD [ pucharsa]

Furchase Detail

Loein [rescription Ll Puschare Cast Compute Cog Oy lipdsis Cogs £x Conl
i COURAGE IRELTERS Cask. LB wm am CL . E5
40050 C&RLSHERG KEG 6L E410 £ .00 [m] B4 0
01 GORDIHS N T il N ] 1.00 0 LETE|
401250 ELIHMEES DRALGHT KER [T EAS E4ED 1.0 u] [TEh
S0 HOLSTER FLS 275WL fird 5 6 AT 00 0 gD
1100 ELIHKESS ZTTHL (04 Em1d 14 am [m] EZDTE|
(B BECE TG FIL s EHLE FLLIE] i i ke
Filemi E24.06
ALLSTODK Poow: 1 by 2004 Corerd - 16 Moy 2004 Dizgs - 14 [EEL ]

In the Purchase Header Summary, you see each supplier listed with some basic information regarding the
purchases entered against it. In the Purchase Detail, more product information is shown for the selected
purchase. Here you can opt to add, edit, delete or print purchase information simply by highlighting the
appropriate purchase and selecting the desired option. If you edit a purchase you can change the values in a
similar manner to the way already described when adding purchases. You can only add, edit or delete
information in a site that is not locked, and when you are viewing the current period — historical data cannot be
changed.

_ Doty

The query button allows you to interrogate the purchases entered in a number of ways. When you select this
button the following screen is displayed. By dragging a column header into the yellow band above them, the
purchase information will be sorted accordingly. Therefore if you drag the Supplier label up, the product
information will be sorted by supplier. See the second screen shot.
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(BELLE WHEKY 1.6
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| SORDIRE Gk 0L
HAATIHI D 18T

HOLIEE WIHE
 [CeALEHERE FER

COLRARE AFECTORS CASK
GUMESE DRAUGHT 1EG

I e e R e e

1201 200
v

COURAGE LT
COURKE LTD
COURABE LTD

COURAGE LTD

-

|LEMWOHADE Z50ML 0l = BT |SCHWERPES LTD | DB/ 2004
LET SIHGLES z |HURTER & FRAREL| DB/ S04

b2 oo g e e ol e L-lLL S

= Suppler. COURAGE LTDY
{LIRET |BOFCAONE G L [EATE [EBTE 1 2 04712004 |zzzm
OAD [LAALSOEREREE [ELT @in m : Al ]
AGF0 (COURAGE CARECTORS CASK E156 5 22 2 (411730 |22ECH
MHED | BLIHWESS DRAUBHTRED EES s 1 |2 G4A1 @:ﬂ
501050 | GFOLECH BT 4501 (L0 L 1 H 04112004 | Z2H
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Entering Credits

A credit is a product originally entered as a delivery into the cellar and then removed from the cellar and returned
to the supplier.

Firstly establish whether the credit note is for an actual quantity of product (at a certain cost price) or is a general
credit note for an amount of money. This will effect selections you make when setting up your credit.

Select (Credits) from the Stock Take Drop Down menu, and you will see the Credits screen—similar in
appearance to the Purchase screen, and the similarity continues with the input process.

Click on ‘Add ‘to start a new credit record.

Select the required Supplier, then tab and complete the date and reference fields. The next step is crucial; there
are two choices, to enter a Credit Value or to enter a Product Credit.
Select this product when doing a Value Credit - so that the quantity credit will not affect a stock item.

When entering as a credit value select the product and input the Credit cost. This is the product line value from
the credit.

When entering as a Product Credit after selecting the product the cursor will automatically move to the quantity
“Qty” field. Add the quantity off the credit note and press enter to accept, a new entry line will automatically be
created and the Filter box displayed. At any point you can click on OK, or press Alt+O, to exit the screen and
save the changes you have made, or click “Cancel”, or press Alt+C, to exit without saving the changes.

Transfers
Moving stock from one bar or cellar to another bar or cellar (including returns to the cellar). In principle this is a
very straightforward task—there are only a few rules.

You must be in the bar / cellar on the software that the stock is to move FROM.
You must not move minus amounts

You can delete an entire transfer record if required.
Each Transfer record should be supported by signed paperwork / requisition.
Only transfer to one bar at a time.

From the Select Bar screen—choose the bar / cellar from where the stock is moving from.

In the main screen - from the Stock Take Drop down Menu select (Transfers) or (LC) the ICON (Transfers)
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oid Tramsiers

[ Add F | | ¢ e Transier Header Summeary
Dextimation Bar
F efurance Lizer Name s alon Timexlamp

Transher Detail

e

CELLR P 30 Now 2004 Cutent S0Nov 2004 D 0

A2 -

Initially this screen will be blank, but once some Transfers have been added they will be summarised here.

Add Transfers

Select the Add button to enter your transfer - the following screen will be displayed.

ol Transfer .; %
[ e ¥ fek i ped arcder e saving 7 T Lies Produet Aile 7 e |.X Canca
CELLAR
Teanaden i Belerence Wier
Dote Time
102004 [
Lk Hiru iy Coxi Walan
nms
|-:_'|'_.;;- W sk bo pint puchase wher sasng ¥ [ Lloe Product File :f _QF_ :“i_-ﬁ'_.mn:-l

It is possible to print transfers when exiting the transfer screen, to do this select the tick box at the top of the
screen labelled “Ask to print transfer when saving?” You can do this by clicking the tick box so a tick is displayed

or pressing Alt+K.
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There will be occasions when you need to enter a new product to your site as you are entering transfers. If you
know the desired product is already on your product master list you can enter from the master list in the transfers
screen. All you need to do is select the Use Product File? Tick box at the top of the screen, by clicking the tick
box or pressing Alt+U so that a tick is displayed. This will call up the entire master list when you go to enter a
product. After entering a product like this it will be available in all the other screens, so you can edit yields, tot
prices etc.

