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3 Retail POS Operations 

Clive want to manage all store’s operation with better controls along with the quick mechanism of data replication 
between retail network and head office. Dynamics 365 provides flexibility to manage store’s operation with efficient 
mechanism of data replication between stores and head office.  
 

1. Store Operations 
In Clive, a cashier opens a shift and opens petty cash on daily basis, performs sales transactions and expenses from 
petty cash during the day. At the day end, the cashier does bank drop of the sales amount Or does expenses on 
instruction from Head Office from the store cash and perform expense entry in system. 
 
A typical retail sales process is shown with help of a flow diagram as below. 
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2. Point of Sales Operations 
 

Below is list of core retail processes that a cashier will exhibit using Modern Retail POS. In subsequent pages we will 
discuss each point in detail.  

 

 Day Start Operations 

o Opening a Shift 

 Understanding a variety of Sales Operations 

o Normal Sales 

o Card Sales 

o Multiple Tender type sales 

 Cashier tasks 

o Void Product line & void transaction 

o Suspend & Recall a transaction 

o Return transaction & Return Product 
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 Store Inventory Management 

o Inventory lookup 

o Transfer Order receiving and Shipping 

 Day Close operations 

o Bank Drop 

o Tender Declaration 

o Day Close 
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3. Logon & Opening new Shift 
In section ahead, we will discuss the sequence of retail store operations performed in Point of Sales (POS) from start 
of the day to the end of day. 
 

1. Double click Dynamics Retail icon to launch Modern Point of Sales (MPOS). 
 

 
 

2. The Sing-In windows to Dynamics AX for Retail Modern POS will appear as shown in screenshot below. 
 

 
 

3. Select the worker/operator ID for login and enter operator password as shown in screenshot below. 
 

 
Figure: Modern Point of Sales (MPOS) login form 
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4. Select the worker/operator ID for login and enter operator password as shown in screenshot below. 
5. Point of Sales will login and prompt to open a shift, select Open a new Shift and proceed. 

 

 
 

6. Point of Sales will land to Home page, which contains menu items for Store shift management including Shift 
Closing, Income/expense entry, Bank Drop, Inventory lookup and return transactions (as seen in screenshot 
below). 

 

 
 

4. Normal Sales Transaction 
In order to perform normal sales transaction, you would click (1) “Sales” button or (2) “Transactions” button as shown 
highlighted in screenshot below. 
 

         Figure: Sales Transaction options 
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1. Scan product barcode, or enter product code/name in “Search” bar in Dynamics 365 MPOS (as shown 
highlighted in screenshot below). 

 

 
 

2. On adding article code, Retail MPOS will load & suggest matching products in the search window (as shown 
below), you may select and proceed to add the product in transaction. The item will appear on the lines as 
shown on the picture. 
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3. Click  button (available in right bottom corner of the product window) to add product or select Color, Size 
from the drop-down list as shown in screenshot below. 

 
 

4. POS will show Sales-rep selection window to add the sales-rep in sales transaction. Select the sales rep who 
performed the sales and click OK. In case you need to change the sales rep added in transaction later, you will 
use “Clear sales rep” button available on POS window. 

 

 
 

5. The article will be added on POS transaction window, as shown in screenshot below. 
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4.1 Change Quantity  

 
6. You will notice that as soon as item(s) are added in sales transaction, system will automatically sets its quantity 

as 1. You may change item quantity by clicking Set Quantity button available in MPOS transaction screen.  
 

7. Set Quantity form will open, enter required Quantity and press OK button. 
 

 
 

8. You may add more products to transaction by either scanning the barcode or manually enter the product 
number. 

 
9. Next, cashier will ask customer for payment. Click transaction amount & select the appropriate payment 

method in which customer given the cash. For this example, if customer provided Cash click “Pay Cash”. 
Tip: If the customer pays with exact change, click Exact, instead of Cash. 

 

 
Figure: POS payment method window 
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10. Once you click “Cash”, system will provide window to enter Cash, enter the amount that the customer has and 
then press enter button.  

