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Introduction

Bos Attic Point of Sale Consignment software will be referred to as BOSPOS. The
BOSPOS system is accessed via the Internet. Each User will be provided a Login

ID/Name and Password. Bos Attic System Administrator will provide this information.



Getting Started

Getting started is very easy. From your computer terminal that has access to

the Internet. Using your web browser go to http://www.mybosattic.com/Employees

Visit Training Video Login/Out;

http://www.mybosattic.com/Employees/Training/PosTutorials/LoginOut.mp4

Employee Home Page.

Step 1. Employee Login ID and Password (Provided by Store owner /
Manager).

Step 2. Login in the Employee Home page. www.mybosattic.com/Employees

Step 3. Click on the Link BOSPOS.

Step 4. Your are now at the Bos Attic POS Login Page.

Step 5. Enter your Employee ID and Password. (Provided by Store owner /
Manager).


http://www.mybosattic.com/Employees
http://www.mybosattic.com/Employees/Training/PosTutorials/LoginOut.mp4
http://www.mybosattic.com/Employees

Welcome to POS freephpsoftwares.com

Password

Reset password?
2016 Version [EZE) -

If you forget your Login or Password, use the “Reset password” link.



How it works

How it works is very straight forward. The Bos Attic Point of Sale Consignment
Software (BOSPOS), uses a database to store information you provide.

All the information is stored on remote a computer you access over the internet.
The BOSPOS system home page is the called the “Dashboard”. The

Dashboard page will display your User ID and Time you are logged into the system

and the Logout link.

Visit Dashboard Tutorial Link;

http://www.mybosattic.com/Employees/Training/PosTutorials/Dashboardinfo.mp4

POS & Wekcme James Cassidy! ) 112an (132016 & Setigs () Logot

o st Dashboard

# Dashboerd

To See the Entire BOSPOS Dashboard.


http://www.mybosattic.com/Employees/Training/PosTutorials/DashboardInfo.mp4

Dashboard

The BOSPOS Dashboard is a internet web page that list several categories, we

will call Links. The Categories or Links are;

Dashboard 11
Customers 15
Items 20
Item Kits 30
Suppliers 40
Receivings 50
Sales 60
Gift Cards 70
Consignors 80
Reports 90

The adjacent numbers are the pages in this manual.

By clicking on the Link or Category on the Dashboard will display information

for the category / link.



e James Cassidyl (@ 1222 pm 0B/07/2016 £ Settings

) Logout

@ Dashboard

# Dsenooses
Welcome to www.PhpSoftwares.com, click a module below to get started!
4 customers Enems Qitem Kits & Suppliers @ Repoits & Receivings & Employees S Gin cards o Store Config
# Localions W consignors.
J  sustcs
™ Total ltems - 2 48+ Total Customers : 1 & Total Sales : 111
&Q Total Item Kits : 0 & Total Employees : 4 B3 Total Gift Cards : 2

Piease visit 0ur wibsite 10 Jeaim i Latest IOMIton 300Ut h project You are using www PpSofwares. com Versin ([ZE)



Link / Category: Customers

Customers function is to attach each sale from the Sales Cash Register to a
Customers “Account”.
This will store Customers purchases to assist in returns or question about

a product they have purchased in the past.

Clicking on the Link “Customers™ from the Dashboard.

”m

“Customers™ Options;

Add a Customers Account
Delete a Customer
Edit a Customer

©)
©)
©)
o Import and Export Customers Database

& Welcome James Cassidy! () 10:56 am 081372016 ¥ Settings () Logout

New Customer | EMalL Excellmpori  Excel Export

It is very simple to add a Customer into BOSPOS system.
Click the Tab “New Customer” (Black and White Tab New Customer) complete the
form and left click Submit Button to complete the process.

Visit Link http://www.mybosattic.com/Employees/Training/PosTutorials/Customers.png



http://www.mybosattic.com/Employees/Training/PosTutorials/Customers.png

New Customer Add;

“Customers”™ Form (Add) BOSPOS system requires;

First Name
Last Name
Phone
Address

O O O O O

Email is optional. Please always ask for Customers Email Address.
Customer Account Number field is not a requirement to complete the form.

Customer Account Numbers will start with 4550001 and be incremental if needed.

Note: Customer Accounts and Consignor Accounts are
not the same.

See Consignor Account for more details. page so

Reminder.....
Customer Accounts functions is to link each sale from the Sales Cash Register.
This will store Customers purchases to assist in returns or question about

a product they have purchased in the past.




Intentionally left Blank



Link Category: Items

Items is where we ADD, EDIT, DELETE inventory either from a Consignor, or

Supplier.

