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records with the same name. You may edit this field but keep in
mind that it must be kept unique. Visual Anthology will not
accept duplicate short codes.

Default: This is the profile that will be applied to all sales with
the following exceptions. If a customer is assigned to the sale -
the default profile is not used if the customer making the
purchase has a tax profile assigned via the customer file. In this
case, the system uses the profile assigned in the customer file.

Special Note: There may only be one default profile - system wide.
This means that the default profile is applied to both Cash Register
as well as Customer Order sales. You may want to review which type
of sales you do more often and set the default accordingly. If your
primary type of sale is mail-order, you may want to set the default to
the profile appropriate for mail-order sales. If your primary type of
sale is in-store then you would want this profile to be the default.

In the grid section of the screen, you should see all taxes that
have been created via the tax table screen. See Tax Table
Configuration for detailed information. In this section, you will
need to select all taxes that apply to the current profile. If you
are creating a profile and your location has a state and city tax
that need to apply to residents, then you would include both
taxes when setting up the "'resident’ profile. There are two ways
to mark a tax *'included".

1. Highlight the tax you want to include in the grid. Select the
Action | Include menu option. A check mark will appear in
the include column.

2. Highlight the tax you want to include and click inside the
Include column on the highlighted row. A check mark will
appear.

Show Included Taxes: Filters the grid to show only those taxes
that are included in the current profile. You will need to have this
turned off (unchecked) when creating a new profile. This is used
more for troubleshooting.

Non-Tax Profiles

This type of tax profile requires a slight deviation from the above
procedure. In short, we want to create a profile but not include a tax.
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This will cause Visual Anthology to omit any taxation and the sale(s)
will be recorded in the Non-tax Sales section of the X/Ztape reports.

When setting up a non-tax profile, you should never create a tax in the
Tax Tables screen with a zero (0) tax rate. If this happens, Visual
Anthology will not recognize the sale as a non-tax sale and will include
it in the Taxable Sales section of the X/Ztape report. This will be an
undesirable result as there will be no way to separate the Non-Tax
Sales from the Taxable ones.

2 Select the Taxes | Tax Profiles menu option.

? Move to the Details tab.

2 Select the New button from the Visual Anthology toolbar.
2 Enter a name for the profile (e.g. Non-Tax).

2 Move off the Name field and let Visual Anthology select the
short code.

2 Do not select (include) any taxes.

2 If this is the default tax to be used on all new sale where a
profile has not been assigned - check the default box.

2 Save the record.

Special Note: A non-tax profile is not the same as selecting (none). If
you select none in the customer file, the default tax profile will be
applied at the time of the sale for this customer. If you truly want the
customer to be non taxable, you will need to set up a non-tax profile
and assign it to the customer(s) in question.
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Credit Card options

Options here are used to define processor information and default
behavior when integrated credit card and gift card processing is used
with Visual Anthology. The credit card processing module is a separate
""add-on'"" to an existing Visual Anthology system and must be
purchased as such. Currently, only PCCharge is supported. Integrated
credit card processing offers a fast, reliable, and secure way of
collecting and processing credit card information at the time of sale.

] Options J[_D

Edernal Data | Used Eooks

Card processar  (Mone) w
Merhant number
Timecut

Capture crecit carc imormalon omine ]

F1H

Credit Cards:

2 Card Processor: Choose the name of the processor you are
going to use. Visual Anthology provides a drop down list of
supported processors.

2 Merchant Number: Enter the merchant number assigned to
you by the above processor.

2 Timeout: Tells Visual Anthology how long to wait on each
transaction for a response from the above processor. Currently
both FTP and standard Modem Dial-up are supported. As a rule
FTP is much faster and requires a far smaller time out value.
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Capture credit card information offline: This option is used
with the Offline Sale module. If checked, the credit card
information is stored on the offline computer and can be included
in the batch processing when this information is imported. If you
are not using the Offline Sales module, leave this option
unchecked. With this option checked, Visual Anthology makes no
attempt to validate the card, it only stores the card information
to be processed later.

Mask Credit Card Numbers on:

?

Merchant copy of credit card slip: This option will encrypt the
merchant's copy of the signed receipt. Some states require this
setting.

Master Files, Customers, Credit Cards: This option will
encrypt credit card numbers that are stored in the customer file.

Gift Cards:

?

Card Processor: Choose the name of the processor you are
going to use. Visual Anthology provides a drop down list of
supported processors.

User ID: Enter the User ID assigned to you by the above
processor.

Timeout: Tells Visual Anthology how long to wait on each
transaction for a response from the above processor. Currently
both FTP and standard Modem Dial-up are supported. As a rule
FTP is much faster and requires a far smaller time out value.
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General options

The General page refers to settings that are used throughout the
program. The options here could, and often do, have an affect on
many parts of the software (i.e. Cash register, Inventory, Purchase
Orders, etc.)

i3 Uptions |3@G
Esterra Lasa
Lrepal Scdrecces | DashReciser | COs || =02 | Azzoundng || WeaSore || Zuecit Carcs || LCF
TR SCTE 3|1 one i Tl coideney Geech T UTEr sy o Bhs
[« Sl user ogzr A - Cade = Ph Can nzls s
I @ Lestheme O Code O 2L ME 2 [
[ Security o Lest Merms = CFhonsrem
O Feal Ao soinl O Fhere szarck onlasthour d ats Syriacl g
=gty e shore 1anbers Sumbo paie | Lo -
O Maivieboee SRR chocking; Za e85 s ro g onions
[+ Bzl crecaunts onths th =L GLickBae  atber Soape
Shewt 1 anels by ceaul; (] CLetomer [ Staticr ¥ g2 O Alwavs O Mever @ Ask
| | Wa<zl=BM 13 Fimerny
Mack cr raingces Doirfeot 1L Picnile Pl condine: Lesrn = M RJ17 Zcredulsr a<sr Ztane
Fooomck otie D E W e nev nsenlony
ZashlRag line ery saunc E] wisb g i % arn
Irvsice line ery saund [] | Zooulabs e vath 5k sk
[ F' Hel:

? Startup screen: This drop down list allows you to select a
particular screen to be automatically loaded when the Visual
Anthology starts.

2 Skip user logon: Used in conjunction with the User file. If
checked, Visual Anthology will bypass the user name and
password logon screen. If left unchecked, Visual Anthology will
require a user name and password that matches one already
defined in the Users table. If a match cannot be found, Visual
Anthology will not start.

? Security: If this option is checked, Visual Anthology will use
security settings you defined in the Security section.

2 Explicit decimal point: Inserts a decimal point just before the
last two characters of the number. This is used to represent the
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‘cent’’ portion of a currency field. Fields that contain standard
numbers are not affected by this option.

2 US-style phone number: This option formats the value of
phone number fields to (F##H) HHH-HHHH.

2 Disable ISBN checking: When this option is not checked,
(ISBN Checking Enabled) when you add an item to the Inventory
that does not have a valid ISBN, a quick message will come up
in the top right corner of the screen saying ""Not a VValid 1ISBN".
This prevents the item from then being Fetched. It does not
prevent you from adding the item to the Inventory.

2 Recalculate discounts on the fly: When this option is
checked, the totals on the Purchasing and Receiving detalil
screens will be calculated on the fly. If it is disabled, the totals
will be calculated when the PO or RM are saved.

?  Show InfoPanels by default: Check this box if you want the
InfoPanels to be displayed when a screen opens (where
applicable). This option can be turned on and off via the Action
menu of the currently active screen. By having the InfoPanels
hidden (disabled), current individual screens may display more
information, such as more individual line items of a Purchase
Order.

? Store ID: This field is only visible if the Multi-Store Module is
installed. It is an informational field only and cannot be changed
through the Options interface. This field defines the Store ID and
is used to keep track of what transactions belong to which store.

? # of backups to save: This option limits the number of Quick
Backups to be saved and is based on date. When the threshold is
met, the oldest backup is replaced with the newest.

2 Cash Reg line entry sound: You can assign a sound to be
played each time a transaction completes.

Sales history roll-up options

Sales History Rollup is the process of updating the data displayed in
the InfoPanel's Sales Information grid. It is recommended that all
three options be selected.

2 Customer: includes customer information.
2 Station: includes the station information in the transaction.
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2 User: includes the user information. This will have no effect if
you do not have the Login Options set to on.

Currency options

To support foreign markets, Visual Anthology allows you to specify
which currency symbol, decimal, and symbol placement to use. Visual
Anthology does not calculate rates of exchange.

2 Decimal
2 Symbol
2 Symbol placement

Run Quick Backup after Ztape

You have the option to set the Quick Backup to run automatically when
you finish running the Ztape.

? Always: does not ask - the process begins automatically when
the Ztape finishes.

2 Never: the backup process will only run if you manually select it
from the Tools menu.

? Ask: after the Ztape finishes, a message box will appear asking
if you would like to run the Quick Backup.

10
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Used books options

The Used Book Module is an add-on to your existing Visual Anthology
software and must be purchased separately. If you have not
purchased this add-on, you may skip this section.