 
 
11. On completion of transaction, POS will prompt to enter the customer phone number and gender/age group, 

as shown in screenshots below. Complete the customer phone and other information and press OK button to 
proceed.  

 

 
 

 
 

12. The transaction will be completed and the change amount due will be displayed on the screen. Click Close to 
end. An SMS with details of sales transaction will be sent to phone number entered at the end of sales. 
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5. Sales with Partial Payment with Card and Credit Card 
If customer made partial payment, you will need to enter two payments in Modern POS (MPOS) one for cash and 
other for credit card payment. Steps to add or search the Product on sales transaction screen will be same as 
described in steps 1 to 5 above. Below we will only provide details of how to perform partial payments in more than 
one payment modes. 
 

1. Add Products to the sales transaction and select sales rep from the list.  

 
Figure: POS sales transaction window 
2. Next, let’s suppose customer will pay Rs, 1000 in Card and remaining Rs. 200 will be in cash.  In MPOS we can 

process any of the payment first. Let’s enter both payments one by one, first “Credit Card” of Rs. 1000 and 
then “Cash” of Rs. 200. Click on payment amount as shown highlighted in above screenshot, it will show 
payment method dialog as shown below. 

 

 
 

Enter Rs. 1000 as HBL Credit card payment 
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3. A payment line will be added for HBL credit Card mode and balance amount of Rs. 200 is shown on sales 
transaction screen as shown below.  

 
 

4. Now, let’s process remaining amount in cash by clicking “Pay Cash” button. Payment dialog will appear, enter 
remaining amount of Rs, 200 in Cash and press enter to complete the transaction. 
 

 
 

5. On completion of transaction, POS will prompt to enter the customer phone number and gender/age group. 
Enter customer phone and other information and proceed to complete the transaction.  
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6. Exchange Transactions 
In order to recall a sales receipt for exchange. You can recall the same old sales transaction by entering sales receipt 
number in Show journal form. Show journal will show you list of all sales receipt so that you can select a receipt and 
recall it for exchange transaction. 
 

1. Select the transaction that you want to return, and then click Show Journal button (as shown highlighted in the 
screenshot below). 

 
2. Search and select the transaction that you want to return and press Return button shown in the right bottom 

corner of the show journal window.  
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3. You will see that the return transaction contains three (3) items in Returnable products window. Select the 
item(s) that customers want to return and click Return button shown in right bottom corner of window. 

 

 
Figure: Returnable products window 
 
4. Next, POS window will ask you reason for return transaction. Select appropriate reason like “Exchange” and 

click OK to add the selected return item(s) to the transaction screen.  
 

 
 
5. Next add the product that customer wants to buy against the return product. Add the item in transaction 

screen and select the method of payment, that’s it. 
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6. On completion of transaction, POS will prompt to enter the customer phone number and gender/age group. 
Enter customer phone and other information and proceed to complete the transaction. 
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7. Return Transactions 
In order to return a sales transaction, you will select the old sales transaction by clicking in Return Transaction button 
and enter Sales receipt number. MPOS will show sales transaction with along journal shows you list of all sales receipt 
so that you can select and recall it for exchange transaction. 
 

1. Open MPOS sales window & click Transaction button. Select the “Return transaction” from the sub-menu (as 
shown highlighted in the screenshot below). 

 

 
 
2. Scan or enter the sales receipt number that you want to return and press enter button (as shown below).  
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3. MPOS will recall the sales transaction along with the same price/discount that was applied to the transaction 
when originally sold. You will see select the item for return and click Return button shown in right bottom 
corner of window. 

 

 
Figure: Returnable products window 
 
4. Next, POS window will ask reason for return transaction. Select appropriate reason like “Return” (as shown 

below) and click OK to add the selected return item(s) to the transaction screen.  
 

 
 
5. The return transaction would be added on POS screen, select the method of payment in which you would pay 

back to customer. 
6. On completion of transaction, POS will prompt to enter the customer phone number and gender/age group. 