& Wekome James Cassidy! () 1100am 03132016 Setings () Logou

g 2 loms

i A Dot ) lems

B lems

! Seath s @ Newlem |BUREG BarodeLebes | BanoeSieel Enelimpot ExelEipot NMESENSCERpOMIED
! B Litoflens tevsearh [§

Items — New Item function is to add a product into inventory that has never been in
inventory in the past.

The New Item form will display the following fields in red that must be completed,;



NEWITEM
& Welcome James Cassidy! @) 11:56am 08132016 % Settings () Loge

# New ltem

# Dashbx

fems ) Newliem

Fighds in red are required

E  ttemInformation

UPC/EAN/ISBN:
Product ID:
Item Name:
Category:
Account Type: | Store Account v
Reorder Level:

Description:

Taxable: ¥

Prices include Tax: O

Is Service item (Does not have
quantity)?:

]

[}

Allow Alt Description:

Item has Serial Number: O

hitpe/ fwnev.mybosattic.com/POS/mdex,

Browse...

= Pricing and Inventory

Cost Price (Without Tax):

Selling Price:

Close Qut:
Fixed Price v

Christmas:
Fixed Price v

Halloween:
Fixed Price v

Easter:
Fixed Price v

Fathers Day:

Fixed Price v




Promo Price:
Promo Start Date: [
Promo End Date; £

Override Default Tax: 0

UPC Code; Eleven digit number.

Product ID; Not Required

Item Name; Example MensClothing

Category; Example Mens Clothing

Account Type; a. Supplier
b. Consignor

Reorder Level; 1

Description; Mens Shirt

Taxable;  Check box ( Clothing is not Taxable) Unchecked

Prices Includes Tax; Unchecked



Service Item,; example is Delivery Service — Usually unchecked.

Allow Alternate Description; Not required - Used for Website Listing.

Item Has a Serial Number; Would not be required unless a Serial Number is needed.

Choose Avatar; Notrequired. Adding a picture of the item added into
inventory.

Quantity: 1

Cost of Price Without Tax; Required - Whole sale price

Selling price; Required - Usually 50 percent more than the Whole Sale Price.

Closeout Price; Optional

. P(lq & Welcome James Cassidy! () 11:00 am 08132016 & Seftings () Logout

@ Dashboard E \tems

3
- # Dashbozd 5 lems
B Items
Search ltems. —Select Categony/All- v| EEEE Newitem BulkEdi BarodeLabels Barco el Impor Excel Export  FESISIES S Cleanup Old lEms:

("]

HE o Lstofliems clearsearch [
*

O temid UPCERNASEN Mem Mame Category CostPrice Selling Pice: Quaniity Inventoey
il

O 404 33131311 LadiesClothing Ladies Clothing 5000 $300 1 Inventorny Edit
o
- O 405 41414140411 MensClothing Mens Clothing $150 $300 1 Inventony Edit
& O 408 51515151511 GintsClothing Girls Clothing 5000 $300 1 Inventorny Edit
= O a1 62626262621 BoysClothing Boys Clothing 5000 $300 1 Inventory Edt
% O 408 81818181811 ToysGames Toys $0.50 $100 1 Inventorn Edi
#

O 409 24242424241 Housewares House Wares $200 $400 1 Inventory Edit
-'.ﬂ

O 410 13131313131 Fumiture All Fumniture $1000 $2000 1 Inventory Edit

G



Lets continue with Items, after the product has been added into inventory
you will be able to print a barcode for the product.
This barcode will be used at the cash register when selling the product

( See Sales Page 60 ).

ITEM LAYOUT AND FIELDS

& Welcome James Cassidy! (O 01:09 pm 08/07/2016 &3 Settings () Logou

=Y
B tems
a mw
o ]

oe

350 25251 Playstation 3 ltem $50.00 $10000 -1
a

3851 25251 -2 Playstation 3 350 - 2 ftem - 2 $50.00 510000 0
N
& = 1o leam it he project on (K0
% s
']
u

The layout of each Product by Category in Item page is similar, which makes it a little
easier to learn and use.



