Heartland

pcAmerica

One Blue Hill Plaza, 16" Floor, PO Box 1546
Pearl River, NY 10965

1-800-PC-AMERICA, 1-800-722-6374
(Voice) 845-920-0800 (Fax) 845-920-0880

Vendors and Purchase Orders

BILL TO PURCHASE ORDER
Comer Liquor
POS foryour Liquor Store Print Date 8212017
PO# 5 Terms  MET 30
Ship Via Due 08/02/2017
| Date
Ref#
INSTRUCTIONS
VENDOR SHIP TO
AMERICAN B.D. COMI Comer Liquor
25 DEBOER DRIVE POS foryour Liquor Store
GLEN ROCK MNJ 07452
iP) iF) , ,
# Storeld Part ltem Descrigion Quanfiy #Caze Cases Cost Extended Cost
MNumber MNumber Ordered Ordered Per
1 1001 87154 3767100243  MORAMNDE 12 12 1 53.00 535.00
CHARDOMMAYTS0
ML
2 1001 43304 B171800033  MARKWEST PINOT 12 12 1 36.67 3104.04
WIN DECORSE
3 1001 26214 8105415433 COASTAL RIDGE 12 12 1 5433 S57.98
GEWURZTRAMINER
4 1001 559544 769850445103 MAE DE OURO ] 12 1 521.00 5126.00
(V] CACHACAT L
& 1001 44803 86003313852 R MONDAVIWDEBRG ] ] 1 312.00 372.00
CAB SalUV1.6L
& 1001 71299 9889102288  SANTA MARGHERITA 12 12 1 s18.01 21812
PINOT GRIGTS
7 1001 15843 89819117368  BERINGER STOMNE 8 ] 5833 555.93
CLR SHIRCAB1.5
g 1001 16483 4881910221 BERINGER 8 ] 1 314.33 565.93
FOUNDERSIESTATE

Total Cost 5754.08

CRE/RPE can help you keep track of vendors and generate purchase orders that can be sent to
them. Once items are received, you can close the appropriate purchase order and the items will
be added to stock automatically.
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Revision History

Document Version Date \ Author Description of Changes
1.7 August 2nd, 2017 MP Clarified how as of version 12.8019 using case cost
with # in case affects the cost per field.
Added the step for selecting the format for the copy
of the PO to be sent to the vendor via email.
1.8 November 8, 2017 MP Added section regarding the enhancement made in

the 12.8026 release.
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Creating a vendor

To create a vendor, select Manager from the login screen, provide the requested credentials, and follow these steps.

s e .
1. Select Administrative then, Vendor
Maintenance.
General Information for ALLIED BEVERAGE GROUP LLC ' Keyboard
‘General Info
Vendar Number Company Name PO Delivery Method
2018426200 /ALLIED BEVERAGE GROUP LLC Print -
Torms Fiat Rent Rate Tax
NET 30 $0 00
Minimum Order Comission % Billable Department Social Securnity #
50.00 0.00%
Address Contact Info
Street Address First Name Last Narne
600 WASHINGTON AVENUE 2, Select Add,
Extended Address. Telephone Number Fax Number
ciy St Email
CARLSTADT I
Zip Code Country Website
07072
Search by Vendor Number
| @ sew
Info
General Information for Vendor:  Keyboard -
General Info
‘Vandor Number | ‘Cumpany Name i ‘PO Delivery Method ‘
I o
Terms Flat Rent Rate Tax ID
[ J s0.00 ] [ J
Minimum Order Comission % Billable Department Social Security #
[ [0 J [ ] [ J
Address Contact Info
‘Streel Address | ‘F\rsl Name ‘ ‘Lasl Name
‘Extended Address | ‘Te\ephnne MNumber ‘ ‘Fax Number ‘
City State Email
[ ] I J
Zip Code Country Website
[ I I J
o o

N Saye
o B T o |

3. Provide as much information as you can about the vendor. The following fields are not self-explanatory and
therefore explained:
e The Terms field should contain the payment terms that you have with the vendor.

e The Minimum Order field should contain the minimum order before the vendor makes deliveries.

e The Commission % field should contain the commission paid to the vendor when you have sold the items,
provided you are running a consignment operation.

e The Flat Rent Rate field should contain the amount that you are taking out of the vendor’s commission
for their booth, provided you are running a consignment operation.

e The Tax ID and Social Security # fields should be filled if you are running a consignment operation.

e The Email address should be entered if you would like to email the purchase orders to your vendors.
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Associating items with a vendor

To associate the items purchased from a vendor with that vendor, select Manager from the login screen, provide the requested
credentials, and follow these steps

1. Select Administrative then, Inventory
Maintenance.

AQUAFINA WATER 2002
m N 01215908 i Qe ax
Eﬂﬁfg:"" L $1:19000 [raxs Ll
Description | AQUAFINA WATER 200Z pm wilh | 5127 [ gar Tax [Jmaxe
2nd
e [ #'" Stock 240 Click to Select Picture
Optional Info | Pending Orders | Properties | Notes | Modifiers | Price Levels
Ordering Info | Special Pricing | Matrix | Sales History | Recipe | Printers .
Reorder Quantity Reorder Level Reorder Cost Vendor Part # 2 . Se I eCt an |tem .
a8 |0 | [s0.33 | 00159 |
Vendor Cost Per Preferred Part# |

Bl PEPSI-COLA COM...