Enter customer phone and other information and proceed to complete the transaction. 
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8. Void Product and Void Transaction 
Sometime products are added to sales transaction but customer don’t want to buy. In this case, you would Void 
product or some time you have to void the complete bill. Below are the steps to void a product/transaction from the 
bill. 
 

Note: Depending on your employee role settings, you might not be able to void a transaction. 
 

1. Open MPOS sales window and at least add one or more products in the transaction, enter the Sales 
Representative. 
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2. Next, click Void Product button if you want to remove a single product from the sales. The selected product of 

value Rs. 300 would be voided and bill value will be reduced from Rs. 450 to Rs. 150 as shown in screenshot 
below. 
 

3. Similarly, in order to void complete bill, click Void Transaction button. The complete bill will be voided and you 
can create a new sales bill for the customer. 
 

 
 

7. Next proceed to complete customer payment and complete the transaction, that’s it. 
 

9. Voiding a Wrong Payment line 
You can void a wrong payment line from the sales transaction. This will help you when you have entered partial 
payment. 
 

Note: Depending on your employee role settings, you might not be able to void a payment. 
 

1. Open MPOS sales window and at least add one or more products in the transaction, enter the Sales 
Representative. 
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2. Total value of bill is Rs. 450. Next, add partial payment for the bill like Rs. 300 against Cash payment and 

remaining balance would be Rs. 150 as shown in screenshot below. 
 

 
 

3. Now, if you want to remove/void the Cash payment entered in previous step. Then click Payments tab of 
transaction window and select the payment line and press Void Payment button (as shown highlighted steps 
in screenshot below). The payment will be voided/removed from bill and you can enter the payment again in 
same or some other payment mode. 
 

 
 

4. Next proceed to complete customer payment and complete the transaction, that’s it. 
 

10. Suspend and Recall a transaction 
Sometimes it is required to suspend/hold a bill and process some other bill since customer is away or some other 
reason. Once transaction is suspended, you can recall the suspended transaction back to sales screen or void it, if 
customer doesn’t want it anymore.  
 
Below are the steps using which you can put a transaction on hold and then recall the transaction when you are ready 
to complete it. 
 

Note:  

 You can hold a transaction only after you have added at least one product to it. 

 You can’t hold a transaction which has partial payment.  
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8.1 Suspend/Hold a transaction 
1. Open MPOS sales window and at least add one or more products in the transaction, enter the Sales 

Representative. 
 

2. Click Transaction button, select the “Suspend Transaction” from the sub-menu (as shown highlighted in the 
screenshot below). The selected sales transaction would be put on hold. 

 

 
 
 

8.2 Recall a transaction 
Recalling suspended transaction is easy. 
 

Note: You cannot recall a transaction while another transaction is in progress. 
 

1. Complete sales transaction that is in progress. 
 

2. Next, click Transactions button  Recall Transaction, select the customer transaction. 
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3. MPOS will show suspend transaction window. Select the suspended transaction, you may do one of the 
following:  

a. Recall: Click recall button to recall the sales transaction on sales screen 
b. Void: Click void button to void the sales transaction. 

 

 
 

11. Discounted Sales 
Normally Clive Head office will be executed sales promotion. However, sometime on call from Head office cashier 
may offer discount to customer. When manual discount is given MPOS will ask for “Discount Reason” for manual 
discount analysis. 
 

Note: As per Clive policy, sales operations team will advise shop manager to perform discounted transaction. 
 

1. Open MPOS, scan the product barcode or search for the products, enter the Sales Representative. 
 

2. MPOS would automatically apply the promotional discount (if any) applied from head office. For example, 
one of the promotion discount is applied to the transaction shown in screenshot below. 
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3. In order to offer manual discount of Rs. 100 to a sales line, click Price and Discount button, a sub-menu 
would open having buttons like Line discount %, Line discount amount, Total discount % and Total discount 
amount (as shown in screenshot above). Click Line discount amount and enter discount amount as shown in 
screenshot below. 

