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Introduction

Welcome to the new and exciting world of Quasar accounting software .
Quasar is a complete, fully functional accounting package, designed specif-
ically by Linux Canada Inc. to take advantage of the power and features
inherent in todays operating systems. It is important to note that Quasar
accounting software was designed in Linux, and was designed with a GUI
interface. Quasar is not a port from a bygone operating system or an old
text based program. Key emphasis has been placed on the ease of setup and
the ease of use.

Quasar Accounting Software:

e was designed using Qt, a multi-platform C++ GUI tool kit from Troll-
tech. Qt provides single-source portability across Windows 95/98 /N'T /2000,
Linux, Solaris, HP-UX and many other versions of Unix with X11. See
http://www.trolltech.com/qt for more information.

e connects to an SQL compliant databases (currently interfaces to Fire-
bird and Sybase)

Quasar is a complete business accounting application that includes ledger ac-
counts, inventory control, purchasing and receiving, cheque writing, labels,
receivables, payables, sales and an interface to a handheld unit. Businesses
requiring both accounting and fast lane point-of-sale will appreciate the in-
terface with the new Quasar Point-of-Sale module.

Note: e Linux is a trademark of Linus Torvalds

e Quasar™ is a Trade Mark of Linux Canada Inc.

ix
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Chapter 1

Quasar Configuration

This chapter deals with setting and changing the local configuration files.
These files include user interface preferences and includes the selection of

your locale.

“File” =— “Configuration” = The quasar configuration can be
viewed and edited by clicking on “File” in the menu bar at the top of the
Quasar main window. The drop down window will be displayed. Select
“Configuration”. The quasar configuration window will be displayed.

1.1 Display

Select ” Display” to define the look and feel of the interface. Figure 1.1 shows
a sample preference window with the display folder open.

Change Style?

Change Color

Change Font?

Toggle on or off. Toggle on to change the style.
Toggle off to use the default style. Select from the
B3, ThinKeramik, systemalt, Light second revision,
Highcolor, Keramik, riscos, Default, system, Light
3rd revision, marble, Windows, Motif, CDE, Motif-
Plus, Platinum, or SGI styles.

Toggle on or off. Toggle on to change the color.
Toggle off to set to the default color. Click on the
“New Color” button to use the color chart to select
new colors. Figure 1.2 shows a sample color chart.

Toggle on or off. Toggle on to change the font style
and/or the font size. Toggle off to set to the default

1
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@ Quasar Configuration
File Edit Help

User Configuration

= | Change Style? | | ® [
- EET—

F-Internationalization || change Colar? | Mew Galor L

[} change Font? | l

ok || sy || Defaults || cCancel |

A

Figure 1.1: Configuration - Display

@ Selsctcolor

Basic colors

(O
(L R B AR
(O[T
(O
(LB AR RN
O

Custom colors

L = : J \l"all ’E Blus: ’E

| Cancel i L Add to Custom Colors j

Figure 1.2: Configuration - Color Chart
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@ Select Font
Font Font style Size
Normal 12
Pt Gourer O ;
Adobe Helvetica : Italic 10
Adobe New Century Schoolbook Bold
Adobe Times Bold ltalic 14
Adobe Utopla 73 18
B&H Lucida 3 24
—Effects —Sample
|| Strikeout
| Underline
LA AaBhYyIz
Script
L Latin > J
‘ CK ' | Cancel |
4

Figure 1.3: Configuration - Select Font

font. Click on the “Push to Choose” button to use
the font chart to select a new font style and font size.
Figure 1.3 shows a sample of the select font window.

1.2 Internationalization

Select your formats based on your language and country locale. When you
first click on ”Internationalization” your format defaults are displayed. To
change your formats for your country, click on the ”Locale” button on the
right of the configuration window and select your locale from the drop down

menu. Figure 1.4 shows a sample of the configuration window with the
internationalization folder open.
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e e e

@ Quasar Configuration

File Edit Help
U:;er Configuration L | English (Canada) 'F |
Display I
nternationalization
—Data Formats
Date: 31-Dec-01
Time: 12:29:30 FM
Positive Megative
Mumber: 12,345,679 -12,345.679
Currency: 312,345.6789 ($12,345.6789)
Percent: 0.1235% -0.1235%
ok || apply || Defaults || cancel |
4

Figure 1.4: Configuration - Internationalization Folder



Chapter 2

Setup System

2.1 List of Companies

“Setup” =— “System” — “Companies” — The company list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar
main window. The drop down window will be displayed. Select “System”
followed by “Companies”. The company list window will be displayed. See
Figure 2.1

Currently you can have only one company defined. We are putting the
structures in place to add a new head office addition of Quasar in which

multiple companies will be available.

The body of the company list contains the following;:

Name The name of the company.
Number The number of the company.
Inactive A check mark in this column indicates that a com-

pany is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
companies to appear on the list. Toggle off if the
inactive companies are not to appear on the list.
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@ Company List --

File  Activities Help

Name = Number

ampla Company

| Show Inactive?

Mew || Edit || Refresh || Print || Clase |

4

Figure 2.1: Company List window

2.2 Creating a Company

Hew — First, go to the company list. For a review of the store list see

Section 2.1. Click on the “New” button in the bottom left hand corner of
the company list. The company master window will be displayed as shown
in Figure 2.2.

The company master window is used to define or edit information specifi
to the company. This includes the company address, ledger definitions,
setting account defaults and defining your price rounding rules.

Name The name given to the company. This will print on
customer invoices, purchase orders, vendor invoices
and other company documents.

Number The number assigned to the company.

Address Define the address information that will appear on
customer invoices, purchase orders, vendor invoices
and other company documents. Figure 2.3 shows
a sample of the company master window with the
address folder open.

Street The street address for the
company.
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@ Company Master | |

File Edit Help

Number: |1

Name: |EElfsCRE =10

Address |Ledger |Amuunts |Rnun|:ling ]

Street:

|1[i:l Demonstration Valley

|East Parkway

City: Anycity |
Postal/Zip: |TOM 1X0
Phone #: |555-5555

Prov/State: |ﬂyprmr
Country:  |Canada
Phone2 #: |

Fax #: 555-5556
Email: ||:Iemo@an1_meb.|:om |

Welr Page: |\w\rw.derno.mm

o
[ b |
T

[} Tnactive?

Figure 2.2: Company Master window

Address |Ledger |nmuunt5 |Rﬂund’|ng ]

Street:

|101 Demanstration Valley

|East Parkway

City: [anycity
Postal/Zip: [TOM 1X0
Phone #: [555-5555

Provisate fmprov |
Country: [Cansga |
PhaneZ #:

Fax#:  [555-5556
Email: |demu@anyweb.oom |

Web Page: |www demo.com

Figure 2.3: Company Master - Address Folder
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Address |Ledger |Accounts |Roun|:|ing ]

Default Stare: [Default
Start of Fiscal Year: | =
Date Ledger is Closed: | | &

Cash Reconcile Method: | Station i

Safe Store: |Default |
Safe Station: |5afe |
Retained Earnings: |Retained Earnings |
Historical Balancing: !Historical Balance |
Ledger Transfers: i!_f_d_ger Transfer Accrual |

Figure 2.4: Company Master - Ledger Folder

City The city in which the com-
pany is located.

Province The Province in which the
company is located.

Postal Code The companies Postal Code.

Country The country in which the
company is located.

Phone # The companies main phone
number.

Phone2 # The companies alternate phone
number.

Fax # The companies fax number.

Email The companies email address.

Web Page The companies web page.

Ledger View the start of your fiscal year, assign cash recon-

cile method and assign linked accounts. Figure 2.4
shows a sample of the company master window with
the ledger folder open.

Default Store Define the default store. Busi-
nesses with multi-store func-
tionality will be required to
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enter a store in many of the
Quasar screens. You will want
to define the main store as
the default. In addition, each
user can have a default store,
and alternatively the store
you are working in can be
changed at the top of the
main Quasar window.

Start of Fiscal Year  Enter the first day of your
fiscal accounting year. Quasar
requires this date to prop-
erly print financial statements.

Date Ledger is Closed Enter the closing date for
the ledger. Once a date is
entered, no transactions af-
fecting the ledger accounts
may be posted to any date
on or prior to the date en-
tered.

Cash Reconcile Method Select the method by which
cash reconciliation will be done.

Station Select station if the
cash will be counted and
reconciled by point-of-
sale station. For exam-
ple, when multiple cashiers
will be using the point-
of-sale terminals it will
not be possible to rec-
oncile by cashier.

Employee Select employee
if each cashier will be
responsible for their own
cash reconciliation.

Safe Store Enter the store in which the
safe is located.

Safe Station/Employee The safe is where funds will
be stored at night. Enter
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the safe station number when
using the station method of
reconciliation. If you do not
defined a safe station you
will need to create one. Al-
ternatively, enter the safe em-
ployee number when using
the employee method of rec-
onciliation. Again, if you
have not defined a safe em-
ployee you will need to cre-
ate one.

Retained Earnings Link an account to be the
retained earnings account. The
retained earnings account is
a special account that dis-
plays the current profit/loss
balance in the equity por-
tion of the balance sheet.

Historical Balance Link an account to be the
historical balance account.
Quasar uses this historical
balance for offsetting entries
when posting current cus-
tomer balances, vendor bal-
ances and inventory balances.

Ledger Transfers Define a default accrual acount
for ledger transfers. An ac-
crual account is necessary to
ensure that the balance sheet
balances in each store.

Accounts This accounts section is used to link accounts to
specific functions. Figure 2.5 shows a sample of the
company master window with the accounts folder
open.

Default Bank Define the default bank ac-
count that will be used when
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Address Ledger Accounts |Roun|:|ing ]

Default Bank: IChequing

Default Receivables: !Acmunts Receivable

Default Payables: |Accounts Payable

Customer Terms Disc: {Terms Expense

Vendor Terms Disc:  [Terms Income

Transfers: |Transfer Accurals

Physical Inventary: [Ph‘,'sical Over/Short

Service Charges: |Se rvice Fees

]
|
|
|
]
Container Deposit; |Container Depasit |
|
|
]
|

Tender over/short: |Cash Over/Shart

Figure 2.5: Company Master - Accounts Folder

creating cheques and paying
bills.

Default Receivables  Define the default receivable
account that will be used when
creating new customers.

Default Payables Define the default payable
account that will be used when
creating new vendors.

Customer Terms Disc. Define the default early pay-
ment terms discount account
that early payment terms dis-
counts “given” will be ex-
pensed to.

Vendor Terms Disc.  Define the default early pay-
ment terms discount account
that early payment terms dis-
counts “taken” will be cred-
ited to.

Container Deposit Define a container deposit
account. From time to time
it is necessary to purchase
and sell items that have con-
tainer deposits. Quasar tracks
deposit purchases and deposit
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sales in the container deposit
account.

Transfers Define an accrual account for
stock transfers. When a stock
transfer takes place between
two stores the balance sheet
of each store is impacted. The
transfer accrual account is
used to offset the in/out post-
ings to inventory.

Physical Inventory Define a default expense ac-
count for item adjustments
created by physical inven-
tory counts. When an item
quantity is adjusted, up or
down, there is a increase or
reduction of the inventory
value. This change in value
is offset by posting to an ex-
pense account.

Service Charges Define the income account
for service charge fees that
are charged when service charges
are applied to accounts re-
ceivables.

Tender Over/Short  Define an expense account
for tenders that are over or
short at the cash register.

Rounding The rounding section is used to set rounding rules
so that you can round your selling prices to desired
price points. Figure 2.6 shows a sample of the com-
pany master window with the price rounding folder

open.
Ends In Enter the ending number to
round.
Add On Enter the plus or minus amount

that the price point will be
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Ends
Ends
Ends
Ends
Ends
Ends
Ends
Ends
Ends
Ends

In
In
In
In
In
In
In
In
In
In

Address |Ledger |Accounts

Ends In
11
22
313
44
55
66
77
88

Add On +
{$0.03)

$0.03
$0,02 =
$0.01
$0.00
$0.02
$0.01
wnog

Rounding ]

Figure 2.6: Company Master - Rounding

ceqo
¢¢217
(¢3))
¢¢477
cepgoo
cegao
(‘7))
cegao
(‘91)
cepoo

rounded by.

13

If the sample rounding points shown in the figure
are used price points would round as follows:

Add
Add
Add
Add
Add
Add
Add
Add
Add
Add

On
On
On
On
On
On
On
On
On
On

2.3 List of Stores

= <¢-.03’
= €03’
= <€.027
= .01
= €€.007”
= .02
= <<.01”
= €€.00°°
= <¢-.01”
= <¢-.02”

then
then
then
then
then
then
then
then
then
then

N NDNDNDNDDNDNDDNDNDN

.01
.02
.03
.04
.05
.06
.07
.08
.09
.10

will
will
will
will
will
will
will
will
will
will

round
round
round
round
round
round
round
round
round
round

to
to
to
to
to
to
to
to
to
to

N NDNDDNDDNDDNDDNDDNDE

.98
.05
.05
.05
.05
.08
.08
.08
.08
.98

“Setup” = “System” = “Stores” — The store list can be viewed by
clicking on “Setup” in the menu bar at the top of the Quasar main window.
The drop down window will be displayed. Select “System” followed by
“Stores”. The store list window will be displayed. See Figure 2.7
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@ soei =ik

File Activities Help

Mame w |Number |Se|l?|

|| Show Inactive?

L New JL Edit JL Befresh JL Print JL Close J

A

Figure 2.7: Store List window

Those with multi-store functionality can define multiple stores. It must be
noted that we use the term “Store” as the method of defining an
alternative site or location. For example, you may define your admin office
or your warehouse as a store.

The body of the store list contains the following:

Name The name of the store or alternate facility.
Number The number assigned to the store.
Sell Displays if the the store is used to sell goods and

services. For example, an administration office or
warehouse may not be used for selling.

Inactive A check mark in this column indicates that a store
is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
stores to appear on the list. Toggle off if the inactive
stores are not to appear on the list.
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(%) Store Master

File Edit Help

Number: 1

Name:

Contact: ‘

|®| Has own address?

d

Street |

City:
Postal Code:
Phone #

Province:
Country:
Fax #:

Email: |

(Web Page: |

|®| Gan sell from store?

Year End Transfer:

Cancel

|| Inactive?

Figure 2.8: Store Master window

2.4 Creating a Store

ey

15

— First, go to the store list. For a review of the store list see

Section 2.3. Click on the “New” button in the bottom left hand corner
of the store list. The store master window will be displayed as shown in

Figure 2.8.

The store master window is used to define or edit information on the

physical company stores.

Name The name given to the store.

Number
Contact

Has own address?
address.

Address

The number assigned to the store.

The contact person in the store.

Toggle on or off. Toggle on if the store has its own

Enter the address specific to the store. The address

entered here will be used on printed forms such as
customer invoices, purchase orders and vendor in-

voices.
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@ Statlon List --

File Activities Help

Mame = [ Number |

|| Show Inactive?

L New J[ Edit JL Befresh JL Print JL Close |

A

Figure 2.9: Station List window

Can sell from store? Toggle on or off. Toggle on if the company sells
products or services at the store.

Year End Transfer When the preliminary year end process is run a jour-
nal entry is created that transfers profit and loss bal-
ances to the retained earnings account. The journal
entry transaction number for that transaction is dis-
played here.

Inactive? Toggle on or off. Toggle off to set the store to inac-
tive. Toggle on to re-set the store to active.

2.5 List of Stations

“Setup” — “System” — “Stations” — The work station list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar
main window. The drop down window will be displayed. Select “System”
followed by “Stations”. The station list window will be displayed. See
Figure 2.9

The term “station” refers to work stations and point-of-sale devices.

The body of the station list contains the following:
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@ Station Master

File Edit Help
Name: |GEER] oK
= 1
Number: 1
Next
Cffline #: 1 Lﬂ.]
| Inactive?
4

Figure 2.10: Station Master window

Name The name of the work station or point-of-sale device.
Number The number assigned to the station.
Inactive A check mark in this column indicates that a station

is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inac-
tive stations to appear on the list. Toggle off if the
inactive stations are not to appear on the list.

2.6 Creating a Station

Hew — First, go to the station list. For a review of the station list

see Section 2.5. Click on the “New” button in the bottom left hand corner
of the station list. The station master window will be displayed as shown in
Figure 2.10.

The station master window is used to define or edit information on the
physical work stations. Defining work stations is of particular importance
if you are using the Quasar point-of-sale and will be balancing your cash
using the Quasar cash reconciliation module. You will require at least one
work station for each point-of-sale terminal. You will also require one
station for your safe to which funds will be transferred. For example, cash
is transferred from the point-of-sale to the safe during cash reconciliation.
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Name The name given to the station.
Number The number assigned to the station.

Note: If defining a point-of-sale station, the num-
ber entered here must match exactly the
number entered in the point-of-sale config-
uration on the point-of-sale terminal.

Offline# Quasar tracks the next offline number at each point-
of-sale station. An offline number is assigned to each
transaction that is created at a point-of-sale device
when that point-of-sale device is offline and not com-
munication with the server.

Inactive? Toggle on or off. Toggle off to set the station to
inactive. Toggle on to re-set the station to active.

2.7 List of User Securtiy Types

“Setup” = “System” = “Security Types” —— The security types list
can be viewed by clicking on “Setup” in the menu bar at the top of the
Quasar main window. The drop down window will be displayed. Select
“System” followed by “Security Types”. The security types list will be
displayed. See Figure 2.11.

The security types list displays a listing of definded user security types.
Each security type can contain its own unique control.

The body of the security types list contains the following:

Name The name of the security type.
Active A check mark indicates that a security type is inac-
tive.

In the bottom left hand corner of the list you will see the “show inactive”
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
security types to appear on the list. Toggle off if the
inactive security types are not to appear on the list.
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-@) Security Type List .-

File Activities Help

Name w |

|| Show Inactive?

L New .H Edit JL Befresh Jl. Print JL Close J

A

Figure 2.11: Security Types List window

2.8 Creating a Security Type

Mew — First, go to the security type list. For a review of the security

type list see Section 2.7. Click on the “New” button in the bottom left hand
corner of the security type list. The security type master window will be
displayed as shown in Figure 2.12.

The security type master is used to define security access for users who are
linked to the security type. Users are linked to the security type in the
user master screen. The user master screen is available using the quasar
setup utility.

Name The name given to the security type.

Rules The section displays the rules. Click on the ” Add”
button at the bottom of the window. When adding
rules it is important to set the default setting first.
For example, if the user will be allowed to create
and view most screens then, from the drop down
menu, set the screen ” All” with the create and view
rule turned on. Once you have set your defaults for
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@ Security Type Master

Eile Edit Help
e Managed | o |
Screen IVIEW? Create? |Update? iDeIete? |
. . Next
Customerlinveice v v v —
| Inactive?

| Add JL Edit J L Delete J Up Down

Figure 2.12: Security Type Master window

the security type, you can set specific rules screen
by screen. There are four rules that may be defined
for screens.

View Toggle on or off. Toggle on to allow the
user to view a record in the screen.

Create Toggle on or off. Toggle on to allow
the user to create a record using the
screen.

Edit Toggle on or off. Toggle on to allow the
user to edit a record using the screen.

Delete Toggle on or off. Toggle on to allow
the user to delete a record using the
screen.

Inactive? Toggle on or off. Toggle off to set the security type
to inactive. Toggle on to re-set the security type to
active.

2.9 List of Taxes

“Setup” = “System” =— “Taxes” —— The inventory tax list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar main
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O o [ =T S

File Activities Help

MName | Description | Rate |
Baoth GST and PST

GST Goods and Services 7.0%
PST Provincial Tax 7.0%

|| Show Inactive?

L New _Jl Edit JI_ Refresh JL Print JL Close J

A

Figure 2.13: Taz List window
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window. The drop down window will be displayed. Select “Inventory” fol-
lowed by “Taxes”. The tax list window will be displayed. See Figure 2.13

The tax list displays the taxes required to purchase and sell certain

products.

The body of the tax list contains the following:

Name
Description
Rate

Active

The name of the tax.
The description of the tax.

The percentage rate of the tax.

A check mark indicates that a tax is inactive.

In the bottom left hand corner of the list you will see the “show inactive”

toggle:

Show Inactive

Toggle on or off. Toggle on if you wish the inactive
taxes to appear on the list. Toggle off if the inactive

taxes are not to appear on the list.
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-®_ Tax Master ..!
Eile Edit Help
Name: oK
Deseription: |G‘oods and Services

Next
|| Tax Group?

Contraol Taxon Tax Eaneel J

Number:  [1204567 e e
Bate: 7.0%

Tax Gollested: |GST Collected

TaxPaid:  |GST Pald

Figure 2.14: Tax Master window

2.10 Creating a Tax

New — First, go to the tax list. For a review of the tax list see

Section 2.9. Click on the “New” button in the bottom left hand corner of the
tax list. The tax master window will be displayed as shown in Figure 2.14.

The taxes defined in the tax master are used to purchase and sell items.
An individual tax or a group of taxes may be defined. For example, you
may define two taxes, taxl and tax2. If an item you purchase or sell
requires both taxes be applied you will need to define a tax group that
contains both taxl and tax2. You can even define if one tax is assessed on
top of another tax.

Name The name of the tax or tax group.
Description The description of the tax or tax group.
Inactive Toggle on or off. Toggle on to set the tax to an

inactive state. Toggle off to re-instate the tax to its
active state.

Tax Group Toggle on or off. Toggle on to set the tax to be a
tax group. Toggle off to set the tax to be a single
tax.

Control The control folder contains information spe-
cific to an individual tax.
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Number The unique tax number assigned to your
organization.
Rate The percentage rate for the tax.

Tax Collected The ledger account that tax amounts
will be posted to when the tax is col-
lected in a sale.

Tax Paid The ledger account that tax amounts
will be posted to when the tax is paid
in a purchase.

Tax on Tax The tax on tax folder is used to define other taxes
that this tax will be assessed on.

Name The name of the tax upon which this
tax will be assessed.

Description A description of the tax.

Groups When the tax group toggle is on the tax group table
is displayed. Enter the taxes that will form the tax

group.

Name The name of the taxes that are in-
cluded in the group.

Description The description of the taxes that are
included in the group.

2.11 List of Groups

“Setup” = “System” = “Groups” — The group list can be viewed by
clicking on “Setup” in the menu bar at the top of the Quasar main window.
The drop down window will be displayed. Select “System” followed by
“Groups”. The group list window will be displayed. See Figure 2.15

The group list displays a list of groups. Groups may be used to group
accounts, group customers, group vendors and group items for both

functional and reporting purposes.

The body of the group list contains the following:
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_®_ Group List

File Activities Help

Name

Profit A

Profit BCD

Bronze

Gold

Silver

Beer

Pop

Soup

|| Show Inactive?

! Type =

Account
Account
Customer
Customer
Customer
ltem

[tem
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L New J[ Edit JL Befresh JL Print JL Close |

|

A

Figure 2.15: Group List window

Account

Customer

Vendor

Items

Account groups link ledger accounts for the purpose
of reporting. For example, a profit and loss state-
ment can be printed for only those accounts included
in a group.

Customer groups link customers for the purpose of
special pricing and reporting. For example, you may
sell an item to only a specific group of customers at
a special price.

Vendor groups link vendors for the purpose of spe-
cial costing and reporting.

Item groups link items for the purpose of pricing and
reporting. For example, you can link a price (regular
or promotional) to all items within a group.

In the bottom left hand corner of the list you will see the show inactive

toggle:

Show Inactive

Toggle on or off. Toggle on if you wish the inac-
tive groups to appear on the list. Toggle off if the
inactive groups are not to appear on the list.
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File Edit Help
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Figure 2.16: Group Master window

2.12 Creating a Group

Hew — First, go to the group list. For a review of the group list see

Section 2.11. Click on the “New” button in the bottom left hand corner
of the group list. The group master window will be displayed as shown in
Figure 2.16.

The Group Master window is used to create account groups, customer
groups, vendor groups and item groups.

Name The name of the group.
Description A brief description of the group.
Type There are four group types:
Account Account groups link ledger accounts

for the purpose of reporting. For ex-
ample, a profit and loss statement can
be printed for only those accounts in-
cluded in a group.

Customer  Customer groups link customers for the
purpose of special pricing and report-
ing. For example, you may sell an item
to only a specific group of customers at
a special price.

Vendor Vendor groups link vendors for the pur-
pose of special costing and reporting.
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@ Recurring Transactions

File Activities Help

Type [ Description | Card/Group | LastPosted | NextDue l Cwerdue |

Customer Invoice Recurring Billing (Sa... Joe's Confracting 1704 1/B/04 -31

|| Show Inactive?

Edit l Befresh Jl Brint Jl Close J
#

Figure 2.17: Recurring Transactions List window

Employee  Employee groups link employees for the
purpose of reporting.

Personal Personal groups link personal cards for
the purpose of reporting.

Items Item groups link items for the purpose
of pricing and reporting. For example,
you can link a price (regular or promo-
tional) to all items within a group.

Inactive Toggle on or off. Toggle on to set the charge to
inactive.

2.13 List of Recurring Transactions

“Setup” = “System” = “Recurring Txs” —— The recurring trans-
action list can be viewed by clicking on *“Setup” in the menu bar at the
top of the Quasar main window. The drop down window will be displayed.
Select “System” followed by “Recurring Txs”. The recurring transaction
list window will be displayed. See Figure 2.17.

The recurring list provides a list of all transactions that will recur. You
can set a transaction to recur daily, weekly, bi-weekly, semi-monthly,
monthly, quarterly, semi-annually, annually or on demand.
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The body of the recurring transaction list contains the following:

Type

Card

Last Posted

Next Due

Overdue

The recurring type is displayed.

Customer Invoice

Journal Entry

Cheque

Vendor Invoice

Vendor Payment

Designates that the recur-
ring transaction is a customer
invoice.

Designates that the recur-
ring entry is a basic journal
entry.

Designates that the recur-
ring entry is a cheque .

Designates that the recur-
ring entry is a vendor in-
voice.

Designates that the recur-
ring entry is a vendor pay-
ment.

The name of the card affected if indeed a card is
affected by this recurring transaction.

The last date that the recurring transaction was

posted.

The next date that the recurring transaction is due

to be posted.

The number of days the the recurring transaction is
overdue by. A positive number denotes days over-
due. A negative number denotes days until the next

posting date.

In the bottom left hand corner of the list you will see the show inactive

toggle:

Show Inactive

Toggle on or off. Toggle on if you wish the inac-
tive groups to appear on the list. Toggle off if the
inactive groups are not to appear on the list.
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Q) - Recurming Transaction

Eile Edit Help
— Transaction
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Cancel
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Figure 2.18: Recurring Transaction window

2.14 Creating a Recurring Transaction

Create a recurring transaction from the transaction you wish to recur. In
the top left hand corner of a journal entry, write cheque , customer invoice,
vendor invoice or vendor payment transaction click on “File”. Follow by
clicking on Recurring. The Recurring Transaction screen will be displayed.
If you wish to edit a recurring transaction go to the recurring list. For a
review of the recurring list see Section 2.13. Double click on a recurring
transaction you wish to edit. The recurring transaction window will be
displayed as shown in Figure 2.18.

The Recurring Transaction screen is used to create/edit a recurring
transaction record and to post recurring transactions. There are
transactions such as the payment of rent that recur at regular intervals. By
creating a Quasar recurring transaction you will not only save time, but
you will also help ensure the transaction is recorded in a timely manner.

Transaction Displays information about the transaction to recur.

Type Displays the recurring trans-
action type.

Customer Invoice Designates

that the recurring trans-
action is a customer in-
voice.
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Journal Entry Designates
that the recurring en-
try is a basic journal en-
try.

Cheque Designates that the
recurring entry is a cheque

Vendor Invoice Designates
that the recurring en-
try is a vendor invoice.

Vendor Payment Designates
that the recurring en-
try is a vendor payment.

Id# The id number of the trans-
action to recur.

Store The store in which the trans-
action is to recur.

Date The date of the original trans-
action.

Card The card affected by the re-
curring transaction.

Frequency Define the frequency of that the transaction will re-
cur.
Type Select a frequency type. You

Max Postings

Day 1

may select daily, weekly, bi-
weekly, semi-monthly, monthly,
quarterly, semi-annually, an-
nually or other.

Select the maximum num-
ber of repetitions for the re-
curring transaction.

If you have selected ”semi-

monthly” as the frequency

type you must enter the first

day of each month that the

recurring transaction will oc-
cur.
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Day 2 If you have selected ”semi-
monthly” as the frequency
type you must enter the sec-
ond day of each month that
the recurring transaction will

occur.
Postings The posting section displays data about previous
and future postings.

Last Posted Displays the last date that
the recurring transaction was
posted.

Next Due Displays the next date that

the recurring transaction will
be due for posting.

Posting Count Displays the number of times
this recurring transaction
has been posted.

Overdue Days Displays the number of days
the recurring transaction is
overdue. A positive num-
ber denotes the number of
days the transaction is over-
due. A negative number
denotes the number of days
until the next posting date.

Post Click on "Post” to post the recurring transaction.
Inactive Toggle on or off. Toggle on to set the charge to
inactive.

2.15 Define Transaction Number Sequence

“Setup” = “System” —> “Sequence Numbers” — The sequence num-
bers window can be viewed by clicking on “Setup” in the menu bar at the
top of the Quasar main window. The drop down window will be displayed.
Select “System” followed by “Sequence Numbers”. The sequence numbers
window will be displayed. See Figure 2.19.
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@ Sequence Numbers

Eile Edit Help
—Mext Numbers
Type Minimum Maximum Next
Data Object: | 1 | 1000000000 | 223
Journal Entry: | 1 | 10000000000 | 1
Ledger Transfer: | 1 | 10000000000 | 1
Card Adjustment: | 1 | toooooooaoo | 1
Gustomer nvoice: | 1 | 1000000000 | 1
Customer Return: | 1 | 1ooooooooo | 1
Gustomer Payment: | 1| 1oooooooooo | 1
Customer Quote: | 1 | 10000000000 | 1
Vendor Involes: | 1 | 1000000000 | 1
Vendor Claim: | 1 | 10000000000 | 1
Purchase Order: | 1 | 10000000000 | 3
Packing Slip: | 1 | 10000000000 | 3
Nosale: | 1 | 1000000000 | 1
Payout; | 1 | 1oooooooooo | 1
Withdraw: | 1| 1oooooooooo | 1
Shift | 1 | 10000000000 | 1
hem Adjustment. | 1 | 10000000000 | 1
ltem Transfer: | 1 | 10000000000 | 1
Physical Count. | 1 | 10000000000 | 1
Label Baich: | 1 | 10000000000 | 2
Price Batch: | 1 | tooooaooooo | 2
Promo Batch: | 1 | toooooooaoo | 1
Store Number: | 1| 1oooooooooo | 1
Station Number: | 1 | 1oooooooooo | 1
Tender Count#: | 1 | 10000000000 | 1
TenderMenu#: | 1 | 1ooooooooon | 1
oK Close

Figure 2.19: Sequence Numbers window
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-® Open Balances .-‘

File Edit Help
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Figure 2.20: Open Balances window

Utilize the sequence numbers window to define the next sequence number
for the various transactions within Quasar .

2.16 Enter Opening Balances

“Setup” = “System” = “Open Balances” — The open balances win-
dow can be viewed by clicking on “Setup” in the menu bar at the top of
the Quasar main window. The drop down window will be displayed. Select
“System” followed by “Open Balances”. The open balances window will
be displayed. See Figure 2.20.

The open balances screen is for use when first setting up Quasar. Its
purpose is to provide a mechanism for entering the opening balances of
your customer’s receivable accounts, your vendor’s payable accounts, your
inventory and your general ledger accounts,
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Year End Prliminary and
Final Close

When you first install Quasar there is no fiscal year dates set. It is suggested
that you enter your opening balance for a previous year and do a preliminary
close at which time you set the dates for your fiscal year. Once you are sure
that no further changes are required you can do a final year end close.

3.1 Preliminary Year End Close

“Setup” = “Ledger” — “Preliminary Year End” —

Use this screen to run the preliminary year end process. It can only be
run when last year closed is 'Y’ and you specify the new start of year date
when you run it. It sets the year start date in the company, set last year
closed to ’N’, and does a transfer of all income statement balances to the
retained earnings account with a date of 12:00AM on the start of year date.
There is a transfer per store and you can see the current year end transfer
number in the store master. The transfer is just a general ledger posting.

After the preliminary year end process is run, if you post a new
transaction in to the previous year and it involves income statement (profit
and loss) accounts, the transfer for the store is updated to transfer the
balances to retained earnings.

3.2 Final Year End Close

“Setup” = “Ledger” — “Final Year End” —

33
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@ Preliminary Year End ...

File Edit Help

The preliminary year end is the first part of

the year end process. Ittransters your

income statement balances to retained earnings
and allows you time to finalize any adjustments
you wish to do in the previous year before a
final year end is done.

Startof new year. [18/8/04 |

l Ok JL Cancel J

A

Figure 3.1: Preliminary Year End window

Use this screen to run the final year end process. It can only be run
when last year closed is 'N’ and you have completed the preliminary year
end process. After the final close you can no longer create transactions that
effect the previous years operations.
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@ Final ¥Year End

File Edit Help

The final year end closes off a year so you
can no longer make adjustments to it. Itis
run after you have done the preliminary year
end and completed any adjustments,

L oK JL Cancel }

4

Figure 3.2: Final Year End window
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Setup Card

4.1 List of Payment Terms

“Setup” = “Card File” = “Terms” —— The terms list can be viewed
by clicking on “Setup” in the menu bar at the top of the Quasar main
window. The drop down window will be displayed. Select “Card File” fol-
lowed by “Terms”. The terms list window will be displayed. See Figure 4.1

The terms list displays a list of the payment terms defined for both
vendors and customers.

The body of the terms list contains the following:
Name The name of the payment term.
Inactive The active state of the term.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
terms to appear on the list. Toggle off if the inactive
terms are not to appear on the list.

4.2 Creating a Payment Term

Hew — First, go to the terms list. For a review of the terms list see

Section 4.1. Click on the “New” button in the bottom left hand corner of the
term list. The term master window will be displayed as shown in Figure 4.2.

37
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@ Terms List

Eile Activities Help

|| Show Inactive?

L New J[ Edit IL Befresh JL Print ;L Close J

4

Figure 4.1: Terms List window

File Edit Help

MName: 2.0% 10 Net 30 OK

|[C} Cash On Delivery? Next

Due Days: | 30 lecount:| 2.0% Cancel [

Discount Days: 10 |} Inactive?
¥

Figure 4.2: Term Master window
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The terms master window is used create specific payment terms for

customers and vendors.

Name

Cash on Delivery?

Due Days

Discount Date

Discount

Inactive

Quasar creates the term name using the informa-
tion entered in the Due Days, Discount Days and
Discount fields.

Toggle on or off. Toggle on to set the terms to
“COD” which means the payment is due on delivery
of the goods to the customer.

The number of days, after the invoice date, which
an invoice is due and payable.

If an early payment discount is to be given, enter
the number of days before which an invoice must be
paid, in order for the discount to take effect.

If an early payment discount is to be given, enter
the percentage amount of the discount.

Toggle on or off. Toggle on to set the term to inac-
tive.

4.3 List of Customer Types

“Setup” = “Card File” — “Customer Type” —— The customer type
list can be viewed by clicking on “Setup” in the menu bar at the top of
the Quasar main window. The drop down window will be displayed. Select
“Card File” followed by “Customer Types”. The customer types window
will be displayed. See Figure 4.3.

The customer type list displays a list of the various customer type records
that have been created. Customer types can be used to define default
information that will be used when creating new customer records. Some
changes to the customer types record automatically change the customer
records linked to it. For example, if you change the interest rate in a
customer type, then the customers linked to that type have their interest
rate changed accordingly.

The body of the customer type list contains the following:
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_® Customer Type List -.

File Activities Help

Mame = | Account
Commercial Accounts Receivable
Credit AR Credit

Equity AR Equity

Regular Accounts Recelvable

|| Show Inactive?

L New JL Edit JL Befresh JL Print JL Close J

A

Figure 4.3: Customer Type window

Name The name of the customer type.
Account The ledger account that the type is linked to.
Inactive The active state of the customer type .

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
customer types to appear on the list. Toggle off if
the inactive customer types are not to appear on the
list.

4.4 Creating a Customer Type

Hew — First, go to the customer type list. For a review of the cus-

tomer type list see Section 4.3. Click on the “New” button in the bottom left
hand corner of the customer type list. The customer type master window
will be displayed as shown in Figure 4.4.

The ”Customer Type Master” window is used store default data about a
specific type of customer. This default data is then used when creating a
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_® Customer Types Master

File Edit Help

Name: Comrnercial

AR Account: |Accounts Receivable

Terms: |Net a0

Tax Exempt: |

Credit Limit: $0.00

—Transactions

Service Charge:| 18.0% |®| Statements?

|®| Gan Charge?

|| Gan Withdraw?

|| Can Make Payment?

|| Check Withdraw Balance?
|| Second Receipt?

MNext
Cancel

|} Inactive?

Figure 4.4: Customer Type Master window

new customer with the customer master screen. If the interest rate is
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changed in the customer type master, then the interest rate is also changed
in each of the customer records linked to the customer type. This will save

considerable time if you find a requirement to adjust your interest rate

charged on overdue accounts. Therefore, even if you only have one account

type, it is recommended that you create an account type record.

Name The name of the customer type.

AR Account The accounts receivable ledger account that will be

linked to customers.

Terms Enter the default payment terms that apply to the
customers.

Tax Exempt Enter the tax or tax group from which the customer
is exempt.

Credit Limit Enter the maximum credit that will be available to

the customer.
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Service Charge

Statement?

Transactions

Inactive
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Enter the annual service charge percentage that will
be charged to the customer on past due invoices.

Toggle on or off. Toggle on if the statements will be
printed for the customers.

Controls specific types of transactions that can be
created for the customer.

Can Charge Toggle on or off. Toggle on if the
customer can charge to a receivable account.

Can Withdraw Toggle on or off. Toggle on if the
customer can withdraw cash from their receiv-
able account.

Can Make Payment Toggle on or off. Toggle on
if the customer can make a payment to their
receivable account.

Check Withdraw Balance Toggle on or off. Tog-
gle on if the customer can only withdraw cash
when their receivable account is in a credit bal-
ance.

Second Receipt Toggle on or off. Toggle on if a
second receipt is always required by this cus-
tomer.

Toggle on or off. Toggle on to set the customer type
to an inactive state. Toggle off to re-instate the
customer type to its active state.

4.5 List of Patronage Groups

“Setup” = “Card File” — “Patronage Groups” — The patronage
group list can be viewed by clicking on “Setup” in the menu bar at the top
of the Quasar main window. The drop down window will be displayed. Se-
lect “Card File” followed by “Patronage Groups”. The patronage groups
window will be displayed. See Figure 4.5.

The patronage group list displays a list of patronage groups. Patronage
groups are created to link customer accounts for the purpose of allocating

patronage.
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@ Patronage Group List -.

File Activities Help

MName w | Number
Joe's Contracting 1000
Sally Nopay 2000
Sammy Slowpay 3000

|| Show Inactive?

l New _Jl Edit JI. Refresh JL Print JL Close J

A

Figure 4.5: Patronage Group list

The body of the patronage group list contains the following;:

Name The name of the patronage groups.
Number The number assigned to the patronage groups
Inactive The active state of the patronage group.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
patronage groups to appear on the list. Toggle off if
the inactive patronage groups are not to appear on
the list.

4.6 Creating a Patronage Group

Mew — First, go to the patronage group list. For a review of the

patronage group list see Section 4.5. Click on the “New” button in the
bottom left hand corner of the patronage group list. The patronage group
master window will be displayed as shown in Figure 4.6.
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E‘) Patronage Group Master

Eile Edit Help

Name: _Ioe's Contracting [8]4

Mumber: W

Members: Customeror Vendor !Numher !Typa H
iloe's Contracng 1000 Cusiomer|d | Gancel |
-_2-..102'3 Contracting . 1001. Gustomerl || Inactive?
“_;Jce's Contracting - 10[}2- Gustomer. 5
__:I.Joe's Contracting . 10001.
5

Equity Member: |Joe's Contracting

Credit Member: |Joe's Contracting

Figure 4.6: Patronage Group Master window
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The ”Patronage Group Master” window is used to link multiple customer
accounts to a patronage group for patronage reporting and patronage
allocation purposes.

Name The name of the patronage group.
Number The number assigned to the patronage group.

Card Entry Table Use this section to enter the cards which will link to
the patronage group.

Customer or Vendor The customer or vendor linked
to the patronage group.

Number Quasar displays the customer or vendors
number.

Type Quasar displays whether the card is a cus-
tomer or vendor.

Equity Member Enter the receivable card to which patronage equity
allocations will be posted.

Credit Member Enter the receivable card to which patronage credit
allocations will be posted.

Inactive Toggle on or off. Toggle on to set the patronage
group to an inactive state. Toggle off to re-instate
the patronage group to its active state.

4.7 List of Patronage Worksheets

“Setup” = “Card File” = “Patronage Worksheet” —— The patron-
age worksheet list can be viewed by clicking on “Setup” in the menu bar
at the top of the Quasar main window. The drop down window will be
displayed. Select “Card File” followed by “Patronage Worksheet”. The
patronage worksheet list will be displayed. See Figure 4.7.

The patronage worksheet list displays a list of patronage worksheets.
Patronage worksheets are created to calculate member equity and credit

allocations for Co-operative organizations.

The body of the patronage worksheet list contains the following:
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_®_ Patronage \f‘nl'o.ri-:_sheeti_.ist . .-

File Activities Help

Description  w |

Sample Patonage Waorksheet

|| Show Inactive?

L New J[ Edit JL Befresh JL Print JL Close |

A

Figure 4.7: Patronage Worksheet list

Description A description of the patronage worksheets.

Inactive The active state of the patronage worksheet.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
patronage worksheets to appear on the list. Toggle
off if the inactive patronage worksheets are not to
appear on the list.

4.8 Creating a Patronage Worksheet

Hew — First, go to the patronage worksheet list. For a review of the

patronage worksheet list see Section 4.7. Click on the “New” button in the
bottom left hand corner of the patronage worksheet list. The patronage
worksheet master window will be displayed as shown in Figure 4.8.

The ”Patronage Worksheet” window is used to view and create patronage
allocations for a specified period of time. Patronage points can be
allocated based on a customers purchases, purchases from a vendor and
decreases in the customers receivable account balances.
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(@) Patronage Worksheet

File Edlit Help
Description |Samp|e Patronage Worksheet OK
Fram Date: 1/7/04 @ To Date: 1/7/04 @
) Next
Equity Amount $50.00 Credit Amount $10.00
Equ\tyf-\ccount:|Misce|\aneuus Credithccount:‘Miscellaneous Cancel l
Equity Mema: |Equ|tySampIe Credit Memo: ‘CredltSampIe | Inactive?
[Totﬁls | Sales | Purchases ‘ Balance Change ‘ Adjustments ] Reload
Patronage Group !Sales | Purchases IBaIances !Ad]usts ‘Total Points !Equn‘y |Gred\t !Tota\ Alloc | Pririt
Joe's Contracting 7,040 0 0 0 7,040 $43.86 $8.77 $52.63 QB ol
Sally Mopay 558 1] 0 o 558 §3.48 $0.70 $4.18 Post
Sammy Slowpay 428 ] ] ] 428 $2.68 $0.53 $3.19 ;l
4
Figure 4.8: Patronage Worksheet Master window
Description The description for your patronage worksheet.
From Date The starting date for the patronage points calcula-
tion.
To Date The ending date for the patronage points calcula-
tion.
Equity Amount Enter the amount of patronage that will be allocated
as equit.
Equity Account Enter the ledger account that will be credited when
the equity is allocated to the patronage groups.
Equity Memo Enter the memo that will appear on all card adjust-
ments created by Quasar when equity is allocated
to the patronage groups.
Credit Amount Enter the amount of patronage that will be allocated

as credit.
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Totals Sales | Purchases Balance Change Adjustments ] Reload
Patranage Group | Sales Purchases |Balances |Adjusts | Total Points | Equity Credit | Total Alloc Piint
Woe's Contracting T.040 i} 1] 1] 7,040 $43.86 $8.77 $52 63 ;J
Sally Nopay 558 1] i} 1] 558 $a48 $0.70 $4.18 Post
Sammy Slowpay 428 0 ] ] 428 $2.66 $0.53 fa1e

Figure 4.9: Patronage Worksheet Master - Totals window

Credit Account Enter the ledger account that will be credited when

the credit is allocated to the patronage groups.

Credit Memo Enter the memo that will appear on all card adjust-

Totals

ments created by Quasar when credit is allocated to
the patronage groups.

The totals folder displays the total points calculated
for each patronage group. Points are calculated by
clicking on the "Reload” button. Figure 4.9 shows
a sample of the totals folder.

Patronage Group The name of the patronage
group.
Sales The patronage points allo-

cated to the patronage group
as a result of their purchases
from you as your customer.

Purchases The patronage points allo-
cated to the patronage group
as a result of your purchases
from them as your vendor.

Balances The patronage points allo-
cated to the patronage group
as a result of the paying down
of receivable accounts.

Total Points Total patronage points allo-
cated to the patronage group.

Equity The amount of equity that
will be allocated to the eq-
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[Tutﬁls | Sales | Purchases | Balance Changs | Adjustments ]

Group # | Group Name
1000 Joe's Cumracting
2000 Sally Nopay
3000 Sammy Slowpay
Total

|| Customer Detail?

| et Sales

Paoints
$7,040.00 7.040
$558.41 558
$428.00 428
$8.026.41 8,028

|| Deparment Detail?

Figure 4.10: Patronage Worksheet Master - Sales window

Sales

Credit

Total Allocation

uity account for the patron-
age group.

Reload
Print
Post

The amount of the credit that
will be allocated to the credit
account for the patronage group.

The total patronage alloca-

tion for the patronage group.

The sales folder displays the total points calculated
for each patronage group for sales to customers who
belong to the patronage group. You can turn the
customer detail and/or the department details on by
clicking on the appropriate flag. Figure 4.10 shows
a sample of the sales folder.

Group

Group Name

Cust #

Customer Name

The number for the patron-
age group.

The name of the patronage
group.

The customer number for cus-
tomers in the patronage group.