$0.3300

dd Prcing from A Vendor I 3. Select the Ordering Info tab.
True 00159
4. Select Add Pricing from A Vendor.
/m‘
< Preferred
Cost Per Case Cost Number In Case Transfer Cost Markup
1$0.3300 ‘ ‘S0.00 24 [0 [JEnable Markup
ﬁﬂch by Item Number Profit% 190244%  Retail Discount 0%

s —

E;.sit |

Select the new Vendor to add

5. Select the vendor from which the item is
purchased.
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Q w E R T Y u I o P

Enter the Vendor Part Number -
‘8465‘ ‘-

Provide the vendor part number (the part
number that the vendor requires you to
use when ordering the item) and select

A S D F G H J K = ENTER
z X c v B N M 5 I
Shift SPACE ENTER
Inventory Maintenance Inventory Maintenance
Item: AQUAFINA WATER 200Z PrintLabels = Keyboard || Item: AQUAFINA WATER 200Z PrintLabels Keyboard
Depariment | NON ALCOHOL v Avg Cost $0.41000 M 7axt [Jrax4 Deparment  NON ALCOHOL v| Avg Cost $0.41000 MTaxt Omaxs
tem Number 01215908 Price You 119000 22 [Jrexs tem Number 01215908 Price You 119000 2 [Texs
Charge . Orex3 Charge . Omaxs
Description |AQUAFINA WATER 200Z Price with $1.27) [ Bar Tax [JTex6 Description | AQUAFINA WATER 2002 Price with $1.27| [ Bar Tax [JTax6
2nd tax 2nd tax
Description #1n Stock 277 ek to Setect picture [ DEsCrton #1n Stock 217

Optional Info | Pending Orders l Properties | Notes | Modifiers | Price Levels |

Optional Info Pending Orders l Properties | Notes | Modifiers | Price Levels |

Click to Select Picture

Ordering Info Special Pricing | Matrix | Sales History | Recipe | Printers |

Reorder Quantity Reorder Level Reorder Cost Vendor Part #
43 20 19.68 | 8465

Vendor Cost Per Preferred Part# | Add Pricing from A Vendor
PEPSI-COLA COM... |$0.3300 True 00159
(Bl VVendor Company OR[N False 8465

Remove Pricing from Vendor

Set this Vendor as the

= > Preferred
Cost Per Case Cost Number In Case Transfer Cost Markup
$0.4100 $4.92 12 0 [[]Enable Markup
Search by Item Number Profit% 190244%  Retail Discount 0%

Gross Margin 65.546 %

a5
Previous  up ext @) Hep _ Delete Exit

1=

Ordering Info Special Pricing | Matrix | Sales History | Recipe | Printers |

Reorder Quantity Reorder Level Reorder Cost Vendor Part #
48 20 $15.84 00159
Vendor Cost Per Preferred Part# | Add Pricing from A Vendor

[ PEPS|-COLA COM... kK] True 00159

Vendor Company $0.4100 False 8465 Remove Pricing from Vendor

Individually Ordered Item Set this Vendor as the

X 5 Preferred
Cost Per Case Cost Number In Case Transfer Cost Markup
$0.3300 $0.00 1 0

Search by Item Number

Look
Previous up ext

Profit% 190.244%  Retail Discount 0%

[[]Enable Markup
Gross Margin 65,546 %

Transfer Instant PO

Delete Exit

10.

11.

Fill the Reorder Quantity field, which should contain the quantity of this item to order by default.

Fill the Reorder Level field, which is used to determine whether this item should be reordered. If the number of
this item in stock is less than or equal to the number in this field, it is considered a “low stock” item. When using
the Reorder Low Stock button, CRE will automatically add “low stock” items to the Purchase Order with a

qguantity equal to the low stock plus the reorder quantity.

Fill the Cost Per field, which should contain the amount that you pay the vendor for this item.

If the item is ordered by case, fill the Case Cost field, which should contain the amount that you pay the vendor

for a case of this item.

If the item is ordered by case, fill the Number In Case field, which should contain the quantity of this item in a

case.

Select Save.

If the Case Cost field is left at 0.00 or empty, CRE will allow you to enter your own cost per amount. See

Screenshot labeled on the right.

If an amount is entered in the Case Cost field, CRE will allow automatically calculate the Cost Per amount (Cost

per = Case Cost divided by Number in Case. See Screenshot labeled on the left.

If the Vendor Part # needs be updated, simply enter the new part # in the Vendor Part # field and press save

The Re Order Cost field is used as a reference, you may enter any value in the Reorder cost field. Ideally you may

want to enter the Cost Per amount multiplied by the Reorder Quantity.
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Ordering items from a vendor by creating a purchase order

To create a purchase order, select Manager from the login screen, provide the requested credentials, and follow these steps.

1. Select Purchase Orders.

Options

View Open or Closed FOs Which type of orders o view?

®0pm OCised  ® Sandad O Retamtoendor - E

Double-Clicklo Select Purchase Ordg ) DirectSioreDelivery

P0#  Daie  Ref  Vendor#  DucDaic  ToalCost  Sts  Typs  Storeld

Add New
ttem
%  fem#  StreD  feriame  OfyOrdercd  CasesOrdercd  #PerCase  Cost  ExiCost  QbyRecowed  Reason  #Damaged
Total Cost Received: $0.00 Amount Remaining: 0 Total Cost Ordered:  50.00

Which type of order to add?