 

 
 

4. Next, MPOS will show list of Discount Reason code. Select an appropriate discount reason like On-Call by 
Director. System will ask name of the director, choose correct one and press OK to complete the discount 
transaction.  
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Figure: Discount amount & reason added to the selected line 
 
5. The transaction would be added on POS screen, select the method of payment in which you would pay back 

to customer. 
 

6. On completion of transaction, POS will prompt to enter the customer phone number and gender/age group. 
Enter customer phone and other information and proceed to complete the transaction. 

 

12. Petty Cash-In: Transfer amount from Store Cash to Petty Cash 
Shop manage would do petty expense from store Petty Cash amount of which is designated to him from Head office. 
Amount in Petty Cash is normally transferred from Store Cash to Petty Cash account. Below we will show you the 
steps to transfer cash in Petty Cash account. 
 

1. Open MPOs, click on Home  Task Income Accounts button as highlighted in screenshot below. 
 

 
 
2. MPOS will show Income Accounts form. In our case, Clive will have only one income account, named “Petty 

Cash-In”, select income account, enter petty cash amount and press Save button in bottom right corner of 
the window as shown in screenshots below. 
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3. Income account and amount will be added to sales transaction. To receive petty cash, select payment 

method named “Petty Cash” and complete the income transaction as shown below. Now the cash has been 
received in Petty cash account, in next section we will perform expense transaction. 

 

 
 

13. Petty Expense transaction 
 
Throughout the Day, the shop managers will incur many expenses out of the Petty Cash for example; Photocopy, 
generator expense, dispatch, IT expense etc. Below are the steps using which they will record expense in MPOS. 
 

1. Open MPOs, click on Home  Task Expense Accounts button as highlighted in screenshot below. 
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2. MPOS will show Expense Accounts form. Select an appropriate expense account, e.g. “Dispatch Expense” 

and enter expense amount and press Save button in bottom right corner of the window as shown in 
screenshots below. 

 

 
 



 
Modern Point of Sales Solution & User Manual 

Version 1.1 

 

 

Page | 30 
 

 
 

 
 

 
Figure: Enter details of expense 
 
3. Expense account will be added to sales transaction with –ve amount. To pay expense amount, you will select 

payment method named “Petty Cash” and complete the expense transaction as shown below. 
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14. Petty Expense reversal/correction 
 

Below is the process that shop managers will use to correct any wrong expense transaction. For example, if you want 
to correct a wrong expense for Delivery expense, you should select the same expense account and enter amount 
with –ve sign. We will show you details steps as below. 
 

1. Open MPOs, click on Home  Task Expense Accounts button as mentioned in point#1 in section above. 
 
2. Next, MPOS will show Expense Accounts form. Select expense account, e.g. “Dispatch Expense” and enter 

expense amount.  
 

 
 
3. For expense reversal, the expense amount should be with –ve sign. Below screenshot contains three(3) steps 

that you should follow to enter reversal amount. Enter (1) Expense Amount (2) Press ± symbol (3) Save 
button in bottom right corner of the window as shown in screenshots below. 
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Figure: Enter expense reversal details and reason of reversal 
 
4. Expense account will be added to sales transaction. You will see the expense amount would be +ve amount, 

select payment method named “Petty Cash” and complete the expense transaction as shown below. 
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15. Stock Receiving 
Stock Transfer orders (STR) created in Head office will be available in MPOS for receiving & transfer. The shop 
manager can view transfer orders with created and shipped status in MPOS using Picking and receiving form.  
Detailed steps are shown below: 
 

1. Open MPOs, click on Home  Task Picking & Receiving button as highlighted in screenshot below. 
 

 
 

2. MPOS will show list of Orders that is either Transfer In or Transfer Out. Transfer In are orders that shop manager 
would receive whereas Transfer out are orders that shop manager would dispatch to other store(s) or back to 
head office. Opening any transfer order will list articles & quantity that is added in the transfer (STR). 
 

 
 

3. Select a Transfer In for receiving and click Update button shown highlighted in screenshot above. 
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4. MPOS will show Transfer In Header & lines details are shown in screenshot below. 
Note: Transfer orders having Shipped status can be received. 