The name of customers in
the patronage group.
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Totals Sales Purchases Balance Change Adjustments ] Reload
Group # | Group Name | Purchases | Points Print
Total $0.00 0 | SIS
Paost
|| Vendor Detail? Purchase Points: 0

Figure 4.11: Patronage Worksheet Master - Purchases window

Department The department from which
sales were made.

Dept Pnts The points for sales within
each department.

Net Sales The net sales to the customer
or patronage group.

Points The total patronage points
allocated for sales.

Purchases The purchases folder displays the total points calcu-
lated for each patronage group for purchases from
vendors who belong to the patronage group. You
can turn the vendor detail on by clicking on the
vendor detail flag. The number of points assigned to
each dollar of purchases can be set by enter the mul-
tiplication factor in the " Purchase Points” attribute.
For example entering ”1” will assign 1 point for each
dollar of purchases. Figure 4.11 shows a sample of
the sales folder.

Group The number for the patron-
age group.
Group Name The name of the patronage

group.
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I Totals | Sales | Purchases | Balance Change [ Adjustments

o1

Group # | Group Name | Starting | Ending | Change |Paints |

1000 Joe's Contracting $0.00 $2.335.60 $2 335.80 1]
Total $0.00 $2,335.60 $2,335.60 a

Reload
Print
Post

|| Customer Detail?

Balance Points: 0

Figure 4.12: Patronage Worksheet Master - Balance Change window

Balance Change

Cust # The customer number for cus-
tomers in the patronage group.

Customer Name The name of customers in
the patronage group.

Department The department from which
sales were made.

Dept Pnts The points for sales within
each department.

Net Sales The net sales to the customer
or patronage group.

Points The total patronage points
allocated for sales.

The balance change folder displays the total points
calculated for each patronage group for reduction of
accounts receivable balance. You can turn the cus-
tomer detail on by clicking on the customer detail
flag. The number of points assigned to each dollar
of balance reduction can be set by enter the multi-
plication factor in the ”Purchase Points” attribute.
For example entering ”1” will assign 1 point for each
dollar of accounts receivable reduction. Figure 4.12
shows a sample of the sales folder.
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Group The number for the patron-
age group.

Group Name The name of the patronage
group.

Cust # The customer number for cus-

tomers in the patronage group.

Customer Name The name of customers in
the patronage group.

Sarting The accounts receivable bal-
ance as/at the start of the
points allocation period.

Ending The ending accounts receiv-
able balance as/at the end
of the allocation period.

Change The net change to the ac-
counts receivable balance

Points The total patronage points
allocated for change to ac-
counts receivable balance..

Adjustments The adjustments folder is used to manually adjust
the patronage points of a pat group.

Figure 4.13 shows a sample of the adjustments folder.

Group The number for the patron-
age group.

Group Name The name of the patronage
group.

Points The total patronage points
adjusted.

Reason The reason for the adjust-
ment.

Add Click on the “Add” button

to add a manual adjustment.
Figure 4.14 shows a sample
of the add adjustment win-
dow.
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I Totals | Sales | Purchases | Balance Change | Adjustments ] Reload
Group # | Group Name ‘ Paints | Reason Print
1000 Joe's Contracting -20.Gorrectmg Last Years Error i
Total -20 Post

L Add “ Edit “ Remove }

Figure 4.13: Patronage Worksheet Master - Adjustments window

@ Add Adjustment

Group:
Points:

Reason: |

Cancel

Figure 4.14: Patronage Worksheet Master - Add an Adjustments window
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Reload

Print

Post
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Click on the reload button to recalculate the alloca-
tions based on the entered parameters.

Click on the print button to print a hard copy of the
points allocation.

Click on the post button to post the equity and cred-
its to the appropriate equity and credit customer ac-
counts. A customer adjustment will be created for
each equity allocation and each credit allocation.
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Setup Inventory

5.1 List of Departments

“Setup” = “Inventory” — “Departments” — The inventory depart-
ment list can be viewed by clicking on “Setup” in the menu bar at the top of
the Quasar main window. The drop down window will be displayed. Select
“Inventory” followed by “Departments”. The department list window will
be displayed. See Figure 5.1

Departments are the highest level within the inventory hierarchy. Its only
function is to provide a mechanism to sort and group inventory for lists

and reports.

The body of the department list contains the following:

Name The name of the department.

Number The number of the department.

Inactive A check mark indicates that a department is inac-
tive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive

departments to appear on the list. Toggle off if the
inactive departments are not to appear on the list.
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_®_ Department List --

File Activities Help

Mame = | Number

Hardware 200
Labaur 300
Liguar 400
Packages 500
Petraleum 600

|| Show Inactive?

L New J[ Edit JL Befresh JL Print JL Close |

A

Figure 5.1: Department List window

5.2 Creating a Department

Hew — First, go to the department list. For a review of the depart-

ment list see Section 5.1. Click on the “New” button in the bottom left
hand corner of the department list. The department master window will be
displayed as shown in Figure 5.2.

The department master window is very simple. The only attribute that is
required is the department name. The department name should be as
descriptive as possible as a departments sole purpose is for sorting and
grouping inventory items when listing or reporting.

Name Enter the name of the department.
Number The number of the department.
Points Co-operative organizations sometimes allocate prof-

its back to members based on points. Set the points
assigned to every dollar of purchases for this depart-
ment. Default is one.

Inactive? Toggle on or off. Toggle on to make the department
inactive. Toggle off to re-instate the department as
active.
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"D Depsineniorer ==

Eile Edit Help

Name: |[EEREEY oK
Mumber: |200
Paoints: 1 Lij

Cancel

(| Inactive?

A

Figure 5.2: Department Master window

5.3 List of Sub-Departments

“Setup” = “Inventory” =— “Sub-Departments” —— The inventory
sub-department list can be viewed by clicking on “Setup” in the menu bar
at the top of the Quasar main window. The drop down window will be
displayed. Select “Inventory” followed by “Sub-departments”. The sub-
department list window will be displayed. See Figure 5.3

Sub-departments, while not required, if used correctly, can be a
tremendous asset. Not only are sub-departments valuable for sorting and
listing reports, they also provide default attributes for the fast entry of
new items. We highly recommend the use of sub-departments.

The body of the sub-department list contains the following:

Name The name of the sub-department.

Number The number of the sub-department.

Department The name of the department that the sub-department
is linked to.

Active A check mark indicates that a department is inac-
tive.

In the bottom left hand corner of the list you will see the show inactive
toggle:
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.'®_ Subdﬁpartme nt List --

File Activities Help

Name [ Number | Department w |
Canned Food 110 Grocery

Paop 120 Grocery

Praduce 130 Grocery

Hand Tools 210 Hardware

Consulting 3o Labour

Beer 410 Liguer

Kits 510 Packages

Fue| £10 Petroleum

|| Show Inactive?

L New J[ Edit JL Befresh JL Print JL Close |

A

Figure 5.3: Sub-Department List window

Show Inactive Toggle on or off. Toggle on if you wish the inactive
sub-departments to appear on the list. Toggle off if
the inactive sub-departments are not to appear on
the list.

5.4 Creating a Sub-Department

New — First, go to the sub-department list. For a review of the sub-

department list see Section 5.3. Click on the “New” button in the bottom
left hand corner of the sub-department list. The sub-department master
window will be displayed as shown in Figure 5.4.

In addition to providing a way to sort inventory when reporting and
listing, sub-departments can substantially speed up the entry of new items.
By entering a sub-department, while setting up a new inventory item, the
defaulting attributes defined in the sub-department, will immediately be
copied to the inventory item. Following is a list of attributes in the
sub-department master window:

Name The name of the sub-department.

Number The number of the sub-department.
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7@’ Subdepartment Master ..-
Eile Edit Help
Name: Canned Food Number: [110 oK
Department: |Grocery
MNext
Type
|®| Purchased? COGS Account:‘Cost of Sales- B Cancel
(®| Sold? Income Account:‘Sales -B ”
I Inactive?
|®| Inventoried? Asset Account:‘lnventory- B
Purchase Information Sales Information————————————
Purchase Tax:|GST Target GM: | 30.0% Variance:| 2.0%
Selling Tax: [GST |3%| Discountable?
4

Figure 5.4: Sub-Department Master window

Department The name of the department that the sub-department
is linked to.

Inactive Toggle on or off. Toggle on to set the sub-department
to an inactive state. Toggle off to re-instate the sub-
department to its active status.

Type The type section determines if the items are pur-
chased, sold, inventoried, or any combination of the
three. The ledger accounts required will be dis-
played dependent on the combination selected.

Purchased Toggle on or off. Toggle on
if the items will be purchased
through the Quasar purchas-
ing and receiving functions.

Sold Toggle on or off. Toggle on
if the items will be sold through
the Quasar sales functions.

Inventoried Toggle on or off. Toggle on
if the items will be inven-
toried through the Quasar
inventory functions.

Expense Account Defines the ledger account
the items are to be expensed
to when they are purchased.
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The expense account is re-
quired for:

e items that are purchased
only

e items that are purchased
and sold, but not inven-
toried

COGS Account Defines the cost of goods sold
ledger account that will be
posted to when the items are
sold. The cost of goods sold
account is required for:

e items that are purchased,
sold and inventoried

e items that are sold and
inventoried, but not pur-
chased

Income Account Defines the income ledger ac-
count that will be posted to
when the items are sold. The
income account is required
for all items that are sold.

Asset Account Defines the asset ledger ac-
count the will be posted to
when the items are purchased,
added to inventory using the
item adjustment window or
sold. The asset account is
required for all items that
are inventoried.

Purchase Information In this section define information required when the
items are purchased.

Purchase Tax The purchase tax that will
be charged when the items
are purchased from a ven-
dor.
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Sales Information In this section define information required when the
items are sold.

Selling Tax Tax that will be charged when
the items are sold.

Target GM The target gross margin for
the items. The target gross
margin is used by Quasar
to calculate suggested sell-
ing prices based on desired
margins.

Note: CAUTION: When you
update the target mar-
gin for a subdepart-
ment, you will au-
tomatically update the
target margin for all
items linked to the
subdepartment. If
you manage your tar-
get margins by item,
then “do not” edit
the target margin in
the subdepartment.

Variance The variance attribute works
in conjunction with the tar-
get gross margin attribute.
When calculating suggested
price changes Quasar will sug-
gest price changes where the
margin change is greater than
or less than the variance.

Note: CAUTION: When you
update the Variance
for a subdepartment,
you will automatically
update the variance
for all items linked
to the subdepartment.
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_® Location List L .-.

File Activities Help

Store: |Default

Name w | store
Grocery Aisleé 20

Pop.Aisle7 12 Default
Tools. Aisle4,10 Default

|”| Show Inactive?

L New }l Edit J L Befresh }l Print JL Close J

4

Figure 5.5: Location List window

If you manage your
variance by item, then
“do not” edit the tar-
get margin in the sub-
department.

5.5 List of Item Locations

“Setup” = “Inventory” — “Locations” —— The location list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar main
window. The drop down window will be displayed. Select “Inventory”
followed by “Locations”. The location list window will be displayed. See
Figure 5.5

The location list displays a complete list of the inventory locations
specified for your company. You may specify one location, per item, per
store. Defining the location or address of your items is very helpful when
running reports and/or doing functions like taking physical inventory.

The body of the location list contains the following:

Name The name of the location. Location names can in-
clude up to three parts seperated by commas. In
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O Locaionizne: B RSP
File Edit Help

Name: ‘Gmcery,msleszu L oK ]
Store: ‘Deklu\t

Section: M

Fixture: |Aisles Cancel
Bin: 20 T} Inactive?

4

Figure 5.6: Location Master window

the example “Tools,Aislel,34” the item can be
found in the tool section, in aislel, bin 34.

Inactive A check mark in this column indicates that a loca-
tion is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive? Toggle on or off. Toggle on if you wish the inactive
locations to appear on the list. Toggle off if the
inactive locations are not to appear on the list.

5.6 Creating an Item Location

Mew — First, go to the location list. For a review of the location list

see Section 5.5. Click on the “New” button in the bottom left hand corner
of the location list. The location master window will be displayed as shown
in Figure 5.6.

The location master window is used to define the location addresses within
your business. These location addresses can then be used for item
reporting and for physical inventory purposes.

Name The name of the location. The location name is
unique in that you can not enter it manually. Quasar
creates the location name from the section, fixture
and bin. For example, section ”Tools”, when com-
bined with fixture ” Aislel” and bin ”34” will create
the name “Tools,Aislel,34”.
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Section The highest level in the item location. For example,
in a hardware store or warehouse you may have a
tool section, paint section, plumbing section and an
electrical section. In a grocery store or warehouse
you may have a canned foods section, meat section,
and produce section. In a shoe store you may have
a mens casual section and a ladies casual section.

Fixture The second level in the item location. For example,
an item may be in section ”Tools” and on fixture
7 Aislel”.

Bin The lowest level in the item location. This will be

the actual bin or shelf in which the item is located.
Of course what you consider to be a bin is entirely
up to you.

Inactive? Toggle on or off. Toggle on to set the location to
inactive. Toggle off to re-set the location to active.

5.7 List of Adjustment Reasons

“Setup” = “Inventory” — “Adjustment Reasons” —— The adjust-
ment reason list can be viewed by clicking on “Setup” in the menu bar
at the top of the Quasar main window. The drop down window will be
displayed. Select “Inventory” followed by “Adjustment Reasons”. The
adjustment reason list window will be displayed. See Figure 5.7

The adjustment reason list displays a complete list of the inventory
adjustment reasons specified for your company. By setting up adjustment
reasons you can quickly take markdowns or do inventory writeoffs without
having to remember the ledger accounts.

The body of the adjustment reason list contains the following:

Name The name of the adjustment reason.

Number The number of the adjustment reason. When en-
tering a reason in Quasar you can enter either the
name or the number.
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_®_ Adjustment Reason List .-

File Activities Help

MName w | Number |

|| Show Inactive?

l New _Jl Edit JI. Refresh JL Print JL Close J

A

Figure 5.7: Adjustment Reason List window

Inactive A check mark in this column indicates that an ad-
justment reason is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive? Toggle on or off. Toggle on if you wish the inactive
adjustment reasons to appear on the list. Toggle off
if the inactive adjustment reasons are not to appear
on the list.

5.8 Creating an Adjustment Reason

Mew

— First, go to the adjustment reason list. For a review of the
adjustment reason list see Section 5.7. Click on the “New” button in the
bottom left hand corner of the adjustment reason list. The adjustment
reason master window will be displayed as shown in Figure 5.8.

Create an adjustment reason for each type of inventory adjustment.
Adjustment reasons are entered into the Item Adjustment screen by line.
Thus you can have an inventory adjustment for multiple reasons.

Name The name of the adjustment reason.
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@ Adjustment Reason Master

Flle Edit Help
Name: o
Number: |2
Next
Account: ‘Phys ical Over/Short L e )
Cancel
|| Inactive?
A

Figure 5.8: Adjustment Reason Master window

Number The number of the adjustment reason.
Account Enter the ledger account for the adjustment reason.
Inactive? Toggle on or off. Toggle on to set the adjustment

reason to inactive. Toggle off to re-set the adjust-
ment reason to active.
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Setup Sales Information

6.1 List of Selling Discounts

“Setup” = “Sales” =— “Discounts” —— The discount list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar
main window. The drop down window will be displayed. Select “Sales”
followed by “Discounts”. The discount list window will be displayed. See
Figure 6.1

There is an audit trail for each discount given in Quasar . All discounts
given at the point-of-sale must link back to a pre-defined discount.

The body of the discount list contains the following:

Name The name of the price discount.

Line Displays if the discount is a line discount.

TX? Displays if the discount is a transaction discount.
Method Identifies the discount method. A discount is either

a percent discount or a dollar discount.

Amount Displays a percent discount as a percentage and dis-
plays a dollar discount in dollars.

Inactive The active state of the discount.

In the bottom left hand corner of the list you will see the show inactive
toggle:

67
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@ Discount List .-

File Activities Help

Mame = | Line? |Tx'? | Method |Amount |
Cashiers Percent

Managers v v Percent 10.0%
Seniors ¥ Percent 10.0%

|| Show Inactive?

L New JL Edit IL RBefresh JL Print IL Close J

A

Figure 6.1: Discount List window

@ Discount Master
File Edit Help
Name: Maragers| CK
|®| Line Discounts?

Next
|®| Transaction Discounts? ;J‘
Account: ‘ Cancel
(=) Percent: ’ﬁ || Inactive?
{_J Dollar:

A

Figure 6.2: Discount Master window

Show Inactive Toggle on or off. Toggle on if you wish the inactive
discounts to appear on the list. Toggle off if the
inactive discounts are not to appear on the list.

6.2 Creating a Discount

ﬂ — First, go to the discount list. For a review of the discount list
see Section 6.1. Click on the “New” button in the bottom left hand corner
of the discount list. The discount master window will be displayed as shown
in Figure 6.2.
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All discounts taken within Quasar must be linked to a pre-defined discount
name for audit purposes. A discount may be treated as a reduction of a
price or as an expense item.

Name The name of the discount.

Line Discounts? Toggle on or off. Toggle on if this discount is to be
used to discount individual lines in a transaction.

Transaction Discounts? Toggle on or off. Toggle on if this discount is to
be used to discount an entire transaction.

Account If the discount is to be treated as a reduction of
price for account posting purposes leave this at-
tribute blank. If the discount is to be posted as
an expense then enter the expense account.

Percent Toggle on or off. Toggle on to define the discount
method as percent. Enter the percent amount. The
percentage entered will be deducted from the regu-
lar price of the items.

Dollar Toggle on or off. Toggle on to define the discount
method as dollar. Enter the dollar amount of the
discount. Note dollar discount will be given off of
each line if a line discount, and off of the transaction
total in a transaction discount.

Inactive Toggle on or off. Toggle on to set the discount to
inactive.

6.3 Tender List

“Setup” —> “Sales” —> “Tenders” —— The tender list can be viewed
by clicking on “Setup” in the menu bar at the top of the Quasar main
window. The drop down window will be displayed. Select “Sales” followed
by “Tenders”. The tender list window will be displayed. See Figure 6.3

The tender list contains a list of all tenders that may you used for
tendering a transaction at a point of sale terminal.

The body of the tender list contains the following:
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O e L =TS

File Activities Help

Mame = | Type
Cheque Cheque
Debit Cheque
MasterCard Cheque
US Cash Cash
Visa Cheque

|| Show Inactive?

L New JL Edit JL Befresh JL Print JL Close J

A

Figure 6.3: Tender List window

Name The name of the tender.

Type There are four tender types. These include cash,
cheque , card and charge.

Inactive A check mark indicates that a tender is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inac-
tive tenders to appear on the list. Toggle off if the
inactive tenders are not to appear on the list.

6.4 Create a Tender

Hew — First, go to the tender list. For a review of the tender list

see Section 6.3. Click on the “New” button in the bottom left hand corner
of the tender list. The tender master window will be displayed as shown in
Figure 6.4.

The tender master window is used to create and edit tenders. Tenders are
required by Quasar Point-of-Sale to tender transactions at a point of sale
terminal.
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@ Tender Master

File Edit Help
Name: [Casi] oK
Tvpe: Cash s
P I—'_J Mext
Limit: $10,000.00

G |
Caonversion Rate: 1 Lﬂj
Menu Number: 1 (L} Inactive?
[Flags | Accounts | Denominations ]
|®] Over Tender? |®| Force Amount?
|| Open Drawer? |[”| Second Recelipt?

Name

Type

Limit

Convert Rate

Menu Number

Menu Number

Flags

Figure 6.4: Tender Master window

The name of the tender.
There are three types of accounts to select from.

Cash Select “Cash” for cash tenders.
Cheque Select “Cheque ” for cheque tenders.
Card Not currently in use. Do not select card at

this time

The customers credit limit. Quasar Point-of-Sale
will not allow a customer to charge over their credit
limit without a credit override.

The conversion rate required to convert foreign ex-
change to the base currency.

The menu number defines the order that the tender
will appear on the point-of-sale menu.

Set the flags to determine functionality at the point-
of-sale. See Figure 6.5.
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[Flags | Accounts | Denominations ]

|| Over Tender?
|| Open Drawer?

|X| Force Amount?
|["} Second Receipt?

Figure 6.5: Tender Master - Flags window

Over Tender Toggle on or off. Toggle on to allow

an over tender. Toggle off not to allow
the tender amount to be over the total
balance due on the transaction. For
example, at the point of sale, if you
do not allow a personal cheque to be
greater than the amount of the pur-
chase you would set the over tender
flag to off.

Open Drawer Toggle on or off. Toggle on if the

cash drawer will open when a trans-
action is tendered. Toggle off if the
cash drawer will not open. For exam-
ple, if you have a slotted cash drawer
you may not wish it to open when ten-
dering by card or cheque . Rather, the
cashiers will deposit the card slips and
cheques through the slots.

Force Amount Toggle on or off. Toggle on to force

the cashier to always enter the amount
being tendered. Toggle off if the cashier
is not forced to enter the amount being
tendered.

Second Receipt Toggle on or off. Toggle on if a sec-

ond receipt is required. For example,
many organizations wish to print a sec-
ond receipt for charge transactions.

Define the ledger accounts that are affected by the
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Flags Accounts Denominations

Transaction Account: |Cash Cn Hand - Stations

Safe Account: |Cash On Hand - Safe

Bank Account: |Ghequ|ng

Figure 6.6: Tender Master - Accounts window

Denominations

tender. See Figure 6.6.

Transaction Account The ledger account into which
transactions amounts for this tender
will be posted. For example, sales, re-
turns and payouts.

Safe Account During the cash reconcile process ten-
ders are transferred from the station to
the safe. Enter the ledger account for
the safe.

Bank Account During the cash reconcile process ten-
ders are transferred to the bank. Enter
the ledger account for the bank.

Denominations are used to count cash at the point-
of-sale during the cash reconciliation process. A
tender may have multiple denominations. For ex-
ample, Canadian cash has pennies, nickles, dimes,
quarters, loonies, toonies, etc.... The denominations
defined are sent to the point-of-sale and create a ma-
trix for counting. For example, you would count 7
dimes and Quasar would calculate that this equals
70 cents or .70 of a dollar. See Figure 6.7.

Name The name of the denomination. For
example, Pennies, Nickles, Dimes and
Quarters.

Muliplier Defines the value of the denomination.
For example a Canadian Quarter = .25
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Flags Accounts Denominations

Name [ Multiplier |
1Penny 0.01
2[Mickle 0.05=

| [ +

(] 0.1 =
3! me 3

Figure 6.7: Tender Master - Denominations window

@ Expense List .-.

File Activities Help

Mame w | MNumber

Supplies (no-tax) 2
Supplies (taxable) 1

|| Show Inactive?

L Mew JL Edit .IL Refresh JL Print JL Close J

4

Figure 6.8: Ezxpense List window

of one dollar.

Toggle on or off. Toggle on to set the tender to
inactive. Toggle off to re-set the tender to active.

6.5 Expense List

“Setup” = “Sales” — “Expenses” — The expense list can be viewed
by clicking on “Setup” in the menu bar at the top of the Quasar main
window. The drop down window will be displayed. Select “Sales” followed
by “Expenses”. The expense list window will be displayed. See Figure 6.8

The expense list displays a complete list of expenses that may be used in a
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O Exporce o B B [

File Edit Help
Mame: Supplies (no-tax) OK
Number: 2

Next
Tax: ’— =
GL Account: |Oﬁice Supplies Cancel

|| Inactive?
A

Figure 6.9: Fxpense Master window

pay out type transaction at a Quasar Point-of-Sale terminal. New expenses
may created and existing expenses may be viewed and edited.

The body of the expense list contains the following:

Name The name of the expense.
Number The number of the expense.
Inactive A check mark indicates that an expense is inactive.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
expenses to appear on the list. Toggle off if the
inactive expenses are not to appear on the list.

6.6 Create an Expense

Hew — First, go to the expense list. For a review of the expense list

see Section 6.5. Click on the “New” button in the bottom left hand corner
of the expense list. The expense master window will be displayed as shown
in Figure 6.9.

The expense master window is used to create and edit expenses. Expenses
are required by Quasar Point-of-Sale if you wish to pay out cash for minor
expenses.
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Tax

GL Account

Inactive?
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The name of the expense. The expense name will be
displayed as a selection on the Quasar Point-of-Sale
menu.

The number of the expense.

Enter the tax code for the tax or taxes that Quasar
Point-of-Sale will use to calculate a tax amount when
a pay out is done using this expense code.

The ledger account that the expense will be posted
to.

Toggle on or off. Toggle on to set the expense to
inactive. Toggle off to re-set the expense to active.
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Setup Purchasing

7.1 List of Purchasing Charges

“Setup” = “Purchased” =— “Charges” —— The charge list can be
viewed by clicking on “Setup” in the menu bar at the top of the Quasar main
window. The drop down window will be displayed. Select “Purchased”
followed by “Charges”. The charge list window will be displayed. See
Figure 7.1

The charge list displays a list of the extraordinary charges that can appear
on purchase orders and vendor invoices. Quasar has provisions for both
internal charges and external charges. An internal charge is included on
the vendor’s invoice. An example of an internal charge would be a
franchise service fee. An external charge is not included on the vendor’s
invoice, but rather is billed by a third party. Freight by a third party
carrier would be an external charge. Charges provide a mechanism to
properly calculate the actual cost of receiving goods and services. With
the use of charges Quasar can accurately calculate the landed cost of each
item thus providing a true margin when items are sold.

The body of the charge list contains the following;:

Name The name of the charge.

Inactive The active state of the charge.

In the bottom left hand corner of the list you will see the show inactive
toggle:

7
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@ Charge List --

File Activities Help

Mame = |

Regular Freight

|| Show Inactive?

L New J[ Edit JL Befresh JL Print JL Close |

A

Figure 7.1: Charge List window

Show Inactive Toggle on or off. Toggle on if you wish the inac-
tive charges to appear on the list. Toggle off if the
inactive charges are not to appear on the list.

7.2 Creating a Charge

ﬁ — First, go to the charge list. For a review of the charge list
see Section 7.1. Click on the “New” button in the bottom left hand corner
of the charge list. The charge master window will be displayed as shown in
Figure 7.2.

Use this screen to define the extraordinary charges that may appear on
your purchase orders and packing slips. Charges include such things as
franchise fees and freight. Quasar will calculate the charge based on the
calculation method and will allocate the charge over items as defined. In
this way the true landed cost of an item can be calculated.

Name The name of the charge.

GL Account Define an account for the charge. Quasar may or
may not post an entry to the account dependent
on the allocation method and whether the charge is
used as an internal charge or an external charge.
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-® Ch arge Master

File Edit Help
Name: =
GL Account: |Fre|ghtAccrual
MNext
Tax: G5T
Calculation Method Cancel|
) Manual Flinaitiies
[} Inactive?
i) Cost 10.0%

O Weight [

Allocation Method: | Cost | &

Figure 7.2: Charge Master window

Tax

Calculation Method

Allocation Method

Enter a tax code only if a tax or group of taxes is
applicable to the charge.

Select the method to calculate the charge.

Manual

Cost

Weight

Toggle on if a dollar amount for the
charge will be entered manually.

Toggle on if the charge will be calcu-
lated using the total cost of all items
on a purchase order or vendor invoice.

Toggle on if the charge will be calcu-
lated using the total weight of all items
on the purchase order or vendor in-
voice.

Select the allocation method for the charge.

None

Cost

Toggle on if the charge will not be al-
located back to the item. If “None” is
selected the charge will not affect the
landed cost of an item.

Toggle on if the charge will be allo-
cated by the line cost of each item on
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-®- OrdérTEempI-ate List ...
File Activities Help
Name [ Vendor | Greated |
Best Vendor Best Vendor
Big Vendor Big Vendor 1/7i04
Small Vendar Small Vendar 1/7/04
|| Show Inactive?
L MNew Jl Edit | L Befresh JL Print JL Close |
4
Figure 7.3: Order Templates window
the purchase order or vendor invoice.
Charges allocated to each line item will
affect the landed cost of the item.
Weight Toggle on if the charge will be allo-
cated by the total line weight of each
item. Charges allocated to each line
item will affect the landed cost of the
item.
Inactive Toggle on or off. Toggle on to set the charge to

inactive.

7.3 List of Order Templates

“Setup” = “Purchased” = “Order Templates” —— The oreder tem-
plate list can be viewed by clicking on “Setup” in the menu bar at the
top of the Quasar main window. The drop down window will be displayed.
Select “Purchased” followed by “Order Templates”. The order templates
list window will be displayed. See Figure 7.3.

Order templates are a very powerful tool that can be used over and over
again to create automatic orders for the products on the template. You
can create an order template in the sequence that your products are
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stocked in your store or if you prefer in the order that your vendor will
invoice the products. Automatic orders generated from a template are
created in the order of the template.

The body of the order template list contains the following;:

Name The name of the order template.
Created The date that the order template was created.
Inactive The active state of the order template.

In the bottom left hand corner of the list you will see the show inactive
toggle:

Show Inactive Toggle on or off. Toggle on if you wish the inactive
order templates to appear on the list. Toggle off if
the inactive order templates are not to appear on
the list.

7.4 Creating an Order Template

Mew — First, go to the order template list. For a review of the order

template list see Section 7.3. Click on the “New” button in the bottom left
hand corner of the order template list. The order template master window
will be displayed as shown in Figure 7.4.

The ”Order Template Master” is used to define a list of items from which
automatic orders can be created. The template should be created in the
order and with the order numbers that are to appear on the actual
purchase order.

Name The name of the order template.

Vendor The vendor for the order template.

Items This folder is used to add items to the order tem-
plate.

Item Number The item number (order number)
that will appear on the purchase order. See
Figure 7.5.
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File Edit Help
Mame: |Blg Vendor OK
Vendor: |B|g Vendor . Next
W l Cancel i
ltem Mumber |P_E§§_r_l;ﬁ_i_on | Size Department [ Suhdepartment___| | () Inactive?
1 | Green Widget Each Hardwars Hand Toocls
21102102 Red Widget Each ‘Hardwars ‘Hand Tools ﬂj
H_B1051 03 ;Blue Widget EEach .Hardware .Hand Tools Sart
-_4.1 04104 :\"ellow Widget .Each :Hardware :Hand Tools
‘_5~1 05105 :White Widget :Each .Hardware .Hand Tools
-_6‘201201 ‘Chicken Soup Case |Grocery Canned Food
H_?202202 ;Beef Soup ;Case :Grccery ;Canned Food
-_8.20:3203 :Mushroom Soup .Case .Grccery .Canned Food
4

Figure 7.4: Order Template Master window
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ltems Charges

ltem Number | Description | Slze | Department | Subdepartment
1101101 Green Widget Each Hardware Hand Tools
2102102 Red Widget Each Hardware Hand Tools
| | I | !
3[103103 Elue Widget Each Hardware Hand Tools
4104104 Yellow Widget Each Hardware ‘Hand Tools
| g
5!1 05105 White Widget Each Hardware Hand Tools
6201201 Chicken Soup Case Grocery Canned Food
?§202202 Beef Soup Case Grocary Canned Food
81203203 Mushroom Soup Case Grocery Canned Food
9|
Figure 7.5: Order Template - Items Folder
Description The description of the item.
Size The case size being ordered.
Department The department the item is linked
to.
Subdepartment The subdepartment the item is
linked to.
Charges Use the charges folder to define internal and external

charges that will affect the order. See Figure 7.6.

[tems Charges

Internal Charge | Amaunt [ Tax I Extarnal Charg-! Amount |
F inchise Foo $0.00 GST ~ 1|Regular Freight  $0.00
2| 2

Figure 7.6: Order Template - Charges Folder
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Internal Charges Table Use the internal charges
table to define internal charges affecting the or-
der. Internal charges will be billed on the ven-
dor invoice. An example of an internal charge
is where a franchiser bills a franchise dealer a
service fee.

Internal Charge Enter or select the internal charge
to apply.

Amount The amount of the internal charge
on the order. This may be calcu-
lated or entered.

Tax Displays the tax code applicable
to the charge.

External Charge Table Use the external charge
table to define charges that will increase the
landed cost of the item. External charges will
not print on the hard copy of the order nor
will it impact the vendor invoice. The pur-
pose of defining external charges on an order
is to provide the ability to calculate new sell-
ing prices for items based on its anticipated
landed cost. An example of an external charge
is freight from a third party carrier.

External Charge Enter or select the external
charge to apply.

Amount The amount of the external charge.
This may be calculated or entered.

Search Click on the search button to search for a specific
item in the template. Use this feature when your
template is large and it is hard to find a specific
item. Figure 7.7 shows a sample of the search screen.

Item Number Enter item number to search
Description Enter description to search
Sort Click on the sort button to sort the items within the

template. This feature allows you to create your or-
ders in the same sequence as your supplier invoices,
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ltem Mumber: |

Description: |

|®| Start search attop?

q MNext FL Cancel J

Figure 7.7: Order Template - Search Function

making comparing the supplier invoices to your or-

der easier. Figure 7.8 shows a sample of the sort
screen.

@ Sor
|"| By Department?
|| By Subdepartment?

By Mumber?

O

By Description?

‘ [8],4 FL Cancel J

O

Figure 7.8: Order Template - Sort Function

By Department? Toggle on to sort the item table
by department.

By Subdepartment? Toggle on to sort the item ta-
ble by subdepartment.

By Number? Toggle on to sort the item table
by item number.

By Description? Toggle on to sort the item table
by description.
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Inactive Toggle on or off. Toggle on to set the order template
to an inactive state. Toggle off to re-instate the
order template to its active state.
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sample Company

File Setup Help
Journal Write Customer Customer Customer Furchase Vendor Vendor
{ Entry “ Cheque J{ Cuote J{ Invoice ﬂ Payment J[ Crder J{ Invoice J[ Payment J
=
L‘d
Gard File Malling Address To Do
= { Labels J i Book J { List J
Ledger
P Card
== _l Adjustment
Cheques
ﬁ Transaction ~ Cad
Journal J Transfer J
Inventary
£
% Reparts
Report i
Sales B ROILE Find
‘h:?g Inguiry
Purchases l Summary J
[pefaut POS 1

Figure 8.1: Main Menu - Card

In this chapter we will review the card file system within Quasar . In the
past the only information required on a card was a name, address and

87
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telephone number. Today many entities also have fax numbers, e-mail
addresses and web pages. In Quasar this information is all stored in one
easy to use address book.

Quasar also features a helpful todo list. This list acts as a reminder for
tasks and duties that need to be performed on a specific date and/or time.

These specific areas will be reviewed in this chapter:

Address Book The name we give to the window in which you can
view all names, addresses and other specific informa-
tion for customers, vendors, employees and personal

acquaintances.
New Customer Adding a new customer
New Vendor Adding a new vendor
New Employee Adding a new employee
New Personal Adding a new personal acquaintance
Todo List The list that contains all todo’s
New Todo Creating a new todo note
Mailing Labels Printing mailing labels
Card Adjustment Changing the balance of a vendor or a customer
Card Transfer Transfer a portion of the balance from one card

(vendor or customer) to another

8.1 Address Book

o
Address
cardilel . E. —— The address book can be viewed by click-
ing on the “Card File” icon on the left side of the Quasar main window.

Follow by clicking on the “Address Book” button.

There are five different folders:
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@ Address Book

File Activites Help

Name: |pay

Number:
Group:

Store: |

All |Qu5k)mer5 |!endors |Emp|oyees |Eersonal ]

Name w | Number | Phone Number | Type
555-2000 Customer
Nopay, Sally 2001 555-2000 Customer
Nopay, Sally 2002 555-2000 Customer
Sally Nopay 20001 555-2000 Vendor
Slowpay, Sammy 3000 555-3000 Customer
Slowpay, Sammy 30001 555-3000 Vendor
Slowpay, Sammy 3001 555-3000 Customer
Slowpay, Sammy 3002 555-3000 Customer
|| Show Inactive?
Edit L Befresh J L PBrint J L Close J

4

All
Customers
Vendors
Employees

Personal

Figure 8.2: Address Book - Search Feature

Contains all cards

Contains all customer cards
Contains all vendor cards
Contains all employee cards

Contains all personal cards

When you first enter the address book no cards are displayed. To display
cards enter your specific search data in the Name search, Number search
and/or in the Group search.

Name

The name attribute can be used to search for a spe-
cific card. Any characters may be entered. Fig-
ure 8.2 shows a sample of a search by entering “pay”.
Notice how only two customers are displayed, “Slow-
pay” and “Nopay”.
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Group

Store

Refresh

All

@ Address Book

File Activities Help
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Name: |

Number:
Group:

Store: |

All |Qusinmer5 |!endors |Emp|oyees |Eersonal ]

Name w | Number | FPhone Number | Type | *
Best Vendor 555-5000
Big Vendor 10000 555-4000 Vendor
Bossman, Bill 300 555-9000 Employse
Joe's Contracting 1000 555-1000 Customer
Joe's Contracting 10001 555-1000 Vendor
Joe's Contracting 1001 555-1000 Customer
Joe's Contracting 1002 555-1000 Customer ‘_'
MyBuddy, Suzan 555-9500 Personal ‘i
|| Show Inactive?
Edit L Befresh J L Erint J L Close J

Figure 8.3: Address Book - All Folder

All

The number attribute can be used to search for a
card with a specific lookup number. All card num-
bers are unique.

The group attribute can be used to search for all
cards within a specific group. Any characters may
be entered.

The store attribute can be used to search for all
cards created at a specific store.

Once you have entered the data to search click on
the Refresh button. Clicking on the Refresh but-
ton without entering data in the select attributes
will cause all cards in the folder to be displayed.

— Click on the “A11” folder to display all cards. Fig-

ure 8.3 shows a sample of the address book with the all folder

opened.
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@ Address Book

File Activites Help

Name:|

Number:
Group:

Store: |

All Customers |!endors |Emp|oyees |Eersonal ]

Name w

Joe's Contracting
Joe's Contracting
Joe's Contracting
MNopay, Sally
Nopay, Sally
Nopay, Sally
Slowpay, Sammy

Slowpay, Sammy

lNumbE_r

1001
1002
2000
2001
2002
3000
3001

| Phone Number | Balance
555-1000 $2.335.ao|
555-1000 $0.00|
555-1000 $0.00=
555-2000 $0.00(70
555-2000 $0.00|
555-2000 $o.oo:
555-3000 $0.00 4|
555-3000 $o.oo@

|| Show Inactive?

New Edit

L Befresh JL PBrint JL Close J

4

Figure 8.4: Address Book - Customer Folder

The body of the all list contains the following:

Name

Number

Phone Number
Type

Inactive?

Customer Lustomers

The name listed on the card

Displays the number of the card. The
number for each card is unique.

The phone number listed on the card
The type of card

e Customer
e Vendor

e Employee
e Personal

Identifies if the card is active or inac-
tive

— Click on the “Customers” folder to display

only customer cards. Figure 8.4 shows a sample of the address
book with the customer folder opened.



92 CHAPTER 8. CARD FILE

@ Address Book iii

File Activities Help

Name: |

Number:

Group:

Store: |

All Customers Vendors Employees | Personal ]

Mame w | Number | Phone Number | Balance |
Best Vendor 555-5000

Big Vendor 10000 555-4000 $205.44
Joe's Contracting 10001 555-1000 $0.00
Sally Nopay 20001 555-2000 $0.00
Slowpay, Sammy 30001 555-3000 $0.00
Small Vendor 30000 555-6000 $0.00

|| Show Inactive?

MNew Edit L Befresh JL Erint JL Close J
A

Figure 8.5: Address Book - Vendor Folder

The body of the customer list contains the following:

Name The name listed on the card

Number Displays the number of the customer.
The number for each card is unique.

Phone Number The phone number listed on the card

Balance The current receivable balance on the

customers account

Inactive? Identifies if the card is active or inac-
tive

Vendors

Vendor — Click on the “Vendors” folder to display only

vendor cards. Figure 8.5 shows a sample of the address book
with the vendor folder opened.

The body of the vendor list contains the following:

Name The name listed on the card
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@ Address Book

File Activites Help

Name:|

Number:
Group:

Store: |

I All | Customers | Vendors | Employees Bersonal

Name w

Cnthespot, Johnny
‘Workoholic, Sarah

|Number

200
100

|Phone Number

555-8000

555-8000
555-7000

|| Show Inactive?

New Edit
Lz g leseh )

L Befresh JL PBrint JL Close J

4

Figure 8.6: Address Book - Employee Folder

Number

Phone Number

Balance

Inactive?

Employees

Employee

Displays the number of the vendor. The
number for each card is unique.

The phone number listed on the card

The current payable balance on the ven-
dors account

Identifies if the card is active or inac-
tive

— Click on the “Employees” folder to display

only employee cards. Figure 8.6 shows a sample of the address
book with the employee folder opened.

The body of the employee list contains the following:

Name

Number

Phone Number

The name listed on the card

Displays the number of the employee.
The number for each card is unique.

The phone number listed on the card
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@ Address Book iii

File Activities Help

Name: |

Number:
Group:

Store: |

IAII |Qu5ton‘ler5 | Vendors |Emp|oyees |Eersonal ]

Mame w | Phone Number |

555-8500

MyBuddy, Suzan

|| Show Inactive?

Mew Edit

L Befresh JL Erint JL Close J

4

Figure 8.7: Address Book - Personal Folder

Identifies if the card is active or inac-

tive

Inactive?

m — Click on the “Personal” folder to display
only personal cards. Figure 8.7 shows a sample of the address
book with the employee folder opened.

Personal

The body of the personal list contains the following:

The name listed on the card

Name

Phone Number The phone number listed on the card

Inactive? Identifies if the card is active or inac-
tive

8.1.1 Creating a New Customer

Lustomers - ﬂ — To create a new customer first open the

address book and click on the customer folder to display the customer list.
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@ Customer Master (Clong)

File Edit Help

|®| Company? oK

Company Name: |.Joe's Contracting Number: li —

Contact: |.Joe Builder Type: Commercial li‘]
Add Cancel

Street: I101 Construction Blvd. T} Inastive?

City: W Province:|Anyprov ﬂj

Postal Code:W Country: (Canada

Phone#: [ss5-000 Fax# [555-1001

Email: |joe@anyweb.com

Web Page: |www.joe.con'l

[Control |Transactions | References | Extra Infa ]

Patronage Group: |Joe's Contracting Group Name i
AR Account: |Accounts Receivable _1!60 Id
Terms: |Net 680 _2|

Tax Exempt: |

Credit Limit: $10,000.00 (| CreditHold?
Service Charge: 18.0% |®| Statements?

—Opening Balarnce

As of Balance:
4/7/04 =) |

Figure 8.8: Customer Master window

Now click on the “New” button. The Customer Master screen will be dis-
played as shown in Figure 8.8.

The customer master window is divided into five sections. The name,
address, control, group and opening balance section. In addition there is
an inactive flag. This is used to set the customer to an inactive state.

Name The name section contains the name of the customer and de-
fines whether the customer is a company or individual entity.
In this section you also define the customer type that this cus-
tomer is linked to.

Company Toggle on or off. Toggle on if the cus-
tomer is a company. Toggle off if the
customer is a person.
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Address

Company Name

Contact

Last Name

First Name

Number

Type
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If the customer is a company enter the
company name.

If the customer is a company enter the
contact name.

If the customer is a person enter their
surname.

If the customer is a person enter their
given name.

Enter a number that can be used to
identify a customer. For example, when
entering a customer on an invoice you
can enter the number rather than the
customer name. The customer name
will be displayed.

Select a customer type as defined in
the customer type master screen. Se-
lecting a customer type will populate
the customer master screen with the
default information for that type.

The address section contains the physical address for the cus-
tomer, the phone and fax numbers and information for the

world wide web.

Street
City

Province

Postal Code
Country

Phone #
Phone2 #

The street address for the customer.

The city in which the company is lo-
cated or the city in which the person
resides.

The Province in which the company is
located or the province in which the
person resides.

The customer’s Postal Code.

The country in which the company is
located or the country in which the
person resides.

The customer’s phone number.

The customer’s phone number.
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[ Gontol [ Transactions [ References | Exralnto |

Patronage Group:[los's Contracting GroupName |
AR Account: |Accuunts Receivable T(‘Jz\d

Terms |Net60 —2

Tax Exempt: |

Credit Limit: $10,000.00 || Credit Hold?

Service Charge: | 18.0% R Statements? ¥

Figure 8.9: Customer Master - Control Section

Fax # The customer’s fax number.
Email The customer’s email address.
Web Page The customer’s web page.
Control The control section contains accounts receivable control, credit

control and group control. See Figure 8.9.

AR Account The accounts receivable account in which
transactions for this customer will be
posted.

Terms The payment terms for this customer.

An existing set of terms may be used
or a new set of terms may be defined.
The payment terms entered here will
appear by default on customer invoices.

Tax Exempt Enter the tax or tax group from which
the customer is exempt.

Credit Limit The maximum credit that will be ex-
tended to the customer.

Credit Hold Toggle on or off. Toggle on if the cus-
tomer temporarily has their credit priv-
ilages suspended.

Service Charge Enter the annual service charge per-
centage for this customer.

Note: If you change the service charge
percentage for the customer type,
then the service charge percent-
age for each customer linked to
that type will also be changed.
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Control Transactions References Exdra Info

Can Charge?

Discount

Can Withdraw? 1Managers

Can Make Payment? 2

Check Withdraw Balance?

CrREDOKX

Second Receipt? |7

Figure 8.10: Customer Master - Transactions

Statement? Toggle on or off. Toggle on if this cus-
tomer is to receive a hard copy of their
receivable statement.

Groups The groups section is used to link cus-
tomers into groups for pricing and other
purposes.

Group Name Enter the name
of the group or
names of the groups
that this cus-
tomer will be
linked to.

Transactions This section is used to define the types of transactions that
can be created for this customer. See Figure 8.10 .

Can Charge Toggle on or off. Toggle on if the cus-
tomer can charge to a receivable ac-
count.

Can Withdraw Toggle on or off. Toggle on if the cus-

tomer can withdraw cash from their
receivable account.

Can Make Payment Toggle on or off. Toggle on if the cus-
tomer can make a payment to their re-
ceivable account.