3. Select Standard Purchase Order.
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Options
Purchase Order

‘General Information Add tems iave
Order Standard Ship Via Ship To e
Lipe. L | [Comer Liauer ]

A soiEnuct sroUp LLC I R
4405824303 - Berardis Fresh Roast, Inc Terms Cancel
s it . 1
8005623771 - AMERICAN B.D. COMPANY v Urder items
Thetructions Due Date I backorder
[ afz017 [Ehd Add New
ftem
ENTER ITEM #, ALT SKU OR PART # Amount Expected T

%  tem#  StoreD  RemName  QiyOrdered  CasesOrdered  #PerCase  Cost  ExiCost  QtyRecsved  #Damaged

Total Cost Received: 30 00 Amount Remaining: 0 Total Cost Ordered:  $0.00

Receive
ltem

Receive
D

| o] e

4. Select a vendor from the Select Vendor
list.

5. Pick a due date.

Options
Purchase Order 5. Save
General Informatiol __Add tems =

electVendor

Brmorerrae.

Clwith Open Pa's ‘Search for Specificitem Filter ltems Find Part# Show All Rows

der_Level Reorder_Quantty CostPer  Case_Cost

ENTER ITEM #, KU OR PART # Amount Expected

#  tem#  StoreD tembiame QiyOrdered  CasesOrdered  #PerCase  Cost  ExiCost QtyReceived  #Damaged

Total Cost Received: $0.00 Amount Remaining: 0 Total Cost Ordered:  $0.00

Receive
Item

Receive
D:

| Eeen] e

6. Select the Add Items tab.

7. Select an item from the top half of the
screen and then Add Selected Items.
Various filters are available to help you
make this selection.

e Alternatively, you can select Reorder Low
Stock Items and any item that needs to be
reordered will be added to the purchase
order automatically.

e You can select Order items on backorder
to add items on backorder to the purchase
order.
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Save ‘

‘Search for Specific tem

Filter ltems.

Find Part#

Reorder Low
Stock Items

rder_Level

Reorder_Quantity

Receive
Item

Total Cost Received: $0.00

\ Receive ‘

‘ gmlveAll\

Amount Remaining: 48

QtyReceived

Total Cost Ordered:  $19.68

8. If the item is ordered by case, you can

modify the number of cases being ordered
by double-clicking on the CasesOrdered
field. The default behavior is to order one
case.

If the item is not ordered by case, you can
modify the quantity being ordered by
double-clicking the QtyOrdered field. The
default behavior is to order the quantity in
the Reorder_Quantity field.

Please enter the new #
of cases:

Please enter the new
quantity:

9. Provide the number of cases or new
quantity to order and select OK.

Options

ENTER ITEM #, ALT SKU OR PART #

Amount Expected
Cost

Purchase Order save
General nformato]  Ada tems =
SelectVendor Reorder Low
[t Reorder point Q
8005623771 - AMERICAN t lwin open pors Searchfor Specific tem Filter ltems Find Part & Show All Rows Bl
tembiame Part Reorder_Level  Reorder_Quantty  Cost CostPer  Case_Cos A
TAYLOR FLAD TAWNY FORT 7S0ML 000 |2 2
SOLE STUFFED SCALLOPS & CRAB 500000000 |12 24 27000 0.0000 Cancel
CHICKEN LEG & THIGH 1200000000 |6 12 1.9900 0.0000 T
DEPOSIT ON KEG 4.00000000 0 o on
backorder
COORS LT KEG 15.5 BBL 00201 aso000000 |0 1 610000 |0.0000
COORS LT KEG 7.75 BBL. 00202 200000000 |0 1 25000 [oo0o0 v A":Q:EW

Add
Selected
liems

QtyOrdersd
4

Total Cost Received: $0.00

Receive
Damaged

Receive
Item

CasesOrdersd  # Per Case

5041

Amount Remaining: 48

Receive All |

Total Cost Ordered: $19.68

10. If you would like to change the cost of the
inventory on this PO, select the value
under the Cost column and select any
letter or number on your keyboard (A-Z, 1-
0).

As of CRE version 12.8026, you can sort the
items on the purchase order list by selecting
the header of the column you want to sort the
items by.
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Please enter the new
cost you would like to
use:

11. Enter the cost you would like to use and
select OK.

Options
Purchase Order o
add tems EL
[EEEC Reorder Low
[ At Reorder Point &
8008623771 - AMERICANE v Stock Items
[ Searcntorspecicten | Fiertems | mnaae | SnowAiRous |

Hembum HemMame Part# In_Stock Reorder_Level

Reorder_Quanity  Cost CostPer  Case_Cos ™
0000000000 TAYLOR FLAD TAWNY PORT 750 1600000000 2

0000070106 | SOLE STUFFED SCALLOPS & CRAB 500000000 |12 24 270000000 |2. 0.0000 Cancel
0000070129 'CHICKEN LEG & THIGH 30852 12.00000000 & 12 1.99000000 | 1.9900 0.0000 Urder tems
00100 'DEPOSIT ON KEG 4.00000000 0 0 0.00000000 s
‘backorder
orzn cooRs (T 155 B0 oz [sowos o ' s0.00000000 640000 [000m0
00202 'COORS LT KEG 7.75 BBL. 00202 2.00000000 0 1 25.50000000 |32.5000 0.0000 he Ad“dexew
ENTER ITEM #, ALT SKU OR PART # A B pom
] i e et Co—— Seleced

i

Items

rgered  CasesOrdered  #Per Case
5 12

Total Cost Received: $0.00 Amount Remaining: 60 Total Cost Ordered: $33.60
Receive Receive Re ive All
= = o e

12. Select Save when finished adding items to
the purchase order.

o Would you like to print a copy of this POT

13. You will be asked if you would like to print
a copy of this PO. Select Yes.
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Choose print format