 

 
 
5. Press Receive all button to receive the shipped quantity. The receive now quantity would be updated equal to 

shipped quantity. 
 

6. Next press Commit button to update the received products quantity back in store inventory in D365FO. Transfer 
order status would be changed to Received. 

 

 
 

 
Figure: Transfer order status = Received in is D365FO head office 
 

Note: In case of partial receiving of stock, transfer order status will remain in Shipped status and the shop manager 
can receive the remaining quantity any time later. After complete quantity status will be updated to Received. 
- When transfer order status is changed to Received, it would no longer be visible to the shop staff in picking & 

receiving form. 
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16. Stock Transfer 
Stock Transfer (STR) is processed similar to Transfer receiving. We will use Picking and receiving form, detailed steps 
are shown below: 
 

1. Open MPOs, click on Home  Task Picking & Receiving button as highlighted in screenshot below. 
 

 
 

2. MPOS will show list Transfer In & Transfer Out. Select Transfer out you want to dispatch.  
 

 
 

3. Select Transfer Out and click Update button as shown highlighted in screenshot above. Click Ship all to update 
ship now quantity and then press Commit button to ship transfer out. 
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4. Select Transfer order status would be updated to Ship and quantity would be issued from store inventory. 
 

. 
 
Note: In case of partial shipping of stock, transfer order status will remain in Created status and the shop 
manager can ship the remaining quantity and transfer status will be updated to Shipped. 
 

17. Inventory Lookup 
Store staff can check store inventory in real time using Inventory Lookup function available on MPOS home screen. 
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1. Click Inventory lookup button, it will show Inventory search form. Enter article code and press enter. System 
will ask for product color/size, select View all Variants or Select a Variant (color/size) to check available stocks 
in your own store (Model town) or other nearby stores (steps shown below).  

 

 
 
2. Select View all variants button, Inventory lookup form will show Inventory of all color, size of L000162 

available at Model town (see screenshot below). 
 

 
Figure: Store inventory lookup 

 
3. If you want to search a particular variant inventory in other locations, then left click the variant and select  

“Show all locations” option (as shown in screenshot below).  
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4. If you want to search a particular variant inventory in other locations, then left click the variant and select  

“Show all locations” option. MPOS will show inventory available with other stores as shown in screenshot 
below. 
 

 
Figure: Inventory lookup of all location for a particular product variant 

 

Using steps provided above, store staff can search inventory of other articles at nearby stores. 
  



 
Modern Point of Sales Solution & User Manual 

Version 1.1 

 

 

Page | 39 
 

 
 

18. X – Report 
X-report in MPOS provides summary of day activity including sales, returns, discounts etc.  
X-report is similar to Z-report except that X-report does not show Tender wise breakup of Cash collected against 
sales transactions. Store manager/ cashier may print X-report at any time of the day using “Print X” button 
available in Cashier tasks.  
 

X- report has following sections: 
 
1. Statistics – Shows Count 

a. No. of Walk-in and Customer Sales 

b. Voided and Suspended Transactions 

c. Log-on/Log off 
 

2. Total Amounts – Shows Totals 

a. Sales 

b. Returns 

c. Discounts 

d. Income/Expense 

e. Credit Sales Amount 
 

3. Tender Totals – Tender amounts 

a. Cash tender 

b. Change 

c. Bank Drop 

d. Counted 

e. Over/Short amount 
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19. Bank drop 
Store staff will do Bank drop at the end of day out of Store Cash available. Bank deposit would be physically 
performed in Bank and bank deposit slip# & amount would be recorded in MPOS. 
. 

1. Open MPOS, click on Home  Task Bank Drop button as highlighted in screenshot below. 
 

 
 

2. Bank drop form will open showing Cash payment mode. Enter Amount you have deposited in Bank and click 
Save button shown in right bottom corner of the window. 
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3. Enter Deposit slip number and press OK button. Bank drop would be saved in POS database. 
 