Check Withdraw Balance Toggle on or off. Toggle on if the
customer can only withdraw cash when

their receivable account is in a credit
balance.
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References

Extra Info

Control | Transactions References Extra Info

99

Reference

11Enter Phone#

Figure 8.11: Customer Master - References

I Caentral ‘ Transactions ‘ References | Extra Info

Data Name

1[Date of Birth
—

| Value

| Create Data ] i Delete Data J | Rename Data J

Figure 8.12: Customer Master - Extra Info

Second Receipt?

Discount

Toggle on or off. Toggle on if a second
point-of-sale receipt is always required
by this customer.

Enter a discount that will be automat-

ically given to this customer when they
purchase products at the point-of-sale.

A reference entered here is a required reference that must be
entered at the point-of-sale for this customer. For example, a
customer may request that a purchase order number be entered
on every receipt . See Figure 8.11 .

The extra information section is used to record additional in-
formation and data about customers which is required by your
company. See Figure 8.12 .

Data Name
Value

Create Data

Displays the name of defined attributes.
Enter the data value specific to this
customecer.

Click on the ”Create Data” button to

create a new data attribute that will
be displayed for all customers.
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Opening

Inactive

Email
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Delete Data Click on the "Delete Data” button to
delete the high-lighted data attribute.
BEWARE: This will delete the attribute
for all customers and all data values
will be lost.

Rename Data Click on the ” Rename Data” button to
rename the high-lighted data attribute.

The opening balance section is only visible on the custmer
master window when you first open a new customer account.
It is used to record an opening balance forward.

As of The date as of the balance forward.

Balance The amount of the balance forward.

Toggle on or off. Toggle on to set the card to an inactive state.
Quasar will not allow customers with a receivable balance to be
set to inactive. Toggle off to make the customer active again.

Click on the email button to send an email message.

8.1.2 Creating a New Vendor

Mendors

Hew — To create a new vendor first open the address

book and click on the vendor folder to display the vendor list. Now click on
the “New” button. The Vendor Master screen will be displayed as shown in

Figure 8.13.

The vendor master window is divided into five sections. The name,
address, control, group and the opening balance section. In addition there
is an inactive flag. This is used to set the vendor to an inactive state.

Name

The name section contains the name of the vendor and defines
whether the vendor is a company or individual entity.

Company Toggle on or off. Toggle on if the ven-
dor is a company. Toggle off if the ven-
dor is a person.

Company Name If the vendor is a company enter the
company name.
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@ Vendar M r{Clong)

File Edit Help

|®| Company? oK
Companyﬂal‘r‘lE:|BestVendor Number:

Next
Contact: |Garo| Best

—Address Cancel

Street: i
ree |501 Industrial Park || Inactive?

City: Anycity Province: | Anyprov Lﬂj
Postal Code:[ToM 1X0 Country: (Canada
Phone #: 555-5000 Fax #: 555-5001

Email: |besb@ang.rweb.com

Web Page: |www.be stocom

Cantrol Extra Info
Patronage Group: Group Name

AP Account: |Account5 Payable —1|
Terms: |Net 30
|| Accept Backorders?

—Cpening Balance
As of Balance:

4704 ||

Figure 8.13: Vendor Master window
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Contact If the vendor is a company enter the
contact name.

Last Name If the vendor is a person enter their
surname.

First Name If the vendor is a person enter their
given name.

Number Enter a number that can be used to
identify a vendor. For example, when
entering a vendor on a vendor invoice
you can enter the number rather than
the vendor name. The vendor name
will be displayed.

Address The address section contains the physical address for the ven-
dor, the phone and fax numbers and information for the world
wide web.

Street The street address for the vendor.

City The city in which the company is lo-
cated or the city in which the person
resides.

Province The Province in which the company is
located or the province in which the
person resides.

Postal Code The vendor’s Postal Code.

Country The country in which the company is
located or the country in which the
person resides.

Phone # The vendor’s phone number.

Fax # The vendor’s fax number.

Email The vendor’s email address.

Web Page The vendor’s web page.

Control The control section contains accounts payable control and group

AP Account

control. See Figure 8.14.

The accounts payable account in which

transactions for this vendor will be posted.
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Control ’m]
Patronage Group

AP Account: |At:cnunt5 Payable

Terms: |Net a0
|| Accept Backorders?

Figure 8.14: Vendor Master - Control Section

Terms The payment terms for this vendor.
An existing set of terms may be used
or a new set of terms may be defined.
The payment terms entered here will
appear by default on vendor purchase
orders and invoices.

Accept Backorders Toggle on or off. Toggle on if you ac-
cept backorders from the supplier. If
you do not accept backorders toggle
off. When in the off position all pur-
chase orders from the supplier will be
set to inactive as soon as you receive
products with reference to the purchase
order. This is very important for main-
taining accurate on order statistics.

Groups Vendor groups provide a mechanism to
link vendors together for pricing and
other purposes.

Group Names Enter the name
of the group or
names of the groups
that this ven-
dor will be linked
to.

Extra Info  The extra information section is used to record additional in-
formation and data about vendors which is required by your

company. See Figure 8.15 .

Data Name Displays the name of defined attributes.
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Gontrol Extra Info

Data Name Value [l

1Branch Location IE

| Create Data J | Delete Data i ) Rename Data |

Figure 8.15: Vendor Master - Extra Info

Value Enter the data value specific to this
vendor.
Create Data Click on the ”Create Data” button to

create a new data attribute that will
be displayed for all vendors.

Delete Data Click on the ”Delete Data” button to
delete the high-lighted data attribute.
BEWARE: This will delete the attribute
for all vendors and all data values will
be lost.

Rename Data Click on the ” Rename Data” button to
rename the high-lighted data attribute.

Opening The opening balance section is only visible on the vendor mas-
ter window when you first open a new vendor account. It is
used to record an opening balance forward.

As of The date as of the balance forward.
Balance The amount of the balance forward.
Inactive Toggle on or off. Toggle on to set the card to an inactive state.

Quasar will not allow vendors with a payable balance to be set
to inactive. Toggle off to make the vendor active again.

FEmail Click on the email button to send an email message.

8.1.3 Creating a New Employee

Employeeas . Mew

— To create a new employee first open the
address book and click on the employees folder to display the employee
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@ Employse Master

File Edit Help

| Bompany?

oK
Last Mame: |Workoho|ic Number: 100
: Next
First Name: |Sarah
—Address Canecel
Strest: |?01 Urban Terrace T} Inactive?

City: Anycity Province: |Anyprov LﬂJ
Postal Code:|ToM 1X0 Country: [Canada
Phone #: 555-7000 Fax #: 555-7001

Email: |sarah@anyweb.com

Web Page: |www_sarah.corr‘l

Point-of-Sale Groups Extra Info

Password: 100

Security Level;| Cashier | §

Figure 8.16: Employee Master window

list. Now click on the “New” button. The Employee Master screen will be
displayed as shown in Figure 8.16.

The employee master window is divided into two sections. The name, and
address section. In addition there is an inactive flag. This is used to set
the employee to an inactive state.

Name The name section contains the name of the employee and de-
fines whether the employee is a company or individual entity.

Company Toggle on or off. Toggle on if the em-
ployee is a company. Toggle off if the
employee is a person.

Company Name If the employee is a company enter the
company name.

Contact If the employee is a company enter the
contact name.
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Last Name

First Name

Number
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If the employee is a person enter their
surname.

If the employee is a person enter their
given name.

Enter a number that can be used to
identify an employee. If using Quasar
Point-of-Sale the number is used by
the employee to log in as a cashier.

Address The address section contains the physical address for the em-
ployee, the phone and fax numbers and information for the

world wide web.

Street
City

Province

Postal Code
Country

Phone #
Fax #
Email
Web Page

The street address for the employee.

The city in which the company is lo-
cated or the city in which the person
resides.

The Province in which the company is
located or the Province in which the
person resides.

The employee’s Postal Code.

The country in which the company is
located or the country in which the
person resides.

The employee’s phone number.
The employee’s fax number.
The employee’s email address.

The employee’s web page.

Point-of-Sale This section is relevant to those utilizing the retail version of
Quasar along with Quasar Point-of-Sale. See Figure 8.17.

Password

Security Level

The cashiers personal password when
logging into point-of-sale.

There are four levels of cashier secu-
rity. Within the point-of-sale setup
you can set the security access levels
required to perform each point of sale
function.
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‘ Pointof-Sale | Groups | Extralnfo

Passwaord: 100

Security Level: | Gashier ¥

Figure 8.17: Employee Master - Point-of-Sale

[Pcmt—of—Sa\e | Groups | Extra Info ]

Group Name

1|Gashier

E| I

Figure 8.18: Employee Master - Group

No Access Select no access when the
employee is not allowed access to
point-of-sale.

Cashier Select “Cashier” to allow the
cashier access to functions set as
being available to the cashier level.
This is the first level of security.

Manager Select “Manager” to allow
the cashier access to functions set
as being available to the manager
level and the cashier level. This is
the second level of security.

Supervisor Select “Supervisor” to
allow the cashier access to func-
tions set as being available to the
supervisor level, manager level and
cashier level. This is the highest
level of security.

Group This section to link the employee to an employee group. See
Figure 8.18

Extra Info The extra information section is used to record additional in-
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Pointof-Sale Groups Extra Info

Data Name Value |
1/5INg \[
=i it

| Create Data JL Delete Data ] | Rename Data J

Figure 8.19: Employee Master - Extra Info

formation and data about employees which is required by your
company. See Figure 8.19 .

Data Name Displays the name of defined attributes.

Value Enter the data value specific to this
employee.

Create Data Click on the ”Create Data” button to

create a new data attribute that will
be displayed for all employees.

Delete Data Click on the "Delete Data” button to
delete the high-lighted data attribute.
BEWARE: This will delete the attribute
for all employees and all data values
will be lost.

Rename Data Click on the "Rename Data” button to
rename the high-lighted data attribute.

Inactive Toggle on or off. Toggle on to set the card to an inactive state.

Email Click on the email button to send an email message.

8.1.4 Creating a New Personal Card

ersonal
E = ﬁ — To create a new personal card first open the

address book and click on the personal folder to display the personal list.
Now click on the “New” button. The Card Master screen will be displayed
as shown in Figure 8.20.

The personal master window is divided into two sections. The name and
address. In addition there is an inactive flag. This is used to set the
personal card to an inactive state.
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File Edit Help

| Company?

Last Mame: |MyB uddy

Mext
First Mame: |Suzan
—Address Lﬂl
Strest:
res |951 Urban Terrace [T} Inactive?

City: Anycity Province: |Anyprov ﬂj
Postal Code:|ToM 1X0 Country: [Canada
Phone # 555-9500 Fax#  |555-9501

Email: |suzan@anyweb.con‘|

Web Page: |www.suzar1.corr1

Groups Extra Info

Group Name |

_1|

Figure 8.20: Personal Master window
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Name The name section contains the name of the personal aquain-
tance and defines whether the aquaintance is a company or
individual entity.

Company Toggle on or off. Toggle on if the per-
sonal entity is a company. Toggle off
if the entity is a person.

Company Name If the personal entity is a company en-
ter the company name.

Contact If the personal entity is a company en-
ter the contact name.

Last Name If the personal entity is a person enter
their surname.

First Name If the personal entity is a person enter
their given name.

Address The address section contains the physical address for the per-
sonal entity, the phone and fax numbers and information for
the world wide web.

Street The street address for the personal en-
tity.

City The city in which the personal entity
is located.

Province The Province in which the personal en-
tity is located.

Postal Code The personal entities’ Postal Code.

Country The country in which the personal en-
tity is located.

Phone # The the personal entities’ phone num-
ber.

Fax # The personal entities’ fax number.

Email The personal entities’ email address.

Web Page The personal entities’ web page.

Group This section to link the personal aquaintance to a personal

group. See Figure 8.21
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Groups Extra Info

Group Name

TBusIﬂess

E I

Figure 8.21: Personal Master - Group

Groups | Extralnfo

Data Name | value [#]

?CEH FPhone# |_|
i g

I Greate Data J L. Delete Data JL Rename Data J

Figure 8.22: Personal Master - Extra Info

Extra Info  The extra information section is used to record additional infor-
mation and data about personal aquaintances which is required
by your company. See Figure 8.22 .

Data Name Displays the name of defined attributes.
Value Enter the data value specific to this
personal record.

Create Data Click on the ”Create Data” button to

create a new data attribute that will
be displayed for all personal records.

Delete Data Click on the ”Delete Data” button to
delete the high-lighted data attribute.
BEWARE: This will delete the attribute
for all personal records and all data
values will be lost.

Rename Data Click on the ” Rename Data” button to
rename the high-lighted data attribute.

Inactive Toggle on or off. Toggle on to set the card to an inactive state.

Email Click on the email button to send an email message.
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8.1.5 Send Email

l
Addness
CardFile | | 8% | «pctivities” = “Send Email” = To
send email open the address book and click “Activities” on the menubar.

Follow by clicking on *“Send Email” in the combo box. The Send Email
screen will be displayed as shown in Figure 8.23.

The send email screen is used to send emails to single or muliple cards.
The contents may be entered manually or imported from a file.

Name Table The name table is used to select single or multiple
cards to send.

Customers Select the customers folder to send
email to one or more customers. High-
light the customers you wish the email
to be sent to.

Vendors Select the vendors folder to send email
to one or more vendors. High-light
the vendors you wish the email to
be sent to.

Employees Select the employees folder to send
email to one or more employees. High-
light the employees you wish the email
to be sent to.

Personal Select the personal folder to send
email to one or more personal ac-
quaintances. High-light the card you
wish the email to be sent to.

Manual Select the manual folder to enter the
email address manually.

From The from email address will default from your com-
pany setup information. However, you can edit this
as is required.

Subject The subject of the email.
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Jdoe's Contracting
MNopay, Sally
MNopay, Sally
Nopay, Sally
Slowpay, Sammy
Slowpay, Sammy
Slowpay, Sammy

Eile Edit Help

Customers |\g’ando.rs Employees Personal Manual ]
Mame w |Emai|ﬁddress |
Joe's Contracting joe@anyweb.com

Joe's Contracting joe@anyweb.com

|oe@anyweb.com
sally@anyweb.com
sally@anyweb.com
sally@anyweb.com
sammy@anyweb.com
sammy@anyweb.com
sammy@anyweb.com

Fram:

|de mo@anyweb.com

Subject: |Te sting Email

L Canfigure... }L Insert File... J |

This email program can be used to send email to your customers.

Send lL Cancel _}

A

Figure 8.23: Send Email window

113
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Contents Enter the contents of email. This can be done man-
ually or inserted from a file.

Configure Click on the configure button to enter the mail host-
name and port number of your email server.

Insert File Click the insert file button to insert a file into the
emalil contents.

Send Click on the send button to send the email.

8.2 Tracking Things To Do

Quasar provides a mechanism to record and track important things to re-
member an do.

8.2.1 Viewing the“To Do” List

l
To Do

cardiiiel . = — The “to do” list can be viewed by clicking

on the card icon on the left side of the Quasar main window. Follow by
clicking on the “To Do List” button. The “to do” list will be displayed.
See Figure 8.24.

The “to do” list is a composit list of dates, events and tasks that must be
remembered and/or completed.

The body of the list contains the following:

Description The description of the date, event or task that must
be remembered.

Date The date the task or event must be rembered or
done.
Done Acknowledges that the date has been remembered

and/or the task has been completed.
In the bottom left hand corner of the list you will see the show done toggle:

Show Done Toggle on or off. Toggle on if you wish the done
tasks to appear on the “to do” list. Toggle off if the
done tasks will not be displayed on the “to do” list.
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File Activities Help

Description w |Hem|ndOn |Done |

Fall Sale Preperation 21/7/04

|| Show Done?

L New JL Edit 1 L Befresh JL PBrint Jl Close _l

4

Figure 8.24: To Do List

@ Todo Master

File Edit Help

Fall Sale P ti
Note: BAmEEmpelEen Bemind On:(21/7/04 | B oK J
Next
Cancel

|| Dane?

Figure 8.25: “To Do” Master window

8.2.2 Recording a New “To Do”

ﬂ — To create a new “to do” note, click on the “New” button in the
bottom left of the to do list. The “To Do” Master window will be displayed
as shown in Figure 8.25

Note Enter the note that describes the date, event or task
that must be remembered. The very first few words
of the note should be very descriptive as these will
appear on the “to do” list to describe the “to do”.

Remind On The date that you wish Quasar to remind you of the
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(8) Mailing Labels

File Edit Help
[ Customers Vendors | Employees | Personal ]
MName w | Phone Number | Postal Code | Balance
Joe's Contracting 5551000 ToM 1X0 '
Joe's Contracting 555-1000 ToM 1X0
Joe's Contracting 555-1000 TOM1X0
Mopay, Sally 555-2000 ToM 1 X0

Nopay, Sally 555-2000 ToM 1 X0
MNopay, Sally 555-2000 ToM 1X0
Slowpay, Sammy 555-3000 ToM X0 $0.00|

Slowpay, Sammy 555-3000 TOM1X0 $0.00/ ¢
Slowpay, Sammy 555-3000 ToM 1 X0 $0.00[ 8
All Mone
Type: Avery 5160 | * Start Row: ’_1
Labels/Card: ’_1 Start Column: ’_1
Refresh L Cancel| J l Print J
Vi
Figure 8.26: Mailing Labels window
“to do”.
Done Acknowledges that the “to do” has been remem-
bered and/or is completed.
8.3 Printing Mailing Labels
el
hdading
Card File = e — Mailing labels can be created by clicking

on the “Card File” icon on the left side of the Quasar main window. Follow
by clicking on the “Mailing Labels” button. Figure 8.26 shows a sample
of the mailing labels window.

There are four different folders from which mailing labels can be printed:
Customers select mailing labels for customers

Vendors select mailing labels for vendors
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[ Customers | Vendors | Employses | Personal ]

MName w | Fhone Number [ Postal Code i Balance +*
L O - 1} = e L s ..
Joe's Contracting 555-1000 ToM 1X0 $0.00

Joe's Contracting 555-1000 ToM 1X0 $0.00
Joe's Contracting 555-1000 ToM 1Xo $2.921 .50|

Nopay, Sally 555-2000 Tol 1X0 §0.00=

Mopay, Sally 555-2000 ToM 1X0 $0.00
MNopay, Sally 555-2000 ToM 1X0 $0.00
Slowpay, Sammy 555-3000 ToM 1X0 $0.00
Slowpay, Sammy 555-3000 ToM X0 $0.00
Slowpay, Sammy 555-3000 ToM 1X0 $0.00

Figure 8.27: Selecting Range of Labels

Employees select mailing labels for employees

Personal select mailing labels from personal cards

You can sort the mailing label list by clicking on the appropriate column
header and selecting ascending or descending order. There are several ways
in which you can select the mailing labels that you wish to print.

Select Range Lets assume that you wish to print a range of labels
for customers from a selected Postal Code.

e first, use the left button of your mouse to click
on the customer folder

e now use the left button of your mouse to click
on ”"Postal Code” to sort the mailing list by
Postal Code

e still using the left button of your mouse select
ascending or descending order

e to select a range of customers to print, press
the shift key and while holding down on the
shift key use the left button of your mouse to
select the beginning and ending mailing label
in the range

The range of labels that you selected will be high-
lighted. Figure 8.27 shows a sample of a selected
range.
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Customers | Vendors |_§_rr1p|o_yees |,Eersona|. ]

Name w

dos's Contracting
Joe's Contracting
Joe's Contracting
Mopay, Sally
Mopay, Sally
Mopay, Sally
Slowpay, Sammy
Slowpay, Sammy
Slowpay, Sammy

| Phone Number Postal Code | Balance

555-1000 ToM 1X0

555-1000 ToM 1X0

555-1000 ToM 1X0

£55-2000 ToM 1X0

555-2000 ToM 1Xo0

555-2000 ToM 1X0

555-3000 Ta 1X0

555-3000 Tol 1X0 $0.00/4
555-3000 ToM 1X0 $0.00

Figure 8.28: Selecting Random Labels

[Qusmmers |¥endars |§mployﬁes |Eersoma| ]

Phone Number Postal Code Balance +
a555-1000 TOM 1X0

555-1000

555-1000 TOM 1X0

555-2000 TOM 1X0 $0.00

$0.00
$o.00

$0.00

$o.00
fo.00

Figure 8.29: Selecting All Labels

Select Random Labels To select a group of random labels, hold down the

All

None

ctrl key while using the left button of your mouse to
click on each label the you wish to print. The labels
you have selected will be high-lighted. Figure 8.28
shows a sample of selecting a random set of labels.

Click on ” All” to select all labels in the folder. Fig-
ure 8.29 shows a sample of all cards selected.

Click on "None” to remove all mailing labels from
the selection. Figure 8.30 shows a sample of no
cards selected.

Following is a description of the attributes:

Type

Select a predefined label type. Print one of each type
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| Customers | Vendors | Employees | Persanal ]

Mame w [ Phone Number | Postal Code : Balance ii|
Joe's Contracting 555-1000 ToM 1X0 $0.00
Joe's Contracting 555-1000 ToOM 1X0 $0.00
Joe's Contracting 555-1000 ToOM 1X0 $2,335.60
MNopay, Sally 555-2000 ToM 1X0 $0.00
MNopay, Sally 555-2000 ToM 1X0 $0.00
MNopay, Sally 555-2000 ToM 1X0 $0.00
Slowpay, Sammy 555-3000 ToM 1X0 $0.00
Slowpay. Sammy 555-3000 ToM 1X0 $0.00|g
Slowpay, Sammy 555-3000 ToM 1X0 $0.00(%

Labels/Card

Start Row

Start Column

Print

Figure 8.30: Selecting No Labels

to view. Note that the page type and paper size se-
lected when printing must correspond with the label

type.

Enter the number of each mailing label that you wish
to print.

Enter the row number on which the first label will
be printed. For example, if you have already printed
labels in all columns in row one then you will begin
printing your first label in row two. This attribute
works in conjunction with the start column attribute
and is a feature to ensure that you do not waste ex-
pensive labels. Figure 8.31 shows a sample of labels
printed starting on the second row of your label stock.

Enter the column number on which the first label will
be printed. For example, if you have already printed
labels in the first column then you will begin printing
your first label in column two. This attribute works
in conjunction with the start row attribute and is a
feature to ensure that you do not waste expensive
labels. Figure 8.32 shows a sample of labels printed
starting on the second column of your label stock.

Select print to print the high-lighted labels.
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Four Corners Garage Joe’s Contracting

701 Four Corners Development 101 Construction Subdivision
Anycity, Anyprov Anycity, Anyprov

HOH HOH Canada HOH OHO

Figure 8.31: Printing on Row 2

Four Corners Garage
701 Four Corners Development
Anycity, Anyprov

HOH HOH
Joe’s Contracting Sally Nopay
101 Construction Subdivision 201 Lost Treasures Way
Anycity, Anyprov Anycity , Anyprov
Canada HOH OHO Canada HOH OHO

Figure 8.32: Printing on Column 2
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7@ Card Adjustment

File Edit Help
Adjustment No. |# Date: |1 8f/04  |E | Store: Default CK
Reference: Time:|1:53 PM Station: POEA1 Next
Shift: Employee:
Cancel
Card: |Joe's Contracting Balance: $2 664.30 | Voided?
Amaount $10.00
Memo |NSF Cheque
Account | Amount ‘
1ISeN\ce Fees 51 0.00
2|
Difference:
¥

Figure 8.33: Card Adjustment window
8.3.1 Creating a Card Adjustment

m Card

Card File | _ . Adjustment

— Adjust the balance on a card by first
clicking on the card icon on the left side of the Quasar main window. Fol-
low by clicking on the “Card Adjustment” button. The card adjustment
window will be displayed as shown in Figure 8.33.

The balance of either a customer card or a vendor card can be adjusted
using this screen. For example, you may wish to write off interest charged
on a customer account.

Adjustment No The adjustment number is incremented by Quasar.
This may be changed by the user. If the adjust-
ment number entered is the same as an existing ad-
justment number then a warning message will be
displayed.

Reference A number that references the card adjustment.
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Date The date for the card adjustment. The date deter-
mines the accounting period in which the adjust-
ment will be posted.

Time The time that the card adjustment is created.

Shift The shift that the card adjustment is linked to through
a shift close.

Store Enter the store that the card adjustment will affect.

Station The station (work station) on which the card ad-

justment is created.

Employee The employee creating the card adjustment.
Card Enter the name the card to be adjusted.
Balance Quasar displays the current balance of the card be-

ing adjusted.

Amount Enter the amount of the card adjustment.

Memo Enter a note or memo for the card adjustment. A
short description for why the adjustment is being
made.

Adjustment Entry Table Enter the details of the adjustment in the entry

table.
Account The name of an account(s) to which
the card adjustment will be posted.
Amount The amount of adjustment that will be
posted to the account.
Difference Quasar displays the difference between the total ad-

justment and the total expensed to accounts. In
order for a transaction to post the difference must
be zero.

Voided? Toggle on or off. Toggle on to void the adjustment
transaction. Toggle off to reinstate the transaction.



8.3. PRINTING MAILING LABELS 123

-® Card Transfer

File Edit Help

Fram oK
Transfer No. |# Date: |4."?.-'04 =) Store: Default

MNext
Reference: | Time: |5:00 PM Station: POS 1
Shift; Employes: Cancel

From: |.Joe'5 Contracting Balance: $2.321.50 (L} ¥oided
To: |Nopay: Sally Balance: $0.00

Amount: $500.00

Memo: |Billed o wrong account

To

’7Tran sfer No. [# Shift:

Transfer Account: |Misce|laneous

Figure 8.34: Card Transfer window

8.3.2 Creating a Card Transfer

wl | e

LargiieN Transfer —— Transfer a portion of the balance in one
card to another card by first clicking on the card icon on the left side of the
Quasar main window. Follow by clicking on the “Card Transfer” button.

The card transfer window will be displayed as shown in Figure 8.34.

From time to time it may by necessary to transfer all or a portion of the
balance in a customer’s receivable or vendor’s payable account to another
card. For example, you may wish to consolidate the balance from several
cards into one.

From Information about the transaction that will be created for the
out-going balance.

Transfer No The transfer number is incremented by Quasar.
This may be changed by the user. If the
transfer number entered is the same as an
existing transfer number then a warning mes-
sage will be displayed.



124

Reference
Date

Time

Shift

Store
Station

Employee

CHAPTER 8. CARD FILE

A number that references the transfer.

The date for the transfer. The date deter-
mines the accounting period in which the
transfer will be posted.

The time that the transfer is created.

The shift that the transfer is linked to through
a shift close.

Enter the store that the transfer will affect.

The station (work station) on which the trans-
fer is created.

The employee creating the transfer.

Transfer Details Details of the transfer.

To

Voided?

From

Balance
To

Balance
Amount

Memo

The card that the amount is being trans-
ferred from.

The balance of the from card.

The card that the amount is being trans-
ferred to.

The balance of the to card.
The amount of the card transfer.

Enter a memo that details the transaction.

Information about the transaction that will be created for the

in-going balance.

Transfer No.

Shift

The transaction number for the incoming
amount.

The shift the incoming transaction is linked
to.

Transfer Account The transfer accrual account to be used for

the transfer.

Toggle on or off. Toggle on to void the tender transfer. Toggle
off to reinstate the transaction.
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Ledger

sample Company

File Setup Help
Journal Write Customer Customer Customer Furchase Vendor Vendor
{ Entry “ Cheque J{ Cuote J{ Invoice ﬂ Payment J[ Order J{ Invoice J[ FPayment J
Chart Cf
Accounts
Journal
Entry
Transaction
EL t —‘ Transf:
ﬂ} Journal —LﬂJ
Reparts
Reports Find
Balance Sheet Trial Balance -
Profit & Loss Inquiry
Purchases l Summary J
[petauit POS 1

Figure 9.1: Main Menu - Ledger

This chapter takes an in-depth look at building and working with your
ledger. Webster’s Dictionary describes a ledger as “the book of final entry,

125
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in which a record of debits, credits, and all money transactions is kept”.
The ledger of a business is made up of a complete set of accounts often
referred to as a chart of accounts. In this chapter we will look more
specifically at the ledger in Quasar . The following topics are included:

Account List A complete list of accounts that may be edited,
deleted or added to.

New Account Creating a new account

Journal Entry Creating journal entries

Account Transfers Transferring account amounts between two or more
stores.

Transaction Viewing and printing journal entry transactions

Inquiry Viewing and printing account inquiries

Balance Sheet Viewing and printing a balance sheet

Profit & Loss Viewing and printing the profit & loss report

Trial Balance Viewing and printing a trial balance report

9.1 Chart of Accounts

--;j I:hl.rl:l:ﬂ'

Ledger — e —— The chart of accounts can be viewed

by clicking on the ledger icon on the left side of the Quasar main window.
Follow by clicking on the “Chart of Accounts” button. Figure 9.2 shows
a sample of the default chart of accounts.

The body of the list contains:

Account The name of the account

Type Quasar utilizes types to properly group accounts to-
gether and therefore determine where these accounts
will display on a financial statement. Following is a
complete list of account types that may be selected
in Quasar :
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-®- Chartof Accounts

Eile Activities Help

Account

Bank of Mantreal

Cash On Hand - Sate

Cash On Hand - Stations 1000 Bank $6,888.75
Chequing 1020 Bank $o0.00
Savings 1030 Bank $0.00
US Chequing 1040 Bank $0.00
AR Credit 1130 Accounts Receivable §0.00
AR Equity 1120 Accounts Receivable $U.UUE
|| Show Inactive?

MNew Edit L BRefresh J L Brint J L Close J

| Number |Type | Balance

Bank

4

Figure 9.2: Chart of Accounts window

Bank Part of current assets, the bank type sorts
all bank accounts into one group

Accounts Receivable Part of current assets, the
receivable type sorts all receivable accounts into
one group

Other Current Asset Sorts all current asset ac-
counts other than a bank account or a receiv-
able account into one group

Fixed Asset Sorts all fixed asset accounts into one
group

Other Asset Sorts all asset accounts other than a
current asset or fixed asset into one group

Accounts Payable Part of current liabilities, the
accounts payable type sorts all payable accounts
into one group

Credit Card Part of current liabilities, the credit
card type sorts all credit card accounts into one
group

Other Current Liability Sorts all current liabil-
ities other than accounts payable and credit
card types into one group

Long Term Liability Sorts all long term liability
accounts into one group
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Balance

Inactive

CHAPTER 9. LEDGER

Equity Sorts all equity accounts into one group

Income Sorts all regular income accounts into one
group

Cost of Goods Sold An expense account, the cost
of goods sold type sorts all cost of sales ac-
counts into one group

Expense Sorts all regular expense accounts into
one group

Other Income Sorts all extra-ordinary income ac-
counts into one group

Other Expense Sorts all extra-ordinary expense
accounts into one group

The current balance of the account

The active state of the account

Quasar comes complete with a default chart of accounts. Existing accounts
may be viewed, edited and deleted. New accounts may be created.

9.2 Creating a New Account

Mewr

—— To create a new account click on the “New’” button in the

lower left of the chart of accounts window. The Account Master screen will
be displayed as shown in Figure 9.3.

Following is a description of the attributes in the account master window:

Name

Number

The name of the account. Give some thought to the
account names. The names should be as short and
as descriptive as possible.

The account number. Quasar does not require that
an account number be entered. For ease of use, and
to save the memorization of multiple account num-
bers the name is used to enter accounts on all entry
windows.
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@ Account Master

Eile Edit Help
IWEEWIE 50k of Montreal Number: |1 050 L oK J
Type: & i t:
Type L !;J Paren | N
IC —Groups ————
Cancel
Next Cheque #: 1 f ! l—'J
] ) Inactive?
Last Reconciled: —I
#
Figure 9.3: Account Master window

Bank =

accounts Receivable

Inventory

Other Current 2zset

Fixed &sset

Other Asset

accounts Payable

Credit Card

Figure 9.4: Types menu
Type Select the type of account. This data is required

by Quasar to refine selections and to assist in the
printing of financial statements. Figure 9.4 and Fig-
ure 9.5 show the type selections.

Bank Part of current assets, the bank type sorts
all bank accounts into one group

Accounts Receivable Part of current assets, the
receivable type sorts all receivable accounts into
one group

Other Current Asset Sorts all current asset ac-
counts other than a bank account or a receiv-
able account into one group
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Accounts Payahle -
Credit Card

Other Current Liability
tLong Term Liability
Equity

Income

Cost of Goods Sold
Expense

Other Income
Other Expense

1

Figure 9.5: Types menu (continued)

Fixed Asset Sorts all fixed asset accounts into one
group

Other Asset Sorts all asset accounts other than a
current asset or fixed asset into one group

Accounts Payable Part of current liabilities, the
accounts payable type sorts all payable accounts
into one group

Credit Card Part of current liabilities, the credit
card type sorts all credit card accounts into one
group

Other Current Liability Sorts all current liabil-

ities other than accounts payable and credit
card types into one group

Long Term Liability Sorts all long term liability
accounts into one group

Equity Sorts all equity accounts into one group

Income Sorts all regular income accounts into one
group
Cost of Goods Sold An expense account, the cost

of goods sold type sorts all cost of sales ac-
counts into one group

Expense Sorts all regular expense accounts into
one group

Other Income Sorts all extra-ordinary income ac-
counts into one group
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-®- Chartof Accounts --

Eile Activities Help

Account

Repairs and Maintznance
é--Bu\Idmg Repairs
;--Compuler Repalrs
“.-Equipment Repalrs

Staff Expenses
;--Empluyee Benefits

i--Recruitment Costs

Salaries and Wages

|| Show Inactive?

New Edit

| Number |Type |Balaﬂce !ﬂ
BB00 Expense §0.00
6610 Expense $0.00
6620 Expense $0.00
BB30 Expense §0.00
6500 Expense F0.00
6520 Expense $o0.00
6530 Expense $0.00
B510 Expense §0.00

L.Union Fees 6540 Expense $0.00/ g
Taxes and Licenses 6710 Expense $0.00 %

L Befresh “ Erint JL Close J

4

Figure 9.6: Sample Headers Accounts

131

Parent

Header

Next Cheque #

Groups

Other Expense Sorts all extra-ordinary expense
accounts into one group

The parent or header account for an active account.
Accounts are may be attached to a parent or header
account as a method of grouping accounts for finan-
cial reporting. Figure 9.6 shows an excerpt from
the account list and displays an example of two par-
ent accounts where ”Repairs and Maintenance” and
”Staff Expenses” are parent accounts for the active
accounts grouped below them.

Toggle on or off. Toggle on is the account is a header
type account. A header account is a parent of active
accounts within a group. Figure 9.6 shows an ex-
cerpt from the account list and displays an example
of two parent accounts where ”Repairs and Main-
tenance” and ”Staff Expenses” are parent accounts
for the active accounts grouped below them.

For bank type accounts only. Enter the number of
your next physical cheque .

Quasar provides the ability to link profit and loss
type accounts to one or more groups for the purpose
of printing profit and loss statements.
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(@ dournalEny T T

File Edit Help
dNo.  |# Date: [4/77/04 @ | Store:  [Default oK
Reference: Time: 517 PM Station: |POS 1 Next
Shift Employee: |Workoholic, Sarah
Cancel
Memo: |Samp|e Journal Entry
|| Voided?
Account | Debit | Credit |
f— T T ™| Reverse?
1Bank of Montreal $4.000.00 -
E;Share Capitol $4.000.00
3| b

Dehit Total: $4.000.00
Credit Total: $4.000.00
Difference:

Figure 9.7: Journal Entry window

Last Reconciled Quasar displays the date that the account was last
reconciled.

9.3 Creating a Journal Entry

Journal
Entry

— From time to time you will be required to do manual
journal entries. To do a manual journal entry click on the “Journal Entry”
button at the top of the main window. The journal entry window, shown in
Figure 9.7, will be opened.

Remember, in a double entry accounting system the total debits must
match the total credits. Quasar does not allow a journal entry that does
not balance to be filed. It is recommended that you enter the data in each
attribute and utilize the tab key to move from attribute to attribute.

Id No Quasar defaults to the next available journal id.
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Reference

Date

Time

Shift

Store

Station

Employee

Memo

Data Entry Table

Debit Total
Credit Total

Difference

Enter a reference number if required for the journal
entry.

The date for which the journal entry will be posted.
For example, if you wish the journal to be posted
to todays date then enter todays date. However, if
you wish the journal to be posted to a previous date
then you must enter the previous date.

The time of day the journal entry is created.

The shift that the journal entry is linked to through
a shift close.

The store that the journal posting will affect.

The work station upon which the journal entry was
created.

The employee creating the journal entry.

The memo defines the journal entry. A short de-
scriptive memo is invaluable for future reference.

The transaction data is entered in the data entry
table.

Account Enter the name of the account that will
be debited or credited.

Debit Enter the amount that the account will be
debited.

Credit Enter the amount that the account will be
credited.

Quasar displays the total of all debits.
Quasar displays the total of all credits.

Quasar displays the difference between the total deb-
its and the total credits. In order for a transaction
to post there must be no difference between the total
debits and total credits.
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@ Ledger Transfer ..'

Eile Edit Help

From

CK
Transfer Mo. & Date: |4/7/04 = Store: |Default
. Next
Reterence: Time: |6:13 PM Statlon: |POS 1
Shift Employes: [Workoholic, Sarah Cancel

Mema: |Sample Ledger Transfer |} Voided?

Account: |Gas and Electric Balance: $2.000.00
Amount: ’m
Siare o et o] AT
1 Warehouse $1,000.00
b

2|

=

Transfer Account; |Tran5fer Accurals Allocated: §1.000.00
Difference:

A
Figure 9.8: Ledger Transfer window
Voided? Toggle on or off. Toggle on to void the transaction.
Toggle off to reinstate the transaction.
Reverse? Toggle on or off. Toggle on if the journal entry must

be reversed at the beginning of the following month.
Toggle off if the journal entry is not to be reversed.

9.4 Transferring Account Balances Between Stores

=)

Ledger

Trarsfars
= — To transfer an amount in an account from
one store to another click on the ledger icon on the left side of the Quasar
main window. Follow by clicking on the “Transfers” button. Figure 9.8
shows a sample of the ledger transfer screen.
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The Ledger Transfer window is used to transfer ledger account balances
from one store to another. For example, an expense such as a power bill
may go directly to an administration office for payment. The
administration office can then split the expense up between the stores.

Transfer No.

Reference
Date
Time

Shift

Store

Station

Employee

Memo

Account

Amount

Balance

Transfer Entry Table

The transfer number is incremented by Quasar. This
may be changed by the user. If the number entered
is the same as an existing number then a warning
message will be displayed.

Enter a reference number if required for the transfer.
The date for which the transfer will be posted.
The time of day the transfer is created.

The shift that the transfer is linked to through a
shift close.

The store that the transfer posting will affect.

The work station upon which the transfer was cre-
ated.

The employee creating the transfer.

The memo defines the transfer. A short descriptive
memo is invaluable for future reference.

Enter the ledger account number to transfer. Trans-
fers will move from the local stores account to the
alternate stores same account.

Enter the total amount being transferred.

Displays the current balance of the account in the
originating store.

Use the transfer entry table to enter the store and
the account amount being transferred to each store.

Store Enter the store(s) that an amount is being
transferred to.

Amount The amount being transferred to the store.
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Transfer Account When a transfer takes place between two stores an
accrual account must be used to maintain a balance
in the balance sheet of each store. To maintain this
balance an accrual account must be used.

Allocated The total amount allocated for transfer to all stores.

Difference Quasar displays the difference between the allocated
amount and the total amount. In order for a trans-
action to post the allocated amount must balance
with the total amount.

Voided? Toggle on or off. Toggle on to void the transaction.
Toggle off to reinstate the transaction.

9.5 Create an Expense Payout

"""j Fayoul

Ledger | — To payout an expense with cash click

on the ledger icon on the left side of the Quasar main window. Follow by
clicking on the “Payout” button. Figure 9.9 shows a sample of the payout
screen.

The Payout window is used to pay an expense with cash and to record the
transaction against a specific predefined expense.

Payout No. The payout number is incremented by Quasar. This
may be changed by the user. If the number entered
is the same as an existing number then a warning
message will be displayed.

Reference Enter a reference number if required for the payout.

Date The date for which the payout will be posted.

Time The time of day the payoutis created.

Shift The shift that the payout is linked to through a shift
close.

Store The store that the payout posting will affect.
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File Edit Help

Payout No. |# Date: |4.17.f04 B | Store: Default OK
Heference:| Time: |5 56 PM Statlon: POS 1 | Next [
Shift: Employee; [Workoholic, Sarah
Mema: |Sample Payout
|| Voided?
[ Amaunt | Tax !

$100.00GST

Expense

Supplies (no-tax)

i

Totals Taxes Tenders

Expense Total: $100.00 Total: $107.00
Tax Total: $7.00 Tendered: $107.00
Difference:

Figure 9.9: Payout FExpenses window
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| Totals Taxes Tenders

Expense Total: $100.00 Total; $107.00
Tax Total: $7.00 Tendered: $107.00
Difference:

Figure 9.10: Payout Expenses - Total Folder window

Station The work station upon which the payout was cre-
ated.

Employee The employee creating the payout.

Memo The memo defines the payout. A short descriptive

memo is invaluable for future reference.

Expense Entry Table Enter the expense and amounts to payout.

Expense Select or enter the expense code to pay-
out.

Amount Enter the amount to payout.

Tax Select or enter the tax that applies to

the expense.

Totals Click on the totals tab to veiw information about
the transaction totals. Figure 9.10 shows a sample
of the payout totals folder.

Expense Total The total expenses to payout net of
taxes.

Tax Total  The total amount of taxes to payout.

Total The total of expenses and taxes to pay-
out.

Tendered The total amount tendered.

Difference  The difference between the total amount
tendered and the total payout required.
Note the difference must be zero to file
the transaction.



9.5. CREATE AN EXPENSE PAYOUT 139

Totals Taxes Tenders

Tax | Name | Taxable | Tax Amt

1lasT Goods and Services $100.00 $7.00

I

Figure 9.11: Payout Ezxpenses - Taxes Folder window

Totals Taxes Tenders

Tender | Amount | Rate | Total |

1/Cash $107.00 1 $107.00
_—
2|

Figure 9.12: Payout Expenses - Tenders Folder window

Taxes Click on the taxes tab to veiw information about
the transaction taxes. Figure 9.11 shows a sample
of the payout taxes folder.

Tax The identification of the tax.

Name The name of the tax.

Taxable The total amount that the tax is cal-
culated on.

Tax Amt The total amount of the tax.

Tenders Click on the tenders tab to tender the transaction.
Figure 9.12 shows a sample of the payout tenders
folder.

Tender The name of the tender.
Amount The amount of each tender.
Rate The foreign exchange conversion rate

for the tender.
Total The total amount of the tender.
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@ Transaction Jourral --

Eile Edit Help
Dates: [Today I ;J From: |4/7/04 B | To: [4/7/04 =
Store: |Default
[ General | Disbursements | Beceipts | Sales | Purchases | Inventory | All
Type Number Store Date Account Debit Credit Voided?
Card Adjustment 1 14/7/04  Write off interesteh...
Accounts Receivable $1410
Service Fees f1410
Journal Entry 1 14/7/04  Sample Journal Entry
Bank of Montreal $4.000.00
Share Capitol $4,000.00
Payout 1 14/7/04  Sample Payout
Cffice Supplies $100.00
GST Paid §7.00
Cash On Hand - Sta... $107.00
Journal Entry 2 14/7/04  Electrical '*'
Gas and Electric §2.000.00 ¥
L Befresh J l Brint J Close
v

Figure 9.13: Transaction Journal window

9.6 Viewing Transaction Journal Detail

Transacton
Jaurnal

—— Once a transaction has been filed it and the accounts

affected may be viewed in the transaction journal window. To open the
transaction journal window click on the “Transaction Journal” button.

See Figure 9.13.

The transaction journal window is a very powerful tool for viewing the
journal entries of transactions within a specified range of dates.

Date Range
From
To Date

Store

Select the date range to view.

The start date of the range to view.

The end date of the range to view.

Select the store to view. If left blank data from all

stores will be displayed.
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All transactions may be viewed within a specified date range or you may
elect to view only special types of transactions. The the various types of
transactions that you may select for viewing are:

General General transactions created using the journal entry window; no
sale transactions created at point-of-sale also appear as general trans-
actions

Disbursements Journal transactions created from the Quasar cheque writ-
ing windows

Receipts Journal transactions created for payments on account
Sales Journal transactions created when items are sold
Purchases Journal transactions created when items are purchased

Inventory Journal transactions created when inventory is adjusted other
than through sales or purchases

All All journal transactions noted above

Transaction Table The transaction table displays the journal detail of
each transaction within the specified dates.

Type Describes the type of transaction. Following
is a listing of the various types:

Adjustment Inventory adjustments from the
item adjustment window

Cheque Quick cheques or vendor payments

Customer Invoice Transactions created from
sales

Customer Payment Transactions created from
customer payments on account

Customer Return Transactions created from
customer returns

Item Transfers Transactions created when items

are transferred from one store to another

Journal Entry Journal transactions created
in the journal entry window
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Ledger Transfers Transactions created when
ledger amounts are transferred from one
store to another

Nosale Nosales transactions created at the point-
of-sale

Payout The payout of cash to pay an expense

Shift Close Transactions created when a shift
is closed

Tender Exchange Transactions created when
one tender is exchanged for another

Vendor Claim Transaction created when claims
are processed to a vendor

Vendor Invoice Vendor invoices for the pur-
chase of goods or services

Withdraw Transactions created when a cus-
tomer withdraws cash from their account

Number The identification number assigned to the
transaction.

Date The date of the transaction.

Account The ledger account to which a debit or
credit is posted.

Debit The amount of each debit.
Credit The amount of each credit.

Voided? A checkmark (/) is displayed if the trans-
action is voided.

To view an actual original transaction double click on any line display
associated with that transaction.

9.7 Finding a Transaction

Fimd

The find transaction screen is a search tool designed to find any trans-
action or group of transactions very quickly. To open the find transaction
window click on the “Find” button in the lower right hand corner of the
main window. Figure 9.14 shows a sample find transaction window.