To select a bar either use the arrow keys and Enter, type in the first digits of the name and Enter or (LC) the
required bar. The cursor will automatically move to the Reference field. A reference must be entered; this
would usually be the Requisition Note number.

Next up to three initials are required in the Requested by field.

The cursor will automatically move on to the next field, date. You can either type in a date or click on the

appropriate date by calling up the calendar from the icon to the right of the purchase date fieIdL'?J. Press enter
twice and the cursor will move forward to the select product screen.

Voloe This works in a similar way to other filter boxes in the program. Only
matches for the letters you have entered will be displayed in the product list.
S Lo Ry Alternatively if t ber it will automatically sort by product cod
B ~ L ernatively if you enter a number it will automatically sort by product code
- Fartial okl Saptoioet  Eroduct unless you tick the Product field. You can select any of these using the
& Dusesiption arrow keys and press enter or double (LC) with the mouse.
¥ o ;'JMT :E"H‘Emg ::* = "| once the product is selected it is shown on the Transfer entry grid.
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After selecting the product, the cursor will automatically move to the quantity “Qty” field. Add the quantity off the
Transfer and press enter to accept, a new entry line will automatically be created and the Filter box displayed. At

any point you can (LC) on OK, or press Alt+O, to exit the screen and save the changes you have made, or click
“Cancel”, or press Alt+C, to exit without saving the changes.

A completed entry would look like this.

Produwct Descnption L Hn [F[11) Cosld Walue

i T"‘] AFTERGHOCK BLUE

The Value field is calculated for you, using the stored computer cost. As more Transfers are added you will see a
total for the Value column displayed at the bottom of the screen.
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Edit Transfers
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Clicking the above button, or pressing Alt+D, will delete the whole transfer note which is currently on the
Transfers screen. You will be prompted to confirm that you wish to delete the entry.

Transfers can be edited by clicking on the ‘+ ‘icon in the Transfers Screen, and highlighting the required transfer
note using the arrow keys or (LC) with mouse, then select the Edit button from the top of the Transfers screen.
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(LC) on OK, or press Alt+O, to exit the screen and save the changes you have made, or click “Cancel”, or press
Alt+C, to exit without saving the changes.
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To delete a transfer item, using the arrow keys or (LC) with mouse to select the appropriate transfer item — press
‘(LC) with mouse on the Delete button or Alt+D. A confirmation screen to delete the record will be displayed,
(LC) on OK, or press Alt+0O, to exit the screen and save the changes you have made, or click “Cancel”, or press
Alt+C, to exit without saving the changes.

Within the bar/cellar that you are in, a report of all the transfers FROM that bar can be drawn from the Reports
Drop Down menu and then (Transfer Reports).

1 2w | nethod of querying all transfers across all bars. From the stocktake Drop Down menu, select
Transfers, and at the base of every transfer record is a Query button this allows you to interrogate the Transfers
entered in a number of ways. When you select this button the following screen is displayed.

ol Tranefer Query
L Bin: o

Smnce Houze

Duztmabnn Houze
/Bl Source Houre - CELL&R
FUMCTION SLITE

Product  Deocopbon
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This screen is shown. In the above example shows products that have been transferred.

The search criteria are (the titles of each column):-
- Source house—the bar from where the stock has moved (supplying the stock, usually the cellar)
- Destination house—the bar receiving the stock.
- Reference—the number / name / code entered (usually the requisition number)
- Quantity—the amount moved on this trans fer note.
- Product code—the software code for the product
- The Description— the name of the product.
- Cost Price - up to date individual value for the product in question.
- Unit—the size of the product container and the count unit.

- Value —the calculated transfer amount multiplied by the individual product cost.

Put your search request in— by dragging a column header into the yellow band above for example Description.
The data will be sorted by product description. You can drag all headings as required and the table will be
sorted in the left to right order of each of the Criteria. This order can be changed by dragging the criteria to
differing places or even being removed altogether.
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To expand the search—when the required criteria have been entered—use the up and down arrows to find the
desired area and then right arrow to expand—and then up an down arrows to navigate or (LC) onto the + to the
left of each item.

To print—click on the icon—use the preview to ensure that only the required information grints.
When finished—close. The search is not held in memory—so each search is unique to the immediate
requirement. See below.

o Transfer Query
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Allowances

Setup Allowances

Before entering allowance amounts it is good practise to check that all necessary Allowance descriptions are
entered in the Site Allowances screen. If you need to enter a new allowance description you call up Site
Allowances from the Maintenance drop down menu.

i . =
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[ e | [3€ conce |
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A number of allowance descriptions are set as default, you can add to these by clicking on the “+” button at the
bottom of the screen. This creates a new line into which you can type your desired description and set whether
you want it to be a wastage allowance or not. To set an allowance as wastage, place a tick in the Wastage
column. These categories will be available in all of the bars in the selected site.

Enter Allowances

The Stocktake UK definition of an allowance is “A deficit that we know about”. It follows therefore that both the
client and the Stocktaker should actually know that the figures entered into the various categories are correct
and verifiable.

Such items as pump cleaning should be as measured, multiplied by the number of cleans that have actually (not
theoretically) taken place within the stock period.

For example; 26 pints of Stella Artois lost through line cleaning, where Stella Artois sells at £2.65 per pint would
be an allowance of 26 x £2.65 = £68.90. Multiply £68.90 by the number of cleans in the period and you have the
total line clean allowance for Stella Artois.

An allowance could also be given if there were reduced price sales. For instance 32 Bottles of Budweiser sold

for £0.99 instead of an expected selling price of £2.95, then the allowance would be 32 x ( £2.95£0.99=£1.96 )
= £62.72

It is best practise to have Allowances recorded at the time of the loss, to ensure that at the end of the stocktake
period, the Allowances have all been entered and are not subject to question pending the final result.

Once you are satisfied that all allowance descriptions have been entered and you have selected the correct bar,
you can open the allowance entry screen. This can be selected from the Stock Take drop down menu, the
Allowances icon or by pressing the F6 shortcut key.