The Used Books module is used to address the specific needs of
buying, stocking, and selling used books. The options listed in this
section allow you to define default buying and selling prices as well as
whether or not to serialize the ISBN/SKU when used books are added
to the inventory.

# Options =1
General  Adcresses | Cash Register | COs | POs || Aceounting | WebStare  CreditCards | UCF

Values
[ A4d autornatically
BuUy plice a5 a percentadge of List 000
: ; When buying
Sell price as a oecentaye of List 0.00
(%) Abwrays serial ze
Default Deparment (M) v
{7 Mever gerialize
Defacll Seclion  (Mone) W {:,. Ask

(& All books
[¥] Fnahle new hionks farvweb upload by defzol )
i Used books only

Fih

Default Values

? Buy price as percentage of List: The value you
enter here will determine the price you are willing to pay
for a particular book as a percentage of the List price set
by the publisher. For example, if you were to enter 25.00
or 25% and the list price for a book was $10.00 - you

11
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would pay $2.50 for this book or 25%6 of the original list
price.

Sell price as a percentage of List: Basically the same
as the ""Buy Price" except this is the price you are selling
the book. Using the same example, our book lists for
$10.00 - if we enter a value of 65.00 or 65%b, we would be
selling the book for $6.50 or 65%6 of the original list price.

Special Note: Remember as with all default values you can
change them at the time of purchase or sale without
affecting these default values.

Default Department: Allows you to assign the default
department, if any, that used book acquisitions should be
assigned to. For example, you may have a department
called "'Used Books' to keep them separate from the New
books in the inventory. If the item already exists in the
iInventory the current department, section will be used.

Default Section: Allows you to assign the default
section, if any, that used book acquisitions should be
assigned to. If the item already exists in the inventory the
current department, section will be used.

Add Automatically: If the SKU entered while buying
books is found in your inventory or in the external
database of books, Visual Anthology will create the record
automatically based on the rules you set in the ""When
Buying'* section. If left unchecked - shows the Inventory
form for adding/editing.

Enable new books for web upload by default: If you
are uploading your inventory to a web page such as
Anthology WebStore or Amazon.com (used books only) -
you can set the default behavior when adding new
Inventory records to automatically enable them for web
upload. Remember this applies to two areas of your
Inventory — those books marked as “‘used’” and new books
(All Books).

? All Books - If selected, all new inventory records
will be enabled web uploads by default. You would
need to edit each record individually on the inventory
details page to exclude them from upload.
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? Used Books Only - if selected, all new inventory
records for used books would be enabled for web
uploads by default. You would need to edit each
record individually on the inventory details page to
exclude them from upload. If selected, ONLY books
marked as “used’” will be enabled. All other new
records will be EXCLUDED by default. 1t is far better
to select all books if:

1. You are using Anthology WebStore as your primary
site for sales of either type of book — new or used.

2. You are sending both new and used books to these
third party sites.

Ask - The system can be set to ask you each time a used book
purchase is made. This is the slowest method but allows you to decide

on a purchase by purchase basis.

13



Revised Manual

External data options

Before we begin, it should be noted that this option will require a
subscription to one of the supported Databases Of Books (DBOB).
Currently, Visual Anthology only supports Title Source® (32bit
version), Ingram BIP®, and Companion®. You must have one of these
DBOB installed on your system prior to setting up this section.

The External Data page is used to define the location of the DBOB you
will be accessing and any default values you may want to establish.
This setup supports both the Fetch and Quick Inventory Add (QIA)
functions provided by Visual Anthology.

rﬂﬂptiﬁm g@|

General  Adcresses || Cash Register  COs | POz | Accounting | WebStore | CreditCards | UCF

Edemal Dala | Used Eooks
Fetchl Internet StockCheck

External inventory SOUCe  iflonel HEY DS

) - Ingram paseword
External invertory path - et

Ingram ship id
Add automstically [] . :
Bowker acct id
Default walucs

Fowker password

JEEUT DstiinLior | (None) W
Default Depatmant | fuone) w Baker acct id
Default Sacton | (uone) ~ Baker passyword
Dafault viedia | fone) e Baker chip id

Ard as needed

Pubishers [ Sections [] Dejamments [] media []

Fi4 ]

Fetch!

As mentioned above, this section defines the location of the DBOB that
will be used to supplement your inventory file.

14
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External inventory source: Select the DBOB you are
connecting to from the drop down list. Remember you will need
to subscribe to that DBOB to begin using it.

External inventory path: You can type in the path to the DBOB
or use the Ellipsis button to the right of the edit box and select
the location from a standard dialog screen. Remember that the
location of the DBOB does not have to be on the same PC that
Visual Anthology is installed on. This data may accessed directly
from the CD ROM the vendor provided. The only requirement is
that it accessible on the network.

Special Note: In the case of Companion setup this field will contain
an IP address (i.e. 192.168.255.255) which is an address used by
TCP/IP networks that points to the computer that is running the
Companion Server. When mapping to a TitleSource CD, you need
only supply the drive letter of the CD drive. Your remote computers
will need to be mapped to this drive.

Add automatically: This option, if selected, will disable the
prompt when adding a new book. You will not have the
opportunity edit the default values before posting the title to
your inventory.

Default Values

Default values are used for all new records added through the Fetch
module. If you have the Add Automatically option turned off
(unchecked), you can change these values for each imported book
without affecting the values you enter here.

?

Default Vendor: Select the vendor you want to set as the
default from the drop down list. The list is populated with the
data from your Vendor file. This information will need to be
entered prior to selection.

Default Department: Select the Department you want to set as
the default from the drop down list. The list is populated with the
data from your Departments file. This information will need to be
entered prior to selection.

Default Section: Select the Section you want to set as the
default from the drop down list. The list is populated with the
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data from your Sections file. This information will need to be
entered prior to selection.

2 Default Media: Select the Media you want to set as the default
from the drop down list. The list is populated with the data from
your Media file. This information will need to be entered prior to

selection.
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Book Fair Overview

The Book Fair module is designed to accommodate the sale of books
that are being sent to another location. It is through this interface that
you create the list of books that will go to the new location. You can
also track book fair progress, including what has been sent out, what
has sold, and what has been returned to the store.

The screen example below shows the field descriptions for both the
Header and Details tabs. The List tab is covered in a general
discussion in the Understanding List Pages section.

Bl Hoek Fairs # 0000002 Filter: Status = Uratt, Open ., History ==l
List || Header | Details
EF 2 0000002 Customer MLTON, DOHNA Fax peatiie [Non-Resient 77 v
Degnsd oo Organization Lone Rosd High School Discount 300 b
Slalus eEn Chesked ot 10042002 Clerk Shipvia (Mane) -
Cresled 100142002 Last updated 104402002 Tenms DIUE CN RECEIPT w
Stert das | 4/ () Custome PO Packing =ip print=d | £ !
Endae |/ / (] G Cakuiste exensions besed on Sold Invole printsd | f
Cancelled | [/ {7 Calculale exentions bezed on Send Zancel notize print=d | !
Eilling &ddress Fairaddress
Address 105 Hellowsice Road 105 Haloraysics Rosd
kv | reasnmech Treannich
Staka By Pastal Code 0E270 B Postal Coda 0270
Courmry (US4, USA
Attn
Flotes
Drozusnernd EI Irberral l:J
F1 Help [F3TekeTenders | [ “d4pewBF | | F4 Weidd |
[ Fitfid ][ Fl2Pat | 4

This information is common to both the Header and Detall pages:

2 BF#: Displays the Book Fair number. This number is
automatically generated by Visual Anthology when a new Book
Fair is created.

2 Deposit: Displays the dollar amount of deposit, if any has been
applied to the Book Fair.
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Status: Displays the current status of the Book Fair. Visual
Anthology automatically updates this field.

Created: Displays the date the Book Fair was created in Visual
Anthology.

Customer: Displays the name of the consignee responsible for
the Book Fair. This information is contained in the Customer file.

Organization: Displays the organization name assigned to the
customer (if any). Visual Anthology automatically populates this
field if data to support it exists in the customer file.

Checked Out: This is calculated automatically when the Book
Fair is checked out.

Clerk: This field will be filled in automatically by Visual
Anthology if the logon is required, via the Options screen <<See
Options=>=. If not available, this field will be left blank.

Last Updated: This date is updated automatically when items
are checked in. This may also be the result of multiple check ins.

Tax Profile: This field is populated from the customer file. If the
currently selected customer has a profile assigned, Visual
Anthology will display that information. This field may be edited
to accommodate local tax laws.

Disc. Sched: This field is populated from the Customer file. If
the selected customer has a discount schedule assigned, Visual
Anthology will display that information.

Ship Via: This allows you to select a ship method.

Terms: This field is populated from the customer file. If the
currently selected customer has terms assigned, Visual
Anthology will display that information.

This information is unigque to the Header page. The Header page
displays information that generally applies to the Book Fair as a whole.

18

Start Date: Used to track the date the Book Fair will begin. This
IS not the same as creation date or checked out date.