14. Select a print format.

BILLTO PURCHASE ORDER
Comer Liquor
POS foryour Liquor Store Print Date 8/2/2017
PO# 1 Terms ~ Terms
Ship Via Due 08/17/2017
Date
Ref#
INSTRUCTIONS
VENDOR SHIP TO
Vendor Company Comer Liquor
1 Blue Hill Plaza POS foryour Liquor Store
Pearl River NY 07656
(P) 111-222-3333 (F) 234-978-0801
# Storeld Part ltem Descrigion Quanfity #iCase Cases Cost Extended Cost
MNumber MNumber Ordered Ordered Per
1 100 8485 01215808 AQUAFTNAWATER &0 12 5 50.56 53360
200Z

Total Cost $33.60

15. A purchase order will be generated for
your convenience. Simply print it and send

it to the vendor.
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Setting Up Return Reason Codes

When creating a return to vendor memo, you can assign a reason for the return of the item and have it display on the
memo. The reason codes must be setup first, to learn how to setup the codes, see the steps below.

-
—

o B B B @

TD—H o]

Y

1. Select Setup

2. Select Setup Screen

Account Control

Company Info

‘Couponing Hardware

Internet Features

Inventory § Invoice Settings

X

Payment Processing | QuickInvoicing & Alerts | Quick-Add |  Receipt |  Reports
Restaurant Features | Station S| ifi I System Access | Touch Screen
I Page 1' Page 2
[] Display Tax in Price [] Stock Prompt [] Enforce tem Properties
[[] Use Mix N Match ["J€arn Bonus Points for s [ Auto-Kit/ Auto-Combo
% >3 - Exempt Tax from
] Combine Lines Prompt Zip Code
D Ly Foodstamp Purchases
Prompt Cashier ID [] Last Price Lookup
D l;og R:‘me Line Discount Prompt
i rompt Customer.
[] Prompt Salesperson Customer Price Lookup pmmt G @ Noreason
Prompt Amount Tendered (O Ask for reason code
Return Media Idle Log Out Valid Return Window Log Exceptions for:
7 Line ttem Deletion
minutes | days g

© A_. Faymen Methoos D =t 5 [] Line ttem Discounts
(O Gift Card Only -1=Disabled [JNo Sale
() Print Store Credit Slip 0 =Disallow Returns
‘Commission Prompt Scale Barcode Parse Format
(@) By invoice 5 Custom format example: 2AAAAVPPPPPC
() Spit by tem @ Origosl Method ‘Where: 2 = Variable Price Indicator, A= PLU Placeholder,

O Custom Format V = Verification Digit, P = Price Placeholder, Q = Quantity

O Regular Expression ( or Weight) Placeholder, C = Check Digit

Regular expression that matches the above custom

format:
2{1}(?<PLU=\d{4}\d{1}(?<PRICE=\d{E})\d{1}

3. Select Invoice Settings
4. Select Page 1

5. Select Reason Codes

Reason Codes

Reason Code Type

Inventory Adjustments

6. Select Inventory Adjustment from the
Reason Code Type dropdown menu

7. Select Add
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Enter new reason code

Expired

Q w E

Y‘U‘IOP

A S D

F G

H J K

Z‘X c \' B

8. Enter a reason code.

Reason Codes

Expired

Reason Code Type

| Inventory Adjustments

9. Select Exit

Account Control

Company Info

‘Couponing Hardware

Internet Features Inventory Invoice Settings

Payment Processing |

Quick Invoicing & Alerts

| quickadd | Receipt |  Reports

Restaurant Features I Station Specifics I System Access I Touch Screen
Page1 Page2 |
[] Display Tax in Price [] Stock Prompt [] Enforce ttem Properties
[] Use Mix N Match ["]Earn Bonus Points for s [_] Auto-Kit/ Auto-Combo
S : Exempt Tax from
V| Combine Lines. Proi Code
D AL Foodstamp Purchases
Prompt Cashier ID [] Last Price Lookup
D ]';og Razmt Line Discount Prompt
i rompt Custome:
[] Prompt Salesperson Customer Price Lookup ‘ pt Cu: r © .
Prompt Reason
Prompt Amount Tendered s (O) Ask for reason code
Return Media Idle Log Out Valid Return Window Log Exceptions for:
T - r Line tem Deletion
(®) All Payment Methods 0 minutes }_1 days E 2 5
5 Line ftem Discounts

(O Gift Card Only -1=Disabled [[]No Sale
() Print Store Credit Slip 0 =Disallow Returns
Commission Prompt Scale Barcode Parse Format
@ By invoice 55 Custom format example: 2AAAAVPPPPPC
O spit by tem @ OriginalMethod "> _ Variable Price Indicator, A= PLU Placeholder,

O Custom Format V = Verification Digit, P = Price Placehoider, Q = Quantity

O Regular Expression ( or Weight) Placeholder, C = Check Digit

Regular expression that matches the above custom

format:
2{1}(?<PLU=\d{4})\d{1}(?<PRICE=\d{5})\d{1}

10. Select Update
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Returning items to a vendor by creating a return/credit memo

To create a return/credit memo, select Manager from the login screen, provide the requested credentials, and follow

these steps.

o
=

|
=y

1. Select Purchase Orders.

Options

View Open or Closed POs. ‘Which type of orders to view?
som O @ Ormoversr [P

Double-Clckto Select Purchase Ord ) Direct StareDelivery

PO#  Date

il |

Add New
ftem

CasesOrdered  #PerCase  Cost  ExiCost  QiyRecsived  Reason  #Damaged

Total Cost Received: $0.00 Amount Remaining: 0 Total Cost Ordered:  30.00

2. Select Add.

Which type of order to add?