4 BarAllewances =] :.:‘]

v ¥ || X Ceed |

[ ate Alowance ‘Wastage Amount  User Timestamp

il ] Add

[ AL ST00E. Pies 80ee 3004 Curorl .3 Dec 2004 Dape: 0

When the screen is first opened ablank line is displayed. Automatically today’s date is entered into the date
column, you can overtype this with the required date, pressing enter will move you on to the allowance column.
The allowance category can be chosen using the lookup list available, or you can type in the first few letters to
bring up the required entry. You can only enter allowances that have been set up on the Site Allowances screen.

After selecting the allowance and pressing enter the highlight moves to the amount column, here you enter the
agreed allowance amounts. When you press enter after adding the allowance amount, a new blank line will be
created; alternatively you can click the Add button. After all allowance entries have been made (LC) ‘Ok” to exit
with saving the changes, or (LC) ‘Cancel” to exit without changes.

The amount column is totalled at the bottom of the screen.
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Adjustments

These are the opposite of an allowance, and are used to add estimated receipts to the software’s total. If more
revenue has been received than was expected from the software’s selling price, then the amount of difference

can be included as an adjustment. From the Stock Take drop down menu, select Adjustments.

| LIHEHTHCNTE
v 0K | [ ol
Adjustmants
| EN.m0
0.0
n.m

Tolal &djustrants
£0.00

Type in the reason in the field and the value (including Vat) of the extra revenue received, over and above the
value the software would have expected.

Adjustments do not affect the stock yield figures and should be used only by experienced users.

Add/Edit Takings
In the main screen - from the Stock Take Drop down Menu select (Takings F7) or (LC) the ICON (Takings)

The actual Wet only takings (inclusive of Vat) should be entered on a regular basis—and provision is made for
up to FIVE sessions per bar area per stock period day. The revenue can be entered and edited from the Stock
take Drop Down menu, select (Takings F7)and (LC) on the ‘+’ icon and enter the required date (if other than
today), tab and enter the actual revenue inclusive of VAT, for up to five daily sessions for the bar which the
software is currently in.

¥ OF | [¥ Cowal
Daw  Date Takings 1 Taking: 2 Takng: 3 Takng: 4 Takings 5 ke Camal il Taotal Takirgs
—
i+| m ¢ Mumber of takings columns 0 2 Geveraiz)
RN BAR: [P 30 Mow 2000 ottt - 30 Miw 2004 | Diage: 0

Tab or Enter and complete any required fields, then (LC) on OK to confirm.

If you press the “Generate” button, Hotel Control will create an entry for each day within the stock period to allow
input of daily takings.
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Mid Price Changes

If there has been a dchange in product selling price in the middle of a period, so long as you know the date on
which the change occurred, you can use the Mid Price Change facility to update the selling price.

Select (Mid Price Change) from the Stock Take drop down menu a (LC) Mid Price Change icon. The following
window will be opened.
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Initially the product filter will be available, and you can use this to select individual products in the normal
manner.

Regardless of the manner you select the first product you wish to edit the cursor highlight will initially be in the
“Selling 2” field. You should type in the new selling price here, pressing enter will move you to the “Days at Old
Price” field, where you should enter the number of days the product was sold at the original price (Selling). The
maximum value of “Days at Old Price” is the number of trading days in the present period.

N.B. Once you have entered a price into “Selling 2", if you view the Stock Details report you will be able to see
the split in usage values between the two selling prices.

After rollover the price entered into “Selling 2” will become the standard selling price for the selected product, as
viewed in the Stock Levels window.

Stocktake Result

Now that the software has the opening stock, all goods-in, any credits, the closing count, any transfers, the
revenue and allowances a full consumption of stock result can be calculated—this is done automatically and is
updated every time any one figure is changed.

The program calculates the value of consumption:-

At cost price

At estimated selling price (and estimated receipts after allowances and adjustments)
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Also: - There is the calculation of potential GP% (based on actual cost of consumption and consumption at tariff
prices), as well as actual GP% (actual cost versus actual revenue).

The retail surplus / deficit calculation—the difference between actual revenue (including VAT) received versus
estimated receipts after allowances / adjustments. This is also expressed as a percentage (+ / -) of the received
revenue.

Stock Yield is shown—this is the conversion from tariff prices to received revenue, for example if the total sales
for one period was only one bottle of beer with a tariff (software) selling price of £2.50—if the actual revenue was
£2.50 then the stock yield would be 100 % - if only £1.25 revenue was received, then the stock yield would be
50%. This is a useful benchmark, as it omits the amounts of allowances claimed and allows an indication of a
site’s ability to convert tariff prices to revenue.

Reports (See also Appendix 2)

To Access reports Select from the Reports Drop Down menu, See Appendix 2 for acomplete list of available
reports.

|L Mutiple

i Financial Summary Shit+fF2

i Stock Detads Shift+F3
Alloverance »
Credits ¥

fan| Pressantation Shitt+F6
Purchasze 4
Group Reports k
Transter ¥

.' = Invertory Report Shift+F7
Count Sheet b
Takings Detailed
e ParVarlance

= Epos Cash
£ Epos Cound

Price Changes

History ¥

Alternatively most of the reports are available from the Report Icons near the top of the screen.

Options available from the Report Print Preview screen are detailed below: -

. Quo (=

To change the size of the view on screen (LC) onto one of the screen buttons as shown above.

H4[f  » M
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To move between pages (LC) on the arrow keys shown as shown above.

O oo | B Pow | [F Ewot]

Print - LC) onto the Print button or Alt+P to Print.
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The above screen allows for choice of printer, number of copies and selection of pages etc.
Use the Mouse to select or Tab between options and use the space bar and arrow keys to select.
Close Report - (LC) the Close button or Alt+C to exit the report.

Export to PDF - (LC) on the Export button or Alt+E to export to a PDF format file.
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(LC) onto the File name field or use the Tab key. Type the file name required and (LC) on Save or Alt+S.
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Financial Summary—this gives a full overview report for the currently opened bar.