View Item Page

& Welcome James Cassidy! () 11:00am 08132018 £ Sefiings () Logout

@& Dashboard @ \tem S

¥ o # Destiosrd ) Hems
B items
Search fiems —SECectCalegon-:‘All—v Newltem [ BullcEdil Baicode Labels  Baiode Sheel | Excelimport  Excel Export [RESSE
O temkits
& Listofltems clearsearch g
£
0 emd UPCIEANISEN e Mame Cangory CostPrice Seling Price Quantiy Inveniory
ol R
O 40 N LadiesClothing Ladies Clothing S0 $300 1 nveniony
O FRe
- 0O s 4141441 MensClothing Mens Clothing $150 §300 1 nventory
& En O 406 515551 GirlsCloihing Girls Clothing 50.00 5300 1 nveniory
B eiftcards O 4 6262626261 BoysClothing Boys Clothing 5000 $300 1 nveniory
QI; . O 408 81818181811 T % 8001 Invenion
oysGames Toys $0.50 §100 1 Vel
# L
0 4w 2042424741 Housewares House Wares 5200 300 1 nveniory
0O 0 {EIRIRIRR] Fumiture All Fumiture $10.00 S2000 1 nveniory

The Item page list all the Product (Items) by UPC, Item Name, Category, Price and
Quantity.

Each Item also has a “Inventory Link” and a “Edit Link” if you require additional
information about the product listed on the Item Page, or need to make a correction.

these links are located to far right of the product or each line Item.



Inventory Tracking Data - (Inventoryv Link

& Welcome James Cassidy! () 1250 pm 08/132016 ¥ Settings (1) Logout

Inventory Data Tracking
& c
# Desibosd ) Bems
E ltems
B tieminformation
Q fem
UPCIEANISEN: B2
F)
Item Name: BoysClothing
a Category: Boys Clothing
" s Account Type: Supplier
Iy Supplier: Bos Altic Consignment and Thift Shop (Bo Attc)
= Current Quantity:
& o Inventory to add/subtract:
# Comments:
Inventory Data Tracking Employee IniOut Qty Remarks
081112016 06:52 pm James Cassidy 1

When adding a product into inventory, you may want to change the quantity
or view who supplied / consigned the product and edit the quantity.
In the Items Page view, to the far right of the line item you will see two
Links;

a. Inventory

Selecting the Link “Inventory” will allow you to view Inventory Tracking Data.
Inventory Tracking Data - Item Information fields listed are as follow;

a. UPC Code

b. tem Name

c. Category



d. Account Type; Supplier or Consignor
e. Current Quantity
f. Inventory - Add or Subtract Quantity
g. Comments
h. Submit Button (Input your changes)
i. Employee, Date / Time
J- In/Out Qty
k. Remarks.
Note: Once you click the Submit Button, be patient it takes a few seconds

to write and save your changes into the BOSPOS system.

The BOSPOS is a smart Point of Sale Software,

In that it can remember where you left off, if the unexpected happens.

To reduce or increase the quantity use a negative number to reduce

Example -1, and to increase add 1. Left click the Submit Button to complete the
transaction.

It is recommended to add remarks anytime you make adjustments to the inventory.
Adding remarks will assist others in why changes were made.

ITEM EDIT LINK (EDIT)
The ITEM EDIT LINK allows you to revisit a product already added into inventory.

You can edit any of the fields. Select the Submit Button to complete your transaction.

Adding remarks will assist others in why changes were made.



How to Print a Barcode for an Item added into inventory.

& Welcome James Cassidy! () 01:00 pm 08072016 4% Setings () Logout

Dashboard
e & Items
ﬁ Clstomer & Dasstbosrd ) Hems
B items

Search llems éalﬁzlcamgnn'fN\—v Newliem BukEdt Barcodelabels BarcodeSheet Excellmpot ExcelExpor | Delele
Q ifemkit

B Listofltems cearseach @
X suppli

O Hem UPCIEANISEN em Name Category Cost Price: Selling Price Quanity ventory
[l Report

¥ x 5 Playstation 3 ltem $50.00 $10000
& Recaivings

v 1-2 Playstation 3350 - 2 ltem-2 $5000 $10000 ©
W Sales

Check the small “Box” next to each item by placing your mouse over the box and
Left click. This will place a check into the box. Select Barcode Label or Barcode
sheet. The Barcode Tab will not become active until after you check a box.

The bar code will display and you will have option to print barcodes as needed.

Each Barcode will display the following

o ItemID

o Price

o Item Name

o Hidden field in the barcode not viewable is the Consignor Account.



The hidden field will tell the BOSPOS the Consignor Name and Account.

Bos Attic Consignment and Thrift

i

00000000350
$10:0.00: Playstation 3

Bos Attic Consignment and Thrift

T

Co000000351
5100.00: Playstation 3 350 - 2

Barcodes will be attached to the Item and placed on the Floor for Sale.
When selling the item you will scan the barcode and the BOSPOS “Sales Module

(Category)” will process the transaction.

PRINTING BARCODES
Printing your barcodes requires a printer to be already installed into the Windows
Operating system.

The BOSPOS system is designed to locate the installed printers in Windows 7 and
above.