3. Select Return to Vendor.
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Options
Purchase Order a
General Information  Add ftems sSave
Order Standard Ship Via Ship To e
Tipe: L | [comerLinuor
Selsctiiencon Reference # POS for your Liguor Store
Terms Cancel
Terms
Order tems
[ J on
Due Date backorder
slzo - Add New
Item

Amount Expected Add
i | i—— sges

Total Cost Received: $0.00

ltem Damaged

StorelD  Memlame  QtyOrdered  CasesOrdored  #PerCase  Cost

Amount Remaining: 0

Receive ‘ Receive ‘ ‘ Receive AII‘

ExtCost  OtyReceved  #Damaged

Total Cost Ordered:  §0.00

4. Select a vendor.

5. Select a Due Date

Save

[ At Reorder Point

syt

Filter tems

In_Stock

temhum  emiame.

Reorder_Level

Reorder_Quantty

Amount Expected

NumberPerCase.

Cost CostPer  Case_Cost

Cancel

A

Add New
ftem
Add

Selected
items

QtyOrdered

CasesOrdered  #Per Case.

Cost

Total Cost Recsived: §0.00

ltem

Amount Remaining: 48

Receive | Receive ‘ ‘ BeoeiveAll‘

Total Cost Ordered:  (519.68)

6. Select the Add Items tab.

7. Select an item from the top half of the
screen and then Add Selected Items.
Various filters are available to help you
make this selection.

Options
Purchase Order e
(Generainformato]__Ada tems_]| =
‘SelectVendor
O
v O ‘Search for Specificitem Filter ems EindPart# | ShowAllRaws
Cost CostPer  Case_Cost _ NumberperCase

temhum  KemName. Pat#  InStock  Reorder_Level  Reorder Quantty

Amount Expected

tembiame

Total Cost Received: $0.00 Amount Remaining: 48 Total Cost Ordered:  (§19.68)
Receive Receive .
= == e e

8. To modify the quantity of the item being
returned, double-click the QtyOrdered
field.

15|Page



Please enter the new
quantity:

9. Provide the new quantity and select OK.

|23“-4-5-a__—. - . -
b "] with Open PO's Search for Specific Item Filter Items Eind Part# ‘Show All Rows.
Part # In_Stock Reorder_Level Reorder_Quantity Cost CostPer Case_Cost NumberPerCase
Cancel

e e ot e | 10. If you would like to change the cost of the
inventory on this PO, select the value under

the Cost column and select any letter or
number on your keyboard (A-Z, 1-0).

: :
Total Cost Received: $0.00 Amount Remaining:  -56 Total Cost Ordered:  ($22.96)
Receive Receive -
o | e | oot e

Please enter the new
cost you would like to
use:

11. Enter the cost you would like to use and
select OK.
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Options

[ At Reorder Point
Clwthopenross Search for Specifictem Filter tems FindPart# | Show AllRows

Case_Cost  NumberPerCase

femium  Remdiame. Part# In_Stock

Reorder_Level  Reorder_Quantty  Cost CostPer

ifrl5

Amount Expected Add
Db ] s

#PerCase  Cost  Reason  ExiCost

QtyOrdered

CasesOrdered
AQUAFINA WATER 200Z | -48 0

< >

Total Cost Received: $0.00 Amount Remaining: 48 Total Cost Ordered: ($19.68)

Receive
ltem

\Receho ‘ | geceiveAl||

12. Select the Reason box to assign a reason
code for the return of the item. This is not
required.

Select a return reason

-

13. Select a reason code.

Options

Purchase Order
r = Save

Select Vendor

[] At Reorder Point
W Search for Specificitem | Filterltems ‘ Eind Part# ‘ sthIRawsl

NumberPerCase

femNum  emiiame. Pat#  In_Stock

Reorder_Level  Reorder_Quantty  Cost Coster  Case_Cost

Cancel

Add New
Item
DT Amount Expected T
foor ] secte

QtyOrdered  CasesOrdered
s 0

HiENE

ENTER ITEM #, ALT SKU OR PART #

#Per Case

< >

Total Cost Received: $0.00 Amount Remaining: 48 Total Cost Ordered: ($19.68)

Receive

Receive
Damaged

o ‘ BeoelveAll‘

14. Select Save when finished adding items to
the return/credit memo.

As of CRE version 12.8026, you can sort the
items on the purchase order list by selecting
the header of the column you want to sort the
items by.

17|Page




o Would you like to print a copy of this POT

15. You will be asked if you would like to print
a copy of this PO. Select Yes.

Choose print format

16. Select a print format.

Corner Liguor

Return / Credit
POS foryour Liquor Store
yourta Memo
Date
Bi2/2017
PO Number
3
To:
‘endor Company’
1 Blue Hil Plaza
Pear River, NY 07656
Quantity[Vendor Part # UPC Code Deescription Resson Cost Total
42.00|2455 (01215308 [AQUAFINA WATER 200Z Expired 50.41( 519.55]

17. A return memo will generate for your
records.
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Receiving items

To receive items ordered from a vendor, select Manager from the login screen, provide the requested credentials, and

follow these steps.

i | H

1. Select Purchase Orders.

Options.
View Open or Closed POs Which type of orders fo view?
®0pen O Closed ® Standard (O RetumtoVendor