Select (Financial Summary  Shift+F2) from the Reports drop down menu.

Prior to previewing the financial summary on screen the Program checks to see if any products have a zero price
and will display a list on screen for the Stocktaker to check.
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(LC) on OK to display the Financial Summary Report.
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Stock Details—this provides the line by product line report for the current bar.

Select (Stock Details  Shift+F3) from the Reports drop down menu.
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Allowance Detailed Report—shows all detailed allowances made for bar(s).

Allowance Summary Report—shows the total breakdown of bar(s) allowances.

Select (Allowances) from the Reports drop down menu. A second window will be displayed giving further
options:

[ S =5 et T - -
Mulliple  Financinl Summary  Siock Ang Repoet  Sie Allowanoes  Purchose Defaded  Crodd Deloied  Tra
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The option to select Consolidated allows the operator to select multiple bars and print one total report for all
selected bars.

(LC) with the mouse or use the arrow keys to select the required report
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Credits

Select (Credits) from the Reports drop down menu. A second window will be displayed giving further options:
(LC) with the mouse or use the arrow keys to select the required report.

Credits—detailed, shows the full content of each and every ‘credit ‘entered onto the software, categorised into
each supplier, giving a supplier total and grand total.

Credits—summary — shows the date, note number etc and a grand total—by each supplier and as a total.
Purchase

Purchase— Select (Purchases) from the Reports drop down menu. A second window will be displayed giving
further options:

(LC) with the mouse or use the arrow keys to select the required report.

Purchases—detailed, shows the full content of each and every ‘purchase ‘entered onto the software, categorised
into each supplier, giving a supplier total and grand total.

Purchases—summary — shows the date, note number etc and a grand total—by each supplier and as a total.
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Software Solutions
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Group Reports—enables a full overview report for all the bars/cellars linked to whichever site you have opened.

Select (Group Reports) from the Reports drop down menu
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Craugp Repords LR Gioug Reporls Group Sumimary

Transter b | i Growp Reports Conaclideted Group Report

The above screen displays the options available.

Consolidated Group Report — produces the details normally reported in the Financial Summary of all
Bars/Cellars for the site.

(LC) with the mouse or use the arrow keys to select the required report.

The following selection screen will be displayed:

sld Group [ Site f District |:|E|EI
v oK
Select Repart Option SELECTED HOUSES
® Company : SLAID ARMS SINGLE ! Bar Site - District
O District : | O M&IN BAR 5CT
C Group Repart: STOCKCHECK [] CELLAR 5CT
O Choose Bars to Include (] LOUNGE sCT
[ FUNCTION SUITE SCT
SLAID ARMS BAR 5LS

Highlighted bars have procucts with
zero cost -Dr.sellmg_prii:a\

Selectthe bars wou reguire
and the press the OK button to
produce the report.

SLAID ARMS BAR Prev: 15 Nov 2004 Curent: 17 Dec 2004 Daps: 32

The program selects the bars for the current site by default. You can group information by selecting the
bars/sites required or if districts have been set you can group by district.

Use the Mouse to select or Tab between options and use the space bar and arrow keys to select the bars to be
included in the report. (LC) on OK to display the report on screen.
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Group Summary — provides summary information for all Bars/Cellars selected. The selection screen will be
displayed to select the required bars prior to the report being displayed.

Transfers - produces details of transfers recorded for each product for the current bar or per site - this report can
be modified at any stage—so it is possible to print one type of report and then change one or more of the criteria

and generate further reports.

Select (Transfer) from the Reports drop down menu and a pop up window will be displayed.

| Creai]

Trariser

Transfer Bar

= Takings Ragor
Fistsd Count Sresi

! S Coiand Shissl

o Goods in Sneet
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(LC) with the mouse or use the arrow keys to select the required report.

Report search filters

Show report for selected product... Qoo ao

[ Show report with all products

k. I Cancel

The above window shows the possible report criteria available—either by a single product—or to include all
products across all bars / cellars.

To select an individual product (LC) the Select button and a pop up window will be displayed showing the list of
products to choose from.

(LC) with the mouse or use arrow keys to select a product and press enter then (LC) on OK. All transfers for the
selected product will be displayed in the report.

To show all products (LC) the option “Show report with all products”

Wil Pring Proview

/ QUG [ Maft » M [ pe | [ e | [ e
Transfers Current Stockisee  15-Bep-2005
Home CELLAR Predous Stockiske  18=Aug2005
Sinck Darys: - 28
Source Bar: COMNSERVATORY BAR Drestination Bar: CELLAR
Product Description Unit  Bin Oty Cogl Trans, Reference Reg  Time Stamp.
AETIE  WELIWE VALMANTE ar a0 3745 114 340437 sy OEOSAI0S
774420  SCHW BE LEMOMSDE LT w0 72148 114 #0437 lgey  OBEOWIO0S
TH440  SCHW BE COKE LT w000 G540 114 0437 Isey - ORDE00G
165.03
Source Bar: CELLAR Drestination Bar! FUNMCTION LH:
Product Description Unit  Bin oty Coat Trans., Reference Req  Time Stamp:
173300 KAHLLA 0 1.00 1040 148 107896 =3 1AMAA05
DAMIES  WILLOUCHBYS RES ar 1.00 547 10 107832 4 ZROB005
ZRTAES  WILLOUGHEYS RES ar 1.00 547 143 101377 =] 0RO I08
pcrlilil WALLOUIGHE™S RES =1} 100 547 148 101896 =3 13M80056
FEAES WILLDUGHEYS RES ar 1.00 547 107 101858 EE D2MN05
FE3300 WAOERAWIRE ar 1.00 449 10 101533 =4 ZEMBA005
ETID  WFMOWHITE ar 500 1032 149 101900 53 1203008
28700 WEM WHITE ar .00 BED 106 1071361 = | DAMeA006
T WM WHITE ar 12.00 2064 105 (09862 =3 0005
20700 MR RHITE ar 12.00 2054 145 101554 =3 10SA006
2T WFk WHITE ar &.00 1032 49 101303 =3 el (L1 ]= a1}
T WFk WHITE ar 11.00 18492 47 1071806 =4 ZNME05
JET00 WFM WHITE ar 11.00 1892 dF 107307 | 2ME05 w

Inventory Report - this provides the line by product line report of stock holding for the current bar.