Printer that could be installed are;
a. Printer for Report 8.5 x 11 paper size
b. Barrel BarcodeTag Printer for Jewelry
c. Barcode Printer standard labels

Printer Setup
Printer Setup can be challenging at times. Please use your Printer device manual to
setup the printers. Each printer can be setup for different functions

i.e. Receipts, Barcodes, Jewelry Tags, etc.

Note; When accessing the BOSPOS system having the Barcode or Receipt in



View. Go to File at the top left of the web page, scroll down to “Page Setup”.

Page Setup (Webpage)
The Default Margins are as follows;

1. Orientation of Paper “Portrait”

2. Shrink to Fit Unchecked

3. Margins Left, Right, Top, Bottom Set to 000

4. Headers and Footers Set to “Empty”

5. Change Font - No change “unless you know the Font”

Don’t forget to click OK, Apply and Save if applicable. Sometimes a restart of your
computer can help if the changes are not working.

Note: Start with these setting — Make adjustments as needed. You

may need to google for additional information.

Item Search

Item Search will assist in locating a product by Category, and Name. This function
greatly speeds up the locating of an item for editing, deleting, printing barcodes
and quantity in stock. The BOSPOS is a smart Point of Sale Software,

in that it can remember where you left off, if the unexpected happens.



# Dashboard » Hems

Search ltems [Boys Clothing v

3 | List of Items

|:| Hem Id UPC/EAN/ISEN ltem Mam

O 407 62626262621 BoysClothing

Sales Please visit our w

New Item Bulk Edit Barcode Labels Barcode Sheet Excel Import Excel Export Telete

clear search [ 15 |

Cost Price Selling Price Quantity Inventory

$0.00 $3.00 1 Inventory Edit

Its important to Clear your search after you are done.

LINK CATEGORY: ITEM KITS

Item Kit is another way to enter several products that should be grouped



together and sold as a “ltem Kit”. A good example of this would be a

Living Room Suite (several pieces of furniture to be sold as one transaction).

Adding a Item Kit to inventory is similar practice as entering ltems into inventory.

& Welcome James Cassidy! () 0507 pm 08132016 4 Setfings () Logout

& & tem Kits

]
L # Dashboard ) Mem Kits
B

Search fem Kis Newllem ¥t~ Barcooe Labels  Bamode Sneet MOEEIEN Exccl Expot
O femkits

B Listofliem Kis terseath
i

I:l UPCIEANTSEN tem Kit Mame tem Kt Deseription Cost Price Selfing Pricz:

Notem ks o dispay



Here is the New Item Kit Form for adding grouped items into inventory.

.

& Welcome James Cassidy! () 0508pm 08/132016 & Setings (') Logout

e 3 New Item Kit
* EETE # Dastioard ) Memids ) NewltemKit
=
Fizids n feq are required
Q lemKits = temKit lnfo
L suppliers lem Kis are made up of 1 of more iems fo see 2 a group. Add your st em using the below field
[ Reports Add e |\
= liems added
® s Dekele e Guantiy
& Em
— UPCIEANIISEN:
B¢
% streConfg Procuct D:
7 e
ltem Kit Name:

( Logout Category:

Item Kit Description:

Prices include Tax: o

Cost Price (Without Tax):
Salling Price:

Clnsa fut

You notice the Red Arrow showing where you group several products together. The
remaining fields are the same as New Iltem Form.



Grouping Items and adding Item Kit

The product must already be in inventory in order to group them together.

See the example below;

& Welcome James Cassidy! () 05:31 pm 08/132016 £+ Setlings

@ &, Update Item Kit
w - - —
:::]
Fields in red are required
G ttem Kits £ item Kit Info
& s
g Add em: | |
a R -
E  foms added

L B | wmm o
& E @ Couch (Fumiture) 1
B e W LoveSeat (Fumiture) "
o

- @ End Table (Fumiture) 1
#

w Lamp (Fumniture) |

28 c

C
© UPC/EAN/ISBN: 15151515151

Product ID:

Item Kit Name: | LivingRoomSuite

Category: | Fumiture

Item Kit Description: od Fumnitun

Complete the Item Kit form and left click on the submit button. The
BOSPOS system will add all the items together and give you a whole sale and

retail cost.

& Wekome James Cassidy! () 05:35 pm 08132016 £ Sefings (1) Logout

& [tem Kits

#f Dashboard ) Hem Kits

A =%

Seareh fem Kis New'lem ¥t Barooe Labels Bamode Sheel WUEEIEN el Dxport
Q femKis

B listoftemis tearseath )
‘t eunnliare

|: UPCEEANASEN tem Kit Name tem Kit Destription CostPrice Selfing Price
ul e

0 sttt LiingRoomSuie Used Fumiture Sars0 $1.15000 Edi
8 FRe

Complete the processes by printing the bar code for the Item Kit.