Double-Click o SelectPurchase Orger O DireetStare Delivery

PO#  Date  Ref  Vendor# Dafe  TotalCost Status

Type

#  hem#  StoreD  femdame  QfyOrdered  CasesOrdered

#PerCase  Cost  ExiCost  QiyReceived

Total Cost Received: $0.00 Amount Remaining: 0

2. Select a purchase order.

3. Select View.

Options
Purchase orger
General information Add tems.
Order Standard Ship Via Ship To
e [ [Comer Liguor ]
Reference # [POS for your Liguor Store ]
ALLED BEVERAGE GROUP LLC L 1
Terms
704765982 AR NARKETHC LLC L 1
SU0GOPTT1 ANERGAN B0, CONBAIY L 1
Instructions Due Date
‘ | BMTI2017 d

| lrlEl

ENTER ITEM #, ALT SKU OR PART # e e
I Destnaton SoreiDlio0r ]

tyOrdered  CasesOrdered

# Per Case.
12

Total Cost Received: $0.00 Amount Remaining: 60

‘

4. If you did not receive all items on the
purchase order, select Receive Item and

see step 5.

If you received all items on the purchase
order, select Receive All and see step 8.
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Enter line number to
receive?

7 8 9
4 5 6
i 2 3

0 +-

Enter the line number of the item being
received (see the screenshot in step 4 for
the location of the line number) and
select OK.

EACHES OR CASES?

If you received individual items, select
EACHES. If you received cases, select
CASES.

Enter the quantity
received:

r 8 9
4 S5 6
1 2 3

0 +-

Enter the quantity of items or cases
received and select OK.

Update

When finished receiving items, select
Update.
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Closing a purchase order

When all items on a purchase order have been received, you should close the purchase order. To do so, select Manager
from the login screen, provide the requested credentials, and follow these steps.

1. Select Purchase Orders.

Options

©omm Ociows  © smaws Oiamiaverdr -
[e]

POF  Date  Rel _ Vendor#

e e s Wt i € e e W 3 it B ] 2. Select a purchase order.

3. Select View.

Total Cost Received: $0.00 Amount Remaining: 0 Total Cost Ordered: ~ $0.00

Ship Via Ship To Update
N T —
e =]
= } Cancel
= ‘ —_—
Due Date
TR - Add New
tem
Amount ected
CmstrssonSre o] PO#1 e
=

OyOrdered  CosesOnsersa  #PerCase  Comt  EaiCost

4. Select Close.

Total Cost Recewed: 331 60 Amount Remaining 0

S | Revens P |

Total Cost Ordered: $33.60

Closed purchase orders may not be reopened. Are you sure you would
like to close this purchase order? 5

Confirm your decision.
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Viewing old purchase orders

To view old purchase reports, select Manager from the login screen, provide the requested credentials, and follow these
steps.

a .—.—@7

T—ﬁ!ﬁh

1. Select Purchase Orders.

2. Select the radio button next
View Open or Closed POs Which type of orders to view? to Closed.

() open J @ Closed (® Standard ) Return to Vendor 3. Select the type of order in

Double-Click to Select Purchase Order ) Direct Store Delivery order to reduce the number
of results.

View Open or Closed POs Which type of orders to view?
(C)Open (@ Closed (®) Standard () Return to Vendor
() Direct Store Delivery

4. Highlight a closed purchase

Double-Click to Select Purch Ord .
e order and select View.

PO # Date Ref Vendor # Due Date Total Cost Status Type Store 1D

123458 SMTRMT 33.6000 1001

Purchase Orders = B
Options
Purchase Order
General Informatior Add tems
S;[l:;\g;: : - [] At Reorder Point - Update
vrseeo ] [ wih Open PO's earch for Specificitem Filter ltems Find Part# Show All Rows
temtium temhiame Pat#  n_Stock  ReorderLevel  Reorder Quantty  Cost CostPer  CaseCost 14 Close
08201005 SMRNOFF VODKA 100PRF 750ML | 3850240 |23.00000000 | 1 12 12.49000000 [ 124800 [0.0000 1
08204109 POPOV VODKA 1L 3904530 |25.00000000 |6 12 670000000 |6.7000 0.0000 1 Cancel
08210003 SHIRNOFF GRN APPLE SOIIL 3934490 (21.00000000 |5 0 0.84000000 |0.8400 0.0000 1
08211604 SMRNOFF WTRMELON S0ML 3967690 (30.00000000 |5 10 0.84000000 |0.7500 0.0000 1
08212205 SWIRNOFF CRANBRY VODKA7SOML | 3967440 | 18.00000000 |6 2 249000000 |9.4900 0.0000 1
08214008 SWIRNOFF BLK CHERRY SOML 3950990 |29.00000000 |5 ) 0.84000000 | 0.8400 0.0000 1V Adlfemew The deta i IS Of the pu rchase order

ENTER ITEM #, ALT SKU OR PART # Amount Expected

will be displayed. You can select

4 fem# StorelD temhlame. OtyOrdersd  CasesOrdered  #FerCase  Cost  ExtCost  QiyReceived  #Dams| . . .
e rTe T ; Print, followed by the print size
2 [os204108 |00t POPOV VODKA IL 12 1 2 se70  (seae |z 0
3 |os2a009 | 1001 SMIRNOFF VANILLA SOML 10 o ] S08¢ 5840 10 0 to print it'
4 [os2a0600 |00 SMIRNOFF RASPBRY VODKA T50ML | 12 1 2 se4e  [smase |12 0
s |osassoos 1001 SMIRNOFF VODKA 100PRF SOML | 10 1 0 si0e [si0ae [0 0
& |2081591013 1001 CABO WABO 750 WL 3 1 B sases [smess |3 0
7 [210s000050 1001 SKYY CITRUS VODKA 2 1 2 s08s  |s140 2 0
s |2105800750 1001 SICYY VODKA TS0 WL 12 1 1z s1208 [Stesos |12 0
5 |2105000050 1001 SKYY CITRUS VODKA 12 1 12 s08s  [sn4o 12 0
< >
Total Cost Received: $649.79 Amount Remaining 0 Total Cost Ordered:  $649 79