Select (Inventory Report  Shift+F7) from the Reports drop down menu.
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P H

M4

Qoo =7

B Dow |

Inventary Report
Houza  CRLLAR Femntan Cubs  H-5ep 2008 Stecaar e Bbey
Procued FE Crak g Ceaimg Proedesi Lirs Can Cloaing Chaming
Friem dnrsk fi- 21 1 Pricd i b - oa]
b Tty
AELAGHAC TRADITIOR a1 2mE &0 E2TE AFTER SHOLH Er am 13m 12 ER
MARTELL 'L} 13170 paiil Al AWERFRTTO &0 LR Sl 700
HEFRTELL KM [ 1 =00 mmIm HFCHERE ECHURRFS m ™ 0 TR
AT BREHET BT ara 0o BB BRILEYS INIGH CRR&W L m.m 1m .00
RE T BiART W OVEOF 'L} Lk -] Frud ik BALEE IREHCW bl TES A A1ED
AR TOCL L) L] 10 00 D By BALEYE IREH WA (2] aay LT o
BACARG] RS B& o =g mar BLLE CURACED 0 LEV] am 2040
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HAA CLUS AU Bt i1ea 100 11 8@ CORTREAL M RRE- L] 23J0
BOMBAT 3EFPHRE i RRE:] 200 e ] DREWE [£ BAMSHES L] LE-C L] LEC]
JOROONRE O1M MR LL] o 19.00 1z CPREVE PE TALRD - LE} 1. LE-)
MAHCHES TEA DRY G BT SR (3] aTAx LREWE IE CALD 'WHITE Lo - Lo 1530
FARDONG GIHACL D e Too B R bE DAL L3 LR Sl 1250
BELLE WHELET MR wu s g B PRAEIR i nm i LAk
BELLE BT BT LRl Rl Ir e BTN CH LG ER BT L F] i BaEn
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ARCH DAMELS MRS E# aes Too BT SRR DR, Br L REL 1518
JAErEREON LY wuan oo ok EEMBCE BLECK BT 2.9 kol Jrar
WA pERM BT 1o oo b B0 EOUTHERAW COMFONT Br L] Ll B
AR EOLUT BLUE 'L} S Do (¥ TEOUILA BT LE-) L] S0 54
ARGOLUT CITROH L) 1ari ooo oo T RCid i Lo GOl BT 11 Al Lol
AR ETLLIT D G BT RS 3] L1 T MR BT CES] 00 4
ABETLUIT KUFASNT B1 R (0] 7] TRIMLE =EC £ ars 1 LE]
FIHLAA DA at 1285 10 00 155 20 1
SMEUIFF RER Wi L] L 1200 NEE T E
TR MODES, i e oY ] R R
WER LTIOEA BT SR (B o] (¥
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Faga 1 of 3

Count Sheet—this report is available in three options, standard, handheld sorted or Bin Numbers. Standard is
displayed in the same order as the entry screens, handheld sorted is displayed numerically by the handheld
code and Bin Numbers is displayed by Bin Number. The standard count sheet is for the counts to be conducted
on if not using a Hand Held Computer. Each bar / cellar must have its own count sheet produced.

From the Reports drop down menu select (Count Sheets) and a pop up window will be displayed showing the
choices of count sheet. (LC) with the mouse or arrow keys to select, or press Shift+F10 for the standard count
sheet.

L QOO hax WAl kM B ea | |5 B | [ Eew |
Retail Count Sheet Curort Suciae 18-Sap-2008
Houss CELLAR FIEsiCuis S CHES  1H-Aug-2008
Sk Das 18
Fracect C]
[ st i Codt Pios s By Spirits
ARPAACHAC TRADITION BT A R @ W (F 1]
MARTELL Bl A 10 1m 1| (T
MWARTELL Wil Ed 1 141 550 XM iR
T BRARDY B d@ &m 2D oum m
FEMY WARTIY S0P AT W T G 1M im
BACARDN T0CL B A 9 240 M Im
RACARIA RIS EL 1 U AW AN L
G T Wil PO POCL WO WD 40 B (1]
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Takings—this report shows all revenue / takings entries.

Select (Takings) from the Reports drop down menu

Wil Frind Proview

Hoae COHGERVATEY BAR mlm H'Pm Cawmnd dinuiais 15 Sap-Siie T - P
Fasionr Herdg by 1ESag-I000 Tiwck Dy 3
Drab Tadkn it 1 Tiisd
Wl S DU IR0 DE

Tobnde A O Do

Grand Tets © E26.060,30

Par Variance—shows the variance to Par level after the current close count has been entered.

Select (Par Variance) from the Reports drop down menu.
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Epos Count

Select (Epos Count) from the Reports drop down menu.
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There is a facility to select more than one report simultaneously, these can then be saved into a PDF file or sent
straight to a printer. From the Reports Drop Down menu select Multiple Reports.

P SeekTain Meiwwmes Cmx Meels bep
I = 5 3_1 = | ‘ b ‘
Fumiecd B EaoiTabs Buok Lsvels Teiirges Alwenoss W Frios Oiange Purcheses Ciitn Traraiess

A

el By Dhns
Ll W OF x
)

Finsriid Sumrany  S40

- -
Trarevir G Reooim. T ikino

Takiregs At
Fratal Cound S hamt
G Lk ol o bt

DEFALT

@ O

T Merpewia orpl POF daourrand
r I
T Pird allrepartz Tl Cpaste

COMSERVATORTEER P ;13500 2000 Cusonk: 15 Sop 30086 LOCKED Duek: =

COHEERVATORY BAR  Pras: 1B Aug 005 Cunard : 15 Sap 3005 LOCFED Dags: 38 Licarcsdic: STOCETAFE UELTD - Expaac 1570005

(LC) with the Mouse to choose
reports from the list on the left then
(LC) on the green arrow pointing
right to show the chosen reports in
the right pane.