End Date: Used with the Start Date to track the date the Book
Fair will close.
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Customer Purchase Order: If required, this field will allow you
to track the Book Fair with a purchase order number supplied by
the customer.

Canceled: Calculated by the system, this field records the date
a Book Fair was canceled (voided).

Calculate Extensions Based on Sold: Selecting this option wiill
cause Visual Anthology to calculate the value of the Book Fair as
items are checked in as being sold.

Calculate Extensions Based on Send: Selecting this option
will cause Visual Anthology to calculate the value of the Book
Fair based on the total being sent.

Packing Slip Printed: Calculated by the system, this field
displays the date a packing list was printed for the Book Fair.

Invoice Printed: Calculated by the system, this field displays
the date a sale invoice was printed for the Book Fair.

Cancel Notice Printed: Calculated by the system, this field
records the date a cancel notice was printed for the Book Fair.

Billing Address: This is the billing address from the customer
file.

Fair Address: This is the shipping address from the customer
file.

Document: This note field is visible on the printed documents.

Internal: This note field is not visible on the printed documents.
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M Bosk Lairs = BO00002 Fikter: Status = Draft, Open. History BEE
Lict || Header | Detalls Partisl Heacer Secton
EF 2 0000002 | Custmer MLTON, DONNA = T prile | Non-Resdert =l
Depnst 000 Oroganization  Long Rosd High Schaol ' [ Digcount 30 "v].
Stalus Open | Crecked ot 10442002 | Clert | Shipvia | (NOME) ]
Cresled 10442002 | Lastupcated 10142002 | Temns DUE CNRECEPT [«
_|Tvoe| 15BN/ SKU Title / Description UOM Send_0ut OnSitz_Sold R Fa
| #|Sale |012C646204 [Rinlagy - Visualizing Lifs EA 4 =1
| |Sale |0)20650264 |United 3taes: Changs And Challenge E& 5 -] 1
Sale |DIEC01 2212 | Geography Clab EM 200 14 i
Gale (03224065278 (Cop Or The Beal : Officer Stevan Mayfield In Mewy *'ork City| EA 3 4 H
Sale 0371535218 Ghost That Followead Us Home Ea 3 Z 1]
Sale 0312543602 Mysteries Of The Lost And Hidder Treasure EA 5 5 H
Sale |139z57T090(Spescklass In Mew Yors : Going To New York EA 5 5 |5" S 3_
Sale (05311683806 Energy Prcjects For Young Scient sts EA 5 3 \—,—l—l ]
[ | I 1=l
%1 i | E
SEH £ 5k LIoM Cut 0.0
DOIDE4E254 (i) B[] 000
Bioiogy | Visuslizing Life 0.00
[ laowy st books [ Doty checking
F2 Lookun F3 Take Tenders: =4 Mews BF FS ey Line
| F&FindLine | [ F3 Wi J 10 Save [ F11 Print ] | Fi2 Post | y
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User defined field options

User Defined Fields (UDF) are empty storage fields that you provide
the labels. These UDFs provide a means of tracking data that may be
very specific to your needs, such as customer's birth dates or whether
or not to include them on a Christmas card list. Three fields are
available for each of the following screens: Inventory, Customers, and
Vendors. They may contain a variety of data including dates, numbers,
and characters. These fields are displayed on the Detail page of the
corresponding Inventory, Customer, and Vendor screens. The
information you provide here will become the label that is displayed on
those screen. For example, the UDF 1 for the inventory section shows
"Best Seller's List" - if you look at the Detail page of the inventory
screen you will see a UDF with that label.

(s e -

M Options =Jl8
Edernal Data | Used Books
General | Adcresses || Cash Register || COs || FOz || Accounting | WebStore | CreditCards _}' CF |

Invenbory Customers

Usaraeined neic 1 Best salisrs LIS Lserdetinedmneld 1 User defined feld 1
Ugerdefined fielc 2 |Uscr dofined ficld 2 Lzserdefinedfield 2 User definec feld 2
Lsardefined figlel 3 |1 krr defred field 3 I_ger definedfield 3  User defined feld 3

Yerndors
User cefined field 1 User defined field 1
Uger cefined fiald 2 |User defined ficld 2

User cefined field 3 User defined fisld 3

F1H

Setup for this feature involves only one step. Assigning a name to the
display label edit box.

2 Locate the field you want to use: Inventory, Customer, or
Vendor fields.
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2 Replace the text ""User Defined Field 1'* with the new label text
(e.g. Replace User Defined Field 1 with Birthday).

2 Save your changes.

When you next access the General page of the corresponding screen,
you will see the new field "'Birthday'" has been added.

22
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Address options

The address fields on this screen are used to populate pages and
reports throughout Visual Anthology where your store address or
billing and shipping information is needed. As a general rule, the store
information is used on receipts and invoices that will be given to your
customers. Billing and shipping address are displayed on Purchase
Orders, Return Memos, and similar printed documents.

" p— - |
#Options =)0
Edernal Data | Used Eooks
General '\dEFDL_JDG Cash Register || COs || FOz || Accounting | WebStare | CreditCards || UCF
Slure | Hilnng | Ship
Stoe name  Your Store Harre Postal / Zip 123451234
Addresst 100 Anvstrest Caountry
AddressZ PO Box 1 Fhone (0001555-1212 |
City | Antaven Fax |(mO0ySS5-1212 |x
Stzte na Erriail
—__ FiHeo |
Store tab

This tab displays the physical location of the store and your mailing
address. The information is used to populate receipts and invoice type
documents for your customers.

Billing tab

This tab may display the same information as the Store tab. Itis
repeated here since this is the information that will populate Purchase
Orders, etc., where a billing address is called for. Because this

information may be different, when needed, it will be pulled from these
fields.
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Shipping tab

This tab may display the same information as the Store tab. Itis
repeated here since this is the information that will populate Purchase
Orders, etc., where a shipping address is called for. Because this
information may be different, when needed, it will be pulled from these
fields.

Special Note: The contact field on the Billing and Shipping
addresses is the same as an (ATTN TO) in the mailing address. This
field may be omitted if you do not direct mail from within your
company.
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Options Overview

Visual Anthology uses the Options screen, found on the Tools | Options
menu to define the default behaviors of the software and to setup the
reoccurring data used throughout the program. For instance, the
address information recorded here on the ""Addresses'" page will be
used on all printed documents where the store address is appropriate -
such as Purchase Orders or Invoices.

The tab pages separate the information according to where it is to be
used in the program.

Many of these settings are used to set default behaviors of particular
screens. In most cases, these default behaviors may be changed at
the screen level without affecting the Option Screen settings. For
instance, on the Options | Customer Order tab, you may set the
default behavior for newly created Customer Orders to not allow
backorders. This option, *'"No Backorders', is also available at the
Customer Order screen level. Changing this option for an individual
Customer Order will not affect the setting in the Options Screen. This
is true for all options set via the Options screen.
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Creating Multi-tier Discount Schedules

Multi-tier discounts are used to define discounts where the amount of
discount varies depending on either how much someone spends or
how many items they purchase. For example, you could define a
dollars based discount where purchases greater than $50 receive a
1026 discount. In addition, purchases greater than $150 receive a 1526
discount. Customers that have this discount assigned in their customer
file will be eligible for the discount.

For the purpose of this example, we'll create a dollar based discount
with two levels at 100 and 200 dollars.

Select the Master Files | Customer Discount Schedule menu option.
Select F4 New from the Visual Anthology button bar.

In the Name field, enter ""General’* and press Enter.

MW NP

The short code is populated for you. However, you may modify
this value to suit your needs. Remember that this field needs to
be unique. Press Enter.

5. Because we said this is based on the amount of purchase, we
will select the $ option from the Type pull down list. If we had
wanted this based on quantity we would have chosen QTY.

6. We want this based on the total purchase so we wiill leave Line basis unchec
the entire transaction and then apply the discount. If Line basis were check
of the transaction and apply the discount to those lines where the criteria ha

7. Click the F5 New Line button on the button bar. This will prepare the screent
levels.

8. In the Dollar field, type in "*100.00" and press Enter. This will be the first dol
discount will be granted.

9. In the Percent field, type ""10.00" and press Enter. This will be the amount ¢

10. Now click the Enter button to accept the changes. The cursor is now in
to be entered.

11. Type in "'200.00"" and press Enter. This will be the second dollar amoun
be granted.

12. In the Percent field, type ""'20.00" and press Enter. This will be the am

13. Click on the Enter button to accept the changes. The cursor is now in ti

point to be entered.
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14. If you are done entering levels, click on the Save button located on the
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Creating Single Tier Discount Schedules

Single tier discounts are used to define discounts where the amount of
discount will not vary depending on either how much someone spends
or how many items they purchase. The discount is based on a single
purchase amount (units or dollars). Once this threshold is reached, the
discount will be applied. This type of discount is usually used to create
general discounts of a set amount. For example, you may create a
discount called 1026 that grants a ten percent discount on sales
greater than 1 cent. You could assign this to customers on the fly as a
one time discount, or assign it via the customer record so every sale
for this customer will get the discount.