LINK CATEGORY: SUPPLIERS

Suppliers are companies that regularly supply product to the store for sale.

The BOSPOS keep tracks of what product a Suppliers brings.

& Welcome James Cassidy! () 05:39 pm 08132016 £ Settings (! Logout

LR & Suppliers

* = # Desibosrd ) Suppliers
B Items

Search Suppliers New Supplier “E-Mall® Excellmport  Excel Export
@ tem

i Listof Suppliers
L Suppliers

I: Company Name Last Name First Name il Phone Number
Wl R

O sosAtc Consignmentand Thit Snap Aic B0 info@mybosatic com T378T-150 Edit
a re |

The most common supplier is Bos Attic. The store provides several different products

for sale.

ADDING A SUPPLIER

Adding a supplier is no different from adding a Customer. The functionality is also

similar to a Customer Account. See the Screen Shot below.

We will discuss Suppliers again in the Items Link / Category.



REPORTS

Reports will be used for administration purposes. See Administration in the

back of the manual.



LINK CATEGORY:
RECEIVINGS (Item Receiving)

& Wektome James Cassidy! () 1038 am 03142016 ) Sefngs () Logout

@ ftems Receiving B s

]
* £ Seeet Supper o Cansier (Optiona)
. | Recein Mode Rezcie V| Tjoe stgpier’ 0 consiues .
e ot aty D55 o
&
m There are no ftams n the cart ot 00
a
®
4

Visit Tutorial: Consign Items using Receiving Category (ltems Receiving)

Receivings is a quick way of Consigning Inventory. The concept is to use existing

items in The Show Item Grid (Listing of Inventory). The “Receive Mode dropdown

list” will be changed from [FEEENVERPEEFIREINE" to Consign.


http://www.mybosattic.com/Employees/Training/PosTutorials/ReceivingItems.mp4

& Welzome James Cassidy! () 1036am 03142016 ) Sefings () Logout

08
[
¥
a
i

Boys Clothing Christmas. Defivery Fumiture Girls Clothing Halloween
House Wares lems Jewelry Ladies Clathing Mens Clothing Tays
o
L] i .
& Items Receiving FEZEE)
= = Select Supples or Consigner [Oponzl)
& o {T—
P, Recsrmg o Fice Y]
= Brew st Qatly D ol
%
& There are no items in the cart Total 5000
¥

By selecting a Category in Show Item Grid (left mouse click) your will be given access
To the inventory. By selecting a product in the Category (closely

similar to the Item you are Consigning) and selecting the Consignor from the “Add

Consignor Field” you can assign a Consignors.

Jo8 & Welzome James Cassidy! () 10:38.am 0842016 § Setings () Logout
®
¥
« Back To Categories Couch End Table Fumiture All Lamp LivingRloomSue
G
LaveSeat
b
]
& Vi o
& Items Receiving YE=S
= S | Selet Sopple o Cansiger {Opfiona)
& E—— Receiing Mode Fezene_)
g tamare ot . =% o
%
& There are no items in the cart Totat 5000
¥

Each item you add to the Item Cart can be updated. You can change the price,



guantity, and description. When you are finished adding items to the cart, select the
Finish Button. The system will generate a Receive Item Receipt (RECV ###) with the

option to print barcodes for the Items in your Cart.

Fie Edit View Favortes Tools Help

. N .. = O i o 15
e ) e nybiosaie.com PO incienphp receivings 2~ ¢ |2 Command 1 505 At Cons x| 0 oy 5

3 Il Bos attic Consignment an... &) NewCart Administration L... ] Access Comections (] hitp--www.statenjus-hu_. 3R SignIn to Your Account - .. 0 Weebly - Website Creatio.. & Sentrylink @ My TurboTax® Login-Si. [0 Creste YourAd & Web Design Drop Box po... [ JemPlay Account Manager 4 Questail

& Wekeome Jomes Cassidy! () 1036 am OBHARIE @ Setings (9 Logout

Total. $200.00

IS st w21 e 3 S AL S 1 i Y ] e P S oo Vo KD




Screen Shot Adding a Consignor;

Fie Edit View Favortes Tools Help

s T — - [ESY
[ ¢ [ Tmr——— p-c 8 50s v o x AR

s Il Bos Attic Consgnment an.. &) NeuCart Administration L. ) Access Comections (] hitp--wwwstatenjus-hu— 3K Sign Into Your Account - .. (7 Weebly - Website Creatic... & Sentrytink (% My TurboTax® Login-5i. [] Create Your Ad &) Web Design Drop Bax po... [ JamPlay Account Manager 4 Guesthail
- & Welkame James Cansidyl  ©) 10:35 am DBI4Z016  © Seisgs () Logout
&
-
Couen Ena Table [m—— [re UingRoomsute
s
a
"
a Receiving Mode [Cmizn ¥
o
- There are no items in the cart
-
L LT Ly ———r
- ) -
B - IE RIS TS EEenot M Bo<mmn .