If you wish to remove a chosen
report, highlight then (LC) on the
green arrow pointing to the left.

The order of reports can be altered
by highlighting the report in the right
pane and (LC) the blue up or down
arrow to move it to the appropriate
position.
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- AN MODE:1 27,0.0.1 HolwiConiral - THE ROYAL SAMPLE HOTEL SEES
[l Dock et Menbeonce Coow Eepodr  Hep
. - an 1a = - | W - &
Gttt Exr EociTads ok Leswedd Tewiraer R Beosy Wi Fyices Ch ani P ey CATaEE: Tra reies s
A& 14 If the current site has multiple bars
el R = set up, you can select a report for
nl.a* T - e WL each bar — simply select the report
S o AL as above then (LC) the report in the
Tracmbe Sma R ke 044 s Sioch e right pane where it displays

Contaldated Boup Aepo

E | Ghoups iwenyRercs (current) and a pop up window will

Howerce Deiskd display a choice of bars. (LC) to
R select the bar.
Repeat this procedure for all
required bars.
The report selections you have
made will be displayed each time
O & DERr - B =} =

- you access the multiple report
™ Werge bk stogle FIF documend option, if you (LC) the OK button
' ' when finished.

Ll Cpmata

CORSGERVYATIAYTBER * Prae 'I:S.MML'-.HN 15 30 200 LOCKED Dups: ;

COHSERVWATORY BAR - Frev: 1B AL cITS Cuned - 15 S 2005 LOCKED Days - 28 Licargsdin: STOCKTAKE LK LTD - Expeet 157000 LR IS 12041
N B ol Hotel Conerod

Once all reports are selected there
are other choices at the bottom of
the screen.

- Merge into single PDF
document — allows you to save
for printing later or to e-mail as

£ e b d ot s 5 an attachment.

& Dpencompleied POF documenl v Cresls s conbents pege &t shad of documend . Open Completed PDF document

—once created will open for

viewing or printing.

: - Create a contents page at start

- of document — a front sheet
shows details of selected reports

- Print all reports — once created
will print all reports.

[T Pt ol pmposis 1 Cinals

CELLAR  Pair: 16 Do 2004 Cuvsrd - 31 D 2004 Dage 18

Before selecting the Create button
(LC) onto the yellow folder icon to
enter the filename for the PDF
which you are creating. A pop up
window is displayed to allow you to
browse to the location that you wish
to save in.

Sample of a PDF once opened on screen. (Requires Acrobat Reader, available on the internet)
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To enlarge or reduce the size of print displayed (LC) onto the + or — buttons shown either side of the display
percentage window. To print (LC) the print button. To switch between pages (LC) the arrow keys displayed at
the bottom centre of the screen. Exit the file (LC) the red X or ALT + F then X on the keyboard.

Valuation Certificate

Select (Certificate - Valuation) from the Stock Take drop down menu. The following window will be opened.

Yaluatian

v o |[% e

!dwh'llll Dats _
171 2200 [ﬂ
Dol Dty : Sleckinher
Cemtact Ao
[ ] 5 Inckoheok Lid
Telaphanc Ih:'l.u'un Lll Pad:
Hroaghion Hal
T iwen
A s 5k iphar
Courty
W. Yokl
Padiciode
Tawn BOZ3 3G
Tl oo
Loy 01132265378
Foziceds

T

SLAID AAWS BAA | Prere : 17 Deg 2004 Cureed - 17 Do 2004 | D 0
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You will be presented with a series of screens which allow entry of all necessary data to produce a Valuation
Certificate Report for the Client. Use the Tab key or (LC) with the mouse to move to each field, type in the
required data and press Enter or Tab to move to the next field. To move to the next screen (LC) Next at the
bottom of the screen or press Alt+N.  To move back to a previous screen (LC) on prior or Alt+R. At any time
the report can be printed - (LC) on the Print button.

To exit the screen either (LC) on OK to save the entered information or (LC) Cancel.

The Valuation Certificate Form will be cleared at Roll Over.
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Re-valuation

At period end or financial year end the re-valuation form facility stores the necessary information for you to
calculate information for the client.

Select (Cettificate - Revaluation) from the Stock Take drop down menu. The following window will be opened
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o Bevaluation & IE|E|

v | [ oeres |
Aciual Siockiaks [Hale .5|u:k on Hand Exbmaled GP % Warkage
1B 2004 @ |Emon nm £0.00
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PP T | =
] Add : : Deliveries ] Add ' } Sales
Sl Daba Walum Dale Value
Furchases | Gales
MM BAR || Prevt . 20 May 2004 Curenl 16 Dac M. Daa: 16

Enter the Revalue to start of business date, either tyr% in a date or click on the appropriate date by calling up the
calendar from the icon to the right o the date fieldsi=l. Use the Tab key to navigate through each field at the top
of the screen. The program will automatically insert the Stock on Hand but you will need to enter the Estimated
GP% which will either be before allowances or after allowances dependent on whether you enter wastage.

The option ‘Has the stocktake taken place before the required period end date?’ is important as calculations will
be based on this selection.

All purchases and sales that have been entered into the program will ke displayed giving you the choice to either
add to them or delete where necessary. (LC)the Add button or press Alt+A to enter Deliveries, a blank entry
box will appear, (LC) must be pressed to access the Supplier list information. Select Supplier detail and type
date and value information.

To enter data for Sales (LC) onto the Add button or press Alt+D. Type in the date and value information as
required. (LC) the Print button or press Alt+P to print the report. To delete a purchase, select the purchase to
remove and (LC) the Delete button or press Alt+E. To delete Sales receipts select the receipt and (LC) the
Delete button or press Alt+E.