 
Figure: Deposit slip# for the bank drop 
 

 

20. Tender Declaration 
Before Day close and after making expenses, vendor deposits, bank deposit the remaining Store Cash would be 
counted and declared using Tender Declaration form. 
 
 

1. Click Tender Declaration button on POS home window. 
 

 
 
2. The Tender declaration form will open showing only Cash payment since credit card payment would not 

require declaration and would be received in bank directly, count the cash draw and enter amount of Cash and 
click. Save 

 
 



 
Modern Point of Sales Solution & User Manual 

Version 1.1 

 

 

Page | 42 
 

 
 

 
 

 
 

3. Click Save button and Tender amount will be recorded in POS database. 
 

21. Day Close 
At Day close, cashier will perform shift closing in POS. For this purpose, click Shift Close and system will proceed to 
close the shift. As soon shift is closed, POS will logout user from current shift and show POS logon screen to start new 
shift.  
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22. Inventory Housing Keeping (Color/Size adjustment) 
Shop staff will do housekeeping to perform color/size adjust within the same article. 
In order to perform Color/Size Adjustment, the shop user will need to log in using his email id and password and 
follow the steps guided below. 
 

1. Enter Clive shoes D365FO Login URL. The following logon page will be shown, enter fineshoes.local\username 
and password. 

 
 

 
2. To create a new inventory house keeping journal, go to Inventory Management   Journal entries  

Transfer. 
 

 
 

3. Click New button to create a new inventory journal. Enter your store Warehouse (e.g. W101) and press OK 
button. A new inventory adjustment journal will be created. 
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4. Next, you would add items one by one for which you want to adjust color/size. Click New button in journal 
lines and select an article L000162.   

 

 
 
5. In screenshot below, we want to move 1 Qty of L000162 from size 30 to 31 and in Black color. The 

warehouse ID will remain same in “From Warehouse” and “To Warehouse” as shown in screenshot below. 
 

 
 

6. To add another line, you can use New button and repeat steps 4~5. 
 

7. Once the inventory adjustments are entered, click Post button and the journal will be posted. Inventory of 
article L000162 will be removed from size 30 and will be added in size 31. 
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23. Claim / Repair Management 
Shop staff will do record repair claims in D365FO portal and provide system generated Claim receipt to customer.  
Below are steps that shop staff would require to create, process claim for HQ or local repair and close in system.  
 
During claim lifecycle, the repair claim would go into different stages depending on whether claim pair is repaired 
locally or sent to Head office. 
 

1. If claim pair is Repair Locally it would be dispatched and closed. 
2. If claim pair is Repair at Head office (HQ), it would be dispatched to HQ, dispatch to shop, received at shop 

and closed 
3. Else if claim pair is Repair by Vendor, it would be dispatched to HQ, received by vendor, dispatch to shop, 

received at shop and close. 
 

 
Figure: Claim Service Stages 
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In lines below, we will provide step by step to process claim in system. 
 
How to do steps: 
 

1. To create a new claim in system. Open D365FO portal, go to Service management  Service orders  Service 
orders form 

 

 
 
2. Click New, a new empty claim will be created. Enter following to process the claim, also shown in screenshot 

below: 
I. Customer Name 

II. Phone Number 
III. Sales Invoice Number 
IV. Repair Remarks 
V. Repair Type (Local or HQ Repair) 

VI. Shop/Warehouse 
 

 
 
3. If you have not sent the claim to Head office, you may want to cancel or delete the claim then you may click 

Delete button. 
4. Next, click Lines and enter Item, color/size, qty and repair remarks in the line (as shown in screenshot below). 
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5. Next, you shall either select courier/person in Courier Details tab.   
a. If you select Courier Type=Courier, then you must enter courier name, tracking number and cost 
b. If you select Courier Type=Person, then you only enter person name in courier details 

 

 

 
 
6. Next, print the claim receipt and provide it to customer. Select, Repair claim receipt report button available 

under Repair Claim receipt tab. 
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7. Repair/Claim receipt would be printed as below in A4 size. Export in PDF and get it printed from the printer and 
give it to customer. The claim receipt would have information of customer the article, color/size received for 
repair and also company claim policy details.  