9.7. FINDING A TRANSACTION 143

@ Find Tranzasction

File Edit Help

—Data Selection

Type: L Journal Entry I I J Stare:

ld Mo, Station: |
Reference & Employee: |

Date Fiange:[ Today {i i.l Shift:
From: 47004 || Card: |
To: 4704 @ Total Amount;

Type |Tx & | Store | Reference # | Date | Card |Tr::ta|

Journal Entry 1 1 4iTioa $0.00
Journal Entry 2 1 4/7/04 $0.00
Journal Entry 3 1 4704 $0.00
Journal Entry 4 3 4/7/04 $0.00

L Befresh JL Print JL Close J_

A

Figure 9.14: Transaction Find window
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The transaction find window is broken down into two distinct sections.
The selection criteria and the display table. Once you have defined your
selection criteria click on the “Refresh” button at the buttom of the

window to display the selected transactions.

In data selection section define details of the transaction you wish to find.

Note: The data selection will change slighly dependant on the

transaction type selected.

Type Select the type to find.

All Types
Journal Entry

Ledger Transfer

Cheque

Adjustment

Item transfer

Customer Invoice

Customer Return

Customer Payment

Vendor Invoice

Vendor Claim

Displays all transaction types

Displays only transactions cre-
ated by transfering account
amounts from one store to
one or more stores.

Displays transactions created
by general journal entries.

Displays only cheque trans-
actions created from writ-
ing a cheque .

Displays only transactions cre-
ated from item adjustments.

Displays only transactions cre-
ated by item transfers from
one store to another.

Displays only transactions cre-
ated by customer invoices.

Displays only transactions cre-
ated by customer returns.

Displays only transactions cre-
ated by a customer payment.

Displays only transactions cre-
ated by a vendor invoice.

Displays only transactions cre-
ated by a vendor claims.
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Id No.

POS Tx No
Transfer No
Cheque No

Adjustment No

Invoice No

Receipt No
Reference #

Date Range
From
To

Store

Card

Withdraw Displays transactions created

by customer cash withdrawls.

Payout Displays transactions created
at the point-of-sale for the
purpose of paying expenses
using cash.

Nosale Displays sales nosale trans-
actions created at the point-
of-sale.

Shift Close Displays the transactions cre-

ate by a shift close.
Enter the id number of a transaction.
Enter the id of the point-of-sale transaction.
Enter the id of the ledger or item transfer.
Enter the cheque number of the cheque .

Enter the adjustment number for an inventory ad-
justment transaction.

Enter the customer invoice or vendor invoice num-

ber.
Enter the receipt number for a customer payment.

Enter the reference number of the transaction. For
example, the vendor’s invoice number or the cus-
tomer’s purchase order number.

Select the date range for the transaction(s).
Enter the starting date for a date range.
Enter the ending date for a date range.

Select a store to find. If left blank data for all stores
will be displayed.

Enter the card id for the transaction. For example,
for a customer invoice enter the card id and for a
vendor invoice enter the vendor id.
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Customer

Vendor

Total Amount
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Enter the customer to find. If left blank all cus-
tomers will be displayed.

Enter the vendor to find. If left blank all vendors
will be displayed.

Enter the total amount of a transaction. created.

The transaction find table displays all of the transactions that meet the
criteria you have defined in the transaction type and data selection

sections.

Type
Tx #

Reference #

Date Range

Store

Station

Employee

Shift

Card

Total

the type of transaction
the transaction id number

displays the reference number such as a purchase
order or vendor invoice number

the date or range of dates to find

the store number in which the transaction was cre-
ated

the work station or point-of-sale device in which the
transaction was created

the employee creating the transaction to find

the shift which the transaction has been linked to
through a ringoff

the id of the card, customer or vendor

the total amount of the transaction

By double clicking on any line in the list you can view the actual

transaction.
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File Edit Help
Dates: l Today I ;J Fram: |4/7/04 | To: [4/7/04 =
Store; |Defau|t
Account Card ltem
Search: |Bank of Montreal
Type | MNumber ! Store i Date Mema | Debit | Credit | Volded?
Journal Entry . 1 14/7/04 .Sample Journal Entry $4__000.00.
Beginning Balance Total Debits Total Credits MNet Change Ending Balance
$0.00 $4.,000.00 $0.00 $4.000.00 $4.000.00
L Refresh J l Print J Close
4

Figure 9.15: Transaction Inquiry window

9.8 Inquiry - View Activity Details

w — The inquiry window is a terrific tool for viewing the activity
of a specific ledger account, a specific card or a specific item. An inquiry
may be conducted for a specified range of dates. To open the inquiry window
click on the “Inquiry” button in the lower right hand corner of the main

window. Figure 9.15 shows a sample inquiry window.

The inquiry screen provides a complete statement of activity including the

opening balance, total increase, total decrease, net change and ending

balance.

Note: By double clicking on any line in the list you can view the actual

transaction.
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Date Range
From
To

Store

Account

Card

Ttem

Search
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Select the date range to view.
The start date for the range of dates being viewed.
The end date for the range of dates being viewed.

Select the store to view. If left blank, data from all
stores will be displayed.

Select “Account” to view transactions within the
specified date range that effect a specific ledger ac-
count.

Select “Card” to view transactions within the spec-
ified date range that effect a specific card.

Select “Item” to view transactions within the spec-
ified date range that effect a specific item.

Enter the appropriate search data.
o If viewing a list of transactions for a specific

account enter the account name

e If viewing a list of transactions for a specific
card enter the card name

o If viewing a list of transactions for a specific
item enter the item number

The transaction table displays the journal detail of each transaction within

the specified dates.

Type

Describes the type of transaction. Following is a
listing of the various types:

Adjustment Inventory adjustments from the item
adjustment window

Cheque Quick cheques or vendor payments

Customer Invoice Transactions created from sales

Customer Payment Transactions created from cus-
tomer payments on account

Customer Return Transactions created from cus-
tomer returns
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Number
Store

Date

Memo
Debit /Increase
Credit/Decrease

Voided?

Item Transfers Transactions created when items
are transferred from one store to another

Journal Entry Journal transactions created in the
journal entry window

Ledger Transfers Transactions created when ledger
amounts are transferred from one store to an-
other

Nosale Nosales transactions created at the point-
of-sale

Payout The payout of cash to pay an expense

Shift Close Transactions created when a shift is
closed

Tender Exchange Transactions created when one
tender is exchanged for another

Vendor Claim Transaction created when claims
are processed to a vendor

Vendor Invoice Vendor invoices for the purchase
of goods or services

Withdraw Transactions created when a customer
withdraws cash from their account

The identification number given to the transaction
The store in which the transaction was created.
The date of the transaction

Note: The transactions in the list may be sorted in
ascending or descending order by clicking on
the directional signal in the date attribute.

The memo describing the transaction
The amount of an debit/increase
The amount of a credit/decrease

A checkmark (/) is displayed if the transaction is
voided.
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Near the bottom of the window Quasar displays information on the
corresponding account balance, card balance or item balance.

Beginning Balance The balance at the beginning of the specified date
range

Total Debits/Increases The total of all debits/increases during the speci-
fied date range

Total Credits/Decreases The total of all credits/decreases during the spec-
ified date range

Net Change The net change during the specified date range

Ending Balance The balance as at the end of the specified date range

9.9 Summary of Transactions

Summanry

The summary window is a powerful reporting tool for viewing the sum-
mary details of transaction information. To open the summary window click
on the “Summary” button in the lower right hand corner of the main window.
Figure 9.16 shows a sample summary window.

First, select the data for which your summary information will be viewed.

Date Range Select the date range to view.

From The start date for the range of dates being viewed.
To The end date for the range of dates being viewed.
Shift No Enter the shift number to view. If left blank, data

from all shifts will be displayed.

Station Enter the work station to view. If left blank, data
from all stations will be selected.

Employee Enter the employee to view. If left blank, data from
all employees will be selected.

Card Enter the card to view. If left blank, data from all
cards will be displayed.
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File Edit Help

Data Selecti

Date Range:| Today *®
FomDae: [+7/0¢ (|

ToDate [e7od ||

shitNe: [

swtor: [
Employest|
ca: [
Store: ’—

[Transacnuns [ Sales [ Accounts [ Tenders | R | Safe [ Taxes [ Discounts |
Type: | All Types . All Types
Type v | Gount [ Voids | Amount |Base [ Tax [ Depesit I
Gard Adjustment 1 o 140 #1410 $0.00 $0.00
Customer Invoice 2 0 $148.84 $130.00 $18.84 $0.00
Gustomer Payment 1 0 $100.00 $100.00 §0.00 $0.00
Cuslomer Return 1 0 172 §150 §-0.22 $0.00
ournal Entry 4 0 $0.00 $0.00 $0.00 $0.00
Nosale 2 0 $0.00 50.00 $0.00 $0.00
Payout 1 0 $-107.00 §-100.00 §-7.00 $0.00
Totals: [12 Jo [#tz602 $114.40 [§11.82 [$0.00

Refresh Print

Close

Z

Figure 9.16: Transaction Summary window
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Store Select the store to view. If left blank, data from all
stores will be displayed.

Next, select the type of information to view by opening one of the
information folders.

Transactions View a summary of all transactions or specific trans-
action types.

Sales View a summary of all sales or sales by department,
subdepartment or item.

Accounts View a summary of all accounts or the summary of
a specific account.

Tenders View a summary of all tenders or the summary of a
specific tender.

Receivables View a summary of receivable accounts or the sum-
mary of a specific account.

Safe View a summary of the safe contents.

Taxes View the summary of all taxes or the summary of a
specific tax.

Discounts View the summary of all discounts or the summary
of a specific discount.

9.10 Balance Sheet

=&

Ledger _— Balance sheet — To print a balance sheet start by

clicking on the “Ledger” icon on the left side of the main Quasar window.
Follow by clicking on “Balance Sheet”, which will now appear in the report
section towards the bottom of the window.

A balance sheet may be printed for the entire company or for a store
within the company.

Figure 9.17 shows a sample of the asset portion of a balance sheet and
Figure 9.18 shows a sample of the liabilities and equity portion of a
balance sheet.
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(7] Report Viewer -..
Report: |Balance Shest Begenerate

Balance Sheet

Asfat 20040704

ASSETS
Current Assets
Bank
Cash On Hand - Stations BT028.87
Bank of Montreal $4.000,00
Total Bank $11,028.87
Accounts Receivable
Accounts Receivable £2.22150
Total Accounts Receivable $2.221.50
Inventory
Inventory - A $79.00
Inventory - B - 188.00
Tnventory - O F406.54
Container Deposit $-75.00
Total [nventory $-590.54
Total Current Assets F12439.83
Total ASSETS $12,659.83

Figure 9.17: Balance Sheet - Assets

9.11 Profit & Loss Report

=4

Ledger E— Income Statement — To print the profit & loss report

start by clicking on the “Ledger” icon on the left side of the main Quasar
window. Follow by clicking on “Profit & Loss”, which will now appear in
the report section towards the bottom of the window.

A profit and loss statement may be printed for the entire company, for a
store within the company, or for an account group. An account group is a
group of accounts linked by a group name defined in the account master.
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LIABILITIES
Current Liahilities
Accounts Puvable
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Accounts Payuble F205.44
Total Accounts Puyable F205.44
Other Current Linhility
GST Payable
GST Collected F571.12
GET Paid 2044
Total Payable £350.68
PST Payable
PET Collected Faendd
Total Payable f366.44
Total Other Current Liability 111712
Total Current Liabilities £1,32256
Total LIABILITIES £1.32256
BEOUITY
Share Capitol $4.000.00
Net ProfitLoss $7.337.27
Total EQUITY k11.,337.27
TOTAL LIABILITIES & EQUITY $12,659.83
Sun Jul 04 06:28:02 PM MDT 2004 Page 10of1

L First JL Prev | MNext 1 Last i Pick |

Fage 1 of 1 Brint Close

Figure 9.18: Balance Sheet - Liabilities & Equity
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Report: |F’rofit &Lloss

| Regenerate

Profit & Loss

20040704 to 2004-07-04

Income
Sales
Sales - A F2850
Siles - D F100.00
Total Sales $128.50
Total Tncome $128.50
Cost of Goods Sold
Cost of Sales - A $19.00
Total Cost of Goods Sald F19.00
Gross Profit $109.50
Expense
Miscellanecus $-2,000.00
Oiffice Supplies £100.00
Uhilities
Gias and Electric F2.000.00
Total Unilities $2,000.00
Total Expense R100.00
Operating Profit $9.50
Cither Income
Service Fees #1410
Total Other Income #1410
NET PROFIT/LOSS $-4.60

L First ll Prev JL Next JL Last JL Pick. J Page 1 of1

Brint Close [

Figure 9.19: Profit € Loss
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9.12 Trial Balance

Ledger S Trial Balance — To print the trial balance report

start by clicking on the “Ledger” icon on the left side of the main Quasar
window. Follow by clicking on “Trial Balance”, which will now appear in
the report section towards the bottom of the window.

The trial balance report lists all accounts and their balances. The balances
are displayed as debits or as credits. The debits and credits are totalled at
the bottom of the report. In a double entry accounting system the total of
all debits must always match the total of all credits.

Figure 9.20 shows a sample portion of a trial balance report.
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Report: |Tri al Balance

| Regenerate

L First ll Prev

ﬂL Next lL Last JL

Pick J

Page 1 of1

Trial Balance
Asfat 20040704

Mume 15
1050 Bank of Montreal $44000.00
1000 Cash On Hand - Stations $7.028.87
1110 Accounts Receivable $2.221.50
1280 Container Deposit 75.00
1210 Inventory - A £79.00
1220 Inventory - B F188.00
1230 Inventory - C Hoe54
2010 Accounts Payable 20544
2310 GST Callected £571.12
2320 GST Paid F2044
2360 PST Collect=d Faeadd
3050 Share Capitol 400000
40100 Sales - A £72.50
40200 Sales - B 28,00
40300 Sales - C £558.41
4040 Sules - D $7,100.00
0100 Costof Sales - A 100
0200 Cost of Sules - B F260,00
50300 Costof Sules-C F406.54
610 Gias and Electric £2,000.00
G140 Miseellaneous £2,000.00
6150 Office Suppliss £100,00
8060 Service Fees k14,10
Grand Total: $16,171.45 $16,17145

Brint t Close t

Figure 9.20: Trial Balance
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Cheques

sample Company

File Setup Help

I

Journal
Entry

Write
Cheque

Customer
Cuote

Customer Customer Furchase

Vendor Vendor
Payment J[ Order

Invoice J[ FPayment J

—

J J |

Invoice

J

af #
gb

Print

Cheques

Transaction Customer

Journal J i Cheque J

Reparts
Reports Find
Inguiry
Purchases l Summary J
[petauit

POS 1

Figure 10.1: Main Menu - Cheques

In this chapter we will review the cheque writing and reconciling
capabilities of Quasar . These specific areas will be reviewed in this

159
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chapter:

Write Cheque

Print Cheques

Reconcile

Transaction

Customer Cheque

CHAPTER 10. CHEQUES

Write a quick cheques for goods or services.

Print cheques from your printer using a pre-printed
form.

Reconcile an account to a statement such as a bank
statement.

View the journal transaction created by Quasar when
a cheque is written.

Print a cheque to a customer that reduces the cus-
tomers credit balance on their receivable account.

10.1 Write Cheques

Write
Chegue

To write a quick cheque click on the “Write Cheque

2

button at the top of the main window. Figure 10.2 shows a sample of the

write cheques window.

Note: This window is used only to record cheques for goods or services
that have not been previously entered as a payable to a vendor. To
write a cheque for the purposes of reducing a payable to a vendor
use the Vendor Payment window.

Following is a description of the attributes within the write cheque window:

Bank Account

Current Balance

Ending Balance

Cheque No.

The ledger account from which the funds for the
cheque will be drawn.

The current balance of the bank account from which
the cheque is being made.

The ending balance of the bank account after the
current cheque is considered.

The transaction id or cheque number assigned to the
payment.



10.1. WRITE CHEQUES 161

@ Write Cheque

File Edit Help

Ba’nkf-\cccunt:|0hequing Gurrent Balance: $10,000.00 L DK J

Ending Balance: | $9.850.00

Cheque No. |1 Date: |5/7/04 = Store: |Default Cancel
Reference: Time: [12:22 AM Station: |POS 1
|| Voided?
Shift: Employee: |Bossman. Bill

|| Printed?
Card: | i Balance: fo.00 Print
rin !
Payee: | Allan Smith Amount: $150.00 ;J

100 Somewhers Lane
Some Place, Canada

L Mext J

Memo: Fi:< Computer Printe

_.F\.ccount _I_._F\mount |

Computer Repalrs $150.00

=4

Figure 10.2: Write Cheques window
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Reference #

Date

Time

Shift

Store

Station

Employee
Card

Balance

Payee

Amount

Memo

Account Table
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Enter the reference number for the payment if ap-
plicable

The cheque date. Quasar defaults to the current
date, however, you may change the date as is re-
quired.

The time of day the cheque is created.

The shift that the cheque is linked to through a shift
close.

The store that the cheque posting will affect.

The work station upon which the cheque was cre-
ated.

The employee creating the cheque .

The card identification for the entity to whom the
cheque will be made payable. Note that a card is
not required you can type the name and address of
the payee in the “Payee” attribute.

The current balance on the card if applicable.

The name and address of the entity to whom the
cheque will be made payable.

The total amount of the cheque .

The memo defines the cheque . A short descriptive
memo is invaluable for future reference.

When a cheque is written the total amount of the
cheque is credited to the bank ledger account. The
offsetting debit entry/entries are defined in the ac-
count table.

Account A ledger account (usually an expense ac-
count) that all or a portion of the cheque will
debited to.

Amount The amount that will be debited to the
corresponding account.
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@ Print Cheques
File Edit Help

Account: |Chequing

Number | MName ! Date |Amount | Printed? [

1 Allan Smith $150.00

Type: l QuickBooks Compatible . * J || Show Printed?

L oK lL Cancel J

A

Figure 10.3: Print Cheques window

Voided? Toggle on or off. Toggle on to set the cheque to
voided. Toggle off to re-instate the cheque to a non-

voided state.

Printed Toggle is on if the cheque has been physically printed
using the print cheque function.

10.2 Print Cheques

Prind Chagquas

Cheques | == — To print a cheque click on the
cheque icon on the left side of the Quasar main window. Follow by clicking
on the “Print Cheques ” button. Figure 10.3 shows a sample of the
print cheques window.

Following is a description of the attributes within the print cheques
window:

Account The bank ledger account from which the cheque
will be drawn. Ensure the correct forms are in the



164

Number

Name

Date
Amount

Type

Show Printed
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printer.
The number of the cheque to be printed.

The name of the entity to whom the cheque will be
made payable.

The date of the cheque .
The total amount of the cheque .

Cheque are printed on pre-printed forms. Select the
appropriate form type.

Toggle on or off. The print cheques window by de-
fault will not show printed cheques . To view or
reprint a cheque toggle on.

There are three ways in which you can select the cheque or cheques that

you wish to print.

Single Cheque

Select Range

Click on the the individual cheque that you wish to
print. This will high-light the cheque for printing.

Press the shift key and while holding down on the
shift key use the left button of your mouse to select
the beginning and ending cheque in the range. The
range of cheques that you have selected will be high-
lighted. Figure 10.4 shows a sample of a selected
range.

Select Random Cheques To select a group of random cheques , hold down

the ctrl key while using the left button of your mouse
to click on each cheque the you wish to print. The
cheques you have selected will be high-lighted. Fig-
ure 10.5 shows a sample of selecting a random set
of cheques .

10.3 Reconcile Accounts

An account can be reconciled to an external statement, such as a bank

statement.
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@ Print Ch

File Edit Help

Account: |Chequ|ng

Number | MName |Date |Amount | Printed? |
57104 $150.00

1 Allan Smith

Type:

l‘ QuickBooks Compatible

$1 0
$1.000.00

Il ¥ J || Show Printed?

t CK JL Cancel J

4

Figure 10.4: Selecting Range of Cheques

@ Print Ch

File Edit Help

Account: |Chequ|ng

Number |Name

1 Allan Smith

2 Bill Bossman

3 Sarah Workahalic

Type:

|Amount

5704

l‘ QuickBooks Compatible

Printed?

$150.00
$1,200.00
$1.000.00

l ¥ J || Show Printed?

t oK JL Cancel J

A

Figure 10.5: Selecting Random Cheques

165
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@ Reconcils List —

File Activities Help

Account W | Date l

|| Show reconciled?

L New JL Edit JL Befresh JL Print JL Close J

A

Figure 10.6: Reconcile List

10.3.1 List of Reconciliations

Chenques

Feconcils
| = —— The reconcile list can be viewed by
clicking on the cheque icon on the left side of the Quasar main window.
Follow by clicking on the “Reconcile” button. Figure 10.6 shows a
sample of the reconcile list window.

The reconcile list displays a complete list of reconciliations. By default,
only incomplete reconciliations will display in the list. To display and/or
reprint completed reconciliations click on the ”Show Reconciled?” toggle.
Following is a description of the information displayed in the body of the
reconcile list:

Account The ledger account being reconciled.
Date The date of the account reconciliation.
Reconciled? Shows which reconciliations have been completed

(reconciled). This attribute is only displayed when
the Show Reconciled? toggle is turned on.

In the bottom the list you will note the following toggles and buttons:
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Show Reconciled Toggle on or off. Toggle on if you wish the completed
reconciliations to also appear in the list. Toggle off
if only incomplete reconciliations are to appear in

the list.

New Select this function to create a new account recon-
ciliation.

Edit Select this function to edit the high-lighted recon-
ciliation.

Refresh Clicking on refresh will refresh the data on the screen.

Print Select this function to print the contents of the list

to the printer.

10.3.2 Creating a Reconcile Record

Mew

— First open the reconcile list. Follow by clicking on the “New”
button. Figure 10.7 shows a sample of the reconcile window.

It is not necessary to complete a reconciliation in one sitting. You may
open, close and edit the reconciliation several times before you finally
reconcile an account. Each time you edit the reconciliation for a specific
account you will want to file your work by clicking on OK. Quasar will not
allow an account to be reconciled unless the reconciliation balance matches
the statement balance exactly.

Following is a description of the attributes in the reconcile window:

Account The ledger account to be reconciled to an external
statement.

Statement Date Enter the external statement date.

Ending Date The ending date for the reconciliation. All transac-

tions after the ending date will not be included on
the reconciliation.

Opening Balance The opening balance of the statement.

Statement Balance Enter the ending balance of the external statement.
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@ Aeccount R

File Edit Help

Account: |Chequing L OK j
Statement Date: |5/7/04 @ Opening Balance: | $0.00

| Mext [
Ending Date:  |5/7/04 =N Statement Balance: $7.800.00
| Cancel l

|| Reconciled?

Deposit and Cther Credits:

Date Number Payee Memo Amount

Opening Balance $10.000.00 [ Print f

Cheques and Payments:

Date Number Payee Memao Amount |

5/7/04 1 Fix Computer Printer $150.00 P |
5704 2 Bill Bossman Bills Wages $1.200.00

57104 3 Sarah Workoholic Sarahs Wages $1.000.00

ltems marked cleared: Statement Balance $7.800.00
1 Deposits and Cther Credits $10.000.00 Cleared Balance $7.800.00
2 Cheques and Payments $2.200.00 Difference $0.00

Figure 10.7: Reconcile window
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Deposits and Other Credits This table displays all un-reconciled deposits
and credits up to and including the ending date. To
clear a deposit or credit, click on it to high-light it.
If you make a mistake you may remove the high-
light by clicking on it again.

Date The date of the transaction.

Number The deposit or credit transaction number
being reconciled.

Payee The recipient of the cheque .

Memo The transaction memo. This memo is en-
tered when a transaction is created to define
the transaction.

Amount The amount of the deposit or credit.

Cheques and Payments This table displays all un-reconciled cheques and
payments up to and including the ending date. To
clear a cheque or payment, click on it to high-light
it. If you make a mistake you may remove the high-
light by clicking on it again.

Date The date of the transaction.

Number The cheque or transaction number being
reconciled.

Payee The recipient of the cheque .

Memo The transaction memo. This memo is en-
tered when a transaction is created to define
the transaction.

Amount The amount of the cheque or payment.

Items Marked Cleared Deposits and other Credits To reconcile a de-
posit, or other credit, click on the transaction
to high-light it. Quasar displays the total num-
ber and amount of the transactions high-lighted
for reconciliation.

Cheque and Payments To reconcile a cheque ,
or payment, click on the transaction to high-
light it. Quasar displays the total number and
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@ Reconciled?

2y This account appears to be fully reconciled.
Do you wish to mark it as reconciled and
optionally print out a report?

* Reconcile Now ;IL Reconcile Later J

Figure 10.8: Reconcile Now Prompt window

amount of the transactions high-lighted for rec-
onciliation.

Statement Balance Quasar re-displays the statement balance.

Cleared Balance The total amount of all transaction cleared for rec-
onciliation.
Difference The difference between the total of the cleared trans-

actions, plus the opening balance, and the statement
balance.

Click on the “Print” button to print the reconciliation report. Prior to
printing a reconciliation you must first complete the reconciliation. To
complete a reconciliation the “Difference” must be balanced to zero.
When you click on the “Print” button for an in-complete reconciliation
the “Reconcile Now” prompt will be displayed. Figure 10.8 shows a
sample of the reconcile now prompt.

Reconcile Now You may select to reconcile the account now.

Reconcile Later You may select to reconcile the account later.

If you choose to reconcile the account now the account will be reconciled
and the “Select Report Type” prompt will be displayed. Figure 10.9
shows a sample of the select report type prompt.

None Select “None” to not print the reconciliation report.
Summary Select “Summary” to print a summary report only.

Detailed Select “Detailed” to print a detailed reconciliation report
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7®7 Select hepon 'i'ype

=y Choose the level of detall you wish
to see in the printout

q MNone P| Summary J

Figure 10.9: Select Report Type prompt

10.4 Customer Cheque

= | Customer
Cheques | _ | Cheque .

To write a customer cheque click on the “Cheque ” icon on the left of
the main window. Figure 10.10 shows a sample of the customer cheque

b

window.

Note: This window is used only to record cheques that are written to a
customer. The cheques written will debit the customers receivable
account in the same way as a customer charge would.

Following is a description of the attributes within the customer cheque

window:

Bank Account The ledger account from which the funds for the
cheque will be drawn.

Current Balance The current balance of the bank account from which
the cheque is being made.

Ending Balance The ending balance of the bank account after the
current cheque is considered.

Cheque No. The transaction id or cheque number assigned to the
payment.

Reference # Enter the reference number for the payment if ap-
plicable

Date The cheque date. Quasar defaults to the current

date, however, you may change the date as is re-
quired.
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@ Customer Cheque

Eile Edit Help
Bsinkhccount:lﬁhequing Current Balance: $7.650.00 |. OK l
Ending Balance: | $7.471.50
L Mext _J-
Cheque No. |4 Date: |5/7/04 =] Store: |Default Cancel
Reference: Time: [12:35 AM Station: |POS 1
|} Voided?
Shift: Employee: |‘|.I"|.rorkoho|ic. Sarah
|| Printed?
Customer: |Joe's Contracting i Balance: $-778.50 Print
rin
Payee: Joe's Contracting Amount: $178.50
101 Construction Blvd.
Anycity, Anyprov
Canada ToM 1X0
Memo: |Sample Customer Cheque
Return | Date !Total | Remaining |Amount |.F\Iloc?
2 5/7/04 $0.00 $764.40 $178.50 v
L Select All JL Clear Alls J
Allocated: $178.50
4

Figure 10.10: Customer Cheque window




10.4. CUSTOMER CHEQUE 173

Time

Shift

Store

Station

Employee

Customer

Balance
Amount

Memo

Account Table

The time of day the cheque is created.

The shift that the cheque is linked to through a shift
close.

The store that the cheque posting will affect.

The work station upon which the cheque was cre-
ated.

The employee creating the cheque .

The customer to whom the cheque will be made
payable. Remember, the customers receivable ac-
count will be debited for the amount of the cheque

The current balance of the customer.
The total amount of the cheque .

The memo defines the cheque . A short descriptive
memo is invaluable for future reference.

When a cheque is written the total amount of the
cheque is credited to the bank ledger account. The
offsetting debit entry/entries are posted to the cus-
tomers receivable account. These posting can be
allocated against specific customer returns or cus-
tomer payments.

Return The transaction number for the customer
return or payment.

Date The date of the customer return or payment.

Total The total amount of the customer return or
payment.

Remaining The amount of the customer return or
payment that has not been allocated to an in-
voice or customer cheque .

Amount The amount of the customer cheque that
will be allocated to the return or payment.
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Clear All

Voided?

Printed
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Alloc? Toggle on or off. Toggle on to allocate an
amount to the return or payment.

Click on the “Select All” button to allocate against
all remaining return and payment balances.

Click on the “Clear All” button to clear all alloca-
tions.

Toggle on or off. Toggle on to set the cheque to
voided. Toggle off to re-instate the cheque to a non-
voided state.

Toggle is on if the cheque has been physically printed
using the print cheque function.
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Inventory

sample Company

File Setup Help
Customer ﬂ Customer Furchase Vendor Vendor

Journal Write Customer
{ Entry “ Cheque J{ Cuote ﬂ Invoice Payment J[ Order ﬂ Invoice J[ FPayment J

-m ltem Set
{ List J Prices J

=|=

Ledger ‘

) Adjustments w
2T _l ;J Counts
Cheques ‘

Shelf

Iii Transfers Transaction
L—Jﬂ Journal J { Labels J
Inventa
-

Reparts
Reports Find
Sales History
Inguiry

Stock Status
ltem History
l Summary J

Sales

Purchases

[petauit POS |

Figure 11.1: Main Menu - Inventory

In this chapter we will review the creation and maintenance of inventory.
The highest inventory level within Quasar is the department level. A

175
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department can be linked to multiple sub-departments and multiple items
can be linked to a sub-department. At the sub-department level defaults
can be set. These defaults can substantially speed up the entry of new
items.

It is not necessary to define departments and/or sub-departments.
However, it is highly recommended for those businesses who wish to sort
their inventory into levels for reporting purposes. You may elect to set up
sub-departments for the sole purpose of speeding up the entry of new
inventory items.

In this chapter we will review:

Items The items that can be purchased, inventoried and/or sold through
Quasar .

Kits Building kits or packages out of multiple items.
Adjustments Adjusting inventory quantities or values.
Transfers Transferring products from one company store to another.

Adjustment Transaction Journal transactions created by an inventory
adjustment.

Physical Inventory Taking a physical inventory count.
Set Prices Changing the selling price of multiple items.
Costs and Prices Setting costs and prices.

Promotion Pricing Setting promotion pricing and setting promotion start
and stop dates.

Sales History Viewing the sales history of an item.

11.1 Viewing, Creating and Editing Items

11.1.1 List of Items

&

Inyentony — List

—— The item list can be viewed by clicking
on the inventory icon on the left side of the Quasar main window. Follow by
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@ ltem List

177

Eile Activities Help

ltem Number:

Qescription:|

|| Show Inactive?

Mew Edit

|| Show Vendor Mumber?

|| Show Mot Stocked?

Department: ,— Group: ,7

Subdepartment: Location: |

Vendar: | Store: |Defau It

ltem Mumber w | Description Department | Subdepartment Slze +
101 Green Widget Hardware Hand Tools ‘
102 Red Widgst Hardware Hand Tools Each
103 Blue Widget Hardware Hand Tools Each P
104 Yellow Widget Hardware Hand Tools Each ’7
105 White Widget Hardware Hand Tools Each I
201 Chicken Soup Grocery Canned Food
202 Beef Soup Grocery Canned Food
203 Mushroom Soup Grocery Canned Food
301 Special Cola Grocery Pop E |
302 Special Crange Grocery Pop ‘!‘
33 Snecial | ima Greans Pan hd

l Refresh JL Brint Jl Close J

A

Figure 11.2: Item List window

clicking on the “Item List” button. The item list window will be displayed
as shown in Figure 11.2.

The item list displays the complete list of items and their descriptions,
departments they are linked to, subdepartments they are linked to and
their size. New items may created and existing items may be viewed and
edited. You may view the item list by their primary item number or by the
items vendor order number.

To view all items leave the search attributes blank and click on Refresh at
the bottom of the list. Alternatively you can keep your list short by using
the search attributes. You can use one or more of the search attributes.
The search attributes act as filters. If more than one search attribute is
used, all entered data must be true for an item to appear on a list.

Item Number Search by and list an item. Enter an exact item

number and click on the Refresh button.
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Department Search by and list department Enter a department
to list and click on the Refresh button.

Subdepartment Search by and list subdepartment Enter a subde-
partment to list and click on the Refresh button.

Vendor Search by and list only items for a specific vendor.
Enter a vendor to list and click on the Refresh but-
ton.

Description Search and list one or more items by description.

Enter any series of letters in consecutive order and
press the Refresh button. For example, you may
select all ”Widgets” out of a group of items by en-
tering “wid” and clicking on the Refresh button.
Only names with ”wid” in them will be displayed.
Letters may be entered in either upper or lower case.

Group Search by and list one or more items by group. En-
ter any series of letters in consecutive order and
press the Refresh button. For example, you may
select all items within a group called ”Wid” by en-
tering “wid” and clicking on the Refresh button.
Only items connected to a group with ”wid” in them
will be displayed.

Location Search and list one or more items by item location.
You may enter:

e a section only (example - “Tools”)
e asection and fixture (example - “Tools,Aisled”)

e asection, fixture and bin (example - “Tools,Asile4,10”)

Store Search and list one or more items based on their
stocking status in a given store. Only items stocked
in the store will be listed.

The body of the list contains the following:

Item Number The item identification number.

Description The description of the item.
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Department

Subdepartment

Size

Inactive?

Show Inactive

The department that the item is linked to. De-
partments are the highest level of item hierarchy
(department—subdepartment-item).

The subdepartment that the item is linked to. Subepart-
ments are the second level of item hierarchy (department—
subdepartment-item).

The size of the item.

Identifies if the item is active or inactive.

Toggle on or off. Toggle on if you wish the inactive
items to appear on the list. Toggle off if the inactive
items are not to appear on the list.

Show Vendor Number? Toggle on or off. Toggle on to display the vendor’s

order number for the items in place of the primary
item number.

Show Not Stocked? Toggle on or off. Toggle on if
you wish the not stocked items to appear on the list.
Toglle off if the not stocked items are not to appear
on the list.

11.1.2 Creating an Item

ey

— First, go to the item list. For a review of the item list see

Section 11.1.1. Click on the “New” button in the bottom left hand corner
of the item list. The item master window will be displayed as shown in

Figure 11.3.

Using this screen you can create an item with a single size, cost and price,
or you can identify multiple sizes, costs and prices. You can link multiple
lookup numbers to an item, link specific customers to a price, specific
vendors to a cost or even create kits made out of other items. You can
enter a container deposit, taxes and specify if a cost or price includes tax
and/or container deposit.

The speed in which new items are created can be substantially sped up by
first entering sub-departments containing default data. To create
sub-departments see Section 5.4. New items may be defined as items that
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@ ltem Mas
Eile Edit Help
Item Mumber; |‘I o1 Dept: |Hardware L OK |
Description: |Greer1 Widget Subdept: |Hand Tools

Next
—Type —Groups |
|®| Purchased? COGS Account:|costo{ Sales- A Group Name | Cancel |
(%] Sold? Income Account:|sales -A 1[Widget [} Inactive?
|®| Inventoried? AssetAccount:hm.rentory— A “Ei o
|| Cpen Department? "_| i

Costs
Store: |Default |"| Discontinued?
Location: [Toals.Aisle4,10 |®| Stocked? . Mamln )
Min: 12 On Hand: Stock
Max: 24 On Order: Build

General | Sizes & Numbers | Flags | Store | Costs & Prices | Vendors | | Extra Info ]
Purchase Information Sales Information

Default Size:  |Each Size Qty:’—‘l DefauItSize:’m Slze Qty: |—1

Cost: | $1.00 | [Price: | $2.00
FPurchase Tax: W Margin: | 50.0% Profit | $1.00
Default Vendor:|Big Vendor Target GM: | 40.0% Varlance:l 2.0%

Crder Mumber: | Selling Tax: W Deposit: Iﬁ

—Opening Inventory
As of Size: Quantity: Total Cost:

11105 ||| Eash | ¥ | |

Figure 11.3: Item Master window
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will be sold, items that will be purchased, items that will be inventoried, or
any combination of all three. Following is a list of all attributes in the item

master window:

Item Number The item identification number.

Description The description of the item.

Sub-Department The name of the sub-department that the item is
linked to.

Type The type section determines if the item is purchased,

sold, inventoried, or any combination of the three.
The ledger accounts required will be displayed de-
pendent on the combination selected.

Purchased

Sold

Inventoried

Expense Account

COGS Account

Toggle on or off. Toggle on
if the item will be purchased
through the Quasar purchas-
ing and receiving functions.

Toggle on or off. Toggle on
if the item will be sold through
the Quasar sales functions.

Toggle on or off. Toggle on
if the item will be invento-
ried through the Quasar in-
ventory functions.

Defines the ledger account
the item is to be expensed
to when it is purchased. The
expense account is required
for:

e items that are purchased
only

Defines the cost of goods sold
ledger account that will be
posted to when an item is
sold. The cost of goods sold
account is required for:
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e items that are purchased,
sold and inventoried

e items that are sold and
inventoried, but not pur-
chased

e items that are purchased
and sold, but not inven-
toried

Income Account Defines the income ledger ac-
count that will be posted to
when an item is sold. The
income account is required
for all items that are sold.

Asset Account Defines the asset ledger ac-
count the will be posted to
when an item is purchased,
added to inventory using the
item adjustment window or
sold. The asset account is
required for:

e the asset account is re-
quired for all items that
are inventoried

e the asset account is re-
quired for all items that
are purchased and sold,
but not inventoried

Groups Item groups are used to link an item to a price. The
purpose is to provide the ability to assign a price to
multiple items at the same time by linking a price
to a group.

Group Name Enter the name of the group(s)
that will link the item to a
price. An item may be linked
to multiple item groups.

Store The current store.
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Location

Discontinued

Stocked?

Min

Max

On Hand

On Order

General

The inventory stock location for the store.

Toggle on or off. Toggle on to discontinue the item.
When an item is discontinued it can be sold and in-
ventoried, but it can no longer be placed on a pur-
chase order. Use the discontinued flag to phase out
an item.

Toggle on or off. Toggle on if the item is stocked in
the current store.

The minimum on hand quantity for the item. When
the on hand quantity reaches the minimum quantity
or less, the auto ordering process will generate an
order for the item.

The maximum on hand quantity. The auto order
process will order stock up to the maximum amount.

Note: The maximum amount may be exceeded if
the item is ordered in case sizes greater than
1.

Quasar displays the current on hand quantity for
the item.

Quasar displays the current on order quantity for
the item.

The general folder contains the general purchasing
and selling information for an item. More advanced
functions can be found in the additional folders.
Figure 11.4 shows a sample of the general folder.

Purchase Information Purchase information is only
required for items that are purchased.

Default Size The default purchasing
size for the item. For example,
if an item is purchased in a case
of 12 and sold in eaches. Then
the default purchasing size would



184 CHAPTER 11. INVENTORY

[Gener:sd | Sizes & Numbers | Flags | Store | Costs & Prices | Vendors | | Extra Info ] L=
Purchase Information —Sales Information

Default Size: ’K Size Oty:|—24 Default Size: [Each Size Cty: 1

Cost: | $12.00 | [Price: | $0.95

Purchase Tax: ’K Margin: | 47.37% Profit: | F0.45

Default Vendor:|Big Vendor Target GM: | 30.0% Variance:| 2.0%

Order Number: l— Selling Tax: ’W Deposit: lﬁ

Figure 11.4: Item Master - General Folder

be something like “Case” or “12
Pack”.

Size Qty The number of individual sell-
ing units in the default purchasing
size. For example, if an item is
purchased in a case of 12 and sold
in eaches. Then the default size
qty will be “12”. (12 eachs in a
case)

Cost The vendor cost of the item. The
cost may be entered as an individ-
ual cost such as “$1.00” or you
can use at/for costing.

e enter “ 3/$1.00”, in this ex-
ample the item would cost $.33
each or 3 for $1.00.

e enter “$.40 3/$1.00”, in this
example the item would cost
$.40 each unless purchased in
groups of three in which case
it would be 3 for $1.00.

Purchase Tax The purchase tax that
will be charged when the items are
purchased from a vendor.

Default Vendor The vendor from who
the item is normally purchased.
Order Number The vendor order num-

ber for the item if different from
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the item number.

Sales Information Sales information is only required
for items that are sold.

Default Size The default selling size
for the item. For example, if an
item is purchased in a case of 12
and sold in eaches. Then the de-
fault selling size would be some-
thing like “Each” or “Single”.

Size Qty The number of individual sell-
ing units in the default selling size.
For example, if an item is sold in
eaches. Then the default selling
size qty will be “1”.

Price The selling price of the item.
Note that the margin and profit
attributes are affected by any change
to the price attribute. The price
may be entered as an individual
price such as “$1.00” or you can
use at/for pricing.

e enter ¢ 3/$1.00”, in this ex-
ample the item price would be
$.33 each or 3 for $1.00.

e enter “$.40 3/$1.00”, in this
example the item price would
be $.40 each unless purchased
in groups of three in which case
it would be 3 for $1.00.

Margin The gross margin of the item.
The margin is either calculated or
may be entered. Note that the
price and profit attributes are af-
fected by any change to the mar-
gin attribute.

Profit The dollars profit that will be

realized when the product is sold.
The profit is either calculated or
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may be entered. Note that the
price attribute and the margin at-
tribute are affected by any change
to the profit attribute.

Target GM The target gross margin
for the item. The target gross mar-
gin is used by Quasar to calcu-
late suggested selling prices based
on desired margins. The target
gross margin is also very impor-
tant when defining an open depart-
ment item. If the target margin
for an open department item is greater
than zero, then Quasar will use
that target margin to calculate the
inventory reduction and cost of goods
sold for the item when it is sold.

Variance The variance defines the al-
lowed variance between the actual
gross margin and the target gross
margin. Reports can be run to
identify items whose margin is less
than or greater than the allowed
variance.

Selling Tax Tax that will be charged
when the item is sold.

Container Deposit Some items come
in containers that require a con-
tainer deposit.

Note: Always enter the container
deposit by individual sell-
ing unit. For example, if
$0.10 is the container de-
posit for an item and that
item comes in a case of 12,
enter “$0.10” as the con-
tainer deposit.

Sizes & Numbers Use the sizes and numbers folder to define multiple
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sizes, multiple numbers and link sizes to numbers.
In addition, use the folder to define the weight of
an item and to indicate whether or not a specific
size should appear on selling and purchasing item
lookup windows.

Figure 11.5 shows a sample of the sizes and num-

bersfolder.
Bulg
General Sizes & Numbers Flags | Store | Costs & Prices |Vendors | | Extra Info ]
Size Name Cuantity | Weight | Multiple | ltem Number | Size |
1[Each 1 0 1 o1
?Case 24 2 1

3

Figure 11.5: Item Master - Sizes and Numbers Folder

Sizes Table Use the sizes table to define one or
more sizes for an item and to link the
size quantity and weight to each size.
The weight is used for calculating the
landed cost of an item.

Note: You must be consistant with
the units of measure used. For
example, if you use kilograms
for one item then use kilograms
for all items.

Size Name The name of the size.

Note: For items that you weigh
such as produce you must
enter “KG” in this field as
the size in order for Quasar
Point-of-Sale to recognize
it.

Quantity The quantity of item units
in the size.

Weight The weight of the size.
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Multiples In some situations you can
order stock in less than case sizes,
but you must order in multiples
of a specific quantity. Enter any
multiple restrictions here. The auto
order process will use this multi-
ple factor when suggesting order
quantities.

Numbers Table Use the numbers table to define one
or item numbers that are linked to an
item. Also use the numbers table to
link a specific size to an item num-
ber. If no specific size is linked to an
item number, then Quasar will use the
default sizes specified in the general
folder.

Item Number Enter the various item
numbers that define the item. For
example, an item may have mul-
tiple UPC codes or price lookup
codes (PLUs).

Size The item size that the number is
linked to.

Flags Use the flags folder to toggle on or off flags pretain-
ing to the item. Figure 11.6 shows a sample of the
flags folder.

I General | Sizes & Numbers | Flags | Store | Costs & Prices | Vendors | | Extra Infa ] &J
|®| Discountable? || Costlncludes Tax?

|} Gty Enforced? || Price Includes Tax?

|} Qty Decimals? || Costlncludes Deposit?

|} Cty From Price? || Price Includes Deposit?

|| Weighed?

Figure 11.6: Item Master - Flags Folder

Discountable? Toggle on or off. Toggle off if the
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item may not be discounted at the point-
of-sale.

Qty Enforced? Toggle on or off. Toggle on to force
the quantity to be entered when the
item is sold at the point-of-sale.

Qty Decimals? Toggle on or off. Toggle on if the
item can be sold in decimal quantities
at the point-of-sale.

Qty From Price? Toggle on or off. Toggle on if the
quantity sold is to be automatically
calculated from the price entered at
the point-of-sale. For example, gaso-
line can be sold be sold by the gal-
lon or liter. Often a customer will just
say “Give me 20.00 worth”. You can
have Quasar calculate the number of
gals/liters sold based on the price.

Weighed?  Toggle on or off. Toggle on if the item
must be weighed at the point-of-sale.

Cost Includes Tax? Toggle on or off. Toggle on if
the cost of the item includes tax.

Price Includes Tax? Toggle on or off. Toggle on if
the price of the item includes tax.

Cost Includes Deposit? Toggle on or off. Toggle on
if the cost of the item includes con-
tainer deposits.

Price Includes Deposit? Toggle on or off. Toggle on
if the price of the item includes con-
tainer deposits.

Store Use the store file to define information that can vary
by store. Figure 11.7 shows a sample of the store
folder.

Store The name of the store.

Location The location of the item. Location Mas-
ter (see Section 5.6)
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I General | Sizes & Numbers | Flags | Stare | Costs & Prices | Vendors | | Extra Info ] L&J
Store [ Lacation | Stocked? [ Min | Max
TDBfE{LIH Grocery Aisleg 20 W 36 G0
_EEHoteI v 12 36
—SWarehouse Storage Rack 22 v 0 0

Figure 11.7: Item Master - Store Folder

Stocked? Define if the item size is currently stocked.
Similar to the active flag. The stocked flag
provides an mechanism to reduce the size of
lookup lists. Non-stocked items do not appear
on lookup lists by default.