To Brint the certification ‘LCI on the Print button or Alt+P.

P
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EPoS Comparisons

With the result completed—it is possible to prove the result and offer comparisons of actual product till / EPoS
sales versus actual consumption. When the close count for each product in each area is input—the sales at
selling price is calculated. It is this value which is brought over as the ‘Sales at Selling‘ value. As such, if any
data changes, then this value will be recalculated.

In order to provide an EPoS report—you will need an EPoS system or PLU till—which enables readings of each
product sold to be given.

The report needs to be for the exact same period as the stocktake period.
Using the software—select the required area / bar.
From the Epos Drop Down menu—three options are shown:-

(Tag Epos Stock Shift+F8) —enables you to choose the products (one through to all) that you wish to compare
with actual till sales.

To tag the required products, from the Epos Drop Down menu, select (Tag Epos Stock  Shift+F9), the product
finder window is shown.
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To select a product—(LC) on the product or use the spacebar to select (and to de-select), then, when all
required products are highlighted—(LC) on OK to confirm and update the Server.

To select all of the products CURRENTLY in the bar—use the Select (All button).
If new products are added to the bar at a later stage— the product will have to be selected.

To copy Tagged products from another bar (LC) the Copy Icon or Alt + C, a window will be displayed showing
available bars to copy from.

The Epos Number can be entered to re-order the tagged products to the same order as the Epos reading.

To compare the actual sales with the EPoS amounts, from the Epos Drop Down menu, select (Update Epos
figures  Shift+F9)—each product’s sales at selling can be seen for the products tagged.
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(Update Epos Figures Shift+F8)—allows you to enter / edit actual sales information and enter any allowances.

i EPOS Y [=] 5
Piess F4 o ' b aclivale col culabor | [DFE | | X Cancel
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The values in the sales at selling have come from the software— in the adj columns—enter any allowances (as
these columns reduce the variance to sales at selling value)—and in the last column enter the Actual sales.

In this example—the variance can be seen with a variety of allowances and actual sales.
The number of active adj columns can also be changed by using the up and down arrows or (LC) on the Active
adjustment columns button at the bottom of the screen. Alternatively you can (LC) the column heading to lock

that column, which allows you to enter through each field missing out the locked column(s).

To edit information—click on any product and use the up and down arrow, the enter key and the tab / shift tab
keys to navigate—entering data as required.

From the Reports Drop down Menu (LC) Epos Cash to generate a report.

(Update Epos Counts)—allows you to enter / edit actual till usage information direct from the till receipt.
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The number of active Till columns can be changed by using the up and down arrows or (LC) on the Active Till
columns button at the bottom of the screen. Alternatively you can (LC) the column heading to lock that cdumn,
which allows you to enter through each field missing out the locked column(s).

(LC) or Tab to the appropriate Till field for the current bar to enter till counts onto the form.
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From the Reports Drop down Menu (LC) Epos Count to generate a report.

Setting Par Levels

The software has the ability to have a par level assigned to each product within each area. This can be
particularly useful in monitoring stock holding levels and in stock control. A close count has to be entered, so this
function works best at the time of a stocktake, where the current actual close count is compared with the par
level input. From the Stocktake sub menu select Par Level entry. The following window will be visible
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A par level can be assigned for all or some of the products—this level should be in the full or partial amounts
relative to the size unit, that is bottles, gallons, litres dozens etc.

If a new product is added at a later stage—the Par Level will need to be assigned if you are to use the function.
This information can be edited at any time.

To print out the Par variance, from the Drop down Reports menu select—(Par Variance).
Export

You may wish to backup prior to using this option.

From the Eile Drop down Menu select Export Current Site and the following screen is displayed.

ol Site Exporl & Import

Cumert S inckiake - B bex |

Ban mame Deebric
HEWS BAR

WAl BaR

CELLAR

LOUHGE

FLINCT IOM SLITE

Sia SHWPLE MULTIRAA

Copyright © Stocktake UK Ltd 2005 Page 58 of
67



Software Solutions Stocktake UK Liquor Operating Manual

Click on the down arrow to display the stocktake dates available — Select the appropriate stock and (LC) the
Export button. The following screen allows you to enter the filename for the export file.
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Swaartpe |Expantfiles - Cancel

Enter the file name for the export file. The export will be saved to the location as specified in the Save in: field.
This location can be amended if required. Send by e-mail as required.

Import

From the File Drop down Menu select Import Site and the following screen is displayed.
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Enter the export file name for a single file import or use the windows navigation buttons to search for the
required file(s). Hold the Ctrl key and (LC) each file in turn to highlight then (LC) on the Open button. The data
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that will be imported will update data currently stored for each site.

History

From the FEile Drop down Menu select History to access previous stocktakes for a particular bar.
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From the above screen use the arrow keys and Enter or (LC) to select the required period to view and (LC) on
OK to confirm.
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Whilst displaying history stocktake information Modifications can not be made to the data and this is displayed in
red at the bottom of the screen.

To switch between bars whilst in history use the Crl + F2 key.
To move back to the current period (LC) on (Select bar) icon.

To delete history from a particular site (Only do this if you are 100% sure) select the required period to delete
and (LC) the Delete icon or press Alt + D.
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Security Manager

In order to maintain security of access to your software the security manager can be setup to allow users to log
onto the system with different security levels, and will allow audit trail tracking with individual log in time and date
stamping.

To start the security Manager, go to File on the main screen and select security manager form the drop down
list, the following screen will appear.
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It should be established at an early stage when setting up the software who will be using the system on a regular
basis and what functions will be allowed for that user. When this has been decided, a username and password
can be allocated to each specified user of the system.

By default, the system is set up with 3 levels of security. L1, L2, L3 each has a defined set of “permissions” to
allow or prevent access to different areas of the software. These levels can be assigned to new users.

The first thing to do is create a new user, by clicking on the Users tab at the top of the security manager’s screen

Each user’s details should be entered in each field as required; a password and user name will be needed and
then verified.