Receive Receive - N Print Receiving
Item ‘ D | ‘ Receive All || Print I History ‘ Greom

‘
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Sorting the item list in Purchase Orders

Sort by ExtCost
ILETNS
# ltem # StorelD ftemMName QtyOrdered CasesOrdered # Per Caze Cost ExtCost QtyReceived # Dama|
08240509 1001 SMIRNOFF WANILLA SOML i 50.84
2 08255006 1001 SMIRNOFF WODKA 100PRF S0ML 10 1 10 31.04 510.40 10 0
3 2105908050 | 1001 SKYY CITRUS VODKA 12 1 12 5095 I$11.4D 12 0
4 2105209050 | 1001 SKYY CITRUS VODKA 12 1 12 £0.95 I$11 40 12 0
5 08204109 1001 POPOW VODKA 1L 12 1 12 $6.70 I$BU.4U 12 0
[ 08239600 1001 SMIRNOFF RASPBRY WVODKA TSOML (12 1 12 5945 I$113.BB 12 0
i 2081581013 | 1001 CABO WABO 750 ML 3 1 5] 53965 I$113.95 | & 0
] 2105200750 | 1001 SKYY VODKA TS0 ML 12 1 12 £12.09 ISHS. 02 12 0
g 08200909 |1001 SMIRNOFF WODKA 100 PRF 1L 12 1 12 $12.49  Q3140.88 12 0
Sort by Item Number
StorelD ftemName QtyOrdered CasesOrdered # Per Case QtyReceived #D A —
0650807414 1001 GANCIA PROSECCO 750 ML
2 PINK FLAMINGO ROSE 750 ML 580.04 0
3 37571 00243| 1001 MORANDE CHARDONNAY 750 ML 12 1 12 £3.00 £36.00 12 0
4 I51?1BDDDI]4I 1001 MARK WEST PINOT NOIR 750 ML 12 1 12 $8.67 5104.04 12 0
5 IS1?1BDDDE\3I 1001 MARK WEST PINOT VIN DE CORSE 12 1 12 5867 5104.04 12 o
-] I?EH912250I}I 1001 MASTER OF MIXES 12 1 12 5238 528.56 12 o
T IBEH 75821 34' 1001 CESARIFIORILE 3 BTL GIFT SET 8 i} o $13.00 5104.00 8 0
8 I321 0073714I 1001 HOUGHTON CAB SHIRAZ MER 750ML | 12 1 12 $11.33 $135.96 12 0
9 |547561 DSBSI 1001 KREUSCH JOHAN RIESLG 750ML 15 1 15 55.33 579.95 15 0
10 IBBB‘31 02‘291I 1001 SANTA MARGHERITA MERLOT 750ML | 12 1 12 $13.67 5164.04 12 0
i1 IBBB1 S06007Q 1001 MERIDIAN CHARD EDNA 750 ML 12 i} o $10.00 $120.00 12 0
12 IBBB1 S06007Q 1001 MERIDIAN CHARD EDNA 750 ML 12 i} o 51000 $120.00 12 0 "
= I ......... oot T ) s 5 N e Y s .
Sort by Item Name
# ftem # StorelD temMame QtyOrdered CasesOrdered # Per Case Cost ExtCost QtyReceived # Dama| I
2081591013 | 1001 CABO WABO 750 ML i $39.65
2 08204108 1001 POPOW VODKA 1L 12 1 12 $6.70 $80.40 12 0
3 2105208050 | 1001 ISKYY CITRUS VODKA 12 1 12 £0.95 £11.40 12 0
4 2105209050 | 1001 SKYY CITRUS VODKA 12 1 12 £0.95 £11.40 12 0
5 2105900750 | 1001 SKYY VODKA TS0 ML 12 1 12 312.09 5145.08 12 o
[ 08239600 1001 SMIRMOFF RASPBRY WODKA TSOMLE 12 1 12 5949 $113.88 12 0
i 08240509 1001 SMIRMOFF WANILLA SOML 10 0 o 50.84 5640 10 0
8 082005059 1001 SMIRMOFF WODKA 100 PRF 1L 12 1 12 512.49 5145.88 12 0
9 08255006 1001 SMIRMOFF WODKA 100PRF SOML 10 1 10 31.04 310.40 10 0

As of CRE version 12.8026, you can sort the items within the PO screen by selecting the header.

for the QtyOrdered, CasesOrdered, # Per Case, Cost, Qty Received, and # Damaged.

The 2nd example Item # column is sorted by 0 to 9 or 9 to O for each character in the item number.

The 1st example the Purchase order was sorted by the ExtCost by selecting the ExtCost header. Any column that has
numeric values can be sorted from the highest to lowest or lowest to highest values. This sorting method is also used

The 3rd example shows the items being sorted by their Item Name, this column can be sorted by Ato Z or Z to A.