Min The minimum on hand quantity for the item.
When the on hand quantity reaches the mini-
mum quantity or less, the auto ordering process
will generate an order for the item.

Max The maximum on hand quantity. The auto
order process will order stock up to the maxi-
mum amount.

Note: The maximum amount may be exceeded
if the item is ordered in case sizes greater
than 1.

Costs & Prices Use the costs and prices folder to set the cost and
selling price for items that have multiple sizes. Fig-
ure 11.8 shows a sample of the costs and prices
folder.

Size The size of the item.
Cost The cost of each size.
Price The selling of each price.

Profit The profit on the sale of an item. The selling
price minus the cost.

Margin The percentage profit margin on the sale
of an item.
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[ General | Sizes & Numbers | Flags | Swore | Costs & Prices | Vendors | | Extralnfo | e
__ Store |size | Cost | Price | Profit |Margin [ Target | Allow |+
1|Default Each $095 $0.45 47.37% 30.0% 2.0%
?Default Case $12.00 §16.95 495 29.2% 30.0% 2.0%
_BEHotel Each 095 $0.45 47.37% 30.0% 2.0%
_4!Hote| Case $12.00 $16.95 $4.95. 29.2% 30.0% 2.0%|§‘

Figure 11.8: Item Master - Costs & Prices Folder window

Target The target gross margin for the item. The
target gross margin is used by Quasar to cal-
culate suggested selling prices based on desired
margins.

Allow The allowed variance defines the allowed vari-
ance between the actual gross margin and the
target gross margin. Reports can be run to
identify items whose margin is less than or greater
than the allowed variance.

Vendors Use the vendors folder to link a specific order num-

ber to a vendor. Figure 11.9 shows a sample of the
vendors folder.

———— Build
I General | Sizes & Numbers | Flags | Store | Costs & Prices Vendors Extra Infa

Vendor | Crder Number | size |

_1!Big Vendor
2

|
|

Figure 11.9: Item Master - Vendors Folder

Vendor The name of the vendor(s)

Order Number The vendor’s order number(s) for
the item.

Size The size for the vendor number.
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The kit folder provides the mechanism to define a
kit. A kit is an item created from other items. For
example, you may use several items(components) to
build a bicycle. Once you have defined a kit you can
build them using the Build button.

Note:

The kit tab is not available for use unless the

purchased toggle is turned off. If the item is
set to purchased the kit tab is blanked out.

Figure 11.10 shows a sample of the kit folder.

It | |

Build

IGeneraI |SIzes&Numbers |Flags |Sinre |Costs&PrIces |

| Kit | Extra Info ]

BulldQuantty: [ o BulldCost |  $16.00
Component | Deseription | size | Quantity | Cost |
ot Green Widget Each 10
?1 02 Red Widget Each 6
3 b

Figure 11.10: Item Master - Kit Folder

Build Quantity The build quantity defines the num-

Build Cost

Kit Table

ber of kits that can be built with the
items listed in the table. For example,
if you could build two widget kits with
the items(components) listed in the ta-
ble, then the build quantity would be
“2” .

The total cost of the items listed in the
kit table.

The build table is used to define:

Components The components(items)
in a kit or kits.

Description The description of each
component in the Kkit.

Size The size of the component.

Quantity The number of each com-
ponent in the kit(s)
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Extra Info The extra info folder provides the mechanism to de-
fine special attributes required by a company. While
Quasar contains most of the inventory attributes
common to the majority of businesses, many com-
panies require the ability to define their own special
attributes. Figure 11.11 shows a sample of the extra
folder.

Build
General |Sizes&|\|umbers |Flags |Sinre |Costs&Prices |Vendors | |Extra|nfo

Data Name | Walue ]

1§Category

L Create Data Il Delete Data J | Rename Data |

Figure 11.11: Item Master - Extra Info Folder

Attribute Table The attribute table is used to de-
fine:

Data Name Quasar displays the name
of the extra data attributes as pre-
defined using the Create Data but-
ton.

Value Enter the value for the extra
data attribute.

Create Data Create an extra data attribute to track
information by item. When an extra
attribute is created, this attribute is
created for every item.

Delete Data Use extreme CAUTION when deleting
a data name. The deletion of the name
deletes the corresponding data value
for every item in your database.

Rename Data Use the rename data button to re-
name a special attribute. A data name
may be renamed without deleting the
data value for each item.
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Costs

Margin

Stock

Build
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Quasar only displays this section when an item is
first created. It is used to enter the current on hand
inventory and the total cost of purchasing the inven-
tory. Caution should be taken to ensure accuracy.
Any adjustments to on hands or total value after the
initial setup of the item must be done in the Item
Adjustment window (see Section 11.4).

As of The date the inventory was
received.

Quantity The current on hand level
of an item.

Total Cost The total cost of the on hand

inventory for the item.

Toggle on or off. Toggle on to set the item to inac-
tive. Inactive items may not be purchased or sold.
Items with an on order or on hand quantity may not
be set to inactive. Toggle off to re-set the item to
active.

Click on the Prices button to display the price list.
From the price list you can create or edit the item
prices.

Click on the Costs button to display the cost list.
From the cost list you can create or edit the item
costs.

Click on the Margin button to display the available
margin of the item. Margin can be viewed by re-
placement cost, landed cost and average cost.

Click on the Stock button to display the stock sta-
tus for an item.

Click on the ”Build” button to build one or more
kits. Specify the component multiples. For exam-
ple if the components listed in the build table cre-
ated 3 kits, building 3 multiples of the components
will create 9 kits. The build process creates an item
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adjustment which reduces the inventory of the com-
ponents and increases the inventory of the kit.

11.2 Price and Cost Maintenance

Quasar has very flexible pricing features. The regular price and cost of
items are defined in the inventory master screen. Section 11.1.2. Quasar
provides the ability to set the price of multiple items at one time. Quasar
also provides the ability to create special prices and costs by item, by item
group, by subdepartment, by item size, by card, by card group, and by
store. Pricing and costing can be restricted to a specified date range and
even to specific days of the week. Quasar handles at/for pricing, promotion
discounts, cost plus pricing, price breaks and quantity limits. Review this
section in detail to unleash the full costing and pricing power of Quasar .

11.2.1 View/Edit Prices and Margin for Single Item

To view and edit the price and margin of a single item click on the “Margin”
button in the inventory master screen. The price and margin information
will be displayed. Figure 11.12 shows a sample of the item margin window.

To change the price or margin of an item you can adjust the price
manually, or you can adjust the margin on the replacement cost, the
landed cost or the average cost. Following is a description of the attributes
in the item margin screen:

Item Number Enter the item number to view.

Description The description of the item to view.

Store If the price is valid only in a specific store, enter
that store.

Price This section displays the specific information about

the current price of the item. The current price of
the item may be changed as required.

Size Select the size of the item to view.

Price You can view or edit the price for the
item size.
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@ ltem Margin

File Edit Help

Item Number: ,1017

Description: |Green Widget

Siore: [Detautt

—Price Rep Cost

Size: | Each | ¥ Size: | Each ¥

Price: ,m Cost: ,m

Tax: ,ﬁ Tax: ,ﬁ

Deposit:’ﬁ Deposlt:,ﬁ

Base: ’W Base: ,ﬁ

—Margin

Size: Each | & Price: ’W Target GM: ’m

Rep Cost.,ﬁ Rep meit.’ﬁ Rep Margln:’m

Last Cost:’ﬁ Lasthfit:,ﬁ LastMargin:’W

Avg Cost: ,ﬁ Avg Profit: ’ﬁ Avg Margin: ’m
Befresh L Save J L Close J

#

Figure 11.12: Item Margin window

Tax

Deposit

Base

Displays the total tax that will be cal-
culated on the item size.

Displays the total bottle deposit amount
for the item size.

Displays the selling price for the item
size exclusive of bottle deposits and

taxes.

This section displays information about the vendor

replacement cost for the item.

Size

Cost

Tax

Select the size of the item to view.

View or edit the replacement cost of
the item.

Displays the total tax that will be
calculated on the item size when pur-
chasing the item.
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Deposit Displays the total bottle deposit amount
for the item size.

Base Displays the base replacement cost
for the item size exclusive of bottle
deposits and taxes.

Item Margin This section displays information about the margin
of a specific item size. Using this section you can
change the price of an item based on the replace-
ment cost, the average cost or the landed cost of an

item.
Size Select the size of the item to view.
Price View or edit the price of the item.

Target GM The target margin that has been set
for the item.

Rep Cost Displays the replacement cost of the
item. This can be edited as required.

Rep Profit Displays the profit dollars available
on the item based on the replace-
ment cost. By editing the the re-
placement profit Quasar will re-calculate
the selling price.

Rep Margin  Displays the profit margin available
on an item based on the vendor re-
placement cost. By editing the re-
placement margin Quasar will re-
calculate the selling price.

Last Cost Displays the last landed cost of the
item. This is the last landed cost of
the item (including charges such as
freight).

Last Profit Displays the profit dollars available
on the item based on the last landed
cost. By editing the the last profit
Quasar will re-calculate the selling
price.
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Displays the profit margin available
on an item based on the last landed
cost. By editing the last margin
Quasar will re-calculate the selling
price.

Displays the average cost of your
current inventory of the item.

Displays the profit dollars available
on the item based on the average
cost. By editing the the average
profit Quasar will re-calculate the
selling price.

Displays the profit margin available
on an item based on the average
cost. By editing the average margin
Quasar will re-calculate the selling
price.

Click on the save button to save your changes and

update the price of the item.

11.2.2 Price Batches

£5

Inyentony

Frice
Batch

Price Batch List

The selling prices for multiple items can be set or changed in the price batch
windows. Click on the inventory icon on the left side of the Quasar main
window. Follow by clicking on the “Price Batch” button. Figure 11.13

shows a sample of the price batch list.

The price batch list contains a list of all price batches. Only the batches
that have not been executed are displayed. Once a batch is executed it is
set to inactive. Executed or inactive batches can be viewed at a later date.
Following is a description of the attributes in the price batch list.
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0 P G i = -

File Activities Help

Number |Description |

1 Sample Price Balch

|| Show Inactive?

L New .H Edit JL Befresh JL Print JL Close J

A

Figure 11.13: Price Batch List

Number The price batch number

Description The description of the price batch

Inactive The active state of the batch.

Show Inactive? Toggle on or off. Toggle on to display both active

and non-active batches. Toggle off to display only
active batches.

New Select this function to create a new price batch.
Edit Select this function to edit the high-lighted batch.
Refresh Clicking on refresh will refresh the data on the screen.

Price Batch Master

First go into the price batch list. Click on the “New” button in the bottom
left of the screen. The price batch master window will be displayed as shown
in Figure 11.14.

The selling prices for one or multiple items can be changed in a batch. The
batch must be executed for the prices to take effect. Executed batches are
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D Pt S EERS

Flle Edit Help
Batch No.; | Executed On: oK
Deseription: |
MNext
Store: |Defau|t
- Cancel
Item Mumber | Deseription _| Size _| Cost _| Price ) _! New Price_ f
1 VGreen Widget Each $1.00 $2.00 $2.00 [} Inactive?
o102 Red Widget Each $1.00 $2.00 $2.00 Add ltems
3103 Blue Widget Each | $1.00 $2.00 $2.00 P EE—
4104 Yellow Widget Each §1.00 $2.00 $2.00
— Calculate
5105 White Widget Each $1.00 $2.00 $2.00
5201 Chicken Soup Each $0.50 $0.95 $0.95 Round
7202 Beef Soup Each $0.50 $0.85 $0.95 Print
SEOB Mushroom Soup Each $0.50 095 095 e
230 Special Cola 12 Pack 240 $4.50 $4.50
| T T T T Execute
10302 Special Orange 12 Pack 240 $4.50 $4 50|§|
— |
A

Figure 11.14: Price Batch Master window

stored as inactive for future reference. You may add items manually to the
batch, or you may select the items from a department, sub-department,
item group, location, purchase order or vendor invoice. You can calculate
the new selling price of all items in the table by clicking on the “Calculate”
button. The new price can be calculated using markup, margin, a
percentage increase or the items target margin. After calculating new
prices you may execute the batch to put the new prices in effect or you
may choose to file the batch and execute it at a later date. Price labels
may also be generated from the price batch. Following is a description of
the attributes and buttons found in the price batch master screen.

Price Change Table  Item Number The item number of each item.
Description The description of the item.
Size The size of the item.
Cost Displays the costs from the item

master file, unless a purchase or-
der was selected. If a purchase
order was selected then the cost
prices are displayed as per the
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(@ Addiems T T

((m) From ltem File:

Department:

Group: |

Subdepartment: |
) From Purchase Order:

Purchase Order:

) From Vendor Invoice:

Vendor Invoice;

Location: |

q Ok h Cancel )

Figure 11.15: Price Batch Master - Add Items window

Add Ttems

Price

New Price

landed cost in the purchase or-
der.

The old prices as they exist prior
to having the prices set.

The new prices of the items. This
can be entered manually or calcu-
lated using the use calculate but-
ton.

Items may be added to the price change table manu-
ally or they can be imported. To import items click
on the add items button. See Figure 11.15.

Department

Sub-department

Group

Select or enter a department and
add all items within it. You can
add several departments by choos-
ing one department at at time.

Select or enter a sub-department
and add all items within it. You
can add several sub-departments
by choosing one sub-department
at at time.

Select or enter an item group and
add all items within it. You can
add several groups by choosing
one group at at time.
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@ Calculate Pr T LXK

) Use Markup?
1y Use Margin?
"y % Change?

"y Use Tanget?

\ Cancel Jq oK F

Figure 11.16: Price Batch Master - Calculate window

Location Select or enter a location and add
all items within it. You can add
several locations by choosing one
location at at time.

Purchase Order Select or enter a purchase order
and add all items within it to the
price change table. If this option
is selected the new selling prices
will be calculated based on the
landed cost prices in the purchase
order itself. The landed cost in-
cludes charges such as freight and
fees.

Vendor Invoice  Select or enter a vendor invoice
and add all items within it to the
price change table. If this option
is selected the new selling prices
will be calculated based on the
cost prices in the vendor invoice
itself. The landed cost includes
charges such as freight and fees.

Clear Items Select to clear all items on the list.

Calculate Click on the calculate button to calculate the new
selling price of the items. See Figure 11.16.

Use Markup? Calculates the selling price by mark-
ing the price up from cost by the
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entered amount. For example, mark-
ing up an item that costs $1.00 by

a 50% markup will set the new
selling price to $1.50.

Use Margin? Calculates the selling price so that
the desired margin of profit is achieved.
For example, to achieve a 50%
margin of profit on an item that
costs $1.00 the selling price will
be set to $2.00.

% Change Calculates the selling price based
on a percentage change from the
current price. Entering a pos-
itive percentage change will in-
crease the price by that percent-
age. Entering a negative percent-
age change will decrease the sell-
ing price by that percentage.

Use Target Calculates the selling price of each
item based on its target margin.

Round Click on the round button to round all the items to
desired price points using your pre-defined rounding
rules.

Print Click on the print button to print a preliminary copy

of your price change.

Labels Click on the labels button to print shelf labels for
all of the items in the price batch.

Execute Click on the execute button to execute the batch.
The prices do not take effect until the batch is ex-
ectuted.

11.2.3 List of Advanced Prices and Costs

“Setup” = “Inventory” — “Prices & Costs” — The inventory price
list can be viewed by clicking on “Setup” in the menu bar at the top of the
Quasar main window. The drop down window will be displayed. Select
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Item:

Fromo Batch: |2

Card:|

Store: |

ltem Type  Mame
Item
ltem

Beef Soup
Chicken So... Each

!Price
$0.80
$0.80

| card Type [ Name
All
All

| Size
Each

|Z| Show Inactive?

New Edit

L Refresh Jl Print JL Close |

4

Figure 11.17: Prices & Costs List

“Inventory” followed by “Prices & Costs”. The price and costs list win-
dow will be displayed. See Figure 11.17.

The prices and costs list displays the complete list of advanced item prices

and costs. New prices/c
viewed and edited.

To view all prices/costs
Refresh at the bottom
short by using the searc

Item

Customer

Store

Promo Batch

osts may created and existing prices/costs may be

leave the search attributes blank and click on
of the list. Alternatively you can keep your list
h attributes.

Utilize this section to search for an item by item
number.

Utilize this section to search for one or more prices/costs
by customer. Enter or select a valid customer and
press the Refresh button.

Utilize this section to search for an item by store.
Enter or select a store and press the Refresh button.

utilize this section to search for all items within a
specific promotion batch.
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tem Type | Name | size | Gard Type | Name | Price
Group 10.0% off

Item Green Widget Each All $1.50

|| Show Inactive?

Mew Edit l Befresh Jl Print Jl Close J
4

Figure 11.18: Price & Cost List - Price Folder

There are two folders different folders.

Prices Click on the prices folder to view advanced prices
and to create a new price. See Figure 11.18.

The body of the list contains the following:

Item Type Defines if the price is linked
to an individual item or a
group of items.

Name The description of the item
or name of the item group.

Size The size of the item.

Card Type Defines if the price is linked

to a specific customer, a cus-
tomer group or all customers.

Name The specific name of the cus-
tomer or customer group.
Price The selling price linked to
the item.
Inactive The active state of the price.
Costs Click on the costs folder to view advanced costs and

to create a new cost. See Figure 11.19.
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ltem Type

| Name

Green Widget Each All

| Size Card Type | Name | Cost |

|| Show Inactive?

Mew Edit L Befresh Jl Print “ Close J ]

4

Figure 11.19: Price & Cost List - Cost Folder

The body of the list contains the following:

Item Type

Name

Size

Card Type

Name
Cost

Inactive

Show Inactive

Defines if the cost is linked to an individual item or
a group of items.

The description of the item or name of the item
group.

The size of the item.

Defines if the cost is linked to a specific vendor, a
vendor group or all vendors.

The specific name of the vendor or vendor group.
The advanced cost linked to the item.

The active state of the cost.

Toggle on or off. Toggle on if you wish the inactive
items to appear on the list. Toggle off if the inactive
items are not to appear on the list.

11.2.4 Creating an Advanced Price Record

Mew

— First, go to the prices and costs list. For a review of the prices

and costs list see Section 11.2.3. Click on the “New” button in the bottom
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Eile Edit Help
Qal 1 Cal 1
ltem 1 Card n oK
) ftem: () Customer: L—J
) Item Group: (=) Customer Group: |Gold Next
) Subdepartment: ‘ L p J
Size: s
= L ¥ |swore | Inactive?
|| Promotion? Start Date: | = Day of week: [YYYYYYY
|®| Discountable? Stop Date: = Minimum Ciy: 0
City Limit: 0
Price Method
) Price: |
) CostPlus:
(m) Percent Off: 10.0%
() Dollar Off:
A

Figure 11.20: Price Master window

left hand corner of the price list. The price master window will be displayed
as shown in Figure 11.20.

The price master file is used to link advanced prices to items. Quasar
provides multiple price types and multiple ways to link prices to items.
You may establish multiple prices for one item. In the case where multiple

prices are defined,

Quasar reviews all the available pricing for a specific

customer and gives them the lowest price available at the time.

Item Selection

A price can be linked to an individual item, a group
of items, a sub-department and a specific item size.

Item Toggle on or off. Toggle on to enter a
specific item to which the price will be
linked.

Item Group Toggle on or off. Toggle on to enter

an item group. All items linked to the
group will be linked to the price.

Sub-department Toggle on or off. Toggle on to en-
ter a specific sub-department. All items
linked to the sub-department will be
linked to the price.
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Size Enter the size of the item(s) that the
price will be linked to.

A price by default is linked to all customers. This
default may be changed and the price may be linked
to a specific customer or a specific group of cus-
tomers.

Card Toggle on or off. Toggle on to link a
price to a specific customer.

Card Group Toggle on or off. Toggle on to link a
price to a specific group of customers.

If the price is valid only in a specific store, enter that
store. If blank the price will be valid in all stores.

Toggle on or off. Toggle on if the price is a promo-
tional price.

Toggle on or off. Toggle on if the price may be
further discounted at the point of sale.

Use this attribute in conjunction with the Stop Date
to define a range of dates within which the price will
be valid. If a date is entered the price will be valid
on or after the date entered. If left blank the price
will be valid up until the stop date.

Use this attribute in conjunction with the Start
Date to define a range of dates within which the
price will be valid. If a date is entered the price will
be valid before or on the date entered. If left blank
the price will be valid indefinitely

The day(s) of the week that a price is valid may
be defined individually. The day mask format is in
this order: Monday, Tuesday, Wednesday, Thurs-
day, Friday, Saturday, Sunday. Therefore if you set
the day mask to be "NNNNNYY” then the price
would be valid only on Saturday and Sunday.
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Minimum Qty

Qty Limit

Price Method

The price may be valid only after a minimum qty of
the item(s) have been purchased. For example the
regular price on an item is 10.00 each. But if you
buy twelve of them the price would be 9.00 each.
Enter the minimum quantity of units, that a cus-
tomer must buy, to receive this price. If zero, the
price is valid for any quantity.

You may limit the quantity of items that may be
sold at a special price. For example, the regular
price of an item may be $10.00 each. You can put
this item on special for $6.00 each and limit the
quantity that a customer may purchase on a single
invoice to two.

Quasar has multiple pricing methods.

Price Toggle on or off. Toggle on to enter a
single price and/or at/for pricing. A
single price is simply one item for a
single price. For example if you enter
“.50” then the price of each unit of
sale will be $0.50. . At/For pricing is
a quantity for a price. For example, if
you enter “3/1.00” the price will be
three items for $1.00. You may also en-
ter a combination like “.50 3/1.00”.
In this case the customer would pay
$0.50 each or $1.00 for combinations
of three.
item[Cost Plus| Toggle on or off. Tog-
gle on to enter a cost plus percentage.
Cost plus pricing provides the ability
to set the price at your cost, plus a per-
centage markup. For example, if you
set the cost plus at “10%” and your
cost for an item is $1.00, all customers
linked to the price would pay $1.10.

Percent Off Toggle on or off. Toggle on to enter

a percentage off discount. For exam-
ple, if “10%” is entered here and the
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Figure 11.21:

Dollar Off

Cost Master window

price of an item is $1.00 then the price
charged the customer will be (1.00 -
0.10) = $0.90.

Toggle on or off. Toggle on to enter
a specific dollar discount to take off
of an item. For example, if you enter
“$1.00” the and the regular price of
the item is $10.00, then the customer
will be charged (10.00 - 1.00) = $9.00
for the item.

11.2.5 Creating an Advanced Cost Record

Mewr

— First, go to the prices and costs list. For a review of the prices

and costs list see Section 11.2.3. Click on the “New” button in the bottom

left hand corner of the prices and

costs list. The cost master window will

be displayed as shown in Figure 11.21.

The cost master file is used to link advanced costs to items. Quasar
provides multiple cost types and multiple ways to link costs to items. You
may establish multiple costs for one item. In the case where multiple costs
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are defined, Quasar reviews all the available costing for a specific vendor
and selects the lowest cost available at the time.

Item Selection

Card Selection

Store

Promotion?

Discountable?

Start Date

A cost can be linked to an individual item, a group
of items, a sub-department and a specific item size.

Item Toggle on or off. Toggle on to enter a
specific item to which the cost will be
linked.

Item Group Toggle on or off. Toggle on to enter
an item group. All items linked to the
group will be linked to the cost.

Sub-department Toggle on or off. Toggle on to en-
ter a specific sub-department. All items
linked to the sub-department will be
linked to the cost.

Size Enter the size of the item(s) that the
cost will be linked to.

A cost by default is linked to all vendors. This de-
fault may be changed and the cost may be linked to
a specific vendor or a specific group of vendors.

Card Toggle on or off. Toggle on to link a
cost to a specific vendor.

Card Group Toggle on or off. Toggle on to link a
cost to a specific group of vendors.

If the cost is valid only in a specific store, enter that
store. If blank the cost will be valid in all stores.

Toggle on or off. Toggle on if the cost is a promo-
tional cost.

Toggle on or off. Toggle on if the cost may be further
discounted at time of purchase

Use this attribute in conjunction with the Stop Date
to define a range of dates within which the cost will
be valid. If a date is entered the cost will be valid
on or after the date entered. If left blank the cost
will be valid up until the stop date.
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Use this attribute in conjunction with the Start
Date to define a range of dates within which the
cost will be valid. If a date is entered the cost will
be valid before or on the date entered. If left blank
the cost will be valid indefinitely

The day(s) of the week that a cost is valid may be
defined individually. The day mask format is in
this order: Monday, Tuesday, Wednesday, Thurs-
day, Friday, Saturday, Sunday. Therefore if you set
the day mask to be "NNNNNYY” then the cost
would be valid only on Saturday and Sunday.

The cost may be valid only after a minimum qty
of the item(s) have been purchased. For example
the regular cost on an item is $10.00 each. But if
you buy twelve of the item the cost would be $9.00
each. Enter the minimum quantity of units, that
you must purchase, to receive this cost. If zero, the
cost is valid for any quantity.

You may limit the quantity of items that may be
purchased at a special cost. For example, the regu-
lar cost of an item may be $10.00 each. The vendor
may put this item on special for $6.00 each and limit
the quantity that you may purchase on a single in-
voice to two.

Costing Method There are multiple methods in which
to assign a cost.

Cost Toggle on or off. Toggle on to enter a
single cost and/or at/for costing. A
single cost is simply one item for a
single cost. For example if you en-
ter “.50” then the cost of each unit
of purchase will be $0.50. . At/For
costing is a quantity for a cost. For
example, if you enter “3/1.00” the
cost will be three items for $1.00. You
may also enter a combination like .50



11.3. CREATE PROMOTIONS

Percent Off

Dollar Off
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3/1.00”. In this case you would pay
$0.50 each or $1.00 for combinations of
three.

Toggle on or off. Toggle on to enter a
percentage off discount. For example,
if “10%” is entered here and the cost
of an item is $1.00 then the cost cal-
culated will be (1.00 - 0.10) = $0.90.

Toggle on or off. Toggle on to enter
a specific dollar discount to take off
of an item. For example, if you en-
ter “$1.00” the and the regular cost
of the item is $10.00, then the cost cal-
culated will be (10.00 - 1.00) = $9.00
for the item.

11.3 Create Promotions

Fromotion
Batch

55

Inventory |

left side of the Quasar main window.
Batch” button.

11.3.1 Promotion Batch List

— Click on the inventory icon on the
Follow by clicking on the “Promotion

Figure 11.22 shows a sample of the promotion batch list.

The promotion batch list contains a list of promotion batches. Even after a
promotion batch is created the prices do not take effect until after the
batch is “Executed”. Following is a list of attributes in the promotion

batch list.

Number
Description

Inactive

The promotion batch number
The description of the promotion batch

The active state of the batch.



214 CHAPTER 11. INVENTORY

@ Promotion Batch List --

File Activities Help

Number |Descrip1ion I

2 Christmas Specials

|| Show Inactive?

L MNew Jl Edit JI. Refresh JI. Print JI. Close J

4

Figure 11.22: Promotion Batch List window

Show Inactive? Toggle on or off. Toggle on to display both active
and non-active batches. Toggle off to display only
active batches.

New Select this function to create a new promotion batch.
Edit Select this function to edit the high-lighted batch.
Refresh Clicking on refresh will refresh the data on the screen.

11.3.2 Promotion Batch Master Screen

First go into the promotion batch list. Click on the “New” button in the
bottom left of the screen. The promotion batch master window will be
displayed as shown in Figure 11.23.

The promotional selling prices for multiple items can be set using this
screen. Prices will take effect during the promotion start and stop dates
inclusive. A promotion batch will not be in effect until the batch is
"Executed”. When a promotion batch is executed Quasar creates a price
record for each item in the batch. Individual items can then be edited
using the Quasar Price Master screen. You ?CANNOT” edit items within
and executed promotion batch itself.
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(O it .-l

File Edit Help
Batch No.: From: 2111004 | oK
Description:|FaII Savings Tt 7104 = Next
Store;  [Default Execuited On: [21/12/04
Cancel
Item Number i Deseription i Size i Price i Froma | Ordered !
SR ke ol e | b d=lind ) Inactive?
1101 Green Widget Each $2.00 $1.85 48
2102 Red Widget Each $2.00 $1.85 asf| L Pint |
aflo3 Blue Widget Each $2.00 $1.85 36 Labels
4104 Yellow Widget Each $2.00 $1.85 36 i
5

Figure 11.23: Promotion Batch Master window

An exciting feature of Quasar is that you can enter the selling quantity
that you have purchased for the promotion. During the promotion you can
run a promotion activity report to see the on hand status of your

promotion stock.

Following is a description of the attributes and buttons found in the
promotion batch window.

Batch No

Description
Store

From

The batch number for the batch. If no data is en-
tered Quasar will default to the next available batch
number.

The description of the promotion batch.

The store in which the promotion will be in effect.

The start date of the promotion. Promotions are
valid as/at the start date until the end date inclu-

sive.
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To

Executed On

Promo Table

Print

Labels

Execute
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The end date of the promotion. Promotions are
valid as/at the start date until the to date inclusive.

The date that you executed the promotion batch.
Note: If you do not execute the batch, the prices
will not take effect.

Following is a description of the columns in the pro-
motion table:

Item Number The item identification for items on
promotion.

Description The description of the items.
Size The size of the item.

Price Displays the current regular selling price
for the item.

Promo Enter the promotion price for the item.

Ordered Enter the quantity of stock you are
purchasing for promotion.

Click on the print button to print a copy of your
promotion pricing.

Click on the labels button to print shelf labels for
all of the items in the promotion batch.

Click on the execute button to execute the batch.
Executing the batch creates a price record for each
item in the batch. Individual items can be viewed
or edited using the price master screen. The pro-
motion pricing does not take effect until the batch
is executed and the current date is within the start
and stop dates defined in the batch.

11.4 Adjusting Inventory Quantities and Values

£

Inyentony

Fudpastesas

— An item can be adjusted by clicking on

the inventory icon on the left side of the Quasar main window. Follow by
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(©) 1tem Adjustment b

Adjustment No. |#

Reference: | |

Store:  |Default [ LS

staton: [Pos1 ||| mest
Emplayee: :

Shift:

Memo: [sample Adjustment

| cancel

Item Number Description

I} Voided?

on ity Amaunt Deposit Tatal

1101

2102 Red Widget

3103 Blue Widget

L |

Reasan: |Physical

Expense Amount: | ($65.00)

Green Widget

. T Y
EISLER IR Py sical Over/Shor] \

and | Quantit ]
Each 64 64 $64.00 0.00 $64.00 Search

Each 12 2 $2.00 $0.00 $2.00 Print

Each 28 -1 ($1.00) $0.00 ($1.00) ¢

Figure 11.24: Item Adjustment window

clicking on the “Item Adjustment” button. Figure 11.24 shows a sample

of the item adjustment

window.

From time to time it will be necessary to adjust either the on hand
inventory and/or the total value of the on hand inventory. Whenever an

inventory adjustment is

required utilize the item adjustment window.

Following is a description of the attributes found in the item adjustment

window:

Adjustment No.

Reference

Date

Time

Shift

Store

The adjustment transaction number. Quasar de-
faults to the next available id. A number may be
entered manually if desired. While a number may
be used more than once if an number is duplicated
Quasar will warn that the it has already been used.

Enter a reference number, if available, for the item
adjustment.

The date for which the item adjustment will be
posted.

The time of day the item adjustment is created.

The shift that the item adjustment is linked to through
a shift close.

The store that the item adjustment will affect.
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Station

Employee

Memo

Expense Account

Expense Amount

Voided?
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The work station upon which the item adjustment
was created.

The employee creating the item adjustment.

The memo defines the item adjustment. A short
descriptive memo is invaluable for future reference.

Item Number The identification number for item
being adjusted.

Description The description of the item being ad-
justed.

Size The size of the item being ajusted.

On Hand The current on hand quantity of the
item.

Quantity The quantity of selling units being ad-
justed. Enter a positive number if items
are being added to inventory. Enter
a negative number if items are being
deleted from inventory.

Amount The base dollar amount that the item
is being adjusted by. Enter a positive
number to increase the amount. En-
ter a negative number to decrease the
amount.

Deposit The amount of the container deposit
being adjusted.

Total The total amount of the adjustment
for the line.

The general ledger expense account that the adjust-
ment will be posted against.

The amount that will be posted against the expense
account. The total amount must match the total of
all adjustments entered.

Toggle on or off. Toggle on to void the adjustment.
Toggle off to re-instate the adjustment to its non
voided state.
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@ Item Transfer _ A

File Edit Help
—Fram | oK !
Adjustment No. |# Date: |B-Apr-05 =] Store: Default |.- |
F | Next
Reference: Time: |12:38:22 PM Station:  |POS 1 —
Shift: | | Employee: | Cancel |
Memo: |5ample Item Transfer | IEI Voided?
Item Number Description Size On Hand Quantity Amount _ Deposit 1 | Search |
1401 \Suds Beer 12 Pack ) 20 $325.23 $12.00 i i
2 L
To
’;djustment No. [# | Shift: | | Store: [Warehause |
Transfer Account: iTransfer Accurals | Transfer Amount: | ($337.23) |
4

Figure 11.25: Item Transfer window

Search Click on the “Search’ button to search for items in
large adjustments by either item number or descrip-
tion.

Print Click on the “Print” button to print the adjustment.

11.5 Transferring Items Between Stores

3

Inventory | _,

Trarslars

— To transfer items between two storess
within the company click on the inventory icon on the left side of the Quasar
main window. Follow by clicking on the “Transfers” button. Figure 11.25
shows a sample of the item transfer window.

From Information specific to the “From” store.

Transfer No Quasar automatically selects the next
available transfer number. The user may over-
ride the transfer number and enter a different
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Item Entry Table

To
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number. If the number entered is not unique
and has been used before Quasar will display a
warning message at the time of filing the trans-
fer.

Reference Enter a reference number if required for
the transfer.

Date The date for which the transfer will be posted.
Time The time of day the transfer is created.

Shift The shift that the transfer is linked to through
a shift close.

Store The store that the transfer posting will af-
fect.

Station The work station upon which the transfer
was created.

Employee The employee creating the transfer.

Memo The memo defines the transfer. A short de-
scriptive memo is invaluable for future refer-
ence.

Enter the items to transfer.

Item Number The item number for the item being
transferred.

Description The description of the item.

Size An item may have multiple sizes. En-
ter the size of the item being trans-
ferred.

On Hand  Quasar displays the quantity on hand
in the from store.

Quantity Enter the quantity of items being trans-
ferred to the new store.

Amount The total dollar cost of the items being
transferred.

Deposit The amount of the container deposit
being transferred.

Information specific to the “To” store.
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Adjustment No The item adjustment created for
the “To” store.

Shift The shift close number.

Store The store the items are being transferred to.

Transfer Account The ledger account used to offset the change of in-
ventory in each store.

Transfer Amount The total dollar amount of the items being trans-
ferred.
Search Click on the “Search” button to search for an item

in large inventory transfers by either item number
or description.

11.6 Physical Inventory Counts

11.6.1 List of Physical Counts

ﬁ Fhysical

NETHOTYN| . =Ll — The count list can be viewed by clicking

on the inventory icon on the left side of the Quasar main window. Follow
by clicking on the “Physical Counts” button. The count list window will
be displayed as shown in Figure 11.26.

The count list displays the individual physical inventory counts. You may
use the count master screen to create item counts. Each item count
created is displayed on the list. You may add multiple item counts, edit a
count, or process the item counts updating the on hand level of items.

The body of the list contains the following:

Date The date of the physical count.
Number The number of the count.
Description The description of the count.

Inactive? Identifies if the count is active or inactive.
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_® CountList --

File Activities Process Help

Stare: |Defau|t k.

Date | Number | Description

Sample Count One

| Show Inactive?

L New JL Edit JL Befresh JL PBrint JL Close J

A

Figure 11.26: Count List window

Show Inactive Toggle on or off. Toggle on if you wish the inac-
tive counts to appear on the list. Toggle off if the
inactive items are not to appear on the list. When
you process counts, in order to adjust inventory on
hands, only active counts will be processed. Once a
count has been processed it is set to inactive.

11.6.2 Creating an Item Count Record

Hew — First, go to the count list. For a review of the count list see

Section 11.6. Click on the “New” button in the bottom left hand corner
of the count list. The count master window will be displayed as shown in
Figure 11.27.

The count master screen is a tool to be used for taking physical inventory
of your stock on hands. A physical inventory may be taken as one count,
or as multiple counts. The count master, in of itself, does not update the
on hand quantities of your stock. The ”"Process Counts” function is used to
consolidate active counts and updates stock on hands by creating an item
adjustment transaction.

Count No. Quasar displays the next available count number.
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File Edit Help
Count Mo.: l‘li oK
Description: Next
Date: WLE;J L—'I
Location: | Cancel J
Employes: | || Inactive?
Store: |Defau|t
ltem Mumber Description I Size On Hand | Counted !“

~ 1hot Green Widgst Each | 5

202 Fed Widget Gk | 21 19

afioa Blue Widget lEach | 24 23|
—4!1 04 .Yellow Widget Each . 186 18 |

5105 lWhite Widget :Each l 24. 23 E|

4

Figure 11.27: Count Master window

Description The description of your physical count.

Date The date of the physical count.

Store The store in which the physical count is being con-
ducted.

Stock Entry Table Use the stock entry table to enter your item count.

Item Number Enter the item number for the item
counted.

Description The description of the item counted.
Size The size of the item counted.

On Hand  The systems current on hand quantity
of the item prior to processing your
new physical count.

Counted Enter your actual count for the item.

Differenc The difference between the system on
hand quantity and the actual count.
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@ famSear

Selectthe item you wish fo find.

Item Number:

Figure 11.28: Search for Items

Inactive? Toggle on or off. Toggle on to set the count to in-
active. Only active counts may be processed.

11.6.3 Search for Items in a Count

Hew . . . .

— First, go to the count list. For a review of the count list see

Section 11.6. Click on the “Process” button in the menu bar at the top of

the count list. Follow by clicking on “Search For Item”. Enter the item
to find. Figure 11.28 shows a sample of a search result.

In the course of physical inventory it is often necessary to challenge the
counts. In large count records it is particularily important that you can
quickly find a specific count record(s), view the details, conduct recounts
and edit the count records as necessary.

11.6.4 View Inventory Not Counted

Hew — First, go to the count list. For a review of the count list see

Section 11.6. Click on the “Process” button in the menu bar at the top of
the count list. Follow by clicking on “Items Not Counted”. Figure 11.29
shows a sample of the items not counted report.

The items not counted report shows any items that are recorded as being
in an on hand position, but have not been counted in the listed counts.

11.6.5 Discrepancy Report

Hew — First, go to the count list. For a review of the count list see

Section 11.6. Click on the “Process” button in the menu bar at the top
of the count list. Follow by clicking on “Discrepancy Report”. Select the
detail of the report. Figure 11.27 shows a sample of the discrepancy report.
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Eile Help
Items Not Counted

Ttem Mumber Description On Hand
201 Chicken Soup 8
202 Besf Soup 48
203 Mushmem Soup 48
a0 Special Col -1200
401 Suds Baar =300
501 Consulting A1
502 Shop Labourand Repais 20

Figure 11.29: Items Not Counted Report

@ Printout Prs

Eile Help
Discrepancy Report

[tem Mumber Diescription Size Size Qv OnHand  Adjustment Ceoet  Deposit
101 Green Widgat Each 1 5 3 $2.00 $0.00

102 Rad Widgsat Each 1 21 2 f200 $0.00

103 Blus Widget Each 1 24 -1 $-1.00 $0.00

104 Yellow Widgst Each 1 16 2 200 $0.00

105 White Widget Each 1 24 -1 $-1.00 $0.00

Total $1.00 $0.00

Erint Close

Figure 11.30: Discrepancy Report
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7®7 Process Counts -H

Select the account you wish to post the discrepancy to

o=l P hysical Over/Shorl]

Figure 11.31: Process Counts Confirmation

The discrepancy report shows any discrepancy between the inventory
quantities counted and the quantities currently on record in Quasar .

11.6.6 Process Inventory Counts

Mewr . . . .
— First, go to the count list. For a review of the count list see
Section 11.6. Click on the “Process” button in the menu bar at the top of
the count list. Follow by clicking on “Process Counts”. Enter the ledger
account that any physical over/short amounts will be posted to. Figure 11.31
shows a sample of a process confirmation.

Once you have completed a single or multiple physical count records,
confirmed your counts, viewed your discrepancy reports and made any
necessary changes, you must then process the new counts for them to take
effect. When you process counts Quasar creates an item ajustment,
adjusting on hand quantities to match the new count.

11.7 Item Information Screens

The Quasar sales history, stock status and item inquiry screens provide fast
access to detailed information on items.

11.7.1 Sales History by Item

&

| LDTL] |, HEOR | To view the sales history of an item by

day, by week or by month, click on the inventory icon on the left side of the
Quasar main window. Follow by clicking on the “Sales History” button.
Figure 11.32 shows a sample of the sales history window.
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l=iEs)

File Edit Help

—Data Selection

ltem Number:|1 o1 o Size:| All Sizes I* I
Description: |Greer| Widget Date: |5/7/04 =

Store: |Default

—Data Format

Quantity Size:| Each i ¥ Period:| Day I ¥ [
Count: 7

Period ! Start Date | Quantity | Total Cost |Tota| Price | Profit | Margin |
Monday 5/7/04 BE] $1.00 $1.50 $050  33.33%
Sunday  4/7/04 19 $19.00 $28.50 $9.50 33.33%
Saturday  3/7/04 0 $0.00 $0.00 $0.00 0.0%
Friday 2/7/04 ] $0.00 $0.00 $0.00 0.0%
Thursday 1/7/04 21 $21.00 $42.00 $21.00 50.0%
Wednesd... 30/6/04 0 $0.00 $0.00 $0.00 0.0%
Tuesday  29/6/04 0 $0.00 $0.00 $0.00 0.0%
Total 41 $41.00 $72.00 $31.00 43.06%

Min: 12 On Hand: 5
Mz 24 On Order; 0

L Befrazh Jl Erint l Close
4

Figure 11.32: Sales History window
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Data Format
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Use the data selection section to select data such as
the item number, size and store to view.

Item Number The item identification number of the

item to view.

Description The description of the item.

Size

Date

Store

Select the item size to view. You can
choose to view the sales history for all
sizes or you can choose to view the sales
history for a specific size.

The as at date from which the sales his-
tory will be viewed in descending order.

The store for the history to view.

Use this section to define the format in which the
data will be displayed.

Quantity Size Enter the size for which you wish to

Period

Count

view the history. For example, you can
view the sales of an item for the case
size that the product is purchased.

The period to view expressed in months,
weeks or days.

Month Select to display sales history
by month.

Week Select to display sales history
by week.

Day Select to display sales history by
day.

The count attribute works in conjunc-
tion with the period attribute. Enter
the number of periods that you wish
to view. For example, if you select the
period "Month” and enter ”6” as the
count. Then the sales totals for each of
the last 6 months of sales history will
be displayed.
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Display Information

Min

Max

On Hand

On Order

Following is a description of the information dis-
played in the history table.

Period If sales history is being displayed by month,
then the start date of the month will be dis-
played. If the sales history is being displayed
by week then the week number will be dis-
played. If sales history is being displayed by
day then the day of the week is displayed.

Start Date The start date of the period.

Quantity The total quantity of all sales of the item
during the period.

Total Cost The total cost of all sales of the item
during the period.

Total Price The total selling price, attained on the
sales of the item, during the period.

Profit The gross profit margin for the item, at-
tained on sales during the period, expressed
as dollars.

Margin The gross margin of profit for the item,
attained on sales during the period, expressed
as a percentage.

The minimum on hand quantity for the item. When
the on hand quantity reaches the minimum quantity
or less, the auto ordering process will generate an
order for the item.

The maximum on hand quantity. The auto order
process will order stock up to the maximum amount.

Note: The maximum amount may be exceeded if
the item is ordered in case sizes greater than
1.

Quasar displays the current on hand quantity for
the item.

Quasar displays the current on order quantity for
the item.
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11.7.2 Stock Status Report

£5

_Inventony | . «stock Status” — To view the stock status report, click

on the inventory icon on the left side of the Quasar main window. Follow
by clicking on “Stock Status” in the report section at the bottom of the
window. The stock status window will be displayed. Figure 11.33 shows a
sample of the stock status window. The stock status window may also be
involked from the customer invoice window or the item master window. If
the stock status screen is involked from an alternate window, then the item
information contained in the stock status screen pertains to the item you
are currently working with on the alternate window.

The stock status window shows the total stock for an item in all stores.

Data Selection Use this section to select the data to view.

Item Number The item number of the item to view.
Description The description of the item to view.

All Sizes View your on hand levels for all sizes
or by specific size. Note, if you buy in
one size and sell in another, you will
always want to view for all sizes.

Data Format Select the format in which you wish to view the
data.

Quantity Size Select the size to view. For exam-
ple, you have an item that you pur-
chase by the case and sell by the each.
If you have purchased one case of 12
units and you view these by the “each”
size the display will show 12 units on
hand. If you view these by the “case”
size then the display will show 1 case
on hand.

Status Table Stores The stores containing the stock.
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File Edit Help

=) Single ltem
Item Number:|101 Size: |[Each

Description: |Grean Widget

) Multiple tems

Department: | Group: |
Subdeparment: | Location: |
Store: |
Store w | Location |Or| Hand On Crder
Default Tools Alsled 10 5 0
Hotel 0 ]
Warehouse Storage Rack.22 a 0
Total 5 0

L Refrash Jl Print l . Close

Figure 11.33: Stock Status window



232 CHAPTER 11. INVENTORY

Location The physical chelf location where the
item is stocked.

Stocked Displays if the item is stocked.
On Hand The on hand quantity for the store.
On Order  The on order quantity for the store.

Refresh Clicking on refresh will refresh the data on the screen
to match the current selection criteria.

11.7.3 Item History Report

55

_Inventory | . «1ten History” —— To view the item history report,

click on the inventory icon on the left side of the Quasar main window.
Follow by clicking on “Item History” in the report section at the bottom
of the window. The item history window will be displayed. Figure 11.34
shows a sample of the item history window.