With the User tab selected, click on Add, the following dialog box will appear:
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Edit User '

|\/ [n] 4 ||x Qancel|

Usemarie: [James

Full Mame: \James Scott

Pazsword: i

Werify Pazzwond; -E“’“‘"’;;i

Aceess Count: [+ Enabled

Created Date;

Lazt dccess:

Ensure the Enabled tick box is selected to activate this user

After clicking OK, the new user will appear on the list of users next to the pre-defined default users:
L1

L2

L3

James

In our example
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/4 Categories Maintenance
) Categories View
; /4 Cellar Ledger Maintenance
W Cellar Ledger View
i 4 Credits Maintenance L
; 4 Credits View
i 41 Default Alowances Maintenance
5 Default Allowances View
- (3 EPOS Order
{3y EPOS Tag Stack
%) EPDS Updats Figures
% History Editing
%) House Maintenance
i %1 Mid Price Change Maintenance
{7y Mid Price Change Yiew
' /4 Operations Report Maintenance
: /% Par Level Maintenance »

F 5] [ e |[= pome]

The next stage is to allocate a level of security to this user, (a full list of permissions can be found in appendix 3
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Make the membership tab active, the following screen should look like this:
sl Security |z”E|[gl

||/ [n]4 ||x Eancel|

Users Groups || Membership |
Groups: ) ) Usgers:
- 83 Level 1 users
! U
- 8812
: ! L2
- 81 L3
| L3

As you can see, James is now shown in the list of users in the right-hand viewing pane and a list of Level users
on the left-hand pane.

Highlight which level James will become a member of, then in the Users window, highlight James and clicking on
the green arrow buttons will assign James to your selected level.

Users Groups Membership

Groups: L zers:
[ i, ﬂ;. Level 1 users 3 L1

& u 2] L2
—-88 L2 & L3

& L2 & James
-84 L3

% L3

2’

Now James will be able to log on to the system with his own username and password, NB if passwords are
forgotten, they cannot be recovered, however, administrators of the system can reset new passwords for a user.

James has in the above example been added to the L3 users group, allowing any operation defined in that
group. Each transaction completed by this user can now be tracked, by date and time stamp.

At anytime, a user can be edited or removed (if the access level allows) to accommodate changes of users.
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Appendix 1
Shortcut Keys

Shift +F2
Ctri+F2
F2

F4

F5

F6

F7

F8

F9

F10
Shift+F3
Alt+A
Alt+E
Alt+F
Ctri+G
Alt+C
Alt+O
Ctrl+F9

HINTS

Shift + Tab will move back a field useful if you choose the wrong product in deliveries this allows you to go back

Financial summary
Switch Bar
Select Bar
Stocktake
Purchases
Allowances
Takings

Add by Desc
Add by Code
Stock Levels
Stock Details
Add

Edit

Filter products
Setup Site etc
Cancel

OK

Calculator

and select a different product.
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Appendix 2

List of Available Reports
Multiple (Collation of selected reports)

Financial Summary Shift+F2

Stock Details P Standard Shift+F3
Alphabetical
Allowance | 2 Allowance Summary Bar

Allowance Detailed Bar Shift+F5
Allowance Detailed Consolidated
Allowance Summary Consolidated
Credits | 2 Credits Detailed
Credits Summary
Purchase | 2 Purchase Detailed

Purchase Summary

Group Reports P Group Reports Group Summary
Group Reports Consolidated Group Report

Transfer | 2 Transfer Bar
Transfer Record
Transfer Site Bar
Transfer Site Record
Inventory Report Shift+F7

Count Sheet | 2 Count Sheet Standard Shift+F10

Takings Detailed
Par Variance
Epos Cash
Epos Count
Price Changes

Certificate | 2 Certificate Re-valuation
Certificate Valuation
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Appendix of Permissions

L1 Permissions allow:

Credits Maintenance
Credits View

Products Maintenance
Products View
Purchases Maintenance
Purchases View

Stock Take Maintenance
Stock Take View
Suppliers Maintenance
Suppliers View
Transfers Maintenance
Transfers View

L2 Permissions allow:

Adjustments Maintenance
Adjustments View

Allowances Maintenance
Allowances View

Credits Maintenance

Credits View

Default Allowances Maintenance
Default Allowances View
EPOS Order

EPOS Tag Stock

EPOS Update Figures

Mid Price Change Maintenance
Mid Price Change View

Par Level Maintenance

Par Level View

Products Maintenance
Products View

Purchases Maintenance
Purchases View

Rollover

Site Export

Site Import

Stock Levels Maintenance
Stock Levels View

Stock Take Maintenance
Stock Take Product Maintenance
Stock Take View

Stocktaker Comments Maintenance

Stocktaker Comments View
Suppliers Maintenance
Suppliers View
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Takings Maintenance
Takings View
Transfers Maintenance
Transfers View

L3 Permissions allow:

Adjustments Maintenance
Adjustments View

Allowances Maintenance
Allowances View

Categories Maintenance
Categories View

Cellar Ledger Maintenance
Cellar Ledger View

Credits Maintenance

Credits View

Default Allowances Maintenance
Default Allowances View
EPOS Order

EPOS Tag Stock

EPOS Update Figures

Groups & Sites Maintenance
History Editing

House Maintenance

Mid Price Change Maintenance
Mid Price Change View
Operations Report Maintenance
Par Level Maintenance

Par Level View

Products Juggler

Products Maintenance
Products Maintenance (New)
Products View

Purchases Maintenance
Purchases View

Rollover

Security Settings

Site Export

Site Import

Stock Levels Maintenance
Stock Levels View

Stock Take Maintenance

Stock Take New

Stock Take Product Maintenance
Stock Take View

Stocktaker Comments Maintenance

Stocktaker Comments View
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L3 Permissions Cont.

Stocktaker Maintenance
Stocktaker View
Suppliers Maintenance
Suppliers View

Takings Maintenance
Takings View

Transfers Maintenance
Transfers View
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