Let's create a single level discount for a preferred customer and set
the threshold to 1 cent. This means that every sale will qualify
customers that have been assigned this discount.

Select the Master Files | Customer Discount Schedule menu option.
Select F4 New from the Visual Anthology button bar.
In the Name field, enter "'Preferred' and press Enter.

WP

The short code is populated for you. However, you may modify
this value to suit your needs. Remember that this field needs to
be unique. Press Enter.

5. Because we said this is based on the amount of purchase, we
will select the $ option form the Type pull down list.

6. We want this based on the total purchase so we leave Line
basis unchecked.

7. Click the F5 New Line button. This prepares the grid to accept
the criteria for the discount.

8. In the Dollar field, type in "'0.01" and press Enter. This will be the dollar amc
discount will be granted. Notice the amount is 1 cent. This means virtually all

for a discount.

9. In the Percent field type ""10.00" and press Enter. This will be the amount of

10. Click on the Enter button to accept the changes. If you are done enteri

on the Visual Anthology tool bar.
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Customer Discounts Overview

The basic concept of Customer Discount Schedules is to provide
generalized discounting to cover a broad base of customers. For
example, you may want to provide a “Student’ discount to students
from an area college - giving them a 15%b6 discount on all merchandise
they purchase. You would create a record in the Customer Discount
Schedule screen called “Student’” and assign a threshold of 1 cent and
a 15%b discount. This discount can be assigned to many different
customers via the Customer screen or applied at the time of the sale
by selecting the desired discount from the "‘discount’’ drop dowvn list.
The key is to make the discounts so they could apply to a large
number of customers. You can also create truly generic discounts such
as 10%o, 20%%0, etc. These may also be applied to individual customers
or at the time of sale.

Special Note: Remember, to have a discount automatically applied,
you need to have a customer chosen at the time of sale and have
that customer assigned a Customer Discount Schedule in their
customer record.
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M Customer Discount Schedules

mE]

I
j "
List | Details
Mame |[[i0%
Short code 10% Inactive
[1Use discount schedules associated with Departments
Type | Gty w Line basis  []
Qty i~
W 1 :
= Clity 1
M Percent 10.000
— ..v
[ F1 Help i | Fi Rewy | [ F& Mew Ling | [ F7Deleteline |
| F3Delsts record |
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Name: Used to apply a ""User Friendly'* name to the discount
schedule, such as 10%6 or Preferred.

Short Code: Displays the short code that has been assigned to
the current discount schedule.

Inactive: Indicates whether the current record is active or
inactive.

Use discount schedules associated with departments:
Type: Used to determine if the accumulator used is dollars ($)

or Qty.

Line Basis: Used to determine if the criteria you define here
should apply to the entire sale or to an individual line.

Qty/Dollars: This field is labeled according to which type is
selected. If you have chosen $, the label will be Dollars, if Qty,
then it will be labeled Qty. This field sets the lowest limit that
must be reached before the discount percent is applied.

Percent: This field displays the discount percent you are giving
to the customer.



Setup and Configuration

2 Enter: Accepts the information for the new record and adds it to
the Detail Grid.

Customer Discounts are defined using the Customer Discount Schedule
screen and assigned to individual customers via the customer screen.
These discounts apply to all purchases for a given customer - provided
the threshold is met. There are two basic types of discounts that may
be created: single tier and multi-tier.

Single Tier Discount

I want to give a flat discount of 1096 on all purchases. This discount is
not dependent on a minimum quantity or dollar amount purchased.
See the topic Creating Single Tier Discount Schedules.

Multi-tier Discount

Multi-tier Discounts allow you to assign different discounts at different
break points. For example, a single discount schedule could give a
10%6 discount for purchases of more than $50 and 30%6 for purchases
greater than $200. This is explained in detail in the topic Creating
Multi-tier Discount Schedules. Because these discounts require that a
level, either dollars or quantity be reached before a discount is applied
, the system needs to know how to accumulate the totals. There are
two ways for Visual Anthology to accumulate these totals. To make
this discussion easier, let's assume we are creating a Sale Discount for
our Book department.

1. Line Basis Un-checked: By leaving this option
unchecked, Visual Anthology uses the overall
purchases from within the Book department to
determine if a level has been reached. For example,
let”’s say your customer needs to purchase $50 worth
of books to receive a 1026 discount. They purchase 5
different books at $12 each. This discount would
total all the line items from the Book department and
grant the discount of 1026. The total of all
merchandise sold from the Book department is
greater than $50 but less than $200.
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?

2. Line Basis Checked: By checking this option, Visual
Anthology uses the current line item to determine if
a level has been reached. Let’s use the same
example. Your customer needs to purchase $50
worth of books to receive a 1026 discount. They
purchase 5 different books at $12 each. This
discount would evaluate each line item to determine
if it had reached the $50 threshold. In this case no
discount would be granted because each line's value
is only $12. However, if they had purchased a single
book worth $59.95, that line would receive a 10%6
discount. It has met or exceeded the threshold.

Multi-tier basically this is a Customer Discount Schedule that has
multiple thresholds (levels) that will offer different levels of
discount off the purchase price. These may be based on either
the total purchase or on a line-by-line basis.

Flat is a Customer Discount Schedule with a single threshold.
Once this level is met the discount is applied. This too may be
based on the total sale or on a line-by-line basis.

Within each Customer Discount Schedule you may choose to have the
thresholds evaluated in dollars or Qty (units) and this may be on a
line-by-line or total basis.

32
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Dollars- This is the dollar value of the sale and is represented by
the $ sign.

Qty- This is the number of items being purchased.

Special Note: Values are set for the first value that must be reached
before the discount will be applied (e.g. If you set the unit value to 5 -
and do not select the "line basis" option). A customer assigned this
discount would need to purchase at least 5 items to qualify for the
discount).
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Setting Up Users
Special Printing Options

This section is used to setup label printing. It is important to note that
this setup is required for each individual station where label printing is
desired.

There are Three types of label print jobs that may be assigned:
Customer Labels, Inventory Labels, and VVendor Labels. You may
assign any combination of print options to any individual station. For
example, you may have a specific computer (station) where you do
your receiving. In such a situation, you may want to setup Inventory
Label Printing for this station only. Conversely, you may want
Inventory Label Printing for all stations on your network. Either option
is available.

The output for these labels depends on the printing devise being used.
Visual Anthology provides a drop down list of the currently supported
printing devises.

2 Windows Printer - LaserJet, InkJet, etc. Sending the print job to
this type of printer causes the labels to be printed three across.
The labels will be sorted first across the page and then down.

2 Dymo Label Printer - Requires a Dymo printer be installed on the
system. Labels are printed in single column and are sorted
ascending (A to 2).

2 Barcode Blaster - Requires a Barcode Blaster printer be installed
on the system. Labels are printed in single column and are
sorted ascending (A to Z).

2 Advantage- Requires a Blaster Advantage printer to be installed
on the system. Labels are printed in single column and are
sorted ascending (A to 2).

Special Note:Special setup is required for Barcode Blasters and
Blaster Advantage printers. The driver that ships with these printers
does not always support the formatting options provided by Visual
Anthology. Please follow the Blaster and Blaster Advantage setup
instructions listed below.
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Basic Setup

1.
2.

W

©

Select the Master Files | Stations menu option.

Move to the List Page and select the station you want to setup
with special printing options.

Move to the Printing Page.
Select the F5 New Line button on the button bar.

. Click on the down arrow of the Print Job Type drop down list and

select the type of print job you want setup on this station.

. Click on the Ellipsis button next to the Printer Name box. This

will open a standard Windowvs dialog box allowing you to select
from the installed printers on your system. (Barcode Blasters
choose Generic/Text Only)

Special Note: If the printer you are trying to assign is located on a
different computer on your network - use the "Network..." button to
create a map to the network printer. If you have already mapped to
the printer through the Windows interface, that printer will appear in
the Name drop down list.

Select the type of printer from the drop down list.
Click the Enter line button to add the item to the display grid.

. Press the F10 to save your changes.
10.

Repeat steps 4-9 to add additional printing options.

Setting Up Label Printing with Barcode Blasters

Visual Anthology does not use the driver provided by Cognitive for the
Blasters. Instead information is sent to the printer as text. Visual
Anthology uses the Generic/Text Only printer driver to interpret this
information. This driver is provided by Windows (All versions). You will
need to install a Generic/Text Only printer on your system to provide
access to the Blaster from the Visual Anthology print screen.

1.
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Using the Windowvs interface, install a new local printer on the
station where the Blaster is to be attached.
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. During the installation, you should choose *‘Generic/Text Only™

printer.

. Select the printer port the Blaster is attached to, either LPT1: or

LPT2:. All Anthology Turnkey systems ship with both these ports
installed. You may need to check with the manufacturer to
determine if your system has both.