The Show Item Grid will give you access to the existing inventory. (See Screen Above)
The Item Receiving Fields are;

a. Receiving Mode

b. Add Consignor

c. Show Item Grid

d. ltem Cart

f. Total

Receiving Mode Menu
Let talk about Receiving Mode Menu.

The Receiving Mode has three options;
1. Receive (For Suppliers)
2. Return (Return a purchase)

3. Consignor (Consign an Item)



When using the Receive Items Link to consign inventory, its important to

Change the Receiving Mode Menu from “Receive” to “Consign”.

Adding Item to Cart;

.

)| it s mybosatte.com PO/ index

£ - ¢ || ) Command 1 Contralvd 484 .| Wl 8c: At Consigament and...

Faverites Teols Help

i [l Bos antic Consignment an... & NeuCart Administration .. ] Access Comactions (] htp-www.state.njus-hu— 3R Sign In to Your Account - .. [ Waebly - Wabsite Creatio.  § Sertrylink @ My TurboTax® Login - 5i. [0} Create Vour Ad 27 Wab Dasign Drop Box po... [l JamPlay Accourt Manager 4 QuestMail
& Wekome James Cassity O 1036 mOBN4Z0IG B Semngs () Legout
Couen Eni Table Furniture Al Loy LivingRoomSuise

& ltems Receiving

= coen o
Desc Usea Couen Total $200.00
P —)
ER——
o
e e s e o g e e D
il = NS N = N Fa fS"FS TR I -1

The Receive Item Receipt (RECV ###) provides the following information.
a. Consignors Name
b. Whole sale cost of each item
c. Quantity
d. Date and Time
e. Employee who added the items into inventory

f. Print Barcode Labels Button



g. Print Receipt Button

h. New Receiving Button

See Example of Receive Item Receipt.

& Welcome James Cassidy! () 10:18.am 08232016 ¥ Setings () Logout

Bos Attic

&
¥ . (s 455 RTE 36, Por Monmouth, NJ 07756
=

D ATTIC
@
'

T32-187-4150
Recevings Receipt

s l' 0B 06

'L !

B ‘Ctm\gnm (IMBELLACH) Mol Sl Cost o
il Receing ID: RECY 397 Wioe sate Lost, ceiing

Employee: James Cassidy

: ¥

tem Price Q. Disc %
® "l'g ares 409-3 $400 10000000000 0
. i R House Waes
. GirisClothing 406 -6... $300 1.0000000000 0
B (Girts Clothing

\

% Alretum poliy and any ofher store ferms and condiions.
1 i
' [N
.' RECV 397
{ B¢ v,
it
e '
| B 8
Receiving ID Barcode
‘. " ’ Print Barcodes and attach to the product

Please visit our websée f0 leam the latest information about the project. You are using www P

Although there seems to be a lot of information here. It really is not. Your eyes will
scan over the Receipt quickly over time to confirm you have processed the consignors

1CInEMReview the Consignor Tutorial at the start of Receiving ltems.




CATEGORY / LINK; SALES

Selling your product is the rewards of all the hard work to operating a

The “Sales” is where we scan the barcodes of the Consignor Item. Process the

Transaction of the Sale. Identify past purchases the customer has made.
Open and Close the Sales Cash Register, Balance and Logout

at the end of your Shift.

Returning Products
Returning products that have been sold is on a case by case basis.

Bos Attic does not offer any warranty on goods sold.
Great Customer service is to listen, provide options, escalate to (management),

and as a last resort say no to the Customer regarding their concerns or return.

How to process a sale through the “Sales” Link. From the Dashboard,
Click on the Sales Link. You will be required to enter an amount of
Monies to open the Sales register. If your are opening the Sales (Cash Register)

WAL R e ERCIN TR N[ this is especially applies to BOSPOS Training

System.



See Screen Shot of “Sales Link - Opening Amount”

& Welcome James Cassidy! () 1137 am 08232016  £# Settings  (!) Logout

Ll 1.0pening amount
B
= Please enter an opening amount fo getin the sales register

(]
3 Opening amount: | |
)
a
E Please vist our website o lzam e lalestnformation about the project. You are using weve. PhpSoftwares com Version [EIE]
&
%

#

0

After you have entered the Opening Amount of Cash, left click on “Submit”.
The BOSPOS Sales Register will now be available. Using your barcode scanner
or by selecting the “SHOW ITEM GRID”, you can left click and select an Iltem

to be added to the Sales Cart. Sales Mode default is “Sales” .