The item history window displays all increases or decreases in an item’s on
hand or total value for a specified date range. View daily sales, purchases
and adjustments.

Data Selection Enter and select the criteria for the data to view.

Item Number Enter the item number to view.

Description The description of the item.

Store The store to view. If left blank all
stores will be displayed.

Size Select the size to view.

Note: where an item is purchased in
one size and sold in another
size you need to select ” All Sizes”
to get a true picture of all ac-

tivity.
Dates Select the date range to view.
From The start date for the date range to

view.
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File Edit Help

—Data Selection

Item Number:{101

Description: |Green Widget

Betaui i

Size:| All Sizes | ¥ |

Stare:

Dates:L This Week

R

From:|4/7/04 EJ
To:|10/7/04 LEJ

—Data Format

Quantity Size:| Each |||;

Date

Opening 3 $5.00 21 $21.00 $42.00
4/7/04 -18 §-18.00 19 $19.00 $28.50
5/7/04 21 $21.00 1 $1.00 $1.50
Closing 5 $5.00 4 $41.00 $72.00
L Refresh J [ Brint J

24
0
0

24

$24.00 0
$0.00 0
$0.00 22

$24.00 22

Close [

| Total Qty| Total Cost | Sold Qty| Sold Cost | Sold Price | Recv Qty| Recy Cost | Ad] Qty| Adj Cost

$0.00
$0.00
$22.00
$22.00

Figure 11.34: Item History window
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Display Table

To

CHAPTER 11. INVENTORY

The end date for the date range to
view.

Display Table

Enter the format in which the data will be viewed.

Quantity Size Select the size format to view. For

example, if an item has two sizes (a
case of 12 and a single) and you have
24 single units on hand. If you select
“Case” as the display format the table
will show a total quantity of “2” on
hand. If you choose to view the data
in single units then the display table
will show a total quantity of “24” on
hand.

View the item history data selected in the display

table.

Date

Total Qty

Total Cost

Sold Qty

Sold Cost

The date for which the totals are dis-
played.

Displays the total quantity on hand as
at the opening date, the total quantity
on hand as at the closing date, and the
net change in quantity for each date
listed.

Displays the total cost (value) of the
item as at the opening date, the total
cost (value) of the item as at the clos-
ing date, and the net change in cost
(value) for each day displayed.

Displays the total quantity of items
sold for the date range and the to-
tal quantity of items sold for each day
within the date range.

Displays the total cost of the sold quan-
tity for the date range and the total
cost of all items sold for each day in
the date range.
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Sold Price  Displays the total selling price of the
sold quantity for the date range and
the total selling price of all items sold
for each day within the date range.

Recv Qty  Displays the total quantity of all re-
ceivings during the date range and the
total quantity of receivings for each day
within the date range.

Recv Cost  Displays the total cost of all receivings
during the date range and the total
cost of receivings for each day within
the date range.

Adj Qty Displays the total quantity of all item
adjustments for the date range and the
total adjustments for each day within
the range.

Adj Cost Displays the total cost of all item ad-
justments for the date range and the
total cost of adjustments for each day
within the date range.

Refresh Clicking on refresh will refresh the data on the screen
to match the current selection criteria.

Print Click on the ”Print” button to print the detail to
the printer.

11.8 Print Shelf Labels and Talkers

ﬁ Label

Batch
| LT | l — Click on the inventory icon on the

left side of the Quasar main window. Follow by clicking on the “Label
Batch” button.

11.8.1 Label Batch List
Figure 11.35 shows a sample of the label batch list.
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(@) Label Batch List =S

File Activities Help

1

Number |Descrip1ion |

Fram price batch #1

|| Show Inactive?

L MNew .Jl Edit JL Refresh JL Print JL Close J

4

Figure 11.35: Label Batch List window

The label batch list contains a list of label batches that have not been
printed. Once a batch is printed it is set to inactive. Label batches can be
entered manually or created from the handheld or from the price batch
master screen. Following is a list of attributes in the label batch list.

Number
Description

Inactive

Show Inactive?

New
Edit

Refresh

The label batch number
The description of the label batch

The active state of the batch.

Toggle on or off. Toggle on to display both active
and non-active batches. Toggle off to display only
active batches.

Select this function to create a new label batch.

Select this function to edit the high-lighted batch.

Clicking on refresh will refresh the data on the screen.
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(@ ese S

File Edit Help
Batch No.: ﬂ oK
Description: |From price batch #1
MNext
Store: |Defau|t
Type: L Large Shelf Labels |® | | Cagcal |
|} Inactive?
Item Mumber | Description | size | Price | # Labels |#
11101 Green Widget Eath $2.00 1| Bt
2l102 Red Widget Each $2.00 1
3103 Blue Widget Each $2.00 1
4104 Yellow Widget Each $2.00 ]
5105 White Widget Each $2.00 1 ’EI
A

Figure 11.36: Label Batch Master window

11.8.2 Label Batch Master Screen

First go into the label batch list. Click on the “New” button in the bottom
left of the screen. The label batch master window will be displayed as shown
in Figure 11.36.

From the label batch screen you can print predefined shelf labels and shelf
talkers. You can either use one of our predefined labels or you can define
labels of your own.

To print new labels or shelf talkers:

1. Enter the items, that you wish to print labels for in the data entry
table.

2. Select the label format by clicking on the “Type” icon.
3. Print the labels by clicking on “Print”.

Following is a description of the attributes and buttons found in the label
batch master window.

Label Table Following is a description of the columns in the la-
bels table:
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Type

Start Row

Start Column

Print
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Item Number The item identification for which la-
bels will be printed.

Description The description of the items.
Size The size of the item.

Price The price that will appear on the label
(if price is defined on the label format
you are printing)

Labels The number of labels you require for
this item.

Select the format of the label to print. Only valid
label formats will display.

Enter the row number on which the first label will
be printed. For example, if you have already printed
labels in all columns in row one then you will wish
to begin printing your first label in row two. This
attribute works in conjunction with the start col-
umn attribute and is a feature to ensure that you
do not waste expensive labels.

Enter the column number on which the first label
will be printed. For example, if you have already
printed labels in the first column then you will wish
to begin printing your first label in column two.
This attribute works in conjunction with the start
row attribute and is a feature to ensure that you do
not waste expensive labels.

Print the labels to the printer or to a file.

Figure 11.37 shows a sample of shelf labels created using the Quasar

shelf label window.

Figure 11.38 shows a sample of a sign created using the Quasar label

master window.



||J1|g!|||“||
Green Widget

1
ioi1od

1
103
Blue Widget

1
103103

1
105105

1AL
105
White Widget

2002-05-18

Each

$2.00

2002-05-18

$2.00

2002.05-18

Each

$2.00

11.8. PRINT SHELF LABELS AND TALKERS

I"!clng“"l"l i
Red Widget
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Yellow Widget
III;':'JL"““"I ooty
Chicken Soup

Figure 11.37: Labels Sample window

W FEATURE W

Temporary Price Reduction

Green Widget

H““I o H“‘

Figure 11.38: Labels Sample window

$2.00

239

2002-05-18

Each

$2.00

2002-05-18

$2.00

0020518

$0.95
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Sales

@ Quasar: Sample Company

File Setup Help
Journal Write Customer Customer Customer Furchase Vendor Vendor
{ Entry “ Cheque J{ Cuote ﬂ Invoice H Payment Jt Order ﬂ Invoice Jt FPayment J
[__:’t'—_]
Card File
o Customer Customer Customer
Ledger { CQuotes J Invoices J { Payment J

{ Transaction J

Cheques Cash
{ Recancile J Journal
Inventary

k-:’ =
-“ Reparts
Sales || Feports Find

Service Charges
Inguiry

Aged Receivables
. Customer Sales Print Statements
Detailed Statement
Purchases l Summary J
[petauit Pos 1

Figure 12.1: Main Menu - Sales

In this chapter we will review the creation of sales invoices, returns and
payments on account. All transactions that impact a customers account

must be done within this section.

241
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Quotes Creating a customer quote and then quickly turning
the quote into an invoice.

Invoice Invoice a sale, process a return or create a miscel-
laneous ledger transaction that impacts a customer
account.

Payment Receive a payment on a customer account.

Sales Transaction The journal transactions created by a sale.

Receipt Transaction The journal transactions created by a payment on
account.

Print Statements Printing customer statements.

12.1 Customer Quote

12.1.1 List of Customer Quotes

= .
“ Customer
Sales Gluotes

== —— The customer quotes list can be
viewed by clicking on the sales icon on the left side of the Quasar main win-
dow. Follow by clicking on the “Customer Quotes” button. The customer
quotes list will be displayed. See Figure 12.2.

The body of the list contains the following:

Quote The customer quote number.

Date The date the customer quote was created.
Customer The name of the customer.

Amount The total amount of the quote.

Inactive? Identifies if the quote is active or inactive.

In the bottom left hand corner of the list you will see the “show inactive?”
toggle:

Show Inactive? Toggle on or off. Toggle on if you wish the inac-
tive quotes to appear on the list. Toggle off if the
inactive quotes are not to appear on the list.
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@ Customer Quotes

Eile Activities Help

Qusmmer:|

Store: |Defau It

Quote w | Date | Customer iAmount |

16704  Joe's Contracting

|”| Show Inactive?

L New }l Edit J L Befresh }l Brint JL Close }

4

Figure 12.2: Customer Quotes

12.1.2 Creating a Customer Quote

Customer
Giuote

— To create an customer quote click on the “Customer
Quote” button at the top of the main window. See Figure 12.3. Once a
quote has been created you may quickly turn it into an invoice by clicking
the “Invoice” button.

Following is a description of the attributes within the customer quote
window:

Customer The customer for whom the quote is being prepared.
Address The billing address of the customer.
Quote No Quasar automatically selects the next available quote

number. You may override the quote number and
enter a different number. If the number entered is
not unique and has been used before Quasar will
display a warning message at the time of filing the
quote.

Reference # Enter the customers reference number. For exam-
ple, a customer purchase order number.
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Ship Via: [Pickup

Joe's Contracting

File Edit Help
Customer: |Joe's Cantracting Date: |6/7/04 7] OK
Address:

101 Construction Blvd. Terms:|Net 60
Anycity, Anyprov

Canada TOM 1X0 Expire Date: |6/7/04 =
Quote No.: | Type:| ltem Il ¥ Employse: |[Bossman, Bill

Reference #:l In\.roice:| Store: |Defau|t

umber | Deserlp S|

on[Size  [aQty |
$200.00

Green Widget Each

[Totals |C__orr'|mant_s |T_axe5 |ShIpTo |Imm Infa |Dlscoums ]

ltem Total: $900.00 Tax Total: $105.63 Total: §834.63
Line Discounts: $90.00 Deposit Total: $0.00
Trans. Discounts: $81.00

. Mext
Cancel t

| Voided?

Print |
Invoice
Stock

Figure 12.3: Customer Quote window
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sccount |Descriptinn |®uantiw |Price |Ex1 Price |Discnunt |Tax |_|

1|Inventary - & [Sample Account ltem | n $20.00  $200.00 |Both
2] =

Figure 12.4: Customer Quote (Type = Account)

Type Select either item or account.

Item If item is selected the quote will be used to
sell or return items.

Account If account is selected the quote will be
used to sell items linked to a ledger account.
For example you could select “Account” to sell
a one of a kind item. charges. Figure 12.4
shows a sample of a quote with the type set to
account.

Invoice Quasar displays the invoice number that the quote
was invoiced on.

Date The quote date. Quasar defaults to the current date,
however, you may change the date as is required.

Ship Via Method of shipping the product to the customer.

Terms The payment terms for this customer. An existing

set of terms may be used or a new set of terms may
be defined. If payment terms were entered in the
customer master window those terms will be dis-
played by default.

Expire Date The date that the quote expires and is no longer
valid.

Salesperson The card id of the employee or salesperson creating
the quote.

Store Select or change the default store. If a store has been

defined for the user, then the user’s store will dis-
play by default. If no store has been defined for the
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Item Entry Table

Totals
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user, then the default store specified in the Quasar
Configuration will be displayed.

Use this section to enter items on the customer quote.

Item Number The item identification number of the

Description

Size

Quantity

Price

Ext Price

Discount

Tax

product or services being sold or re-
turned.

The description of the product or ser-
vices being sold.

The size of the item.

The quantity of products being sold.
A positive number entered indicates a
product purchase. A negative number
entered indicates product a return.

The price per selling unit for each prod-
uct being sold.

The extended price for the items on
the line. The extended price is the
gross extended price before discounts.

If the discount is a percent discount
then the percentage will be displayed.
If the discount is a dollar discount, then
the total dollar amount will be dis-
played. Line discounts are selected in
the Item Info folder.

The selling tax code for the item. This
is defaulted from the data entered in
item master window. However, the tax
code may be changed if required.

The totals folder displays the various totals for the
transaction. Figure 12.5 shows a sample of the to-

tals folder.

Item Total

The net item total before discounts and
taxes.

Line Discounts The total of all line discounts.
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Totals Comments |Tzue5 |ShipTo ||ten'||r|fu |Di5counts W

Item Total: $200.00 Tax Total: $105.63 Total: $834.63
Line Discounts: $90.00 Deposit Total: $0.00
Trans. Discounts: $81.00

Figure 12.5: Customer Quote - Totals

Totals Comments | Taxes |ShipTo |Item|nfo |Discounts ]

Commen

1| Prepare and hold for pickup

Comments

Taxes

Figure 12.6: Customer Quote - Comments

Trans Discounts The total of all transaction discounts.
Tax Total The accumulated total of all taxes.
Deposit Total The total of all container deposits.

Total The gross total for the customer in-
voice.

In the comments folder enter any comments relevant
to the quote. All comments will be printed on the
hard copy of the customer quote. Figure 12.6 shows
a sample of the comments folder.

Quasar displays a breakdown of the individual taxes.
Figure 12.7 shows a sample of the taxes folder.

Tax The tax id.
Name The name of the tax.
Taxable The net base amount that a given tax

is charged to.

Tax Amt The amount of tax allocated to the
”Taxable” amount.
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[Tota\s | Comments | Taxes | Ship Te | Item Info Discounts ]

Tax _' Name | Taxable _' Tax Amt | Ine. Taxable | Ine. Tax Amt

1/GsT Goods and Services $729.00 §51.03 $0.00 $0.00 [

2PST Provincial Tax $729.00 $54.60 $0.00 $0.00

|

Figure 12.7: Customer Quote - Tazes

[Tctals | Comments ‘ Taxes | Ship To | ltem Info | Discounts ]

Ship To: [Nopay, Sally

Address:

Sally Nopay +
201 Hidden Valley Road

Anycity, Anyprov +
Canada TOM 1X0 hd

Ship To

Item Info

Figure 12.8: Customer Quote - Ship To

Inc. Taxable The net base taxable amount includ-
ing the amount of the tax. (for items
with taxes included in the price)

Inc. Tax Amt The net amount of tax calculated from
the "Inc. Taxable” amount.

An alternate address where the products are to be
shipped. Figure 12.8 shows a sample of the ship to

folder.

Ship To Enter or select a card if the address to
ship to is different from the customers
main address.

Address Enter the new shipping address.

The item info folder displays specific information
about an individual item(line) in the quote. The in-
formation displayed will pertain to the line in which
the cursor is placed. Line discounts are taken using
the item info folder. Figure 12.9 shows a sample of
the item info folder.
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[Totals | Comments |Taxes | Ship T ||ten'||nfc | Discounts }

|| Discountable?
" Include Tax?
[ Include Deposit?

Deposit: $0.00 Discount: Managers Line Dise. $90.00

(=) Percent: 10.0% Line Total $810.00
) Dollar: Trans. Dise.: $81.00

Discounts

Figure 12.9: Customer Quote - Item Info

Discountable? Displays whether or not a discount
may be taken on an item.

Include Tax? Displays if the price of the item in-
cludes taxes.

Include Deposit? Displays if the price of the item
includes a container deposit.

Tax The accumulation of all taxes on the
line.

Deposit The total of the container deposits on
the line.

Discount Select the discount for to take a line
discount.

Percent Toggle on or off. Toggle on if the line

discount will be a percentage discount.

Dollar Toggle on or off. Toggle on if the line
discount will be a dollar discount.

Line Disc.  Displays the total amount of a line dis-
count.

Line Total Displays the gross total for the line.

Trans Disc. Displays total amount of transaction
discounts allocated back to the line.

The discounts folder is used to define transaction
discounts. Figure 12.10 shows a sample of the dis-
counts folder.

Discount Enter or select the discount id. from
the customer.
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[Tota\s ‘ Comments ‘ Taxes | Ship To | ltem Info | Discounts W
Discount Fercent Dollars | Tatal |
1Managers 10.0% $81.00

al

—

Figure 12.10: Customer Quote - Discounts

Percent Enter a percentage discount. For ex-
ample "10%” off.

Dollars Enter a dollar discount. For example,
”$1.00” off.
Total The total of the discount.
Voided? Toggle on or off. Toggle on to void the invoice. Tog-

gle off to re-instate the quote to its non-voided state.

Print Click on the Print button to print a copy of the
customer quote to the printer or to a file.

Stock Click on the Stock button to review the stock status
of the item in the line in which you are working

Invoice Click on the “Invoice” button to create a customer
invoice.

When the quote is filed Quasar prompts you to print the quote.

12.2 Customer Invoices

12.2.1 List of Customer Invoices

- .
“ Customer
1] . . .
Sales — L2 | — The customer invoice list can be

viewed by clicking on the sales icon on the left side of the Quasar main
window. Follow by clicking on the “Customer Invoices” button. The
customer invoice list will be displayed. See Figure 12.11.



12.2. CUSTOMER INVOICES 251

@ Customer Invoices

Eile Activities Help

Qusmmer:|
Store: |Def:lu|t
Invoice  w | Date | Customer iAmount |

16704  Joe's Contracting

|”| Show Voided? || Show Paid?

L New ll Edit J L Befresh ll Brint JL Close }

4

Figure 12.11: Customer Invoices

The body of the list contains the following:

Invoice The customer invoice number.

Date The date the customer invoice was created.
Customer The name of the customer.

Amount The total amount of the invoice.

Inactive? Identifies if the invoice is active or inactive.

In the bottom of the list you will see the “show voided?” and the “show
paid” toggle:

Show Voided? Toggle on or off. Toggle on if you wish the voided in-
voices to appear on the list. Toggle off if the voided
invoices are not to appear on the list.

Show Paid? Toggle on or off. Toggle on if you wish the paid
invoices to appear on the list. Toggle off if the paid
invoices are not to appear on the list.
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@ Customer Invoice

File Edit Help

Involce Mo, [# Date: |6/7/04 =] Store: |Defau|t OK
Reference: Time:[11:30 PM Station: |POS 1 MNext
Shift Employee:|Bossman, Bill

Cancel
Customer: |Joe's Contracting | Voided?
Address: e —— Ship Via: |Pickup —
101 Construction Blvd. Pramised Date: = ;J
Anycity, Anyprov = Payments
Canada TOM 1X0 Type:|tem || | | D S
Terms: |Net 60 Tender: L—leCk
[tem Mumber [ Description | Size |Oty [Price | Ext Price | Discount [ Tax I &J
1101 Green Widget  Each 600 $1.50 $900.00 10.0% Both IC| Retum?
T——
2|
[Totals | Comments | References | Taxes | Ship Te | ltem Info | Discounts | Tenders ]

Item Total: $a00.00 Tax Total: $105.63 Total: $834.63
Line Discounts: $90.00 Deposit Total: $0.00 Faid: $0.00
Trans. Discounts: $81.00 Cty Total: GO0 Due: $834.63

Figure 12.12: Customer Invoice window

12.2.2 Creating Customer Invoices and Returns

Customer
Invoice

—— To create an invoice, process a return or post a miscel-
laneous charge to a customer account click on the “Customer Invoice”
button at the top of the main window. See Figure 12.12.

Following is a description of the attributes within the invoice window:

Invoice No Quasar automatically selects the next available in-
voice number. You may override the invoice number
and enter a different number. If the number entered
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Reference #

Date

Time

Shift

Store

Station

Employee

Memo

Customer

Address

Terms

Ship Via

Promised Date

Type

is not unique and has been used before Quasar will
display a warning message at the time of filing the
invoice.

Enter the customers reference number. For exam-
ple, a customer purchase order number.

The invoice date. Quasar defaults to the current
date, however, you may change the date as is re-
quired.

The time of day the customer invoice is created.

The shift that the customer invoice is linked to through

a shift close.

The store that the customer invoice posting will af-
fect.

The work station upon which the customer invoice
was created.

The employee creating the customer invoice.

The memo defines the customer invoice. A short
descriptive memo is invaluable for future reference.

The customer whose account will be affected by the
invoice.

The billing address of the customer.

The payment terms for this customer. An existing
set of terms may be used or a new set of terms may
be defined. If payment terms were entered in the
customer master window those terms will be dis-
played by default.

Method of shipping the product to the customer.

The date the goods were promised to be available
and/or to be delivered to the customer.

Select either item or account.
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Invoice No. [# Date: |7i7/04 = Store: |Defau|t oK
Reference: Time: [5:54 PM Station:  [POS 1 Bt
Shift: Employse |
Cancel

-
|| Veided?

Customer: |Joe's Contracting

PEid s Joe's Contracting SlA Vs Print
101 Construction Blvd. Promised Date @J et )
Anycity, Anyprov t|
Canada ToM 1X0 *

Type: | Account | § Eeyments
TE!I'HS:|Net60 Tender Stock
‘ Account | Description lOty | Price | ExtPrice | Discount | Tax Q Margin

1/Sales- A Special Order Part 1 $667.98 |7 Return?

2|

—

Figure 12.13: Customer Invoice (Type = Account)

Item If item is selected the invoice will be used to
sell or return items.

Account If account is selected the invoice will be
used for processing other charges. For example
you would select account to credit the customer
with interest charges. Figure 12.13 shows a
sample of an invoice with the type set to ac-
count.

Tender If payment will be made with a single tender select
or enter the tender. If the payment will be made
with multiple tenders utilize the “Tenders” folder.

Item Entry Table Use this section to enter items on the customer in-
voice.

Item Number The item identification number of the
product or services being sold or re-
turned.

Description The description of the product or ser-
vices being sold.

Size The size of the item.

Quantity The quantity of products being sold.
A positive number entered indicates a
product purchase. A negative number
entered indicates product a return.
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[ Totals | Commens | References ‘ Taxes | Ship To | ltem Info ‘ Discounts ‘ Tenders |
ltem Total: ,m Tax Total: ,m Total: ,m
Line Discounts 'm DEpOSitTﬂtﬁl:,ﬁ Faid 'ﬁ
Trans D\scuunts.,m O@Tutal.,isﬂﬂ Due 'm

Figure 12.14: Customer Invoice - Totals

Price The price per selling unit for each prod-
uct being sold.

Ext Price  The extended price for the items on
the line. The extended price is the
gross extended price before discounts.

Discount If the discount is a percent discount
then the percentage will be displayed.
If the discount is a dollar discount, then
the total dollar amount will be dis-
played. Line discounts are selected in
the Item Info folder.

Tax The selling tax code for the item. This
is defaulted from the data entered in
item master window. However, the tax
code may be changed if required.

Totals The totals folder displays the various totals for the
transaction. Figure 12.14 shows a sample of the
totals folder.

Item Total The net item total before discounts and
taxes.

Line Discounts The total of all line discounts.

Trans Discounts The total of all transaction discounts.
Tax Total The accumulated total of all taxes.
Deposit Total The total of all container deposits.

Total The gross total for the customer in-
voice.



256 CHAPTER 12. SALES

Totals Comments References | Taxes | Ship Ta ‘ ltem Info Discounts | Tenders l

Comment: | Prepare and hold for pickup

Figure 12.15: Customer Invoice - Comments

Totals Comments References ‘Taxes |ShIpTo |\tem Info |Disccunts ‘Tenders ]

Name | Data

1Enter PO# 234987-98

po—

[

Figure 12.16: Customer Invoice - References

Paid The amount of all payments allocated
to the customer invoice.

Due The net balance due on the customer
invoice after all payments.

Comments In the comments folder enter any comments relevant
to the invoice. All comments will be printed on the
hard copy of the customer invoice. Figure 12.15
shows a sample of the comments folder.

References Some customers require that mandatory references
be provided for each sale, payment and withdraw.
References are defined in the customers master file.
This folder displays mandatory references entered
for the invoice. Figure 12.16 shows a sample of the
references folder.

Taxes Quasar displays a breakdown of the individual taxes.
Figure 12.17 shows a sample of the taxes folder

Tax The tax id.

Name The name of the tax.
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[ Totals | Comments | References | Taxes | Ship Te | [tem Info Discounts | Tenders ]
Tax | Name | Taxable | Tax Amt | Ing. Taxable | Ine. Tax Amt
1/1GST Goods and Servic $729.00 $51.03 $0.00 $0.00
23PST Provincial Tax $729.00 $54.80 $0.00 $0.00

Figure 12.17: Customer Invoice - Taxes

ITota\s ‘ Comments | References |Taxes | shipTo | Item Infa | Discounts |Tenders ]

Ship To: [Nopay, Sally
Address:

Sally Nopay |*
201 Hidden Valley Road

Anycity, Anyprov |!
Canada ToM 1X0 *

Figure 12.18: Customer Invoice - Ship To

Taxable The net base amount that a given tax
is charged to.

Tax Amt The amount of tax allocated to the
?Taxable” amount.

Inc. Taxable The net base taxable amount includ-
ing the amount of the tax. (for items
with taxes included in the price)

Inc. Tax Amt The net amount of tax calculated from
the ”Inc. Taxable” amount.

Ship To An alternate address where the products are to be
shipped. Figure 12.18 shows a sample of the ship
to folder.

Ship To Enter or select a card if the address to
ship to is different from the customers
main address.

Address Enter the new shipping address.

Item Info The item info folder displays specific information
about an individual item(line) in the invoice. The
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ITota\s | Comments | References ‘ Taxes | Ship To | [tem Info Discounts Tenders

|®| Discountable? Deposlt: $0.00 Discount: Managers Line Disc.: $a0.00
| Include Tax? \(m) Percent 10.0% Line Total: $810.00
|| Include Deposit? () Daollar: Trans. Disc.: $81.00

Figure 12.19: Customer Invoice - Item Info

information displayed will pertain to the line in which
the cursor is placed. Line discounts are taken using
the item info folder. Figure 12.19 shows a sample of
the item info folder.

Discountable? Displays whether or not a discount
may be taken on an item.

Include Tax? Displays if the price of the item in-
cludes taxes.

Include Deposit? Displays if the price of the item
includes a container deposit.

Tax The accumulation of all taxes on the
line.

Deposit The total of the container deposits on
the line.

Discount Select the discount for to take a line
discount.

Percent Toggle on or off. Toggle on if the line
discount will be a percentage discount.

Dollar Toggle on or off. Toggle on if the line
discount will be a dollar discount.

Line Disc.  Displays the total amount of a line dis-
count.

Line Total Displays the gross total for the line.

Trans Disc. Displays total amount of transaction
discounts allocated back to the line.
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ITulaIs | Comments | References | Taxes | Ship To | ltem Info D\scounts Tenders

Discount | Percent | Dollars | Total
T
1Managers 10.0% $e1.00
_

2|

—_—

Figure 12.20: Customer Invoice - Discounts

ITotaIs ‘ Comments | References | Taxes | Ship To | Item Info | Discounts | Tenders

Tender | Amount | Rate | Total |
1!Cilsh $1.000.00 1 $1,000.00

2[Cash $-165.37 1 §-165.37

3

Figure 12.21: Customer Invoice - Tenders

Discounts The discounts folder is used to define transaction
discounts. Figure 12.20 shows a sample of the dis-
counts folder.

Discount Enter or select the discount id. from
the customer.

Percent Enter a percentage discount. For ex-
ample 710%” off.

Dollars Enter a dollar discount. For example,
7$1.00” off.
Total The total of the discount.
Tenders The tenders folder is used to enter multiple tenders.

Figure 12.20 shows a sample of the discounts folder.

Tender Select or enter the name of the tender.
Amount Enter the amount of the tender.
Rate The converson rate for foreign currency.

Total The total amount of the tender.
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Voided? Toggle on or off. Toggle on to void the invoice.
Toggle off to re-instate the invoice to its non-voided
state.

Print Click on the Print button to print a copy of the

customer invoice to the printer or to a file.

Payment Click on the Payment button to allocate payments
to an invoice and/or to accept a customer payment
for the invoice.

Stock Click on the Stock button to review the stock status
of the item in the line in which you are working.

Margin Click on the Margin button to view the cost and
available margin on the item that you are selling.

When the invoice is filed Quasar prompts you to print the invoice. Select

yes or no. Select yes to print the invoice. Select no to file the invoice
without printing it.

12.2.3 Allocate Returns and Payments

Fayment

—

Using the Customer Invoice Payments window, you may allocate a pay-
ment or a return to a specific invoice. Alternately you may allocate an
invoice to a specific return and/or payment. To allocate an invoice, return
or payment click on the payment button located on the right side of the cus-
tomer invoice window. Figure 12.22 shows a sample of the customer invoice
payments window.

Transactions that may be applied to the current invoice or return will be
displayed in the body of the window. Figure 12.23 shows a sample of the
customer invoice payments window with a transaction that may be
allocated towards the current invoice If there are no transactions that may
be allocated to the invoice or return, then the body of the window will be
blank. Transactions may be applied using the “Auto Allocate” function or
transactions may be allocated manually.

To accept payment for the current invoice click on the “Quick Payment”
button in the bottom left hand corner of the window.
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Customer lnvai

Invoice No.: |6

261

Customer: |Joe 's Contracting

Balance: $1178.10

Quick Payment l

Date:  [r7i04 (@)
Total: [ s34a47
Pald: [ s000
por |
Type [Number  |Date | Total Remaining | Amount | Pay? !
| oK |f| ELancel |

Figure 12.22: Cust

omer Invoice Payments window

@ Customer Invoice Payments

Invoice No: |6

Customer: |Joe ‘s Cantracting

Balance: $834.63

Quick Payment l

Date: 7704 =
Total: $34347
Paid: 434347
Memo: | Auto Allocate
Type | Number Date |Tota| | Remaining |Amount | Pay? |
1|Customer Payment 1 7704 $343.47 $343.47 $343.47 v
t OK J l Cancel _f

Figure 12.23: Transaction to Allocate window
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Following is a description of the attributes within the customer invoice

payments window:

Invoice Number

Date
Total
Paid

Memo

Customer

Balance

Auto Allocate

Type

Number

Date

Total

Remaining

Amount

Pay

Quick Payment

The invoice number for the invoice that you are pay-
ing or allocating a return or payment too.

The date of the invoice.
The Total amount of the invoice.

The amount of the invoice that has previously been
paid.

The memo for the invoice. This memo displays on
the journal transaction for the invoice.

The customer who the invoice is charged too.

The current balance of the customers receivable ac-
count.

Click on the “Auto Allocate” button to automat-
ically allocate to the invoice.

The type of transaction. For example, Invoice or
Payment.

The number of the transaction that may be allo-
cated against the invoice.

The date of the transaction that may be allocated
against the invoice.

The total amount of the transaction.

The remaining amount of the transaction that may
be allocated.

The amount of the transaction that you wish to al-
locate to the invoice.

Toggle on or off. Toggle on to allocate the total
amount of the transaction to the invoice.

Click on the “Quick Payment” button to create a
payment for the invoice using the Customer Pay-
ments window.
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@ Customer Payment

File Edit Help
Receipt No. [# Date: |7/7/04 ) Store: Default Of
Reference: Time: [5:49 PM Station: POS1 l Next J
Shift: Employee: |
Cancel
Customer: |Joe's Contracting B Balance: $834.63 || Voided?
Tender:  [Cash Discount Account: (Terms Expense
Amount: $834.63 Discount Amount: $0.00
[ Allocations | Tenders | References ]
Due Date [ Inveice [ Total | Disc Date [Due | Fayment | Discount | Fay? | Oldest
4/9/04 1 $834.63 $834.63 v
. Clear
Info
Allocated: $834.63 Difference: $0.00
A

Figure 12.24: Customer Payment window

12.3 Customer Payments on Account

Customer

Paym . ;
Sl | — To receive a customer payment on account click on the

“Customer Payment” button at the top of the main window. See Fig-
ure 12.24.

Customer payments may be applied to the oldest invoices automatically or
if preferred may be allocated by hand to specific invoices. If the amount of
a payment matches an invoice exactly Quasar applies the payment to the
matching invoice. Of course, this may be changed and applied to any
specific invoice or to the oldest, as you wish. Following is a description of
the attributes within the customer payment window:

Receipt No Quasar automatically selects the next available re-
ceipt number. You may override the receipt number
and enter a different number. If the number entered
is not unique and has been used before Quasar will
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Reference #

Date
Time

Shift

Store

Station

Employee

Memo

Customer

Tender

Amount
Balance

Discount Account

Discount Amount

Allocation Folder

CHAPTER 12. SALES
display a warning message at the time of filing the
payment.

Enter the reference number for the payment if ap-
plicable.

The date of the payment.
The time of day the payment is created.

The shift that the payment is linked to through a
shift close.

The store that the payment posting will affect.

The work station upon which the payment was cre-
ated.

The employee processing the payment.

The memo defines the payment. A short descriptive
memo is invaluable for future reference.

Select or enter the customer for the payment.

Select or enter a single tender. If payment is made
with multiple tenders then utilize the “Tenders” folder.

The amount of the customer payment.
The current balance of the customer’s account.

Select the discount expense account to which any
terms discounts given will be posted.

Quasar calculates the total amount of terms dis-
counts given.

The payment table displays all the customer invoices
that have remaining balances. The invoices are dis-
played in ascending order from the oldest to the
newest.

Due Date The date that the invoice payment is
due.
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Tender Folder

Reference Folder

Invoice The transaction id of the outstanding in-
voices.

Total The total of the invoice.

Disc Date The date that the invoice must be paid
if the customer is to receive the terms discount.

Due The unpaid balance of the invoice.

Payment The amount of the payment allocated
against the invoice.

Discount The amount of the terms discount ap-
plied to the invoice.

Pay Toggle on or off. Toggle on to apply the pay-
ment to the invoice. Toggle off to remove the
payment from the invoice.

Allocated Quasar calculates the total amount of
the payment that is allocated to specific in-
voices.

Difference The difference between the actual pay-
ment and the amount allocated to specific pay-
ments.

Utilize the tender folder to accept the payment with
multiple tenders.

Tender Select or enter the tender.

Amount The amount of the tender.

Rate The conversion rate of foreign currency.
Total The total amount of the tender

Some customers require that mandatory references
be provided for each sale, payment and withdraw.
References are defined in the customers master file.
This folder displays mandatory references entered
for the payment.

Name The name of the reference.

Data The data that is entered in response to the
reference prompt.
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Oldest

Clear

Info
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-®- Invoice Information -..

Invoice: 4 Terms: Net60

Total; $834.63 Invoice Date:  |6/7/04

Paid: $0.00 Due Date: 14/a/04

Due: $834.63 Discount Date:

Discount

Discount $0.00 Take Discount

Taken: £0.00] L Clear Discount J
View Invoice Cancel

Figure 12.25: Invoice Information window

Click on the pay oldest button to allocate the pay-
ment amount to the oldest invoice.

Click on the clear payments button to clear all al-
located payments and start the allocation process
again.

Click on the invoice info button to view specific in-
formation about an invoice. The ”Invoice Informa-
tion” window will be displayed. The invoice infor-
mation displayed is dependant on the line in pay-
ment table where the cursor rests. If you move the
cursor to a new line in the payment table the in-
formation in the ”Invoice Information” screen will
change accordinly. See Figure 12.25.

Invoice The transaction id of the in-
voices.

Total The total of the invoice.
Paid The total paid on the in-
voice.

Due The unpaid balance of the
invoice.
Terms The discount terms for the

Invoice Date

invoice.

The date of the invoice.
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Due Date The date that the invoice
payment is due.

Discount Date The date that the invoice
must be paid if the customer
is to receive the terms dis-

count.
Discount The amount of the terms dis-
count calulated from the terms.
Take Discount Click on the ” Take Discount”

button to give the customer
the calculated discount shown
in the discount attribute.

Taken The amount of terms dis-
count taken.

Clear Discount Click on the clear discount
button to clear any terms
discount taken.

View Invoice Click on the ”View Invoice”
button to view the actual
customer invoice.

Voided? Toggle on or off. Toggle on to void the payment.
Toggle off to re-instate the payment to its non voided
state.

12.4 Customer Withdraws on Account

Customer withdraws are the reverse of a customer payment. In a customer
withdraw you take money from the customers receivable account and pay
it out to the customer.

Withdraw No Quasar automatically selects the next available with-
draw number. You may override the withdraw num-
ber and enter a different number. If the number en-
tered is not unique and has been used before Quasar
will display a warning message at the time of filing
the withdraw.
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- Qustomer Vathdraw |[=]mlix]
File Edit Help
withdraw No. |# Date: |16/12/03 @ Store: Default
Reference: | Time: |1:37 PM Station:  [POS 1 e
Shift Emplayee:
[ Moided?
Customer: |Jne's Contracting Balance: $-81544
Amaunt: $100.00
Tenders Iﬂ'e‘feren'_ces
Tender | Amount | Rate Total |
1|Cash | 1 $100.00]
z
L L 4
Figure 12.26: Customer Withdraw window
Reference Enter the reference number for the withdraw if ap-
plicable.
Date The date of the withdraw.
Time The time of day the withdraw is created.
Shift The shift that the withdraw is linked to through a
shift close.
Store The store that the withdraw posting will affect.
Station The work station upon which the withdraw was cre-
ated.
Employee The employee processing the withdraw.
Customer Select or enter the customer for the withdraw.
Tender Select or enter a single tender. If withdraw is made

with multiple tenders then utilize the “Tenders” folder.

Amount The amount of the customer withdraw.
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Balance The current balance of the customer’s account. Cus-
tomers making a withdraw should have a credit bal-
ance.

Tender Folder Utilize the tender folder to payout the withdraw

with multiple tenders.

Tender Select or enter the tender.
Amount The amount of the tender.
Rate The conversion rate of foreign currency.

Total The total amount of the tender

Reference Folder Some customers require that mandatory references
be provided for each sale, payment and withdraw.
References are defined in the customers master file.
This folder displays mandatory references entered
for the withdraw.

Name The name of the reference.

Data The data that is entered in response to the
reference prompt.

Voided? Toggle on or off. Toggle on to void the withdraw.
Toggle off to re-instate the withdraw to its non voided
state.

12.5 Reconcile Daily Cash

-
™,

~z Cash
Sales — Feconcile — The cash reconcile screen is an extremely

powerful tool designed to assist you in the reconciliation of cash intake and
deposits. In Quasar you can reconcile your cash either by employee or by
work station. If each cashier reconciles their cash independantly of all others
then do your cash reconciliation using the employee method. If multiple
cashiers work on the same point-of-sale terminal at the same time and share
a common cash drawer, then choose the work station method. The method
of cash reconciliation can be set in the Quasar configuration area.
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12.5.1 Cash Reconciliation Steps

The cash reconciliation process requires the following steps be followed:

1. A tender list is printed and checked at the point-of-sale terminal.

2. A ringoff is conducted at a Quasar point-of-sale station to close an
employee or station shift.

3. A cash count is created for the shift.

Note: The tender count can be done either at the point-of-sale ter-
minal or in the cash reconcile screen.

e go to the cash reconcile srceen
e high-light the work station for which the count will be created

e click on the "Create Count” button and enter the actual cash
count for the work station

4. The actual cash counted is reconciled with the totals generated by
Quasar for the shift.
e click on the ”Reconcile” button in the cash reconcile screen

e carefully view the reconcile screen as it displays what you have
actually counted to what was really counted

e post the count only if the over/short amounts make sense;
Note: NEVER POST WITH LARGE OVER/SHORTAGES....FIND
AND FIX YOUR PROBLEM FIRST
5. Over/short records are automatically generated by Quasar.
6. The posting of a shift transfers the funds counted to the safe.
7. Cash is deposited from the safe to the bank as required.

e click on the ”Bank Deposit” button in the cash reconcile screen
e enter the amount of each tender to deposit;
Note: Several deposits may be required to deposit all of the

funds to your various bank accounts.

8. A shift close is conducted on the safe in order to reconcile the total
cash in the safe.
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e high-light the safe work station
e click on the ”Shift Close” button to close the shift for the safe

9. If a tender is carried forward in the safe from one day to the next,
then you must create a cash count for the safe otherwise it will show

as a shortage.

10. The cash left in the safe (if any) is reconciled.

11. The shift for the safe is posted.

12.5.2 Understanding the Cash Reconcile Screen

The cash reconciliation screen, shown in Figure 12.27, is divided in two
main sections. The top half and the bottom half. The top half shows the
status of each point-of-sale station or each employee. The bottom half
contains two folders. One folder displays the shifts and counts. The other
folder contains setup criteria.

Following is an explanation of the attributes in the cash reconcile screen:

Date

Store

Status Table

The date of your cash reconciliation. The date may
be changed as required. The cash reconcile screen
will display all open data that exists up to and in-
cluding the date entered.

The store for which the cash reconcile is being cre-
ated.

The status table displays each employee/station rel-
ative to cash reconciliation.

Number The number of the employee or point-of-
sale station.

Station/Employee The station or employee.

Not Rungoff Quasar displays the total number of
transactions for the employee or station that
are not rungoff.

Shifts Quasar displays the total number of shifts
for the employee or station that are not posted.
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File Edit Help
Date: [7/7/04 |E
Store: |Defau|t
Number | Station Mot Rungoff | Shifts Counts
2PO52 i 0 0
3POS 3 0 0 0
999 Safe 0 0 0

Shifts & Counts Setup

Shift# w | Date | Count# |Date | Ringoff |
Qufiasfonng
Qo inliberran g

Adjustment
Transfer

L Refresh JL Summary _I L i JL Cancel J

4

Figure 12.27: Cash Reconcile window
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Number | Station | Mot Rungoff | Shifts | Counts
a (1]
2POS2 i} (¥} 0
3POS 3 o] [u] 1]
999 Safe o] 0 1]

Figure 12.28: Cash Reconcile - Not Rungoff Sample

MNumber | Station | Mot Rungoff | Shifts | Counts |
2POs2 0 "] 0

3POS 3 0 1] 0

999 Safe o [¥] o

Figure 12.29: Cash Reconcile - One Shift Sample

Counts Quasar displays the total number of counts
for the employee or station that are not posted.

Figure 12.28 shows the reconciliation status table with two transactions
not rungoff, no shifts closed and no counts.

Figure 12.29 shows the reconciliation status table with all transactions
rungoff, one shift closed and no counts.

To view or work with an employee or work station high-light the
appropriate line in the status table. In our example Figure 12.30 we have
high-lighted the station called ”POS 1”. Note that there is one shift
showing in the status and this shift is now displayed in the shifts and

counts section.

Shifts & Counts The shifts and counts folder displays shifts and counts
for the high-lighted employee or station. By double
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File Edit Help
Date: [7/7/04 |E
Store: |Defau|t
Number | Station Mot Rungoff | Shifts Counts
2PO52 0 0 0
3POS 3 0 0 0
999 Safe 0 0 0

Shifts & Counts Setup

Shit# w |Date ||Count# | Date | [
17/7/04
Create Count [

Adjustment
Transfer

L Refresh JL Summary J L Reconcile JL Cancel J

4

Figure 12.30: Cash Reconcile - High-lighted Station
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clicking on a shift you can display the shift view
screen. Double click on a count to view the count
record.

Setup The setup folder displays the setup criteria for cash
reconciliation.

Safe Station When point-of-sale stations post cash
reconciles Quasar transfer the funds to the safe
station. Identify the safe station.

Safe Store Multi-store operations will transfer funds
from the point-of-sale stations to the safe work
station. Define the store where the safe station
is located.

Over/Short Account When a cash reconcile con-
taining an over/short amount is posted, the
expense for the over/short is allocated to the
over/short account defined here.

Transfer Account The transfer account is required
for transferring tenders from a station to the
safe.

Shift Close A shift is closed on a Quasar point-of-sale device by
completing the ringoff function. For all other work
stations such as the ”Safe” the shift is closed by
clicking on the shift close button.

Create Count To create a count for a shift click on the ”Create
Count” button.

Bank Deposit The bank deposit can only be created from the safe
station. To deposit funds from the safe to the bank
click on the ”Bank Deposit”.

Reconcile To reconcile a shift click on the "Reconcile” button.

Tender Adjustment  To adjust the amount of one or more tenders use
the tender adjustment screen.

Tender Transfer Tenders can be transferred from one station to an-
other. For example, for a cash pickup from a point-
of-sale till to the safe, use the tender transfer screen.
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-®_ Count Tenders .-

File Edit Help

Count No.: |# Date: [7/7/04 =] OK

Station: |POS 1 Next

Store: |Defau|t

Cancel
Tender | Amount |*

T T | ive?
1lcash g12101gff| [ Inactive?
QECheque
B:IVisa
4§MasterCard

| : +*
Debit Lot
5Debi Q
Tender Total: $1.21019 |
A

Figure 12.31: Cash Reconcile - Create Count

12.5.3 Create a Count

A cash count is created to verify that the actual total amount of tenders
on hand is equal to the required tender amount as calculated by Quasar .
First, ensure to high-light the employee or workstation for which the count
is being created. Click on the “Create Count” button on the right side of the
cash reconcile screen. The count tenders screen will be displayed as shown
in Figure 12.31. Following is a list of attributes in the count tenders screen.

Count No

Date
Station/Employee
Store

Tender

Amount

Total Amount

The number Quasar assigns to the count.

The date of the cash count.

The station or employee for the count.

The store for which the count is being created.
The tender being counted.

The amount counted for the tender.

The total of all tenders counted.

12.5.4 Create a Bank Deposit

The bank deposit screen is used to record tender deposits to the bank.
This function takes tender amounts from your safe and transfers them to
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@ Bank Deposit

File Edit Help

Safe Store: |Defau It

Safe Station: |Safe

Tender i In Safe iAmount i

1/Cash $1.210.19 $1.21018
2/Cheque

3\Visa
4MasterCard
5Debit

8US Cash

L Befresh Jl. Deposit All J L Cancel JL oK _J

4

Figure 12.32: Cash Reconcile - Bank Deposit

the selected bank accounts. First, ensure to high-light the safe work-station.
Follow by clicking on the “Bank Deposit” button. The bank deposit window
is displayed as shown in Figure 12.32. Following is a list of attributes in the
bank deposit window:

Safe Station The station that acts as the safe.