It is recommended that you choose the default name
(Generic/Text Only) when asked to enter the name for the
printer (display name). You may change this name but
remember the name must contain the string ""Text Only*'. For
example, you could name it - Blaster Text Only.

Once the Generic/Text Only printer is installed on your system
you may proceed to the Basic Setup.

Setting Up Label Printing with the Blaster Advantage-

There are additional setup notes and driver available from Anthology
tech support

Setting Up Label Printing with Dymo Printers

1.

Using the Windows
interface, install your
Dymo printer as per the
Dymo install instructions.

. InVisual Anthology, select

the Master Files | Station
menu option.

. In the Station screen,

select the Printing tab.

Click the F5 New Line
button to add a new
printing label setup.

. In the field Print Job Type,

select ""Customer Label" -
this is the only type of
label supported in Visual
Anthology for the Dymo
printer.

. In the Printer Name field
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use the Ellipsis button B
to locate your Dymo
printer from the list of
installed printers.

7. In the Printer Type field,
select the Dymo Label
Printer option.

Special Note: You will need to have the file CustLabel.lwl in your
Anthology | Reports directory before this formatting will be
functional. This file is part of the standard Visual Anthology install
and upgrade process but could have been damaged or missing.
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Tax Information Overview

Visual Anthology uses both Tax Tables and Tax Profiles together to
create a model for collecting taxes. Tax laws vary from state-to-state
and even within jurisdictions of the same state. Your area may have
established taxes for state sales tax along with any additional city or
county sales tax. These taxes may apply to all Inventory items or may
exclude some items from taxation. Your tax laws may exclude some
people groups such as clergy. You will need to have an understanding
of the sales tax laws in your area and how they are applied.

Tax Tables

Taxes, by definition, are the monies collected by the retailer at the
time of sale and paid to the requesting entity; in most cases to state
and local governments which establish these taxes and define their
criteria. Visual Anthology allows you to store and maintain this tax
information in the Tax Table master file.
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List Page
Information on this area is outlined in Understanding List Pages topic.

Header Section
2 Name: Displays the ""User Friendly' name for the current tax.
2 Short Code: Displays the short code that has been assigned to
the current tax.
2 Inactive: ldentifies the Profile as either Active or Inactive.

Detall Section

? Format: At this time standard is the only option. This field wiill
be used in future releases for overseas users.
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2 Rate: Is the amount of tax to be applied. The format for this
field is 6.000 = 626 or 6.25 = 6.25%0.

2 Minimum: Is used where a minimum sale amount must be
reached before tax is applied. If you are located in one of these
areas you would enter that amount here. For standard tax
setups, enter 0.00

? Sequence of application: Some areas require that additional
taxes be applied to sale after the sales tax has be added in. For
example, a sequence of application of 1 instructs Visual
Anthology to calculate and add this tax after all taxes with a
sequence of O (zero) have been applied.

2 Account name in Accounting: This option works the
QuickBooks Accounting Links add-on module. The drop down list
is defined in the Options screen. See section on Accounting
Options for detailed information.

2 Round Up?: This forces the tax to be rounded to the nearest
whole cent. For example, if the tax for a given sale were
calculated at $1.625 - round up would cause it to round to
$1.63.

?  Tax shipping?: Some areas require that shipping charges be
taxed. To include shipping as a taxable sale item you should
have this option checked.

2 VAT Tax: Value Added Tax generally not applicable for US
customers

2 Trade Credits are Tax Exempt:

Tax Profiles

Tax profiles define people groups and allow you to assign taxes from
the Tax Table to these groups. In most cases you would have a single
default group for the bulk of your customers, such as "Resident". This
group or Profile would be assigned all taxes applicable to a resident of
your state/province. You could also have a Tax Profile for people who
are not charged tax, such as clergy. In this case, you would have a
Tax Profile defined called Non Tax and not assign any taxes from the
Tax Table master file.
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P =]
9 Tax Profiles g@
MNatme Resident
Short code RESID It active
Lizt | Details Header Section
Default
Mame Format Fate Sequence |{ncluded
Sales Tax Standard [ g.o00 e Tl i it nasnnnwirnn ww s
Shows all Taxes defined inthe Tax
Table screen. Allows vou to zelect
which taxes shauld be included imthe
currert Profile.
) Button Bar
|:| Show included taxes anly
[ F1 Help | [ F4 Mew |
[ F2 Delete record |

List Page
Information on this area is outlined in Understanding List Pages topic.

Header Section
? Name: Displays the "'user friendly'" name for the current tax
profile.

2 Short Code: Displays the short code that has been assign to the
current tax profile.

2 Inactive: ldentifies the Profile as either Active or Inactive.

Details Page

? Default: This option flags the current tax profile as the system
default to be used when no customer is selected or if the
selected customer does not have a profile assigned via the
Customer master record. If a customer is assigned to the sale -
the default profile is not used if the customer making the
purchase already has a tax profile assigned via the customer file.
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In this case the system uses the profile assigned in the customer

file.
Show included taxes only: Filters the grid to display only
those taxes which are included in the current Tax Profile.
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Users with Security

This section defines how to setup users with security. The security
option gives you the means to allow or restrict access to various parts
of Visual Anthology by applying Privileges. Privileges may be assigned
on an individual basis or by using templates. For a complete discussion
on creating and implementing Templates see topic User Templates.

This section defines the necessary steps to create a user file with
security without using templates.

42

. Open the User screen by selecting the Master Files | Users menu

option.

. Make sure the option ""Users" is selected. This option is located

at the bottom of the screen above the button bar.

. Click the F4 New button at the bottom of the screen to create a

new record.

. The cursor should be positioned in the Name field of the Details

page. If not, move to this field.

. Enter the name you want to assign to this user. This should be

an individual”s name (e.g. Jon Smith). This is the display name
when a user is logging in to the system. These should be kept
unigque so as not to add confusion to the process.

. In the Short Code field, enter a unique short description of the

user. You are allowed ten characters. For example John Smith
could be JOHNSMITH if you have a second user named John
Smith you could enter JOHNSMITHZ2.

. The Password field stores the user’s password. There is no

password checking so be sure of what you are typing in this
field.

. Supervisor option: This is used only with the security option.

Only users with the supervisor option checked are allowed to edit
the privileges of another user. Also, supervisors have the option
to override the lockout screen that appears when a user tries to
access a part of the program they don’t have permission to be
in.
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9. Default view: This option sets the default view for this user to be
the same as the default view assigned by the system. See the
Tutorial on Maintaining Visual Anthology | Introduction to
Maintain Views for detailed information.

10. Clear Settings: This option will re-set all previous form
positions, sizes, and preferences for the User in question.

Adding Privileges Without Templates

To add User privileges without using a template, the following steps
must be completed for each new user.

1. Move to the Privileges page.

2. In the tree view window, expand the folder you want to give
privileges to. For example, if you want to grant privileges to the
sales modules — expand the sales folder.

3. With the Sales folder expanded, you will see all the options for
that area of the program. Options on the left are both read and
write unless the additional option of Edit is present on the right.

4. Select the options you will be giving the user.

5. Save your changes.

Adding Privileges With Templates

Templates make adding new users much faster and more accurate
than when entered on an individual basis. You can assign a basic set of
default privileges to be applied to everyone and modify as necessary.
Howvever, the template will need to be created before it can be used.
Refer to the topic User Templates for complete instructions. The
following steps must be completed for each new user you add.

1. Move to the Privileges page.

2. In the drop down list labeled Templates click the down arrow to
right of the box. This will provide a list of available templates.
Select the template you want to apply.

3. Click the Apply button.
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4. The tree view will be populated with the options that were
selected when the template was created.

5. You may edit the privileges for this user without affecting the
template that was used to create it. User’s security levels are
not updated when subsequent changes are made to the
template they are based on.
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User Templates

Templates are used to create generic, default settings for people
groups that will have specific security options assigned. For example,
you could have a template for Sales Clerks and another for Managers.
You could create templates based on levels of security and assign
names such as Level One, Level Two, etc. You can define the default
permissions for each and use them to quickly and accurately add new
people to the user list. Each individual user’s record may be edited
without affecting the template they were created from.

We'll begin by creating a default template for Sales Clerks and set the
permission levels for that user type.

1. Open the User screen by selecting the Master Files | Users menu
option.

2. Choose the radio button labeled Templates located near the
bottom portion of the screen. The screen will remain basically
the same In appearance as it is when defining a user.

3. Move to the Details tab and click on the New button.

4. In the Name field, enter the description for this people group
(e.g. Sales Clerk).

5. The Short Code is the description that will display on reports and
in the grids of other screen throughout Visual Anthology.
Remember this field must be unique or the system wiill reject the
entry.

6. Move to the Privileges tab.

7. The drop down list labeled Template™ lets you create a template
based on an existing template. This will be covered in the next
section. For nowy, just leave it blank.

Setting Permissions

Before you actually begin to assign permissions, you may want to give
some thought as to what tasks you want each template to carry out.
The permission list is designed to mimic the Visual Anthology menu
bar.
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There are two basic types of permissions:

2 Read - Grants the user permission to view the information
contained in the record but not to make changes or add
New ones.