 

 
 

8. Next, when claim is completed or repair and wanting to close the local repair. Then you shall click Service order 
validate button. This function will validate if you have not missed any mandatory data is claim.  
 

9. System would show missing data message window if it doesn’t show any message then you can proceed to 
dispatch otherwise 

 

 



 
Modern Point of Sales Solution & User Manual 

Version 1.1 

 

 

Page | 49 
 

 
 

10. Click Dispatch tab  Next Stage button, a service stage dialog will appear. Since we are repairing locally so we 
will proceed to Close the repair claim (as shown in screenshot below).  
 

 
 
11. If you selected claim Repair Type= HQ, this means you would send the claim pair to Head office for repair or 

claim decision. For this purpose, you we will select Dispatch stage (as shown in screenshot above) and proceed to 
wait for HQ approval for the claim and then receive the claim in system and close it. The claim creation and 
processing steps will remain same. The HQ and Vendor repair claim stages are shown in start of the claim 
management process. 
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Figure 2.1.7-1   View Reports Button in Cashier 
Tasks menu 

 

24. Retail POS Reports (from local POS database) 
 

Dynamics 365 Modern POS (MPOS) have a built-in small reports and KPI’s directly on the POS that are very helpful for 
Shop manager to see store Sales and Returns by Sales rep, Hour, Discount, Day summary etc.  
 
These Retail POS reports will show data from 
the local POS database connected to the 
terminal.   
 
In order to view reports, you will use Reports 
button available under Tasks section on MPOS 
home page button (as shown in screenshot 
below).  
 
Retail POS will show Window containing POS 
reports as listed as below: 
 

1. Sales by Sales Rep 

2. Sales by Hour 

3. Top 10 products 

4. Store Return Transactions 

5. Sales by tender type 

6. Day Summary 

7. Detailed Sale (Electronic journal) 

8. Voided transactions  
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1. Sales by Sales Rep 
Click “Sales by sales rep” report button and the report window will open which will show the report data and its 

graphical representation. The report can be run for a particular date or a date range. 

The report shows Total number of sales transactions, average sales, return, discount and net sales value. 

 
Figure: Date range filter for sales by sales rep report 

 
Figure: Sales by sales rep showing total sales value, sales qty, average sales amount, return transactions etc. 

 
Figure: Graphical representation of Sales rep performance in term of bills and bill value 
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2. Top 10 Products Report: 
 
As report named “Top 10 products” is shows tops 10 products by Bills, Sales amount and Quantity. 
 

 
 
3. Sales by Hour: 
Shop manager may use “Sales by Hour” report to monitor hourly sales volume for a given date. Data on this report 
can be used by the shop manager to manage staff based on peak sales times. 
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4. Store Return Transactions: 
The “Store Return by Hour” gives analysis of return transactions by date, staff/worker, product, quantity and amount.  
 

 
 
 
5. Store sales by Tender type: 
The “Store sales by Tender type” report provide analysis of sales transaction by payment method (e.g. Cash, 
Debit/Credit Card, Gift Card, Loyalty Card etc.).  
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6. Store Voided line details 
 

The “Voided line details” report gives you details of voided transaction with quantity & amount. 
 

 
 

7. Day Summary: 
 
The “Day Summary” report shows summary of store performance by sales, unique items, return and discount 
amounts as shown in screenshot below.  
 

 
 
8. Find Store sales by Shift, Product name, Quantity and Transaction date and many more values: 
 
The “Electronic Journal” report allows you to find sales transaction by transaction date, customer name, product 
name, payment method etc. 
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25. Custom Reports: 
9. Cash Accounting report: 
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10. Daily Sales report: 
 

  

11. Sales Discount Analysis report: 
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12. Petty Expense Analysis report: 

 

13. Detailed Sales report: 

 

14. Stock on-hand report: 
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15. Stock Adjustment report: 

 