Sales Mode Options;
1. Sales
2. Return

3. Store Account

The Sale Cart will display the following information;
a. Iltem ID
b. Item Name (The Item Name is also a Link — Additional Details)

c. Stock (Quantity of Item in Inventory)



d. Price (Selling Price)
e. Quantity (How many of the Items you are selling)
f. Discount

g. Total.

Optional Select Customer Field
The Optional; “Select Customer Field” allows you to add the Customers

Name and information to the Sales Receipt. This Option also will provide
and store past purchases. This can be extremely helpful if a Customer

was to return an item purchased.

How to use Select Customer Field. Simply type the Name of the Customer, or

Account Number. If the Customer is listed in the BOSPOS Customer Database their
Name will be available. Remember this is Optional and is not required to

Complete the Sales Transaction. Left Click on their Name to apply.

ITEM TIERS:;
Item Tiers options; indicates the Item or Items are CloseOut.

Processing the Payment
Lets now take a look at the processing of monies and printing a receipt for the

Customer.

Each Item that is added to the Sales Cart the associated cost is added to;
a. Iltem — “In Cart Field”
b. Sub Total — “Sub Total Field”

c. Total — “Total Field”



Taxes are applied and added to the Total Field.

Payment Options
The Sales Module also offers the option of paying by;

1. Cash (Default)

2. Credit Card

3. Check

4. Debit Card

5. Store Account (Managers Option Only)

Finalize the Sale
After selecting / submit a payment.

The BOSPOS system will ask you to confirm the sale.

Adding Comments to Sale
The option of a adding comments to the Sale Receipt is offered.

Enter your comments, and check the Comment box below.

BOSPOS notification is provided. You must select continue to complete the Sale.

Sale Receipt
A Sales receipt is generated after every sales. The BOSPOS system uses

the default printer used by the Windows Operating System.

Note; Windows Operating system under “Devices and Printers” is where the
BOSPOS Printers are available. BOSPOS system uses the Printer “Checked —
Default”.



Printer Setup
Printer Setup can be challenging at times. Please use your Printer device manual to
setup the printers. Each printer can be setup for different functions

i.e. Receipts, Barcodes, Jewelry Tags, etc.
Note; When accessing the BOSPOS system having the Barcode or Receipt in

View. Go to File at the top left of the web page, scroll down to “Page Setup”.

Page Setup (Webpage)
The Default Margins are as follows;

1. Orientation of Paper “Portrait”

2. Shrink to Fit Unchecked

3. Margins Left, Right, Top, Bottom Set to 000

4. Headers and Footers Set to “Empty”

5. Change Font - No change “unless you know the Font”

Don’t forget to click OK, Apply and Save if applicable. Sometimes a restart of your
computer can help if the changes are not working.

Note: Start with these setting — Make adjustments as needed. You

may need to google for additional information.

Sales Receipt
The sales receipts is very important step in completing the Sale.

The Sale Receipts provides the following information;
a. Store Name
b. Date and Time of Sale
c. Customers Name (Optional)
e. Sales ID Number

f. Employee - signed in to the BOSPOS system



g. Item Name

h. Quantity

i. Cost

J. Monies Tendered

k. Type of Transaction - Credit Card, or Cash, or Debt Card
I. Terms and Conditions of the Sale “Warranty if any”

m. Sales Code for Reporting Purposes.

Please provide a Sales Receipt with every purchase.

Options:; Sale Receipt can be Emailed to customer if Email is on file.

CATEGORY / LINK CONSIGNORS
(ACCOUNT)

Consignors’ Account is simply an Account that has been created for a
Consignor who is going to sell his/her product in Bos Attic Consignment and Thrift
Store.

THEY ARE NOT CUSTOMERS - SEE CATEGORY CUSTOMERS FOR MORE
DETAILS.

How It Works - From the BOSPOS Dashboard select “Consignors”.

Your Options are;
a. New Consignor (Add Consignor)

b. Import or Export (Managers Option)



c. Edit (make changes to Consignors Account)
d. Pay (Process a Payment to a Consignor — Manager Only)
e. Delete (Delete Consignors Account — Manager Only)

f. Cleanup Old Consignors (Managers Option)

Adding a Consignors Account — Simply complete the following fields and submit.

All Fields in Red must be completed in order to submit.
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Consignors Account # and Consignor Split Fields

After completing the fields in Red (Name First and Last), you will want to check the
Account # field and Consignor Split field. Both the Account # and Consignor Split fields
information will be provided by your supervisor or Manager.