2 Edit - Should not be assigned unless read permission is
given. Allows the user to view and edit the records.

2 There are two basic methods for setting permissions.

? Check all and remove the permissions you don”t want
assigned.

2 Un-check all and add only the permissions you do want
assigned.

2 If you intend on setting the bulk of the permissions for this
group you may want to choose the Check All button and un-
check the options you do not want to assign.

2 Select the permissions you want to assign to this level of user.
? Click the F10 Save button.

Special Note: You can add or remove permissions any time.
However, changing a template will not change the individual users
whom have been assigned the template you are editing. These
changes will need to be made on the individual record.

Using Templates in Templates

Using a template to establish a default set of permissions can be a real
time saver. To apply a template, you simply select the desired
template from the drop down list labeled “Template’” and click the
Apply button. All of the options selected in the template will be
selected in the new template and the new template’s properties can be
changed without affecting the base (original) template.

Let”s begin thissection by creating a default template called BASE.
This will be the minimum level of security for all users. We will use this
to define all other templates. Following the steps above create a
template and assign the name BASE in the Name field of the Details
tab page. Assign the minimum level of security by assigning the
desired permissions. For example, if you want everyone on your
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system to be able to do Cash Register sales. You would need to assign
these permissions here. Once all the permissions have been set, save

your changes.

Using your New Template

To use this template, we will need to begin by creating another new
template. It may be necessary to completely close the users screen so
the drop dowvn list of templates will be refreshed.

1. Follow the steps listed above for creating a new template.

2. When you are ready to assign permissions, click on the down
arrow of the drop dowvn list labeled Template.

3. Select the template named BASE.

4. Your new template will be assigned all the permissions of the
BASE template. Add or remove permissions as necessary.

5. Save your changes.
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Setting Up Departments, Sections and Media

Maintain Views Overview

Views are basically screen configurations or arrangements made by
the users during normal operation of the software. As columns are
arranged and screens are sized to suit the users needs, Visual
Anthology can be set to remember these settings for later use. These
views can be at either a user level (user Login must be turned on), or
at a system level.

They are saved on a screen by screen basis. That is, you must have a
screen open in Visual Anthology before the menu options are available
and the changes you save will apply to that screen only.

User Level

If user login has been turned on in the Options screen, Visual
Anthology will remember how each screen is arranged and sized for
that user. When a new user logs on to the system, new information is
stored for that user. This allows each user of the system to have a
preferred screen layout that enhances there work method.

System Level

I the user login is turned off in the Options screen, Visual Anthology
remembers the arrangement of screens as if only one user existed,
that is the system.

System Default

The Visual Anthology system maintains a set of default arrangements.
This is how the screens looked when you first installed Visual
Anthology.
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Using Quick Backup

Quick Backup is a utility that copies and archives your Visual
Anthology data, storing it for use in emergency situations. It should be
noted that this utility is not intended to replace more sophisticated
back up systems such as tape or compact disk systems.

You may run the backup utility whenever you feel you need to or you
may have scheduled to run after you run the Ztape to finalize the day.
This is the recommended method. Please refer to the section General
options for complete instructions for setting this up.

Basically the Quick Backup screen has three options

?

Copy open files. This causes the backup to make copies of files
that may be open by another user.

F12 Run to start the process.

F9 Cancel to close the backup window without causing the
backup to run. Note: This option will not stop the process once it
has begun.

@ Quick Backup

Eackup to
CAPROGRAM FILESWANTHOLOGYAAUICKBACK

[ F1 Help | |  F12Run | [ F9Cancel |
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Overview of Used Books

The Used Books module adds specific functionality to your Visual
Anthology software which dramatically enhances your ability to track
the sale and purchase of used books. Probably the most notable
addition is the ability to automatically serialize the SKU / ISBN. This
allows you to distinguish between individual copies of books in your
inventory. Serialized books are treated as individual items but may
share many of the same properties such as title, author, and media
but may also contain different information such as pricing, quantity, or
on hand.

Buying books takes place through the Cash Register. A special option
located on the Action | Buy Books menu turns this feature on, allowing
you buy books from your customer. In addition, this feature can be
included - that is, turned on and off within a normal sale. This allows
you to both buy and sell within the single transaction. When this
feature is enabled, the title bar of the Cash Register screen will display
the words ""Buy Mode"'. When the Cash Register is in buy mode, Visual
Anthology automatically sets the buying and selling prices for the item
based on a percentage of the original or *‘cover price". These settings
are defined in the Options screen by selecting the Tools | Options - Used
Books menu option. See the topic Used books options for complete
details on setting up the used books module.

If you have subscribed to a Database of Books such as B&T Title
Source, Bowker BIP, or Ingram Companion, much of the information
such as Title, Author, and Cover Price can be filled in automatically
when the item’'s bar code is scanned in. This eliminates much of the
data entry surrounding the buying of books.
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Understanding the Used Books Module

Instructions for setting up the Used Books Module are found in the
Options section under the topic Used books options. It is important to
remember that many of the settings found on the Options screen are
system defaults. They will be applied as needed but may be overridden
at the time of purchase without affecting the system defaults.

Serialization

Serialization is nothing more than to arrange in a series. Visual
Anthology accomplishes this by appending the series number to the
end of the existing SKU. This demonstrated in the examples below.
How you intend to purchase books will determine whether or not you
will use serialization - that is, whether or not you need to keep track of
individual copies a particular book, generally for the purpose of unique
pricing. Below are three examples of how serialization works in Visual
Anthology.

1. If your store buys primarily rare titles or collectable books, you
may want to choose the option "*Always Serialize™. This way if
the title exists in your inventory as 0312052545 and this title is
entered a second time, Visual Anthology will serialize the ISBN
to 0312052545-01 for the first copy, -02 for the second and so
on. The on hand quantity is set to "*1" by default.

2. At the other end of the scale if your store deals largely in books
where condition isn‘t important to the price of the item then
"Never Serialize' may work better. In this case, the ISBN
0312052545 would be entered into inventory with an on hand
qguantity of ""1"". If a second copy of the book is purchased, the
ISBN would remain 0312052545 and the "‘on hand™ quantity for
that item would be incremented by the number of books
purchased.

3. The third possibility falls somewhere in the middle. Your store
deals in books where the condition will definitely affect pricing of
some items and will not matter at all for others. In this case, the
option ""Ask’ may be appropriate. This option will allow you to
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decide at the time of purchase whether or not to serialize. This
option offers the most control.

Special Note: As mentioned in the introduction page, if
you have a Database of Books such as TitleSource or
Companion the bibliographic information can be retrieved
from the database for you. See Working with Databases of
Books for information on setting up and using these
sources of information.

Pricing Information

The buy and sell price referred to in the Options screen setup are used
to establish both Retail and List prices for books that are being entered
into inventory as serialized copies. Remember that in those situations
where you are not serializing, you are only incrementing the on hand
guantity of an existing item and the pricing information from the
record will be used. The pricing information is used in very specific
situations. Below is an overview of when the prices will be
automatically calculated and when they will not.

When are these fields used?

? If the book you are buying exists in your inventory as a
"new'’ book (not marked as "'used'”) and you are creating a
second serialized copy, the current list and retail price of
the original "'new* book will be used and the options you
set in the buy price and sell price will be applied. That is —
the price of the serialized book will be a percentage of the
original book”s price.

? If the book you are buying is found in an external
database of books it is treated the same above - that is
Visual Anthology would apply the pricing options you set in
the Options screen against the cover price of the book as
listed in the database.

When are these fields not used?

? If the book you are buying is not found in your inventory
or in an external database of books, then the inventory
screen would open and you would enter the purchase price
in the List field and the selling price in the Retail field.
You would also need to enter any other information about
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the book that you would normally require for inventory
items; title, author, etc.

? If the book you are buying exists in your inventory only
as a "'used' book, then the serialized record would use the
same information found in the original. You have the
option to change this price as needed without affecting the
original record.

Trade Credits

Trade Credits are a special type of tender that allows you to track
sales in the form of ““‘credits’ and are defined in the Tenders screen.
See the section on Creating a Tender for Trade Credits for more
information. You may apply (use) trade credits anywhere tenders are
accepted in Visual Anthology, however, this is especially important
when buying books via Cash Register. When your Cash Register is in
“buy mode” the tender you choose represents the way you will pay the
customer for the books they are selling. If you use the tender you
have defined as a Trade Credit no money will change hands. There are
two possible scenarios:

1. If you have a customer defined in the customer field of the
Cash Register and a Trade Credit is used as the tender type —
the amount that would normally go to the customer as payment
for their books would be added to their Trade Credit account.

2. Ifyou have NOT defined a customer in the customer field of the
Cash Register, a credit slip will be printed.
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Setting Up Stations

Understanding deposits in Customer Orders

In Visual Anthology, all payments received are applied to the
merchandise that is being shipped. Deposits result from over payment,
typically from items being backordered. Remember that Visual
Anthology calculates the total due based on the ship quantities.