23|Page




Emailing Purchase Orders to your Vendor - Email Setup

Manager 1

1. Select the Manager or Options button.

2. Enter the administrator password (default: admin)
where applicable.

3. Select Setup then, Setup Screen.

4. Select the Internet Features tab.

Setup Screen “
Account Control | C y Info ‘ [ |§ internet Features 3 Inventory ‘ Invoice Settings
Payment Processing | QuickInvoicing & Alerts | Quick-Add | Receipt |  Reports
Restaurant Features | Station Specifics | System Access | Touch Screen

Page 1 | Page 2

SMTP E-mail Options
SMTP Server

SMTP Server Port 25

Connection Timeout 0
SMTP Authentication Type
':.:' Anonymous {Mone

() Basic (Clear Text)

O NTLM

[JusessL

Username #Recipient100 [

Passward
Domain
Send As Address

Bee

Scale

Support Portal URL

https:/iremotesupport.heartland.us/

Update Exit

for the emails to be sent.

5. At the Left of this screen under SMTP E-mail Options the following information will need to be entered in order

Note: This information can be acquired by contacting either the network administrator (who runs your email) or the
company who is in charge of your email account (e.g. AOL, Yahoo, Gmail, etc...).

SMTP E-mail Options
SMTP Server

smtp.gmail.com

6. Under SMTP Server enter the address of your outgoing
mail server.

For example: If you are using Gmail, this field should contain
smtp.gmail.com.

SMTP Server Port 120

7. Under SMTP Server Port enter the port used to
communicate with your outgoing mail server.

If you are using Gmail, this field should contain 587 or 465.

Connection Timeout 0

8. Under Connection Timeout enter a value (in seconds) that
the program will attempt to connect to the server.

Note: If the value is left at 0 then the connection attempt will
not timeout, and will continuously try to connect to the server.
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SMTP Authentication Type
@ Anonymous /Maone 9. Under SMTP Authentication Type select the server’s
. ) authentication method.
Basic (Clear Text)
If you are using Gmail, Basic (Clear Text) should be selected.
MTLM
10. Check Use SSL if the server requires the use of a Secure
Use S5 Sockets Layer to communicate with it.
If you are using Gmail, check this.

Username 11. These fields should contain a valid username and
password for an email address on the mail server.

el If you are using Gmail, your username is your full email

address.

Domain 12. This field should contain the domain that you are a part of.
For more information please contact your network
administrator.

Send As Address 13. This field should contain the email address you would like
displayed in outgoing emails.

Boo 14. If you would like to Blind Carbon Copy the email to
another address enter the email address under BCC.
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Account Control Company Info Couponing Hardware Internet Features Inventory Invoice Settings

Payment Processing | QuickInvoicing & Alerts | Quick-Add  |[” Receipt Reports
Restaurant Features ] Station Specifics | System Access | Touch Screen
Page1 Page2

Receipt Size Print Invoices Prof Logo Prompt to Email Purchase Order
(O Receipt O No ON
(@ Short Receipt OYes 8 Pi‘;‘;e Print Bar Code On "On-Hold" Receipts
O Ful (®) Prompt < Z = = 5
2 V] Print Bar Code On "Complete” Receipts
O Full Professional () cC DC And EBT q Coopany nfo R

© Prompt Size (O Pic and Info [ Print Exira Copy of On Account

P2 . Receipts H

O Prompt iedia 15. Select the Receipt tab.

["] suppress Extra Signature Copy
Print Modifiers on Receipt Print Notes on CC Receipt .
O Mo, Print None i 16. Select Prompt to Email Purchase Order.
(@) Print all, total only () Print charged, total only [ Print Dept Notes Receipt
(O Print all, breakdown (O Print charged, breakdown Print item count on Receipt
; print Second Descripton on Ful 17. Select Update to save your changes.
#ofCopies #of Store CreditReceipts  Kitchen Receipt Font Size O e T raninai

1 1 | Small |

Y| [ Validate Checks

[[] Combine Lines on Short Receipt
[ Print Paid Status in Kitchen Receipt.

Scale Update Exit

Note: When prompt to Email Purchase Order is enabled you will be given the option to email documents when doing the
following:

e  Returning items to a vendor by creating a purchase order

e Returning items to a vendor by creating a return/credit memo
e Receiving items

e Closing a purchase order

e Viewing old purchase orders
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Emailing Purchase Orders to your Vendor

To create a purchase order and email it to your vendor, select Manager from the login screen, provide the requested credentials,
and follow these steps.

1. Select Purchase Orders.

|
\
[

Optians
View Open or Closed POS Wihieh type of orders o view?

®O0pen O Closed ® standard O Retun to Vendor -

Double Clckto Select urchase orar ) Difec Sore Delivery

PO#  Date  Ref  Vendor#  DueDste  TotslCost  Status Store D

Add New
Item

il [

QtyOrdersd  CasesOrdered  #PerCase  Cost  ExtCost  QtyRecsived  Reason  #Damaged

2. Select Add.

Total Cost Received: $0.00 Amount Remaining: 0 Total Cost Ordered:  $0.00

Which type of order to add?

3. Select Standard Purchase Order.
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4. Create a purchase order the same way
your normally would, see the creating a
purchase order section for details

0 Would you like to Email a copy of this POY

5. When you’ve finished creating your
purchase order and printed a copy of the
Yes I | Neo PO, You will be asked if you would like to
email a copy to the vendor.

Choose format

6. Select the format that the PO will be sent
in to the vendor.

Enter the customer's email address

|vendor@email\.com

I -

7. If an email address has been entered in
vendor maintenance for this vendor then
this field will already be filled in.
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