Safe Store The store where the safe is located.

Bank Account The bank account into which the deposit is being
made.

Tender The tender being deposited.

In Safe Quasar displays the amount of each tender that should

be in the safe.
Amount Enter the amount of each tender being deposited.

Tender Total The total of all tenders being deposited.
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Tender
Cash

-®_ Reconcile Summary -.n
| Shifts | counts | Over/Short |
$1,563.11 $1.210.19 §-352.92
$1,563.11 $1.210.19 $-352.92

Total

i Reconcile Jq Cancel F

Figure 12.33: Cash Reconcile - Reconcile window

12.5.5 Reconcile Station or Employee

To reconcile the actual cash count to the system count click on the “Recon-
cile” button in the lower right of the cash reconcile window. The reconcile
window is displayed as shown in Figure 12.33. Following is a list of the
attributes in the reconcile screen:

Tender

Shifts

Counts

Over/Short

Post

Quasar displays the name of each tender.

Quasar displays the calculated tender quantities for
the shifts being reconciled.

Quasar displays the actual counts for each tender.

Quasar displays the amount of the over/shorts for
each tender.

To accept the over/shorts as they are and post the
shift click on ”"Post”. If you do not accept the
over/short amount and wish to investigate further
then click on cancel.

12.5.6 Create a Tender Adjustment

To create a tender adjustment click on the “Adjustment” button on the
right side of the cash reconcile screen. Figure 12.34 shows a sample of the
tender adjustment window.
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@ Tender Adjustment

File Edit Help
Adjustment Mo, |# Date: |?,F.r,|’04 = Store: Default Ok
Reference: | Time: |5:30 FM Station: Safe Next
Shift: Employee:
- Cancel t
Memo:; |F!ecleved Cash
|} Voided?
Tender |Hmount | Rate |Tota| J
1|Cash $10,000.00 1) $10,000.00|
2]
Expense Account: |Chequing
Expense Amount: $-10,000.00
4

Figure 12.34: Tender Adjustment
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The tender adjustment screen is used manually adjust a tender. For
example, you could manually reduce the amount of a tender and post the
difference to a ledger account. For example, post a cash shortage to a cash
over /short account or move cash from a work station to a bank account.
The tender ajustment screen can also be used to reduce the amount of one
fund and increase the amount of another. For example, if cash was
tendered by mistake, instead of debit, the actual fund amounts can be
corrected using this window.

Following is a description of the attributes in the tender adjustment

window:

Adjustment No The adjustment number is incremented by Quasar.
This may be changed by the user. If the adjustment
number entered is the same as an existing number
then a warning message will be displayed.

Store Enter the store in which the tender adjustment was
created.

Date The date for the tender adjustment. The date de-
termines the accounting period in which the tender
adjustment will be posted.

Station The station (work station) on which the tender ad-
justment is created.

Time The time that the tender adjustment is created.

Employee The employee creating the tender adjustment.

Reference A number that references the tender adjustment.

Shift The shift that the tender adjustment is linked to
through a shift close.

Memo Defines the tender adjustment.

Adjustment Entry Table Tender The name of the tender.

Amount The amount of each tender.
Rate The foreign exchange conversion rate

for the tender.
Total The total amount of the tender.
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@ Tender Transfer -ii

File Edit Help
—From oK
Transfer No. |# Date: |5.-"I /05 52 ) Stora: Default
MNext
Reterence: Time: |6:14 PM Station:
Shift: Employee: [Safe Cancel
Memao: |Transfer 1000.00 to Sarah || Voided?
Tender !Amoum | Rate |Tota| |
1/Cash $1,000.00 1 $1.000.00(f
2
—To
Transfer No. [# Stare: |Defau|t
Shift: Station: |
Employee: |Workoho|ic__ Sarah

Transfer Account: | ransfer Accurals|

Transfer Amount: $-1,000.00

Expense Account

Expense Amount

Voided?

Figure 12.35: Tender Transfer

Enter an expense amount to post a tendering ex-
pense. If the expense amount is zero, no expense
account is necessary.

The amount of an expense being posted.

Toggle on or off. Toggle on to void the transaction.
Toggle off to reinstate the transaction.

12.5.7 Create a Tender Transfer

To transfer a tender amount from one employee to another, or from one work
station to another use the tender transfer screen. Click on the “Transfer”
button on the right side of the cash reconcile screen. Figure 12.35 shows a
sample of the tender transfer window.
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The tender transfer window is used to transfer funds from one work station
to another. For example, you can transfer funds from a point-of-sale
station to a safe such as in a cash pickup.

Following is a description of the attributes in the tender transfer window:

From Describes the from work station.

Transfer Number The Quasar selects the next
transfer number available. Quasar
creates tender adjustment for
each of the ”From” and the
”To” work stations.

Store Enter the from store for the
transfer.
Date The date for the tender trans-

fer. The date determines the
accounting period in which
the transfer adjustments will
be posted.

Station The station (work station)
on which the tender trans-
fer is created.

Time The time that the tender trans-
fer is created.

Employee The employee creating the
tender transfer.

Reference A number that references the
tender transfer.

Shift The shift that the tender trans-

fer is linked to through a
shift close.

Memo Defines the tender transfer.

ih2; Tender Entry Tablej/h2; Following are the at-
tributes in the entry table:

Tender The name of the tender.

Amount The amount of each tender.
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Rate The foreign exchange con-
version rate for the tender.
Total The total amount of the ten-
der.
To Describes the “to” workstation or “to” employee.
Transfer No The Quasar transfer screen

creates an tender adjustment
in both the ”From” station
and the "To” station.

Station The name of the station the
tenders are being transferred
to (required if using the “Sta-
tion” method of cash recon-
ciliation).

Employee The name of the employee
that the transfer is to (re-
quired if using the “Employee’
method of cash reconcilia-

)

tion).
Transfer Account Enter an transfer account to post the transfer ac-
crual to.
Expense Amount The amount of the tender transfer.
Voided? Toggle on or off. Toggle on to void the transaction.

Toggle off to reinstate the transaction.

12.5.8 View an Existing Shift

You can edit or view a shift by double clicking on a specific shift for a station
or employee. Double clicking on a shift will display the shift view screen.
Figure 12.36 shows a sample of the shift view screen. Following is a list of
the attributes in the shift view screen.

Shift No. The transaction number of the shift close.

Date The data of the shift close transaction.

Time The time of day that the shift close was created.
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(®) Shift View
Eile Edit Help
Reference: Time: [6:32 PM Staon: [POS1

ShiftNe. |3 Date:[7/7/04 || Swore:  [Defaul

Shift Employee:

Over/Short Adjustment:
Safe Transfer:

l Summary Jl JL Delete J Close
4

Figure 12.36: Cash Reconcile - Shift View window

Store The store in which the shift close was created.
Employee The employee who created the .
Station The work station or till id for which the shift close

was created.

Over/Short Adjustment If the shift has been posted and if a tender ad-
justment has been created by Quasar for over/short
amounts then the tender adjustment transaction num-
ber will display here.

Safe Transfer If the shift has been posted, the transaction number
for the tender transfer, that transfers the tenders to
the safe, will display here.

12.5.9 View or Edit an Existing Count

You can edit or view an existing count by double clicking on a count in the
shifts and counts section of the cash reconcile screen.
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-® }\gea Receivables

File Edit Help

\(=) All Gustomers Date: =
Typs: Store: |
Group:
Pat Group:

) One Customer

Customer: |

Debits Credits

Customer w | Number | Balance | Current ! 30 days | 60 days |s0 days 120+days |
Joe's Contracting 1000 $2,664.30 $96.30 $963.00 $1,605.00
Nopay, Sally 2000 $642.00 $642.00
Slowpay, Sammy 3000 $1.373.88 $1,373.88

Balance Current 30 days B0 days S0 days 120+ days
Total | $4,680.18 | §1470.18 | $1,605.00 | $0.00 | $0.00 | $1,605.00
Percent| 100.0% | 31.4% | 34.29% | 0.0% | 0.0% | 34.29%
L Befresh J l Print J Cloze

A

Figure 12.37: Aged Receivables window

12.6 Sales and Receivable Information

12.6.1 View Aged Receivables

Sales —> “Aged Receivables” — To view the aged receivables,
summary or detail, click on the sales icon on the left side of the Quasar
main window. Follow by clicking on “Aged Receivables” in the report

section at the bottom of the window. The aged receivables window will be
displayed. Figure 12.37 shows a sample of the aged receivable window.

Aged receivables may be viewed by store, customer or transaction. You
may also filter out data you do not wish to view. For example, you can
look at the aged receivables for just a specific store, a specific customer a
specific customer group or a specific patronage group.

Following is a description of the contents of the aged receivable window:
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Level

Store

Account

Customer

Group

Display Table

CHAPTER 12. SALES

There are three possible levels.

Store Displays one combined line of detail for each
store.

Customer Displays one combined line of detail for
each customer.

Transaction Displays one line of detail for each
transaction.

Quasar has a handy drill down feature that allows
you to drill down and view more detailed data.
Simply double click on a line in the display table
and Quasar will display the next level of detail.
You can drill down directly into the transaction.

Select the store to view. Selecting a store displays
only aged receivables from the selected store. All
other aged receivable information is filtered out.

Select the receivable ledger account to view. Select-
ing a ledger account displays only aged receivables
linked to that ledger account. All other aged receiv-
able information is filtered out.

Select the customer to view. Selecting a customer
displays only aged receivables for the selected cus-
tomer. All other aged receivable information is fil-
tered out.

Select the customer group to view. Selecting a cus-
tomer group displays only aged receivables from the
selected group. All other aged receivable informa-
tion is filtered out.

The aged receivables window breaks receivable trans-
actions down into aged periods based on the current
date.

Store The name of the store

Customer The name of the customer



12.6. SALES AND RECEIVABLE INFORMATION 287

Id Number The number of the transaction
Balance The balance remaining on the transaction
Current Current receivables 0-29 days old

30 Days Receivables 30-59 days old

60 Days Receivables 60-89 days old

90 Days Receivables 90-119 days old

1204 Receivables 120 plus days old)

The totals are listed at the bottom of the window
along with the percentage that each total is of the
total receivable balance.

Refresh Clicking on refresh will refresh the data on the screen.

Print Select this function to print the contents of the aged
receivable screen to the printer.

12.6.2 Customer Sales Report

-'\"'\.

N~

Sales = “Customer Sales” — To view the customers sales re-
port, click on the sales icon on the left side of the Quasar main window.
Follow by clicking on “Customer Sales” in the report section at the bottom
of the window. The customer sales window will be displayed. Figure 12.38
shows a sample of the customer sales window.

The customer sales report is an excellent tool for viewing the detail of the
items purchased by one or all customers for a specified date range. You
may sort the report by any of the following column headers:

e Customer
e Date
e Tx Number

e Store
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(A1) CustomerSales

File Edit Help

Customer: |Joe's Contracting

Group: |

Range: | This Month 1%
Fom:  [t704 ||

To: p17ios (&

Department:

Subdepartment:

Item: |

Size: | All Sizes | §

Store: |Default

Customer = | Date |Tx# | Store | Item
Joe's Contracting 6/7/04 1 1
Joe's Contracting 6/7/04 2 1
Joe's Contracting 7704 B 1

L Befresh JL Print J

| Size | Description |Ouantityl Price |
101 Each Green Widget 600 $200.00
101 Each Green Widget 600 $900.00
501 Hour Consulting 3 $300.00

Total Quantity: |

1,203

Total Price: |

$2.100.00

Close

A

Figure 12.38: Customer Sales window
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e Jtem

e Size

Quantity

e Price

Description

Following is a description of the selection attributes and buttons available:

Customer

Range

From
To
Store

Department

Subdepartment

Item
Size

Refresh

Print

To select only items purchased by a specific cus-
tomer enter a customer name. To select items pur-
chased by all customers leave the attribute blank.

You may select the date range from a drop down
menu or you may enter the dates manually.

The starting date for the report.
The ending date for the report.
To report on only a specific store enter the store.

To report on only items purchased in a specific de-
partment enter the department.

To report on only items purchased in a specific sub-
department enter the sub-department.

To report on only a specific item enter the item.
Enter the size of the item to report on.

Clicking on refresh will refresh the data on the screen
to match the current selection criteria.

Select this function to print the contents of the cus-
tomer sales screen to the printer.
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@ Service Charges ..-

Eile Edit Help

Start Date: [ (& Store:  |Default

End Date: [7/7/04 ) Arccount: |Ser\rice Fees
Customer w IAmount |
MNopay, Sally $20.56

l Calculate JL Post H Cancel J

4

Figure 12.39: Service Charges window

12.6.3 Apply Service Charges

-

-

Sales —> “Service Charges” — To apply service charges, click
on the sales icon on the left side of the Quasar main window. Follow by
clicking on “Service Charges” in the report section at the bottom of the
window. The service charges window will be displayed. Figure 12.39 shows
a sample of the service charges window.

Using the service charges screen you can apply service charges to overdue
invoices (inoices that have not been paid prior to their due date). The due
date of each invoice is determined by the invoice date and the payment
terms for the invoice.

Start Date Enter the start date for the service charge calcula-
tion. Quasar will default to the date that the last
date service charges were posted.
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End Date Enter the end date for the service charge calculation.
Store Enter the store for the calculation.
Account Enter the general ledger account that the service

charge income will be posted to.

Customer Quasar displays the customer name for each cus-
tomer service charges have been calculated.

Amount Quasar displays the amount of the service charge
calculated for each customer.

Calculate Click on the calculate button to have Quasar calcu-
late the service charge for each customer.

Post After viewing the service charge calculations click on
”Post” to post the service charges to the customers
receivable accounts.

12.6.4 Print Customer Statements

-
™,

N

Sales —> “Print Statement” —— To print customer statements,
click on the sales icon on the left side of the Quasar main window. Follow
by clicking on “Print Statements” in the report section at the bottom of
the window. The print statements window will be displayed. Figure 12.40
shows a sample of the print statements window.

Using the print statements window you can print customer statements for
all customers, a group of customers or a single customer.

All Customers Toggle on to print statements for all customers.

Group Match Toggle on to print statements for a selected group
of customers.

One Customer Toggle on to print a statement for a single customer.
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@ Print Statzments -

File Edit Help
Store: |Defau|t Ok
Frint By o |
ance
() All Customers e i

() Group Match — Group:

) One Customer Customer:|

Figure 12.40: Print Statements window

12.6.5 Detailed Statement

Sales —> “Detailed Statement” — To view and print a detailed

customer statement, click on the sales icon on the left side of the Quasar
main window. Follow by clicking on “Detailed Statement” in the report
section at the bottom of the window. The detailed statement window will
be displayed.

Figure 12.41 shows a sample of the detailed statment screen.

Using the print statements window you can print the detail of a customers
accounts receivable transactions for a specified period of time. The
detailed statment shows items sold, payments made and taxes paid.

Customers Enter the customer to view.
Store Enter the store to view.
From The beginning date to view.

To The ending date to view.
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(7) Detailed Statement

File Edit Help

Customer: |Joe's Contracting

From:. |shalies @

L Befresh Jl Erint

J

Store: |Defau|t Ta:  |7/7/04 =)
Date | Description | Charges | Credits |
6/7/04 Green Widget $728.00
6/7/04  GST $51.03
6/7/04  PST $54.60
7/7/04  Cash payment $343.47
7/7/04  Consulting $300.00
7/7/04  GST $21.00
7/7/04  PST $22.47

MName w Total Total Charges: $1178.10
GST $72.03 Total Credits: | 434347
PST $77.07

Balance Due: $834.63
Close

4

Figure 12.41: Detailed Statment window
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Chapter 13

Purchases

sample Company

File Setup Help
Customer ﬂ Customer Furchase Vendor Vendor

Journal Write Customer
{ Entry “ Cheque J{ Cuote ﬂ Invoice Payment J[ Crder ﬂ Invoice J[ Payment J

[i::]

Card File
ot L

== Purchase J | Vendor Vendor

{ Orders Invoices J { Payment J

Cheques Pay Transaction
{ Bills J Journal }

Inventary

Reparts

£
Reports Eirid

Sales

Aged Payables Auto Order
Inquiry

Vendor Purchases
Cn Order
l Summary J

Purchases

[petaut

POS 1

Figure 13.1: Main Menu - Purchases

In this chapter we will review the creation of purchase orders and vendor
invoices and payments to vendor accounts. All transactions that impact a

295
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vendors account must be done within this section.

Purchase Orders Ordering items for inventory and/or internal use.
Vendor Invoice Recording a vendor bill and updating on hand quantities.
Vendor Payment Processing and allocating vendor payments.

Pay Bills Paying multiple bills at the same time.

Aged Payables View your aged payables.

Purchase Report Reporting on orders and previous purchases.

Auto Ordering Placing orders using the auto order screen.

13.1 Purchase Orders

13.1.1 List of Purchase Orders

E Purchas

BUICHases — BT . The purchase order list can be viewed by

clicking on the purchases icon on the left side of the Quasar main window.
Follow by clicking on the “Purchase Orders” button. The purchase order
list will be displayed. Figure 13.2 displays a sample of a purchase order list.

The body of the list contains the following:

Number The identification number assigned to the purchase
order.

Date The date the purchase order was created.

Vendor The vendor to whom the purchase order has been
assigned.

Amount The total amount of the purchase order.

Closed Identifies if the purchase order is closed or open.

When a purchase order is closed the order quanti-
ties are no longer considered for an items on order
calculation. In other words, a closed order is no
longer considered as an order, regardless if all items
ordered have been received or not.
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@ Purchase Orders

File Activities Help

Vendor: |

Store:  |Default

MNumber | Date |
6/7/04
6704

] G/7/04

(| Show Inactive?

[ e | Bon

Vendor | Amount

Big Vendor

Best Vendor $577.75
Small Vendar $3.240.00

L Refresh JL Brint lL Close J

#

Figure 13.2: Purchase Order List
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File Edit Help

Vendor:  [EIFRIEIEER |

Address Big Vendar _‘.‘ Bere; .E;_Ap_r_[]_l B
401 Industrial Park L e
Anycity, Anyprov * Ship Vie: —| !
Canada TOM 1X0 b Terms: |2% 10 Net 30 |
Order No.: [1 |
Store: |Default |
Item Number | Deseription | Size Quantity | Cost Bt Cost Tax &
1101101 Green Widget Each 24 $1.00 $24.00 GST
2102102 Red Widget Each 24 $1.00 $24.00 GST i
3103103 Blue Widget Each 24 $1.00 $24.00 GST
4104104 Yellow Widget Each 24 £1.00 $24.00 GST I
z I 1 .
5105105 White Widget Each 24 $1.00 $24.00 GST 3
Taotals Comments | Taxes | Charges Ship Ta | Item Info ]
o ; | o
Item Total: $192.00 Tax Tatal: | $14.76 | Total: §225.98 |

Charge Total: | $19.20 | Deposit Total: | $0.00 |

Figure 13.3: Purchase Order window

oK
MNext
LCancel
[ Inactive?
. Search
Print

History

Template

On the bottom left of the window you will find the “Show Closed” toggle.

Show Closed Toggle on or off. Toggle on if you wish the closed
orders to appear on the list. Toggle off if the closed

orders are not to appear on the list.

13.1.2 Creating a Purchase Order

Furchaze
Cirder

main window. See Figure 13.3.

| — Click on the “Purchase Order” button at the top of the

It must be noted that it is not necessary to create a purchase order to be
able to receive items. If a purchase order is not required you may enter a
receiving directly in the receiving window or in the vendor invoice window.

Once a purchase order is created the products may be received in the
receiving window and billed in the vendor invoice window.
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In addition to ordering products and or services, Quasar provides a
mechanism to add other charges to an order. For example, freight
calculated by the weight of the items, or a franchise charge calculated by
the cost of the items in the order. Following is a list of the attributes and

their functions:

Vendor
Address

Order No

Store

Date
Ship Via

Terms

Item Entry Table

The card id for the vendor.
The address of the vendor.

The order number that will be used as a reference
for the purchase order. Quasar defaults to the next
available order number.

The store placing the order. If the store’s ship to
address is different from the company address, the
store address will appear in the ship to section of
the printed order.

The date the purchase order is created.
Enter the shipping method.

Enter the payment terms for this vendor. An exist-
ing set of terms may be used or a new set of terms
may be defined. Payment terms entered in the ven-
dor master screen will appear here by default.

Enter the items, quantity and cost of the items to
order.

Item Number The item number of the item ordered.
Description The description of the item ordered.
Size The size of the item ordered.

Quantity ~ The quantity of units (size) ordered.

Cost The vendor cost for the item being or-
dered.

Ext Cost The extended cost of the line.

Tax The tax code defining the taxes that

are applicable to the item.
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Totals Comments |Taxes |Charges |ShipTo ||t§n‘||nfﬂ ]

Item Total: $192.00 Tax Total $13.44 Total: $205.44
Charge Total: $0.00 Deposit Total $0.00

Figure 13.4: Purchase Order - Totals Folder

Totals The totals folder displays the various totals for the
purchase order. See Figure 13.4.

Item Total The sub-total of all items prior to charges,
taxes and container deposits.

Charge Total The total of all internal charges ap-
plied to all items. An internal charge
is a charge that will be included on the
vendor invoice. For example, A fran-
chiser may charge a franchise dealer a
service charge.

Size The size of the item ordered.

Quantity ~ The quantity of units (size) ordered.

Tax Total  The total of all taxes on the order.

Deposit Total The total of all container deposits
applicable on the order.

Total The total of all items, taxes, charges
and container deposits on the order.

Comments Enter comments that are specific to the order. See
Figure 13.5.
Taxes Displays the individual taxes and tax totals for the

order. See Figure 13.6.

Tax The identification of the tax.
Name The name of the tax.
Taxable The net base amount that a given tax

is charged to.
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Totals Comments | Taxes | Charges ‘ Ship Ta | Item Info }

t:| Please Ship with previous order

Commeni

Figure 13.5: Purchase Order - Comments Folder

—
[Totals | Commeants | Taxes | Charges | Ship To | Item Info }

Tax [ Name | Taxahle | Tax Amt | Inc. Taxable | In. Tax Amt [

1!GST Goods and Services $192.00 $13.44 $0.00 $0.00

Figure 13.6: Purchase Order - Tax Folder

Tax Amt The amount of tax allocated to the
”Taxable” amount.

Inc. Taxable The net base taxable amount includ-
ing the amount of the tax. (for items
with taxes included in the price)

Inc. Tax Amt The net amount of tax calculated from
the "Inc. Taxable” amount.

Charges Use the charges folder to define internal and external
charges that will affect the order. See Figure 13.7.

—
I Totals | Commeants | Taxes | Charges | Ship To | Item Info }
Internal Charge | Amount [ Tax [ External Charge | Amount |
1 Franchise Fee $19.20 GST 1 EHeguIar Freight
2 2

Figure 13.7: Purchase Order - Charges Folder

Internal Charges Table Use the internal charges
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table to define internal charges affecting the or-
der. Internal charges will be billed on the ven-
dor invoice. An example of an internal charge
is where a franchiser bills a franchise dealer a
service fee.

Internal Charge Enter or select the internal charge
to apply.

Amount The amount of the internal charge
on the order. This may be calcu-
lated or entered.

Tax Displays the tax code applicable
to the charge.

External Charge Table Use the external charge
table to define charges that will increase the
landed cost of the item. External charges will
not print on the hard copy of the order nor
will it impact the vendor invoice. The pur-
pose of defining external charges on an order
is to provide the ability to calculate new sell-
ing prices for items based on its anticipated
landed cost. An example of an external charge
is freight from a third party carrier.

External Charge Enter or select the external
charge to apply.

Amount The amount of the external charge.
This may be calculated or entered.

Tax Displays the tax code applicable
to the charge.

Ship To Where products are shipped to a card or address
other than the company or store address the ship to
address can be entered in the ship to folder. The
ship to address is printed on the hard copy of the
order. See Figure 13.8.

Item Info The item info folder displays specific information
on a line where your cursor resides in the item entry
table. See Figure 13.9.
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[Totals | Comments ‘ Taxes | Charges | Ship To | Item Infa ]

Ship To: |Nopay Sally

Address:

Sally Nopay +]
201 Hidden Valley Boad

Anyeity, Anyprav *
Canada TOM 1X0 hd]

Figure 13.8: Purchase Order - Ship To Folder

[Tota\s ‘ Comments | Taxes | Charges | Ship To | Item Info |

Received |} Include Tax?

24 Tax; $1.68

|| Include Deposit? Line Cost $24.00
Deposit: $0.00 Internal Gharge: $2.40
External Charge: $0.90

Figure 13.9: Purchase Order - Item Info Folder

Print

Received Displays the total quantity of the item
received and billed on the Quasar ven-
dor invoice screen(s).

Include Tax Toggle on or off. Toggle on if the cost
of the item includes tax.

Include Deposit Toggle on or off. Toggle on if the
cost of the item includes the container
deposit.

Tax Displays the total amount of the tax
for the item.

Deposit Displays the total amount of the con-
tainer deposit for the item.

Line Cost  Displays the total vendor cost for the
item.

Internal Charge Displays the total amount of inter-
nal charges allocated to the item.

External Charge Displays the total amount of the
external charge allocated to the item.

Click on the ”Print” button to print a hard copy of
the order to the printer.
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Search

History

Closed

\i_g) Do youwish to printorder#27
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qﬂo FL IESJ

Figure 13.10: Print Prompt

Click on the “Search” button to search for an item
in large purchase orders by either item number or
description.

Click on the "History” button to display the sales
history for the item in the line where your cursor
resides. As you move from one item to another the
sales history will refresh and display the history for
the current item.

A purchase order may be closed or open. When
an order is open, the ordered quantity minus the re-
ceived quantity is calculated as part of the items ”on
order quantity”. When a purchase order is closed it
is no longer used in the calculation of an items on
order quantity.

When the purchase order is filed Quasar prompts you to print the order.
Figure 13.10 shows a sample of the print prompt.

Select yes or no. Select yes to print the purchase order. Select no to file
the purchase order without printing it. Figure 13.11 shows a sample of a

purchase order.
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PURCHASE ORDERS

ImageMagick: print.ps

Sample Company

Purchase Order: 2

101 Demanstation Vallay Date: &T04
East Parkway Page: 1
Anycity, Anypiov
Canada Tal 1¥o
Phane: 555-5555
Fax: 555-5555
E-mail: demoi@anyweb.com
‘Web Pags: wwwdsmao.com
Vendor: [ .Shlp To:
Best Vendar
501 Industial Paik
Anyeity, Anyprov
Canada Tol 130
Ordered By Reference # Ship Via Promised Date [ Terms
| | B
Item #| Description | size | Qv Cost| ‘Total| Tax
‘301701 | SpecialCola [12Padk &0 300 $18000 GET|
02302 Special Orangs |12Pack 50 $300 $18000 GST
303303 SpecialLims 12Pack &0 $300 $18000 GET
Tax . Tamble ‘Rats Tohl I % —=" T L |
GsT $513.25 7% 437 75 1234567 ltem Total §539.25
l nx l 'l_:ltﬂ.l | $37,75_
Deposit T'otal $0.75|

Total Amount $577.75

Figure 13.11: Purchase Order - Print Sample
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@ Vendor Invoices

CHAPTER 13.

Eile Activities Help

Vendor: |

Store: |Defau|t

Invoice  w» | Date
1 6/7/04
26/7/04
36704

|”| Show Voided?

L New lL Edit

| Vendor | Amount

Big Vendar
Best Vendor
Small Vendor

|”| Show Paid?

J L Befresh ll Brint JL Close }

$570.24
$3.240.00

4

Figure 13.12: Vendor Invoices List

13.2 Vendor Invoices

13.2.1 List of Vendor Invoices

%
Vardor

Purchases Invoicas

list.

PURCHASES

— The vendor invoices list can be viewed
by clicking on the purchases icon on the left side of the Quasar main window.
Follow by clicking on the “Vendor Invoice” button. The vendor invoices
list will be displayed. Figure 13.12 displays a sample of a vendor invoices

The body of the list contains the following:

Number The identification number assigned to the purchase
order.

Date The date the vendor invoice was created.

Vendor The vendor from which the order was received.

Amount The total amount of the vendor invoice.
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Closed

Identifies if the vendor invoice is closed or open.

On the bottom left of the window you will find the “Show Closed” toggle.

Show Voided?

Show Paid?

Toggle on or off. Toggle on if you wish the voided
vendor invoices to appear on the list. Toggle off if
the voided vendor invoices are not to appear on the
list.

Toggle on or off. Toggle on if you wish the paid
vendor invoices to appear on the list. Toggle off if
the paid vendor invoices are not to appear on the
list.

13.2.2 Creating a Vendor Invoice

Vendor
Invaice

— Click on the “Vendor Invoice” button at the top of the

main window. See Figure 13.13.

Use the vendor invoice window to enter a vendor bill into Quasar . The
vendor invoice updates item on hands and values, payables and ledger
accounts. You may enter items manually, import them from a purchase
order and/or import them from a receiving.

Following is a list a attributes and features found on the vendor invoice

window.

Invoice No

Reference #

Date

Quasar automatically selects the next available in-
voice number. You may override the invoice number
and enter a different number. If the number entered
is not unique and has been used before Quasar will
display a warning message at the time of filing the
invoice.

Enter the vendors reference number. For example,
a packing list number.

The invoice date. Quasar defaults to the current
date, however, you may change the date as is re-
quired.
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@ Vendor Invoice
Eile Edit Help

Invoice No. [t | Date: |6-Apr-05 |§| Store:  [Default | | oK |

Reference: | | Time: [9:36:11 AM | Station:  [PoS 1 | | Mext |
Shift: Employee: | |

| LCancel [
=———
Vendar: Terms: [2% 10 Net 30 | ) Vs
Address: T Ship Via: e
1Big Vendor |+ = | Search |
401 Industrial Park ' Vendor's Date: |6-Apr-D5 IE | S
Anycity, Anyprov ! e sl | Print
| Canada TOM 1%0 * T'fDE:| Item || ¥ |
1
| Payments
Item Number | Description | Size | Oty | Cost | Ext Cost Tax *
1101101 Green Widget  Each 24 $1.00 $24.00 GST | History
2102102 Red Widget Each 24/ $1.00 $24.00 GST [} claim?
3103103 Blue Widget Each 24! $1.00 $24.00 GST
4104104 Yellow Widget  |Each 24! $1.00 $24.00 GST
5105105 White Widget  |Each 24! $1.00 $24.00 GST

Tatals |Cﬂmments |Ta)uas |Charges |5|“IipT€I |Item Infa |0rders ]

Item Total: $192.00 Tax Total: $13,44 Tatal: | 420544
Charge Total: £0.00 Deposit Total: $0.00 Paid: | £0.00

Qty Total: 126 Due: | 4205.44

Figure 13.13: Vendor Invoice window
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Time

Shift

Store

Station

Employee

Memo

Vendor
Address

Terms

Ship Via

Vendor’s Date

Type

Store

Reference #

The time of day the vendor invoice is created.

The shift that the vendor invoice is linked to through
a shift close.

The store that the vendor invoice posting will affect.

The work station upon which the vendor invoice was
created.

The employee creating the vendor invoice.

The memo defines the vendor invoice. A short de-
scriptive memo is invaluable for future reference.

The card id for the vendor.
The address of the vendor.

Enter the payment terms for this vendor. An exist-
ing set of terms may be used or a new set of terms
may be defined. Payment terms entered in the ven-
dor master screen or purchase order will appear here
by default.

Enter the shipping method.

Enter the vendors date as displayed on the hard
copy of their invoice.

Select either item or account. Select item if the ven-
dor invoice will be used to purchase or return items.
Select account if the vendor invoice will reflect a di-
rect charge or credit to a ledger account.

The store where the products or services were re-
ceived. If the stores ship-to address is different from
the company address, the store address will appear
in the ship-to section of the printed order.

Enter the reference number provided on the vendors
documents. (vendor invoice number or packing slip
number)
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Item Entry Table Enter the items, quantity and cost of the items on
the vendor invoice. Note, the items can be imported
from the purchase order by clicking on the Orders
button, and/or they can be imported by clicking on
the Receive button.

Item Number The item number of the item invoiced.
Description The description of the item invoiced.
Size The size of the item invoiced.

Quantity ~ The quantity of units (size) invoiced.

Cost The vendor cost for the item being in-
voiced.

Ext Cost The extended cost of the line.

Tax The tax code defining the taxes that

are applicable.

Totals The totals folder displays the various totals for the
vendor invoice. See Figure 13.14.

Totals | Comments |Ts.1es | Charges | Ship To | ltem Info |Orders ]
ltem Total: ,m Tax Total: ,m Total: ,w
Charge Total: ,ﬁ Depaosit Total: ,ﬁ Pald: ’W
QtyTotaI:’i‘IEB Due:’m

Figure 13.14: Purchase Order - Totals Folder

Item Total The sub-total of all items prior to charges,
taxes and container deposits.

Charge Total The total of all internal charges ap-
plied to all items. An internal charge
is a charge that is included on the ven-
dor invoice. For example, A franchiser
may charge a franchise a service charge.

Size The size of the item invoiced.

Qty Total  The quantity of units (size) invoiced.
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Tax Total The total of all taxes on the invoice.

Deposit Total The total of all container deposits
applicable on the invoice.

Total The total of all items, taxes, charges
and container deposits on the invoice.

Paid The amount paid to the vendor on this
vendor invoice.
Due The balance due the vendor. (total

amount minus paid)

Comments Enter comments that are specific to the invoice. See
Figure 13.15.

Totals Comments | Taxes |Charges |ShipTo |Item|nfo |Orders ]

Comment | Merchandise Recieved on July 6th, 2004

Figure 13.15: Purchase Order - Comments Folder

Taxes Displays the individual taxes and tax totals appli-
cable to the invoice. See Figure 13.16.

ITotaIs | Comments Taxes | Charges | Ship To | Item Info |Order5 ]

Tax | Name | Taxable | Tax Amt Inc. Taxahle | Ine. Tax Amt
1/GET Goods and Services $192.00 $13.44 $0.00 $0.00
‘ [
Figure 13.16: Purchase Order - Taxes Folder
Tax The identification of the tax.
Name The name of the tax.
Taxable The net base amount that a given tax

is charged to.
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Tax Amt The amount of tax allocated to the
?Taxable” amount.

Inc. Taxable The net base taxable amount includ-
ing the amount of the tax. (for items
with taxes included in the price)

Inc. Tax Amt The net amount of tax calculated from
the "Inc. Taxable” amount.

Charges Use the charges folder to define internal and external
charges that will affect the invoice. See Figure 13.17.

[Totals | Comments |Taxes | Charges |ShipTo | Item Info |Orders ]

1 |Franchise Fee $19.20 GST 15Fiegu|ar Freight 57,50

Internal Charge _: Amount | Tax | External Charge | Amount %
II

2 2|

— 2= H

Figure 13.17: Purchase Order - Charges Folder

Internal Charges Table Use the internal charges
table to define internal charges affecting the or-
der. Internal charges will be included on the
vendor invoice and added to payables. An ex-
ample of an internal charge is where a fran-
chiser bills a franchise dealer a service fee.

Internal Charge Enter or select the internal charge
to apply.

Amount The amount of the internal charge
on the order. This may be calcu-
lated or entered.

Tax Displays the tax code applicable
to the charge.

External Charges Table Use the external charge
table to define charges that will increase the
landed cost of the item. External charges will
not print on the hard copy of the invoice nor
will they impact vendor payables. The purpose
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Ship To

of defining external charges on an invoice is to
provide the ability to calculate the landed cost
of each item. An example of an external charge
is freight from a third party carrier.

An external charge that allocates back to
items will in fact increase the inventory value
of each item and increases the inventory
ledger account. The offsetting entry is made
to the accrual account specified in the charges
master.

External Charge Enter or select the external
charge to apply.

Amount  The amount of the external charge.
This may be calculated or entered.

Tax Displays the tax code applicable to
the charge.

Where products are shipped to a card or address
other than the company or store address the ship to
address can be entered in the ship to folder. The
ship to address is printed on the hard copy of the
vendor invoice. See Figure 13.18.

ITotaIs | Comments | Taxes | Charges | Ship To Item Info Orders

Ship To: |

ARG Sample Company

101 Demonstration Valley
East Parkway
Anycity, Anyprov

I ~L3

[«rm]

Figure 13.18: Purchase Order - Ship To Folder

Item Info

The item info folder displays specific information on
the line where your cursor resides in the item entry
table. See Figure 13.19.

Ordered Displays the total quantity of items or-
dered on the purchase order(s)
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ITota\s | Comments |Taxes |Charges |ShipTﬂ | ltem Info |Orders }

|} Include Tax? Deposit: $0.00 Line Cost: $24.00
|} Include Deposit? Ordered: 24 Internal Charge: f2.40
External Charge: $0.90

Figure 13.19: Purchase Order - Item Info Folder

Include Tax Toggle on or off. Toggle on if the cost
of the item includes tax.

Include Deposit Toggle on or off. Toggle on if the
cost of the item includes the container
deposit.

Tax Displays the total amount of the tax
for the item.

Deposit Displays the total amount of the con-
tainer deposit for the item.

Line Cost  Displays the total vendor cost for the
item.

Internal Charge Displays the total amount of inter-
nal charges allocated to the item.

External Charge Displays the total amount of the
external charge allocated to the item.

Orders Use the orders folder to import the items from a
purchase order. This saves having to enter items
manually. See Figure 13.20.

ITotaIs | Comments | Taxes | Charges | Ship To | ltem Info | Orders

MNumber | Date

11 6/7/04

Figure 13.20: Purchase Order - Orders Folder
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Number The purchase order number for orders
you wish to import. If an order num-
ber is entered Quasar will display the
“Import Order Items” window. The
prompt will ask if you wish to copy the
items as listed in the purchase order.

Date The date of the purchase order being
imported to the vendor invoice.

Voided? Toggle on or off. Toggle on to void the vendor in-
voice. Toggle off to re-set the vendor invoice to a
non-voided state.

Search Click on the “Search” button to search for an item
in large vendor invoices by either item number or
description.

Print Click on the “Print” button to print a copy of the

vendor invoice to the printer.

Payment Click on the “Payment” button to make a vendor
payment and/or allocate a payment or return to
an invoice. Clicking on “Payment” will cause the
“Vendor Invoice Payments” window to be displayed.
This window will display all transactions that can
be allocated to the invoice.

History Click on the “History” button to display the sales
history for the item in the line where your cursor
resides. As you move from one item to another the
sales history will refresh and display the history for
the current item.

Claim Toggle on or off. Toggle on to create a vendor claim.

When the vendor invoice is filed Quasar prompts you to print it.
Figure 13.21 shows a sample of the print prompt.

Select yes or no. Select yes to print the vendor invoice. Select no to file the
vendor invoice without printing it. Figure 13.22 shows a sample of a
vendor invoice printed to the screen.
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-® Question -_

fée) Do you wish to print invoice #17

qﬂn FL EEEJ

Figure 13.21: Print Prompt

13.2.3 Allocate Returns and Payments

Fayment

—_—

Using the Vendor Invoice Payments window, you may allocate a pay-
ment or a return to a specific invoice. Alternately you may allocate an
invoice to a specific return and/or payment. To allocate an invoice, return
or payment click on the payment button located on the right side of the
vendor invoice window. Figure 13.23 shows a sample of the vendor invoice
payments window.

Transactions that may be applied to the current invoice or return will be
displayed in the body of the window. Figure 13.24 shows a sample of the
vendor invoice payments window with a transaction that may be allocated
towards the current invoice If there are no transactions that may be
allocated to the invoice or return, then the body of the window will be
blank. Transactions may be applied using the “Auto Allocate” function or
transactions may be allocated manually.

To pay the current invoice click on the “Quick Payment” button in the
bottom left hand corner of the window.

Following is a description of the attributes within the vendor invoice
payments window:

Invoice Number The invoice number for the invoice that you are pay-
ing or allocating a return or payment too.

Date The date of the invoice.
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: printps
Sample Company Vendor Invoice: 1
101 Damanstation Vallay Date: B704
East Parknay Fage 1
Anycity, Anypiav
Canada ToM 1X0
Phane: 555-5555
Fax: 5555558
E-mall: demo@anyweh.cam
Web Page: wwwdsmo.com
Vendor: Ship To:
Big Vandai Sample Company
401 Industial Park 101 Demanstiation Valley
Anycity, Anypiav East Parkway
Canada TOM 1X0 Anycity, Anyprav
Carada ToM 1X0
Received By Reference # Ship Via Vendor's Date lerms
B ) ) ) C&i7i0d 2.0% 10 Net 20
Item # Description |Skze] Qty]  Cost| Total Tax
101101 |Gresn Widgst Each 24| §1.00 J2400 GST
102102 | Aed Widgst Exch 24/ .00 J2d00 GST
103103 | Blue Widg st Each 24 $1.00 42400 GET
104104 | Yellow Widgst Each 24| $1.00/ 2400 GST
201201 Chicke n Soup Case 2 $1zoo 42400 GET
202202 Besf Sop Cass 2 f1zoo 42400 GET
203203 | Mus hroom Soup Cass 2| $12.00 $2400 GST
Franchise Fee $1680 GST
Comments; “Merchandiss Recieved on July &th, 2004
Tax Tamble Faie Toial T Ltem T'otal $168.00|
[==13 $a480 T $12.94 120457
“L'ax Total $12.94
Invoice Total 3197.74
Amount Paid $0.00|
Balance Due $197.74

Figure 13.22: Vendor Invoice - Print Sample

317
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[x] Vendor Invoice Payments

Inyoice Mo li Wendor: I _l
Diate: I—_I Balance: l—

Totat: [ #131824

Paid: l—

hemo: | ] Auto Allocate |

Type | MHumber | Cate Total Remaining | Amount | F'ay’.l_l

H

Gulick Cheqgue | Ok | Cancel |

Figure 13.23: Vendor Invoice Payments window

Type | Mumber | Date Total Remaining | Amount | F‘ay’.l_l
1|invaoice & 4 April 2001 $34.16 53416 $0.00

Figure 13.24: Transaction to Allocate window
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Total

Paid

Memo

Vendor
Balance

Auto Allocate

Type

Number

Date

Total

Remaining

Amount

Pay

Quick Payment

The total amount of the invoice.

The amount of the invoice that has previously been
paid.

The memo for the invoice. This memo displays on
the journal transaction for the invoice.

The vendor who the invoice is charged too.
The current balance of the vendors payable account.

Click on the “Auto Allocate” button to automat-
ically allocate to the invoice.

The type of transaction. For example, Invoice or
Payment.

The number of the transaction that may be allo-
cated against the invoice.

The date of the transaction that may be allocated
against the invoice.

The total amount of the transaction.

The remaining amount of the transaction that may
be allocated.

The amount of the transaction that you wish to al-
locate to the invoice.

Toggle on or off. Toggle on to allocate the total
amount of the transaction to the invoice.

Click on the “Quick Payment” button to create a
payment for the invoice using the Vendor Payments
window.



320 CHAPTER 13. PURCHASES

@ Vendar Payment

File Edit Help
Bank Accaunt  [Chequing Current Balance: fooo| | ok |
Discount Account: ‘Terms Income Ending Balance: | $-221 .46
L Next J
Cheque No. [1 Date: |7/7/04 =] Store: |Defau|t Cancel
Reference: Time: |8:09 PM Station: POS 1
|} Voided?
Shift: Emplayes:
|| Printed?
Vendor: |B|g Vendar i Balance: f22598
Print
Mema: |Sample Vendor Payment
Due Date | Invoice [ Total | Disc Date | Due I Paymant [ Discount I Pay? |
5/8/04 1 $2259816/7/04 $225.98 $221.48 $4.52 v
Pay All Payment Total: $221.46 Discount Amt: $4.52
Clear Payments Cverpay Amount: $0.00 Total Amount: $225.98
Inveice Info

Figure 13.25: Vendor Payment window

13.3 Payment of Bills

13.3.1 Paying a Single Vendor

Yendor

P .
LA | — To make a vendor payment click on the “Vendor Payment”

button at the top of the main window. See Figure 13.25.

Utilize this screen to pay the bills owed to a single vendor. Following is a
description of the attributes within the vendor payment window:

Bank Account The ledger account from which the funds for the
payment will be drawn.

Discount Account Enter the account id for the reduction of payables
due to terms discounts. For example, if a payable is
debited by $5.00 as the result of a terms discount,
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Current Balance

Ending Balance

Cheque No.

Reference #

Date

Time

Shift

Store

Station

Employee

Memo

Vendor
Balance

Payment Table

the off-setting entry will be a credit to a discount
account.

The current balance of the bank account from which
the payment is being made.

The ending balance of the bank account after the
current payment is considered.

The transaction id or cheque number assigned to the
payment.

Enter the reference number for the payment if ap-
plicable

The payment date. Quasar defaults to the current
date, however, you may change the date as is re-
quired.

The time of day the payment is created.

The shift that the payment is linked to through a
shift close.

The store that the payment posting will affect.

The work station upon which the payment was cre-
ated.

The employee creating the payment.

The memo defines the payment. A short descriptive
memo is invaluable for future reference.

The card identification for the vendor.
The current balance due the vendor.

The payment table displays all of the vendor bills
(vendor invoices) that have remaining balances due.
The unpaid bills are displayed in ascending order
from the oldest to the newest.

The date that the vendor invoice is
due.

Due Date
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Invoice The transaction id of the invoice.
Total The total amount of the invoice.

Disc Date  The date by which the invoice must be
paid in order to receive the early pay-
ment discount offered within the ven-

dor terms.
Due The net amount due on the invoice.
Payment The payment amount being allocated

to the vendor invoice.

Discount The amount of the early payment (terms)
discount taken.

Pay Toggle on to pay. Toggle off to remove
the invoice from the invoice list.

Pay All Click on the Pay All button to pay all bills owed
to the vendor.

Clear Payments Click on the Clear Payments button to un-select
all invoices for payment.