Deposits are maintained by Visual Anthology and don't require any
interaction on the part of the user, that is you don't have to choose
deposit as a tender. However, this must be setup in the tenders file
prior to using. See "'Setting Up Tenders - Deposit’ for detailed
information.

In the following example, we will not discuss the entire process of
creating a Customer Order. Instead we will concentrate on taking
tenders that will result in a deposit. To set this up, we will need a
Customer Order created with two items. One will be marked as ship,
the other backorder. When this is filled in correctly, you should see all
items on the order totalled as if all were being shipped out. In this
example, they are not all being shipped. However, the customer has
sent payment that covers all items - not just the ones being shipped.

1. After taking the necessary steps to create an order according to
the instructions, and with the Customer Order open on the
General tab, press F3 to begin taking tenders.

2. Select ""Check' or ""Cash' as the payment method. You may use
any tender type and have Visual Anthology retain a deposit.
Howvever, as we discussed in the credit card sales section, most
retailers will not bill a customer’s account until the item ships.

3. The Amount field now contains the total due for the entire
order. We are assuming that the customer either wants to pay in
full or has sent a check to cover the entire order.

4. Click the Accept [+ button to accept the amount shown.

5. Post? - you will then be asked by Visual Anthology if you want
to post the record. Yes we do. This action records the
information into the Visual Anthology system.

6. Ship Now? - you are now asked if you want to ship the item(s).
Yes we do. In this case, we'll assume that the customer
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requested that each item be shipped as it becomes available.
This will cause a shipment document to be created with the
same Customer Order number. This document will contain all
information concerning the items that were shipped, and the
tender information for this shipment.

7. Give change or Retain deposit? - because we have accepted
a greater tender than is necessary to pay for the shipped items,
Visual Anthology asks what you want to do with the left over
money. You can retain it as a deposit or give change. We want
to retain as a deposit since there is a balance due on the sale.

To complete this order, you will need to locate the "‘open’ record in the
list view. Open the General tab for this record and edit the number of
items being shipped. Once this is done, you need only to post the
order. Visual Anthology know there is a deposit associated with the
order and uses as much of it as is necessary to cover the items being
shipped.

To make setting ship and backorder values easier, set the Auto-fill
checkbox to off

(unchecked). This will allow you to determine the number of items
being shipped. If left on, Visual Anthology looks to the inventory file to
determine how many are available to ship (on hand qty).
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Station Screen Overview

The Stations screen allows you to configure the options for each
individual workstation in your Anthology network. Whether this is a
stand alone system (single station) or a network of many computers.

Most of the setup is done behind the scenes when Visual Anthology is
installed. When the system is started for the first time, the computer is
assigned an ID number. This is the station ID. Visual Anthology then
creates the Station record for this ID in the Stations table. Each time a
new computer is added a new ID and station record is created until the
User License maximum is reached (e.g. A five user license wiill allow a
total of five computers to be assigned). Once the maximum is reached
No Mmore computer may be added to the system.

Special Note: If you are setting up Visual Anthology to run on
multiple stations, you should set up the station file after each new
station is added.

The main screen is separated into three basic areas Header, Tab
Pages, and Button Bar.
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Station ID - Generated by Visual Anthology when the station is
brought online for the first time. This is an internal number that
is used by Visual Anthology to associate events with a physical
computer on your Visual Anthology network.

Name - Used to assign the station a user friendly name. For
instance, if this computer is to be used as a cash register, you
may want to call it "'Register One"'. However, if the computer is
to be used for purchasing and receiving you may want to name it
""Back Room''.

Short Code - The short code is assigned automatically by the
system. You may change this code if you wish, however, it must
be unique. We recommend that you let the system assign these
codes.

Available for New CPU - This option is used by Anthology
Support Technicians when taking a computer *‘off-line". It allows
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Detalils

?

the Station ID to be used by another, generally a replacement,
PC. Itis not user editable.

Inactive - When a computer on the Anthology network is taken
off-line it becomes inactive.

Page

Receipt Printer - This field contains a fully qualified path to a
local or network printer that will be used by Visual Anthology to
print receipts. Using the ellipsis button to the right of the field
opens a standard dialog screen listing all printers currently
accessible from this station.

Report Printer - This field will contain the path to the network or
local printer that will be used to print reports.

Cash Drawver Bell Code - This field is used by the Anthology
Support staff to add additional "'escape key codes'* which are
interpreted by the cash draw.

Comment - This allows you to create a message for the bottom
of your receipt.

Text-only Receipt and Ztape - If you are using a text only printer
you would select this option to insure proper printing. This refers
to your printer driver - you should consult your printer’s
documentation for detailed information.

Extra Linefeeds on Receipt - This is used to add additional blank
lines to the bottom of a receipt. This may be necessary if your
printer does not eject enough paper after printing.

Payment Server Path - This field is used by Anthology Support
staff during the setup of PCCharge credit card processing
software. This is a third party software that allows Visual
Anthology to process credit card sales.

Color Highlight Current Field - Selecting this option will cause the
currently selected field to be colored salmon (reddish). Having
this feature turned on will make cursor location much faster.

Printing Page
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The printing page is used to setup special print functions and devices.
This may include customer mailing labels, Vendor address labels, or

Inventory barcode labels.

MM Stations -.J[D] '-E‘BW

Station I 1 Mame  Staion One Available for a new CPU

| Print Job Typs =rinter ame Frinter Typs ]

Zhart code STATI Iractive:

|l|nw:n1.or§.-' Labsl [CHOOSE A REFORT FRINTER HERE [Mvindow s Prinler

Print Joby Typz Ivventery Label g
Frint=r Nam= CHODSE AREFORT PRINTER HERE E
Prirter Type Wiindaws Pretes ¥
F1 Help 8 | F5 Mew |ns J [ F7 _Dalete lire |

?

Special Note: Printers must be installed and drivers configured on
your computer or network prior to selecting them here. If you are
trying to print to a networked printer you will need to create the link
in your Windows/Printers screen first.

Print Job Type - This pull down list box lets you select the type of
printing that will be done. Options include: Inventory, Vendor,
and Customer labels.

Printer Name - This option allows you to select a printer for the
particular job.

Printer Type - This option allows you to select the type of printer
that will be used. Options include: Windowvs Printer, Dymo
Printer, and Barcode Blaster.
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Creating a Tender for Cash Sales

The cash tender is used for recording payments made with currency.
Visual Anthology only allows one tender of this type to be defined. It is
defaulted to "'bankable’ and may not be changed.

M Tenders

Mame | CASH

List | Detailz | ordzr

Tznder types

{?} Cesh

{:} Crzdit zarc
{:' Dichit card

{:" Account Zale
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) Store credt
C' Depost

G FEC premium

O Cter

Shortcoce | CASH

rLmber of receipts 11

Dllosy Chid g Cashcheanges limit
Danhalkle Fop cramwer
Yalicote Ftape celail

|:| Sive store credit albcve cash change limit

I:l Locxpt on wel

[ F1 Help Fd New

|_F3 Jelete record |

A= %)

Inactive

'953999.99

Header

1. In the Name field, enter CASH and press enter to move to the

"'short code'" field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system will

reject it.

3. From the list of Tender Types, choose "*Cash™ by clicking the
radio button next to the label Cash.
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Business Rules

1. Allow Change: generally you would want to allow change to be
given for this type of tender. However, it is not required. With
this option selected (checked), you will also need to assign a
change limit.

2. The option to not allow change does not automatically generate
a store credit slip. This option must be set up for each individual
tender being created.

3. Cash Change Limit: This is the amount of ""‘cash’ change you will
give on sales using this tender. For example, if the limit is set to
$25.00 and a customer gives you a $50 dollar bill for a $10
dollar purchase, you will receive a system message saying "‘Cash
change limit has been exceeded'. You are not allowed to
continue.

The examples below show two common settings:

1. Inthe "cash change limit" field, enter 999999.99.
This means that you are essentially setting no limit
to the amount of change for a cash sale

2. In the "cash change limit" field enter 100.00. This
means if the change due exceeds $100.00, then a
system message is displayed and you are not
allowed to continue.

4. Give store credit above change limit: this option works in
conjunction with the cash change limit and instructs Visual
Anthology to issue store credit for the amount of the change
due. For example, if the limit is set to $25.00 and a customer
gives you a $50 dollar bill for a $10 dollar purchase, Visual
Anthology issues store credit for the amount due and you are
allowed to continue.

5. Bankable: determines where this information appears on the
X/Ztape report. The general rule here is that it should be marked
bankable if you need to deposit this tender type into your bank
account. In this case, Visual Anthology sets this to bankable
because this tender (Cash) is deposited.

6. Pop drawer: is used to trigger the cash drawer to open when the
sale completes. Generally you would have this option selected
(checked) for this type of tender.

7. Ztape detail: this option instructs Visual Anthology to include this
information in the "lItemized Tender Recap'’ section of the
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X/ Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

8. Accept on Web: this option is used in conjunction with Anthology
WebStore (AWS) and will make this tender available on the web
site.