Consignors Account Contact Information
Fields that will provide Consignors Contact Information is highly recommended,
but Not mandatory for adding a New Consignor to the BOSPOS System.

Consignors Account Email Address
Asking for the Consignors Email address is extremely important. Email Address

is the primary way of communicating with the Consignor regarding Account changes,
Sales, Emailing a receipt from a purchase. Do ask for their Email Address when ever
possible.

Consignors and Customers Differences
Understand the difference between a Consignor and a Customer is

one of the most important pieces of information you will need to perform your

work at Bos Attic Consignment and Thrift Shop.

Consignors
A Consignor will be getting paid for the Items they bring into Bos Attic Consignment and

Thrift Shop.

Consignors have an Account #

Customers
A Customer is in Bos Attic Consignment and Thrift Shop purchasing Items.

Customers No Account #

Suppliers
See additional information under “SUPPLIERS”



CATEGORY / LINK GIFT CARDS

Gift Cards are useful to Bos Attic Consignment and Thrift Shop and the Customer.

Gift Cards are a great purchase, when there is some doubt in what to buy someone.
Gift Cards are great Holiday Gift, easy purchase for the Giver and can bring a New

Customer to the Shop.

How it Works From the BOSPOS Dashboard click on Gift Card. See the

below screen shot of Gift Cards.

& Welcome James Cassidy! () 12:30 pm 09/01/2016 £ Settings () Logoul

B Gift Cards

D B K B

4554551

The Gift Card Screen has the following information;
1. New Gift Card (Add a Gift Card)
2. View existing Gift Cards.

3. Edit existing Gift Cards

New Gift Card (Creating A Gift Card)
Creating a GiftCard in the BOSPOS System, you would left click “New GiftCard”.




See below Screen Shot.
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@ Dashboand # New Giftcard

w5 Mew Gmcars

nnnnnnnnnnnnn
vvvvv

CCCCCCCCCC

e x @

2 A

All fields in Red must be completed except Customer Name.

Gift Card Fields are;
a. Gift Card Number Field (Example - 455000001GC) Required
b. Value Field (Amount of the Card Example 5.00) Required

B1. If the Gift Card Value Field is 0.00, The gift card is not
activated.

B2. Activate the Gift Card by adding the Value Amount. Must be
more than 0.00

B3. Customer Name Need not be assigned to Activate Gift Card.

B4. Barcode can be printed and affixed to the Gift Card. (See
Printing Barcode).

c. Customer Name Field — Selecting the Customers Name from the
Customer Account may not be possible, if the Customer purchasing
the Gift Card is not listed in the “Category Link / Customers” Module.
Your options are;
1. Leave the Customers Name Field blank.
2. Add the Customer to BOSPOS Customers Module.

d. Click Submit to add the Gift Card.



Barcodes and Gift Card

Generating a Barcode for your Gift is card easy. Select Gift Card from the Dashboard.
Find you Gift Card by using search or scrolling through the Gift Card Name and
associated Amount.

See Screen Shot below

& Welcome James Cassidy! () 12:57 pm09/01/2016 & Seftings () Logout

New Gicard  Barcode Labels  Barcode Sheel Excel Export

Locating Your Gift Card
To use the Search Field, Type in the Customers Name, or Value(Amount), or Gift Card

Number. l.e. All Gift Cards Start with 455 and end with GC.... There are eleven
characters to a Gift Card similar to UPC barcode. Gift Card Numbers are assigned by
management. To print a barcode for your Gift Card Check the box at the far left for

your Gift Card. The Barcode Label Button will be available to left click.



Note: The Barcode Button is to the right of” New GiftCard Button”

See Screen shot below.

& Welcome James Cassidy!l @ 1257 pm 0910172016 & Settings () Logout

BarCode Label Below.

i

455000002GC
455000002GC: 525.00

Your barcode will display in a webpage. The next step would be to print
your barcode. Choose File at the top of the Web Page, scroll down to
Print, choose your printer and left click print. Affix the barcode to your

Gift Card and is ready for use.

Redeeming a Gift Card
When a gift card is presented to the cashier as payment. The cashier

will select Payment Type “Gift Card” and confirm the amount of the purchase.

By making a mental note of the purchase amount and then scanning the

Barcode on the Gift Card you will see what amount from the Gift Card was
applied towards the purchase. The BOSPOS system will automatically remember

the balance on Gift Card. The Customers Sale Receipt will also show the Gift



Card amount applied and the remaining balance for future use.

Currently there is No expiration date on BOSPOS Gift Cards.

As a courtesy the Cashier should write the remaining balance of the Gift Card on the
Front of the Gift Card.

Do Not Write on the Barcode