Invoice Info Click on the invoice info button to view specific in-
formation about an invoice. The ”Invoice Informa-
tion” window will be displayed. The invoice infor-
mation displayed is dependant on the line in pay-
ment table where the cursor rests. If you move the
cursor to a new line in the payment table the in-
formation in the ”Invoice Information” screen will
change accordinly. See Figure 12.25.

Invoice The transaction id of the in-
voices.

Total The total of the invoice.
Paid The total paid on the in-
voice.

Due The unpaid balance of the
invoice.
Terms The discount terms for the

invoice.
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@ Invoice Information

Invaice: |17 Terms: ’m
Total; lm Invoice Date: W
Paid: lﬁ Due Date: ’W
Due: lm Discount Date: W

Discount
Discount: $4.52 Take Discount
Taken: m L Clear Discount J
View Invoice L Cancel J q OK F

Figure 13.26: Invoice Information window

Invoice Date The date of the invoice.

Due Date The date that the invoice
payment is due.

Discount Date The date that the invoice

must be paid to receive the
early payment discount.

Discount The amount of the terms dis-
count calulated from the terms.
Take Discount Click on the ” Take Discount”

button to take the calculated
discount shown in the dis-
count attribute.

Taken The amount of terms dis-
count taken.

Clear Discount Click on the clear discount
button to clear any terms
discount taken.

View Invoice Click on the ” View Invoice”
button to view the actual
vendor invoice.

Payment Total The net amount of the allocated payments.

Overpay Amount The net amount of unallocated payments.
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Discount Amount The total amount of terms discounts taken.
Total Amount The total of the payment.
Voided? Toggle on or off. Toggle on to void the vendor pay-

ment. Toggle off to reset the vendor payment to a
non-voided state.

Printed? Quasar will set the printed toggle to on when and if
gg
the cheque is physically printed.

Print Click on the “Print” button to physically print the
cheque .

13.3.2 Pay Multiple Vendors

SMICTAsEY) . i — Enter the pay bills window by clicking on

the purchases icon on the left side of the Quasar main window. Follow by
clicking on the “Pay Bills” button. See Figure 13.27.

From the pay bills window you can pay invoices, pay patial invoices and
take terms from multiple vendors.

Payment Date The date of the bill payment.

Payment Time The time of day the bill payment is created.

Store The store from which the bills are being paid.

Station The work station upon which the bill payment was
created.

Employee The employee processing the bill payment.

Pay By Select the method that you will use to pay the bills.

Cheque Toggle on or off. Toggle on if the bills
are to be paid by cheque .

Credit Card Toggle on or off. Toggle on if the bills
are to be paid by company credit card.
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[ @ Pyl T R

File Edit Help
Payment Date: |7/7/04 LEJ Store:  Default Employes: Ok
Payment Time: |8:10 PM Station: [POS 1 Next
Pay By Show Cancel
(=) Cheque Mext Cheque: 1| (=) Show all bills L—J
\J Credit Card () Show due on/before: LJ
\Account: |Chequing
Current Balance: $0.00 Discount Account: |Terms Income
Due Date !Vendor | Invoice | Total | Disc Date | Due [ Paymeant | Discount [ Pay?
5/8/04 Big Vendor 1 $225.9816/7/04 $225.98
5/8/04 Best Vendor 2 $570.24 §570.24
5/8/04 Small Vendor 3 $3,240.00 $3,240.00
Total Paid: $o0.00 Pay All . Invoice Info
Ending Balance: $0.00 Clear Payments
A
Figure 13.27: Pay Bills window
Account Enter or select the bank account or
credit card thet will be credited as a
result of the payments.
Current Balance The current balance of your bank

account or credit card account.

Show Use this section to determine what bills will show

on the bills table.

Show all bills Toggle on or off. Toggle on to show
all outstanding bills in the bills table.

Show due on/before Toggle on or off. Toggle on to
show only bills due prior to a specific
date. Bills are deemed to be due and
will be shown if either their due date or
discount date is on or before the date
entered.

Discount Account Enter the account id, which will be used for the re-
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Payment Table

Total Paid

Ending Balance

Pay All

Clear Payments

CHAPTER 13. PURCHASES

duction of payables, as a result of payment within
the vendor terms. For example, if a payable is deb-
ited by $5.00 as a result of a terms discount, the
off-setting entry will be a credit to a discount ac-
count.

The payment table displays all of the vendor in-
voices (receivings) that have remaining balances due.
The unpaid receivings are displayed in ascending or-
der from the oldest to the newest.

Due Date The date that the vendor invoice is

due.
Vendor The name of the vendor for the invoice.
Invoice The transaction id of the invoice.
Total The amount of the vendor invoice.

Disc Date  The date by which the invoice must
be paid in order to receive the pay-
ment discount offered within the ven-

dor terms.
Due The total balance due on the invoice.
Payment The amount of the payment net of terms.
Discount The amount of the early payment dis-

count taken.

Pay Toggle on to pay. Toggle off to remove
clear the payment.

Displays the total amount of the bills selected for
payment.

Quasar calculates what the ending balance of your
account will be if you pay all of the cheques marked
for payment.

Select to pay all remaining amounts owed the ven-
dor.

Click on the clear payments button to un-select all
invoices for payment.
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Invoice Info

327

@ Invoice Information

Invoice: 1 Terms:

Total; $22598 Invoice Date:  |6/7/04

Pald: $0.00 Cue Date:

Due: $22598 Discount Date: [16/7/04

2.0% 10 Net 30
5/8/04

Discount
Discount: $4.52 Take Discount
Taken: $0.00| L Clear Discount )
View Invoice L Cancel J q CK F

Figure 13.28: Invoice Information window

Click on the invoice info button to view specific in-
formation about an invoice. The ”Invoice Informa-
tion” window will be displayed. The invoice infor-
mation displayed is dependant on the line in pay-
ment table where the cursor rests. If you move the
cursor to a new line in the payment table the in-
formation in the ”Invoice Information” screen will
change accordinly. See Figure 12.25.

Invoice

Total
Paid

Due

Terms

Invoice Date
Due Date

Discount Date

The transaction id of the in-
voices.

The total of the invoice.
The total paid on the in-
voice.

The unpaid balance of the
invoice.

The discount terms for the
invoice.

The date of the invoice.
The date that the invoice
payment is due.

The date that the invoice
must be paid to receive the
early payment discount.
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Discount The amount of the terms dis-
count calulated from the terms.
Take Discount Click on the ” Take Discount”

button to take the calculated
discount shown in the dis-
count attribute.

Taken The amount of terms dis-
count taken.

Clear Discount Click on the clear discount
button to clear any terms
discount taken.

View Invoice Click on the ” View Invoice”
button to view the actual
vendor invoice.

Print Click on the “Print” button to physically print the
cheques .

13.4 Purchasing and Payable Reports

13.4.1 View Aged Payables

Purchases

— “Aged Payables” — The aged payables can be viewed
by clicking on the purchases icon on the left side of the Quasar main window.
Follow by clicking on “Aged Payables” in the report section at the bottom
of the window. The aged payables window will be displayed. Figure 13.29
displays a sample of the aged payables window.

Aged payables may be viewed by store, vendor or transaction. You may
also filter out data you do not wish to view. For example, you can look at

the aged payables for just a specific store, a specific vendor or a specific
vendor group.

Following is a description of the contents of the aged payable window:

Level There are three possible levels.
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@ Aged Payables

File Edit Help
Level: | Vendor Il ¥ Account: |
Stare: | Vendor: |
Group:
Vendor w Balance | Current |30 days 60 days |90 days | 120+ days
Best Vendor $570.24 $570.24
Big Vendar $22598 $22598
Small Vendor $3.240.00 $3.240.00
Balance Current 30 days 60 days 90 days 120+ days
Total | $4.036.22 | $4,036.22 | $0.00 | $0.00 | $0.00 | $0.00
Percent] 100.0% | 100.0% | 0.0% | 0.0% | 0.0% | 0.0%
L Befresh | l Print J Close

4

Figure 13.29: Aged Payables window
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Store

Account

Vendor

Group

Display Table

CHAPTER 13. PURCHASES

Store Displays one combined line of detail for each
store.

Vendor Displays one combined line of detail for
each vendor.

Transaction Displays one line of detail for each
transaction.

Quasar has a handy drill down feature that allows
you to drill down and view more detailed data.
Simply double click on a line in the display table
and Quasar will display the next level of detail.
You can drill down directly into the transaction.

Select the store to view. Selecting a store displays
only aged payables from the selected store. All other
aged payable information is filtered out.

Select the payable ledger account to view. Selecting
a ledger account displays only aged payables linked
to that ledger account. All other aged payable in-
formation is filtered out.

Select the vendor to view. Selecting a vendor dis-
plays only aged payables for the selected vendor. All
other aged payable information is filtered out.

Select the vendor group to view. Selecting a vendor
group displays only aged payables from the selected
group. All other aged payable information is filtered
out.

The aged payables window breaks payable transac-
tions down into aged periods based on the current
date.

Store The name of the store
Vendor The name of the vendor
Id Number The number of the transaction

Balance The balance remaining on the transaction
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Current Current payables 0-29 days old
30 Days Payables 30-59 days old

60 Days Payables 60-89 days old

90 Days Payables 90-119 days old
120+ Payables 120 plus days old)

The totals are listed at the bottom of the window
along with the percentage that each total is of the
total payable balance.

Refresh Clicking on refresh will refresh the data on the screen.

Print Select this function to print the contents of the aged
payable screen to the printer.

13.4.2 Vendor Purchases Report

Purchasas

= “Vendor Purchases” — To view the vendor purchases
report, click on the sales icon on the left side of the Quasar main window.
Follow by clicking on “Vendor Purchases” in the report section at the
bottom of the window. The vendor purchases window will be displayed.
Figure 13.30 shows a sample of the vendor purchases window.

The vendor purchases report is an excellent tool for viewing the detail of
the items purchased from one or all vendors for a specified date range. You
may sort the report by any of the following column headers:

e Vendor
e Date

Tx Number

Store

e Jtem

e Size
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@ Vendor Purchases

CHAPTER 13. PURCHASES

File Edit Help

Vendor: |Blg Vendaor Department: |

Range: L This Weelk |- J Subdepartmant: |

From: |47/04 |E Item: |

To: 10/7/04 | E Size: | All Sizes | ¥

Store:  |Default

Vendor w | Date |Tx# | Store | Item Size | Description IOuantity’! Cost |

Big Vendor 6/7/04 1 1 101 Each Green Widget 24 $27.30

Big Vendor 6/7/04 1 1 102 Each Red Widget 24 $27.30

Big Vendor B/7/04 1 1 103 Each Blus Widget 24 $27.30

Big Vendor 6/7/04 1 1 104 Each Yellow Widget 24 $27.30

Big Vendor 6/7/04 1 1 105 Each White Widget 24 $27.30

Big Vendor 6/7/04 1 1 201 Case Chicken Soup 2 §27.40

Big Vendor B/7/04 1 1 202 Case Beef Soup 2 §27.40

Big Vendor 6/7/04 1 1 203 Case Mushroom Soup 2 $27.40
Total Quantity: | 126

Total Cost $218.70
L Refresh _l L Print _1 Close

Figure 13.30: Vendor Purchases window
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e Description
e Quantity
e Cost

Following is a description of the selection attributes and buttons available:

Vendor To select only items purchased from a specific ven-
dor enter a vendor name. To select items purchased
by all vendors leave the attribute blank.

Range You may select the date range from a drop down
menu or you may enter the dates manually.

From The starting date for the report.

To The ending date for the report.

Store Enter the store to report on.

Department To report on only items purchased in a specific de-

partment enter the department.

Subdepartment To report on only items purchased in a specific sub-
department enter the sub-department.

Item To report on only a specific item enter the item.
Size Enter the size of the item to report on.
Refresh Clicking on refresh will refresh the data on the screen

to match the current selection criteria.

Print Select this function to print the contents of the ven-
dor purchases screen to the printer.

13.4.3 On Order Report

Purchasas

—> “On order” —— To view the on order report, click on
the purchases icon on the left side of the Quasar main window. Follow by
clicking on “On Order ” in the report section at the bottom of the window.
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File Edit Help
Vendor: | Department: |
All Vendors Subdepartment: |
ltem:
Store: [Defaut Slea: (| Al Bleas | w )
Vendor w Order# | Store | lterm Mumber Description ! Size |Or1 Order | Amount
Best Vendor 2 1 301 Special Cola 12 Pack 0 $0.00
Best Vendor 2 1 302 Special Orange 12 Pack 0 $0.00
Best Vendor 2 1 303 Special Lime 12 Pack ¢ $0.00
Small Vendor 3 1 401 Suds Beer 12 Pack 0 $0.00
Small Vendar 3 1 402 Suds Light Beer 12 Pack 0 $0.00
Small Vendor | 1 403 Suds Dark Beer 12 Pack 0 $0.00
Total Quantity: | 0
Total Gost:| $0.00

L Befresh J

L Brint

Cloze

Figure 13.31: On Order window
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The on order window will be displayed. Figure 13.31 shows a sample of the

on order window.

The on order report is an excellent tool for viewing the detail of the items
currently on order from one or all vendors. You may sort the report by any
of the following column headers:

e Vendor

e Order #

e Store

e [tem Number
e Description
e Size

e On Order

e Amount

Following is a description of the selection attributes and buttons available:

Vendor

All Vendors

Store

Department

Subdepartment

Item

Size

To select only items on order from a specific vendor
enter a vendor name.

To report on orders from all vendors click on the
7 All Vendors” button.

To report on orders from a specific store enter the
store.

To report on orders for items in a specific depart-
ment enter the department name.

To report on orders for items in a specific subde-
partment enter the subdepartment name.

To report on orders for a specific item enter the item
id.

Enter the size of the item to report on.
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Refresh Clicking on refresh will refresh the data on the screen
to match the current selection criteria.

Print Select this function to print the contents of the on
order screen to the printer.

13.4.4 Ordering with the Auto Order Screen

Purchases

= “Auto Order” —— To create a purchase order using the
auto order screen, click on the purchases icon on the left side of the Quasar
main window. Follow by clicking on “Auto Order” in the report section
at the bottom of the window. The auto order window will be displayed.
Figure 13.32 shows a sample of the auto order screen.

Use the auto order screen to create automatic purchase orders based on
the minimum and maximum quantity levels of an inventory item or on the
actual sales history of an inventory item.

Note: IT IS RECOMMENDED THAT ALL AUTOMATIC ORDERS BE
REVIEWED MANUALLY PRIOR TO PLACEMENT

Order for Vendor Enter the Vendor to whom the automatic order will
be placed.

Order for Store Enter the store for which the order is being created.

Item Selection Use this section to determine which items you will
order.

Item File Toggle on to place the order from the

item file
Department Enter the department to or-
der.
Subdepartment  Enter the subdepartment to
order.

Group Enter the group to order.
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® A Ooe —ax

Eile Edit Help

Crder for Vendaor: |

Crder for Store: |Defau|t

—ltem Selection

=y ltem File:

Department: |

Subdepartment: |

Group: |
) Order Template:

Templete: |

—Calculation Method
=y Use Min/Max

) Use Sales History:

End Date: L_J

History of: || * }
Sales Change: Ii Il = }
Order for; li | * }

L Ok IL Cancel J

4

Figure 13.32: Auto Order window
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Order Template Toggle on to place the order from
a purchase order template. Auto orders by
template will be created with exactly the same
numbers and in exactly the same order as the
template.

Template Enter the template to or-
der.

Calculation Method In this section define the method used to calculate
your automatic order.

Use Min/Max Toggle on to calculate order quan-
tities using the min/max levels defined in the
inventory item master.

Use Sales History Toggle on to calculate order
quantities using the sales history of an item.

End Date Enter the end date for the
sales history period. For
example, if you wanted to
use the period between Nov.
1st and Dec. 31st as your
sales history period, you would
enter Dec. 31st as the end
date.

History of Enter the number of days,
weeks or months for the sales
history period. For exam-
ple, if you wanted to use
the period between Nov. 1st
and Dec. 31st your could
enter a history of 60 days,
8 weeks or 2 months.

Sales Change Enter the expected percent-
age increase or decrease in
sales.

Order for Enter the number of days,

weeks or months that you
wish to order for. For ex-
ample, if you wish to or-
der stock for 2 weeks usage
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you would enter ”2” and
select ”Weeks”. Alterna-
tively, you could enter ” 14”
and select "Days”.
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Appendix A

Handheld Setup and Use

This appendix provides a general explanation for the preparation and use of
the Symbol PDT3100 handheld collection device and its interface to Quasar

Note: The handheld unit only connects to the Linux version of Quasar and
will not work with the Windows versions.

In this reference we will review:

Preparing The Handheld Loading the initial software and down loading
the inventory file from Quasar .

Basic Operation Decribe how to enter and send files, operator controls,
and setting the scanner.

The Count Inventory File The creation a count for physical inventory.
The count file is used to enter physical inventory counts and pro-
cess them within Quasar . Item numbers can be entered manually or
scanned using the built-in scanner. Prior to beginning the physical
count, the inventory file from Quasar is down loaded to the handheld
device.

The Price File The creation of a price file for verifying shelf prices or
completing competitive price checks. The Price File is used to verify
shelf prices to the Quasar item price file. Item numbers can be entered
manually or scanned. Once entered, the Price File displays the item
number and the current shelf price stored in the handheld. The price
on the shelf label is entered and later matched to the Quasar item

341
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file. Any discrepancies found are stored in a price batch which can be
edited and later processed to adjust the item price file. Shelf labels
can also be generated from this batch once prices have been verified.

The Label File The creation of a file to print shelf labels. The label file
is used to enter item numbers to create shelf labels. The label file is

down loaded to Quasar and printed via the shelf label program in the
Shelf Label menu.

Receive Slips File The receive slip file is used to gather unique packing
slip numbers that are attached to shipping cartons. These slip num-
bers, when imported into Quasar, match electronic packing slips and
create vendor invoices.

Item File The item file stores the inventory file down loaded from Quasar
and is used to verify ids entered into the handheld. Inventory ids can
be manually added, deleted or edited if required.

Receive Items The receive items menu option is used to down load the
current item file from Quasar to the handheld.

Transmit A File explains how to transmit the file from the handheld to
the computer.

A.1 Preparing The Handheld

A.1.1 Loading Handheld Software

The Quasar handheld program must be down loaded from the computer to
the handheld prior to completing any data entry. This is done by connecting
the Symbol communications cradle to the computer and initiating the down
load from the handheld device. Once loaded, the program is stored and does
not have to be re-loaded prior to each use.

1. Connecting The Communications Cradle

e Connect the 9 pin female end of the communications cable to the
computer (either COMM port 1 or 2, or one of the serial ports
can be used. Consult your system administrator to determine the
correct connection. ).
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e Connect the 25 pin male end of the communications cable to the
DB25 female connection on the base of the Symbol communica-
tions cradle. Ensure that the cable can move freely to allow you
to position the cradle in a convenient work space. Secure the ca-
ble in place by tightening the screws at the end of the cable (do
not over tighten).

e Plug the adapter end of the power supply into the communica-
tions cradle and the plug end into a grounded AC outlet.

2. At The Handheld (35 Key)

e Turn the handheld unit off by pressing the red key. The
handheld unit is off when the display screen is blank.

e While holding down the | Backspace | key, | Shift | key and

key, turn the hand held device on by pressing the key.

Continue to hold down the | Backspace |, | Shift | and | Up Arrow
keys after releasing the key.

e Release the | Backspace |, | Shift | and | Up Arrow | keys. This pro-
cess reboots the handheld device and prepares it to receive a new

handheld program. This may take a few seconds.

e The prompt “COMMAND MODE Select function, Self test” should
appear. If this does not appear, turn the handheld device off and
repeat the previous steps. The power saver feature may also have
activated and turned off the handheld unit. If this occurs, simply
turn the handheld back on using the button and continue
with the program loading process.

o Press the| 7| key until the prompt “COMMAND MODE Select function,

Program loader” is displayed. The @ key can be pressed to
return to a previous display.

e Press the key to select the Program Loader option. The
screens displays the “Program loader” prompt.

e Place the handheld into the communications cradle until the bot-
tom of the handheld connects with the RJ connection inside the
mouth of the cradle. The message “Program loader WARNING:
EEPROM WILL BE ERASED CONTINUE? <ENT>” should be displayed.
If the message “Program loader Status 010” appears, the hand-
held unit has timed out. With the handheld unit in the cradle,
press the enter twice until the warning message re-appears.
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Note: If the EEPROM has already been erased, this message
does not appear. Instead, the “Comm Parameters” menu
is displayed. If this is the case, skip the next step.

e Press the key to begin the procedure to erase the EEP-
ROM. This process takes a few minutes to complete.

e The “Comm Parameters” menu should be displayed and is used
to select the communications parameters to down load the hand-
held software. Select the baud rate by pressing the @ key until

%38400” is displayed. Press the key to set the baud rate
to 38400.

e Data bit must be set to 7. This is the selected default. Press the

key to set the data bit.

e Parity must be set to ODD. This is the selected default. Press
the key to set the parity.

e Flow control must be set to Xon/Xoff. Select the flow control
by pressing the @ key until “Xon/Xoff” is displayed. Press the

e At the “Comm Parameters Start? <ENT>” prompt, press the

key.

e The message “Awaiting DSR” is displayed. The handheld is
waiting to receive the signal to begin accepting the software trans-
mission.

e Return to Quasar main menu.

3. At The Handheld (46 Key)

e Turn the handheld unit off by pressing the red key. The
handheld unit is off when the display screen is blank.

e While holding down the key and |I| key, turn the hand held
device on by pressing the key. Continue to hold down the

and | I | keys after releasing the key.

e Release the and |I| keys. This process reboots the handheld
device and prepares it to receive a new handheld program. This
may take a few seconds.

e The prompt “COMMAND MODE Select function, Self test” should
appear. If this does not appear, turn the handheld device off and
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repeat the previous steps. The power saver feature may also have
activated and turned off the handheld unit. If this occurs, simply
turn the handheld back on using the button and continue
with the program loading process.

e Pressthe @ key until the prompt “COMMAND MODE Select function,

Program loader” is displayed. The @ key can be pressed to
return to a previous display.

e Press the key to select the Program Loader option. The
screens displays the “Program loader” prompt.

e Place the handheld into the communications cradle until the bot-
tom of the handheld connects with the RJ connection inside the
mouth of the cradle. The message “Program loader WARNING:
EEPROM WILL BE ERASED CONTINUE? <ENT>” should be displayed.
If the message “Program loader Status 010” appears, the hand-
held unit has timed out. With the handheld unit in the cradle,
press the enter twice until the warning message re-appears.

Note: If the EEPROM has already been erased, this message
does not appear. Instead, the “Comm Parameters” menu
is displayed. If this is the case, skip the next step.

e Press the key to begin the procedure to erase the EEP-
ROM. This process takes a few minutes to complete.

e The “Comm Parameters” menu should be displayed and is used
to select the communications parameters to down load the hand-
held software. Select the baud rate by pressing the @ key until

€“38400” is displayed. Press the key to set the baud rate
to 38400.

e Data bit must be set to 7. This is the selected default. Press the
key to set the data bit.
e Parity must be set to ODD. This is the selected default. Press

the key to set the parity.

e Flow control must be set to Xon/Xoff. Select the flow control
by pressing the @ key until “Xon/Xoff” is displayed. Press the

e At the “Comm Parameters Start? <ENT>” prompt, press the

key.
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-li)_ Send Handheld Progre

File Edit Help

This program downloads your inventory program
to the handheld unit. Please place the handheld
into the cradle, select "Receive Program” on the
handheld, and click the "Send Program” button.

Device: LI . J

|. Send Program JL Close J

Figure A.1: Send Handheld Program window

e The message “Awaiting DSR” is displayed. The handheld is
waiting to receive the signal to begin accepting the software trans-
mission.

e Return to Quasar main menu.

4. At Quasar

e From the main Quasar menu, click on “Setup” Follow by clicking
on “Handheld” and then “Send Program”. The Send Handheld
Program screen as shown in Figure A.1.

e Enter the hardware device for the send.

e Click on the “Send Program” button.
This begins down loading the software program to the hand held.
The handheld displays the message “Receiving :XXXX”. The
‘XXXX’ represents alpha/numeric values that are displayed as
the down load is processing.

Note: If the handhand has timed out prior to initiating the
software download from Quasar , the handheld will
display the message “Program Loader Status 0020”
and the transmission will fail. To reset the handheld,
press the key and re-enter the Program Loader
settings from the previous step. Return to Quasar and
re-initiate the file down load.

e Once the program has been down loaded, the message “Status
0000” is displayed on the handheld and the message “The program
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has been sent to the handheld” is displayed in the INFO mes-
sage prompt in Quasar .

5. At The Handheld (35 key)

e Remove the handheld from the cradle and turn the handheld off

by pressing the key.

e While holding down the | Space | and | Function | keys simultane-
ously, turn the handheld on by pressing the key. Continue
to hold down the | Space | and | Function | keys after releasing the

key.

e Release the | Space | and | Function | keys to reboot the hand held
device. Several messages are displayed on the handheld while it
is rebooting. Once completed the handheld displays the inquiry
screen indicating the current version of the software program ie.
“VERSION 3.0”.

e Press the key to display the main Handheld menu. The
handheld software has been loaded successfully and is ready for
use.

6. At The Handheld (46 key)

e Remove the handheld from the cradle and turn the handheld off

by pressing the key.

e While holding down the , and @ keys simultaneously,
turn the handheld on by pressing the key. Continue to

hold down the , and @ keys after releasing the m

key.

e Release the , and @ keys to reboot the hand held de-
vice. Several messages are displayed on the handheld while it
is rebooting. Once completed the handheld displays the inquiry
screen indicating the current version of the software program ie.
“VERSION 3.07.

e Press the key to display the main Handheld menu. The
handheld software has been loaded successfully and is ready for
use.
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| © Sendiens R =

Eile Edit Help

This program downloads your inventory items to
the handheld unit. Please select a serial device and
then click on "Send Items" to start the process.

Device: Ll 3 J

L Send ltems JL Close J

Figure A.2: Send Items screen

A.1.2 Loading The Inventory File

Prior to using the handheld program, the inventory file should be down
loaded from Quasar . Down loading the inventory file, helps to minimize
data entry errors by verifying each item entered. The inventory file can be
updated manually prior to each use or the entire file can be re-down loaded
as necessary.

1. At Quasar

e From the main Quasar menu, click on “Setup”. Follow by click-
ing on “Handheld” and next on “Send Items” The “Send Items”
screen is diplayed as shown in Figure A.2.

e Enter the hardware device for the send.
e Click on send items.

e Return to the handheld device.
2. At The Handheld

e Place the handheld into the communications cradle.

e In the handheld main menu, press the E key until the cursor
high lights the “Load Items” option.

e Press the key on the handheld device. The handheld
displays the message “Connecting...”

e Return to Quasar .

3. At Quasar
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e Click on the “Send Items” button. The handheld displays the
message “Rx: inv.dat”. The handheld also displays the total
number of items to down load, as well as the number of items
currently down loaded.

e Return to the handheld.
4. At The Handheld
e The handheld displays the number of records down loaded. Once
completed, the handheld displays the message “GO0OD RECEIVE”.
e Press any key to return to the main menu.

e Return to Quasar .
5. At Quasar

o After the item file has been down loaded, the message indicates
the file has been sent.

A.2 Basic Operation

In general, the operator functions are the same regardless of which file is
being used. The operations listed below provide a guideline for entering
data for either the Count, Label, Price or Item Files.

A.2.1 Select A File
1. From The Handheld Menu

e Press the @ or @ key to move the cursor through the menu
options.

e To select a file, move the cursor to the desired menu option and
press the key. The handheld displays the selected file
screen and displays the file selected at the top of the display
window.

2. While In A File

Note: The documentation is for a 46 key handheld. If using a 35 key
handheld you will need to press the prior to pressing
the characters noted below.
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If already in a file, press the key to return to the main hand-
held menu. The key may have to be pressed twice to return
to the menu - once to exit out of the data entry mode, and a

second time to escape to the main menu. At the main handheld
menu, use the @ or @ key to select the desired menu option

and press the key.

A.2.2 Enter A Record

To enter a record in any of the file options, the handheld device must first
be set into the data entry mode. To do this, press the key after selecting
the desired menu file option.

1. Entering A Record From The Handheld Menu

Using either the E or @ key, move the cursor to the desired

menu file option and press the key.

The handheld displays the selected file at the top of the window
display. If no previous records have been entered, the bottom
of the window displays “0000 of 0000”. If records have been
entered, the display indicates the number of records entered thus
far.

Press the key to enter into the data entry mode. The screen
displays a single line with a cursor (v) at the beginning of the line
(ie. v ). The bottom of the screen displays the current
record count on the left, and the number of records entered on
the right. For example, if the total number of records previously
entered is 26, the bottom of the screen displays “0027 of 0026”.

Enter the inventory id by either entering the numbers manually
or using the handheld scanner.

If entered manually, the key must be pressed to enter the
record into the handheld. If scanned, the handheld automatically
enters the record.

If a valid id was entered, the description and price are displayed
and the cursor moves to the next field. If an invalid id was en-
tered, the handheld beeps three times and the error message “**
Not Found *x” is displayed in the description field and the cur-
sor moves to the next field. If the id entered was incorrect press
the key to delete the record. Re-enter the correct id. If the
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id was correct, do not remove the entry. Enter the required data
normally. If Quasar cannot verify the entry after it is download, a
“xx Not Found **” message is displayed in the resulting batch
for later reference (ie. re-verifying the inventory id or adding the
id to the inventory file).

e Enter either the quantity, description or price (depending on the

file) and press the key.

e The record is entered into the handheld and the screen is cleared.
The count at the bottom of the screen is increased and the cursor
returns to a blank line at the top of the display. The next id can
now be entered.

2. Re-entering The Data Entry Mode

To view, search or edit a previous record, the handheld unit must
exit out of the data entry mode. This is accomplished by pressing
the key. To re-enter the data entry mode press the key
while in the selected file.

A.2.3 Edit A Record

1. Correct An Entry In The Current Field

e To correct a single character within the field, press the key
once for each character to be deleted. The character is deleted
and the cursor moves back for each character deleted. Enter the

correct characters and press the key to file.

e To correct the entire value within a field, press the key.
The entire field is erased and the cursor moves to the beginning
of the field. Enter the correct value and press the key to
file.

2. Correct An Entry In The Previous Field

e To correct a previous field, prior to filing the record, press the
key once. This deletes the entire record and moves the cursor
back to the first line, next to the id field. The id must be re-
entered.

3. Correct A Field In A Previous Record
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e If currently in the data entry mode, press the key to exit.

Use either the search function, or the @ or @ key to select the
desired record.

e Press the key to enter the data edit mode.
e The cursor v_____ is displayed in the item field.

e If the item entered was incorrect, use the ’ BSP ‘ or ’ CLR‘ keys to

clear the item field. Enter the correct value and press the
key.

e If the item entered was correct, but the related description, quan-
tity or price was incorrect, press the key to move the cur-

sor to the desired field. Use either the key to clear each
character or the key to clear the entire field. Enter the

correct value and press the key.

e Press the key to re-enter the data entry mode.

A.2.4 Delete A Record

If currently in the data entry mode, press the key once to exit. Use
either the search function, or the @ or @ key to select the desired

record to delete.
To delete the record displayed, press the @ key.

The message “Are you sure you wish to delete one record?” is
displayed.

Press the key to delete the record. Or press the key to cancel
the delete function.

If is selected, the record is deleted and the cursor selects the next

record in the file. If is selected, the record is not deleted and the
cursor returns to the record originally selected for deletion.

A.2.5 View A Record

1.

Using The Up/Down Arrow Keys

o If currently in the data entry mode, press the key once to
exit.
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e Press the @ key to move to the previous record. Pressing the

@ key repeatedly, scrolls back through the file one record at a
time.

e Press the @ key to move to the next record. Pressing the
key repeatedly, scrolls ahead through the file one record at a time.

e Once the beginning (or end) of the file is reached the cursor wraps
around to the end (or beginning) of the file and continues to scroll
through the records.

e Each time a record is viewed, the bottom of the display indicates
the current record viewed on the left and the total number of
records entered on the right. The counter is updated each time
the cursor scrolls through the file.

2. Using The Left/Right Arrow Keys

e If currently in the data entry mode, press the key once to
exit.

e Press the key and then [<] key to move the cursor to the
beginning of the file. The [<]is also the @ key but acts differ-

ently when the key is pressed.

e Press the key and then [>] key to move the cursor to the
end of the file. The [>]is also the @ key but acts differently

when the key is pressed.

A.2.6 Handheld Key Functions
° Power - Turns the handheld unit off or on.

° Function - Is used in conjunction with other keys. For example,

pressing the key and the [<] key acts as a Home key and moves
the cursor to the beginning of the file.

. Clear - Is used to clear the entire entry within a field prior to

pressing the key. For example, while entering an inventory
id within the Count file the incorrect id is entered, ie. 667 is entered

rather than 67. Pressing the key clears the entire entry ie, clears
the 667, but leaves the cursor in the same field.
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° - Is used to enter data within a field or screen. It is also used

to select an option from the menu or clear an error message. Once the
key is pressed the current keyed or selected entry is accepted
into the handheld.

- The key is used to begin entering new data within a main
menu file option. The key must be pressed while in one of the main
menu options ie. Count File, to begin the data entry mode. Pressing

the key displays the v_____ prompt.

- The key is used to clear all data within one of the main hand-
held menu files. For example, to clear an entire count file, enter into
the “Count File” option and press the key. The “Are you sure
you wish to delete the entire file?” prompt appears. Press
the key to clear the entire count or to cancel the clear func-

tion. The key cannot be used while in the data entry mode.

@ - The @ key is used to delete a single record from one of the main
menu files. For example, deleting an incorrect id count in the “Count
Entry” menu option. To delete a single record, use the cursor or
search function until the entry to be deleted is displayed in the screen.
Press the @ key. The “Are you sure you wish to delete one
record?” prompt appears. Press the key to delete the record, or
to cancel the delete function. You must exit out of the data entry
mode prior to deleting a record.

- The key is used to edit a record. To edit a record, select the

record to be edited and press the key. This enters the handheld
into the edit mode and moves the cursor to the v_____ field. If an

incorrect item was entered, either press the or the key to
erase the current entry. Enter the correct value, and press the

key. If any value other than the inventory id is incorrect, select the
record to be edited, press the key to enter into the edit mode and

press the key to move to the field to be corrected ie. count,

price. Press the ’ BSP ‘ or ’ CLR ‘ key to clear the incorrect value. Enter
the new value and press enter.

To exit out of the edit mode, prior to changing any fields, press the

key.

- The|I|key is used to display the current status of the file including,



A.2. BASIC OPERATION 355

total disk space, available disk space, number of items on file, number
of records entered by count, labels and prices. The key can be
pressed at any time, except when in the data entry mode. Pressing
the |I| key once enters into the inquiry mode and displays the current
file status. Pressing the key again exits out of the inquiry mode.

° - The key is used for two purposes. Firstly, it is used as a ‘No’
response when a confirmation prompt is displayed, ie. the “Are you
sure you wish to delete one record?” prompt when deleting a
record. Pressing the key at a confirmation prompt cancels the
previously keyed function.

The is also used in conjunction with the key to complete a

record search within a file. The key allows you to search for the
next entry that matches the search value entered. For example, press-
ing the | S | key prompts you to entry a value to search for. If inventory
id 18 was entered, the screen displays the first record that contains id
‘18’ in the file. Pressing the key, without exiting out of the search
mode, searches for the next available record where id 18 was entered.
Pressing the key multiple times searches for all records that match
the search value entered. The ‘next search’ function continues to loop
through the entire file, repeating each record that matches the search
file. The record count at the bottom of the screen indicates which
record is currently displayed ie. 0003 of 0185, 0123 of 0185, 0003 of
0185 etc.

° The | S| key is used to search for a record within a file. Pressing the
key displays a prompt to enter the id to search for. Once entered, the
handheld unit searches for the first record from the beginning of the
file that matches the search pattern entered. For example, entering id
18, searches for the first record that ‘18’ was used. Pressing the
key after finding the first record that matches search pattern entered
searches for additional entries of the same value (see ezxplanation of

the key).

If a match is found, the record is displayed on the screen with its
corresponding record number ie. 0003 of 00185. If a match is not
found (the value entered does not exist), three consecutive beeps are
heard. Re-press the key to insure the correct value was entered or
continue with another function.

° - The key is used to transmit the selected file (Count, Label,
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or Price) to Quasar . To transmit a file, you must first select which
file to transmit by moving the cursor in the main handheld menu to
the desired file and pressing the key. This will enter you into
the selected file. If already in the selected file, press the key to
begin the transmission process. Pressing the key prompts the user
to place the handheld device into the cradle.

° - The key is used to exit out of the data entry mode or exit to

the main handheld menu. If in the data entry mode, the key exits
out of the data entry mode, but stays in the current menu option. If
the key is pressed again, the user exists out of the current file and
returns to the main handheld menu.

A.3 The Count File

The Count File is used to enter inventory counts during the Physical Inven-
tory process. The count is sent from the handheld to the server computer.
The Quasar Count Items screen pops up containing the data received.
Counts are processed with other counts to create Item Adjustments. To
enter a count, complete the following;:

e Prior to entering a new count, insure that any previous counts have

been processed or deleted.

From the main handheld menu, use the arrow keys to place the cursor
on the menu option “Count Inventory”, and press the key.

The “Count File” title should appear at the top of the screen and the
counter at the bottom of the screen should display “0000 of 0000”.
If this is not displayed press the until the main handheld menu is
displayed, and reselect the “Count File” option. If records exist on
the handheld from a previous count, the record number at the bottom
of the handheld screen displays the number of records currently stored
ie. “0124 of 0124”. FEither add to the count by entering into the
data entry mode or clear the entire file by pressing the key.

To begin entering item counts, press the key. This places the
handheld into the data entry mode and displays a blank field and
cursor (v_____).

e Enter the inventory id and press the key.
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e [f a valid inventory id was entered, the item description and price is
displayed and the cursor moves to the blank field in the bottom right
hand corner of the display.

e If an invalid inventory id was entered, the handheld beeps three times
and displays the message “** Not Found **” in the description field.
The cursor moves to the blank field at the bottom right hand corner of
the display. If the inventory id entered is correct proceed to the next
step. If the inventory id entered is incorrect, press the key to clear
the entire entry and re-enter the inventory id.

e With the cursor in the blank field at the bottom, right hand corner of
the display, enter the quantity for the inventory id counted. Press the

key to file the quantity.

e The display is cleared and the cursor moves back to the top of the
screen next to the blank line. Enter the next inventory id and quantity.

e Continue to enter counts until all inventory ids have been entered.

e Press the key to exit the data entry mode. The handheld displays
the last inventory id entered and the total number of records filed.

e To transmit the Count File press the key and place the handheld
into the communications cradle. See Section A.7

A.4 The Price File

The Price File is used to verify that the prices on the shelf label match the
shelf price stored in Quasar . It can also be used to compared a competitors
price to your own price. The Price File is sent from the handheld to the
computer and creates a Price Batch. The Price Batch displays only those
items whose label shelf price differs from the price stored in the Inventory
Master screen. The batch can be edited and later processed if required. To
enter a price count, complete the following:

e Prior to entering a new price count, insure that any previous counts
have been erased.

e From the main handheld menu, use the arrow keys to place the cursor
on the menu option “Price File”, and press the key.
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The “Price File” title should appear at the top of the screen and the
counter at the bottom of the screen should display “0000 of 0000”.
If this is not displayed press the until the main handheld menu
is displayed, and reselect the “Price File” option. If records exist
on the handheld from a previous price count, the record number at
the bottom of the handheld screen displays the number of records
currently stored ie. “0124 of 0124”. FEither add to the price count
by entering into the data entry mode or clear the entire file by pressing

the key.

To begin entering shelf prices, press the key. This places the hand-
held into the data entry mode and displays a blank field and cursor

(v___).
Enter the inventory id and press the key.

If a valid inventory id was entered, the item description and current
price is displayed and the cursor moves to the blank field in the bottom
right hand corner of the display.

If an invalid inventory id was entered, the handheld beeps three times
and displays the message “** Not Found **” in the description field.
The cursor moves to the blank field at the bottom right hand corner of
the display. If the inventory id entered is correct proceed to the next
step. If the inventory id entered is incorrect, press the key to clear
the entire entry and re-enter the inventory id.

The cursor should be in the blank field at the bottom right hand corner
of the screen. Enter the actual shelf price of the item (do not enter the
current price displayed on the left hand portion of the screen). The
decimal point does not have to be entered as the field assumes two
decimal places for each value entered. For example, if shelf price is
$11.98, enter the price as 1198. If the shelf price is .89 cents, enter the
price as 89. Price the after entering the price to file the record.

The display is cleared and the cursor moves back to the top of the
screen next to the blank line. Enter the next inventory id and shelf
price.

Continue to enter inventory ids until all ids have been entered.

Press the key to exit the data entry mode. The handheld displays
the last inventory id entered and the total number of records filed.
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e To transmit the Price File press the key and place the handheld
into the communications cradle. See Section A.7

A.5 The Label File

The Label File is used to create shelf labels for the inventory ids entered.
The Label File is sent from the handheld to Quasar through the Receive
Data program in Quasar Accounting. Labels can then be printed using
the regular label printing routines. To enter a label count, complete the
following:

e Prior to entering new labels, insure that any previous counts have been
erased.

e From the main handheld menu, use the arrow keys to place the cursor
on the menu option “Label File”, and press the key.

e The “Label File” title should appear at the top of the screen and the
counter at the bottom of the screen should display “0000 of 0000”.
If this is not displayed press the until the main handheld menu
is displayed, and reselect the “Label File” option. If records exist
on the handheld from previous data entry, the record number at the
bottom of the handheld screen displays the number of records currently
stored ie. “0124 of 0124”. Either add to the label file by entering
into the data entry mode or clear the entire file by pressing the
key.

e To begin entering labels, press the key. This places the handheld
into the data entry mode and displays a blank field and cursor (v_____ ).

e Enter the inventory id and press the key.

e If a valid inventory id was entered, the item description and price is
displayed and the cursor moves to the blank field in the bottom right
hand corner of the display.

e If an invalid inventory id was entered, the handheld beeps three times
and displays the message “** Not Found **” in the description field.
The cursor moves to the blank field at the bottom right hand corner of
the display. If the inventory id entered is correct proceed to the next
step. If the inventory id entered is incorrect, press the key to clear
the entire entry and re-enter the inventory id.
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e The cursor should be in the blank field at the bottom right hand corner
of the screen. If only one shelf label is required for the inventory id
entered, press the key. This defaults the field to a quantity of
“1” and files the record. If more than one shelf label is required, enter
the quantity and press the key. The record is filed when the

key is pressed.

e The display is cleared and the cursor moves back to the top of the
screen next to the blank line. Enter the next inventory id and quantity.

e Continue to enter inventory ids until all ids that require shelf labels
have been entered.

e Press the key to exit the data entry mode. The handheld displays

the last inventory id entered and the total number of records filed.

e To transmit the Label File press the key and place the handheld
into the communications cradle. See Section A.7

A.6 The Receive Slip File

The receive slip file is used to receive inventory items into stock.

Note: In order to utilize this function, electronic packing slips, containing
the inventory items shipped on each packing slip, must be electron-
ically sent from your distributor and must be imported into your
system in advance.

When each unique shipping label is scanned, it is stored in the handheld.
When imported into Quasar, the unique number is matched to the electronic
packing slips sent by your distributor. Vendor invoices are automatically
created for the packing slips. The Receive Slip File is sent from the handheld
to Quasar through the Receive Data program in Quasar Accounting.

e Prior to entering new packing slips, insure that any previous packing
slips have been erased.

e From the main handheld menu, use the arrow keys to place the cursor
on the menu option “Receive Slips”, and press the key.

e The “Receive File” title should appear at the top of the screen
and the counter at the bottom of the screen should display “0000 of
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0000”. If this is not displayed press the until the main hand-
held menu is displayed, and reselect the “Receive Slips” option. If
records exist on the handheld from previous data entry, the record
number at the bottom of the handheld screen displays the number of
records currently stored ie. “0124 of 0124”. Either add to the re-
ceive slip file by entering into the data entry mode or clear the entire
file by pressing the key.

To begin entering slips, press the key. This places the handheld
into the data entry mode and displays a blank field and cursor (v_____ ).

Enter the packing slip id and press the key.

Continue to enter packing slips until all slips received are entered.

Press the key to exit the data entry mode. The handheld displays
the last packing slip entered and the total number of records filed.

To transmit the Receive Slip File press the key and place the
handheld into the communications cradle. See Section A.7

Transmit a File

To process each of the individual files, the file must be transmitted to the
computer using the communications cradle. The process to transmit the file
is similar for each of the different types of files. To transmit the file complete
the following:

From The Main Handheld Menu:

Use the @ or @ keys to select the file to be transmitted.

Press the key to select the desired file to transmit. The title
of the file selected is displayed at the top of the screen together with
the last item entered for that file.

Place the handheld into the communications cradle.

Press the key to begin the transmission process. The message
“Connecting...” appears.

From the main menu of Quasar select “Setup” followed by “Hand-
held” and then “Receive Data”. The Handheld Receive screen will be
displayed as shown in Figure A.3.
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-®- Handheld Receive

Eile Edit Help

This program receives data from the handheld
unit and creates labels or prices from the
data. Please place the handheld into the
cradle, press "T" In one of the data files,

and click the "Recelve" button.

Device: Ll > J

L Beceive JL Close J

Figure A.3: Handheld Receive screen

e Enter the hardware device for the receive.

Insure the handheld is prepared to send data and click on the “Re-
ceive” button. “File received - O0K” is displayed in Quasar Ac-
counting and the handheld displays the message “GO0OD SEND ### of
### Press any key”. This indicates that the file was transmitted
correctly. The file is does not automatically cleared. The next time
you use the handheld you will be asked if you want to clear the data.

When you click on “OK” in Quasar Accounting a screen will be dislayed.

e if you have transmitted an item count then the count master screen
will be displayed and will be populated with the items and counts that
have been entered on the handheld

e if you have transmitted a label file then the label master will be dis-
played and will be populated with the labels and quantities you entered
on the handheld

e if you have transmitted a price file then the set prices screen will be
displayed and will be populated with the items and prices entered on
the handheld

See the sections that explain the use of the individual screens as and if
required.