9. If you are an AWS user, you may not want this tender to show
on your web page. However, selecting (checked) this option will
make this option available on the web page (hot recommended).

10. If you are not an AWS user, this option has no effect. You
would generally not select (un-check) this option in this case.
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Setting Up Tenders

Creating an Inventory Level Discount

Inventory Level discounts are applied via the Inventory screen. This is
the easiest type of discount to create since only a single value needs
to be entered in the Sale Discount field of the Inventory Details page.
However, it is also the easiest to overlook when you want to remove
the discount. There is no automatic removal system and no way to
search for items with sales discounts applied other than one at a time.

1. Open the Inventory screen by selecting the Master Files |
Inventory menu option.

2. Locate the desired item and enter the discount to be applied in
the Sales Discount field. Remember this should be entered as a
decimal. In the example show here, 25.00 has been entered.
This represents a 25%6 discount.

This discount will be available to all customers even when no customer
is selected. This discount will override any Customer Discount
Schedule that may have been applied.
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Vendor Records Overview

The Vendors screen is used to maintain information about the vendors
you use to restock your inventory. Much of the information contained
on this screen is used extensively throughout Visual Anthology when
creating Purchase Orders, Overstock Returns, or Electronic Ordering. It
IS very important to have complete and accurate information in your
vendor records.

The individual vendors determine most of the information presented

on this screen. Addresses, Discount Schedules, and Electronic Ordering
information are available from either the vendor itself or in many cases
in the ABA Book Buyer”s Handbook. In the case of Electronic Ordering,
you will need to establish an account with the vendors you plan to
order from.

Special Note: When going through the setup procedures it is a good
idea to have the necessary information handy. This way an actual
record may be entered as part of the instruction steps.

There are four areas that we'll be working with to complete the vendor
setup: the Details, Addresses, Discount Schedules, and Electronic
Order pages. Each one of these sections is explained in its own section
of the help system.
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Creating a Tender for Store Credit

Setup and Configuration

Store credit is a way of issuing a credit to a customer to be redeemed
at a later time. This tender is not required to give store credit, nor is it
required to accept store credit slips, but, for accounting purposes, it is

recommended.

Visual Anthology does not track store credits. The credit slips
generated by the software are treated as cash and should be valued
by the customer as such. If a customer were to loose his/her credit
slip, there is no way of confirming that a credit is due via the software.
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1. In the Name field, enter STORE CREDIT and press Enter to
move to the Short code field.
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2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system wiill

reject it.

Business Rules

1. From the list of Tender Types, choose "'Store Credit' by clicking
the radio button next to the label Store Credit.

2. Allow Change: generally you would want to allow change to be
given for this type of tender. However, it is not required. With
this option selected (checked) you will also need to assign a

change limit.

3. Cash Change Limit: is the amount of "*‘cash’ change you wiill give
on sales using this tender. For example, if the limit is set to
$25.00 and a customer gives you a $100 dollar credit slip for a
$10 dollar purchase, you will receive a system message saying "
Cash change limit has been exceeded". You not be allowed to
continue. The examples below show some common settings:

1. Inthe ""cash change limit" field enter 999999.99. This
means that you are essentially setting no limit to the
amount of change for a cash sale.

2. Inthe "cash change limit" field enter 100.00. This means if
the changed due exceeds $100.00, then a system message
Is displayed and you are not allowed to continue.

4. Give store credit above change limit: this option works in
conjunction with the cash change limit and instructs Visual
Anthology to issue store credit for the amount of the change
due. For example, if the limit is set to $25.00 and a customer
gives you a $100 dollar credit slip for a $10 dollar purchase,
Visual Anthology issues store credit for the amount due and you

are allowed to continue.
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5. Bankable: this option does not apply to store credits so it is
unavailable. When a store credit issued as a result of taking a
tender that has the "'issue store credit above change limit'* option
set, then it is automatically included in the ""Non-Bankable
Tenders' section of the X/Ztape as Store Credits. When store
credits are redeemed, they are included in the same section of
the X/Ztape and will have a reversing affect on the numbers.
See && X and Z Tape Reports for detailed information.

6. Pop drawer: is used to trigger the cash drawer to open when the
sale completes. Generally you would have this option selected
(checked) for this type of tender. This will allow you to store the
credit slips in the cash drawer so they will be included in the tally
at the end-of-day procedures.

7. Ztape detail: this option instructs Visual Anthology to include
this information in the "'Itemized Tender Recap' section of the
X/ Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

8. Accept on Web: this option is used in conjunction with Anthology
WebStore (AWS) and will make this tender available on the web
site (not recommended).

1. Ifyou are an AWS user, you may not want this tender to
show on your web page. However, selecting (checked) this
option will make this option available on the web page (nhot

recommended).

2. If you are not an AWS, user this option has no effect. You
would generally not select (un-check) this option in this
case.
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Creating a Tender for Gift Certificates

Gift Certificates are handled internally when sold (see Cash Register -
Selling a Gift Certificate for detailed information). However, to redeem
a Gift Certificate, you will need to create a tender to handle the
transaction.
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1. In the Name field, enter GIFT CERTIFICATE and press Enter to
move to the Short code field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system wiill
reject it.

Business Rules

1. From the list of Tender Types, choose "'Gift Certificate' by
clicking the radio button next to the label Gift Certificate.
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2. Allow Change: generally you would want to allow change to be
given for this type of tender. However, it is not required. With
this option selected (checked), you will also need to assign a
change limit.

3. Cash Change Limit: is the amount of *‘cash’ change you wiill give
on sales using this tender. For example, if the limit is set to
$25.00 and a customer gives you a $50 dollar gift certificate for
a $10 dollar purchase, you will receive a system message saying
" Cash change limit has been exceeded'. You are not allowed to
continue.

The examples below show two common settings:

1. Inthe “cash change limit" field, enter 999999.99. This
means that you are essentially setting no limit to the
amount of change for a cash sale.

2. In the "cash change limit" field, enter 100.00. This means
If the changed due exceeds $100.00, then a system
message is displayed and you are not allowed to continue.

4. Give store credit above change limit: this option works in
conjunction with the cash change limit and instructs Visual
Anthology to issue store credit for the amount of the change
due. For example, if the limit is set to $25.00 and a customer
gives you a $50 Gift Certificate for a $10 dollar purchase, Visual
Anthology issues store credit for the amount due and you are
allowed to continue.

5. Bankable: determines where this information appears on the
X/ Ztape report. The general rule here is that it should be marked
bankable if you need to deposit this tender type into your bank
account. In this case, Visual Anthology sets this to bankable
because this tender (Cash) is deposited.

6. Pop drawver: is used to trigger the cash drawer to open when the
sale completes. Generally you would have this option selected
(checked) for this type of tender.

7. Ztape detail: this option instructs Visual Anthology to include this
information in the "'Itemized Tender Recap'* section of the
X/ Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

8. Accept on Web: this option is used in conjunction with Anthology
WebStore (AWS) and will make this tender available on the web
site.

69



Revised Manual

1. If you are an AWS user, you may not want this tender to
show on your web page. However, selecting (checked) this
option will make this option available on the web page (not

recommended).

2. If you are not an AWS user, this option has no effect. You
would generally not select (un-check) this option in this
case.
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Auto-generating Purchase Orders

You may choose to automatically generate Purchase Orders based on
criteria you select on the Generate Purchase Orders screen. The
following is intended to provide an overview of automatically
generating Purchase Orders by defining the Auto-generate screen
options. Because of the many combinations possible, it would be
impossible to detail every scenario. Auto-generate is a powerful tool
that can save hours of time if used properly. This tool also allows you
to auto generate POs with imprints (see below).
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From the main Visual Anthology menu, select inventory Control | Auto-
generate POs. The PO Auto-generate screen will open with the cursor in
the Generation Method list box.

Generation Method

You must choose a Generation Method. This option allows you to
choose one of three methods that Visual Anthology will use to
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determine how items are considered for selection. There are three
options possible.

1. The "If at MIN order up to MAX" method will search the
inventory file for merchandise that is at or below the
minimum inventory level and will order up to the
maximum level for that item. This means that any item
where these values are not defined will not be considered.

2. The "Restock Based on Sales' method will search sales
history for items sold within a specified period of time.
With this method you will need to define a date range in
the Filter section of this screen.

3. The ""Customer Back Orders (Inc Special orders) only**
method will create a PO for customer back orders or
special ordered items only. It will not search either the
Inventory or sales records for items.

Order From

This option group allows you to determine which vendor or vendors
the purchase orders will be created for. Depending on which option is
selected, it is possible for multiple POs to be created. The first three of
these options depend on howv this information is defined in the
Inventory and history files. If the information is not defined in
inventory a PO will be created but, the vendor field will be blank.

For example, in your inventory you have a book titled ""Reap the
wWind". It's publisher is defined as Random House but DOES NOT have
a preferred vendor assigned. It was last ordered from Baker & Taylor.

If you selected "'Preferred Vendor'' in the Order From section and ran
the process - this title would be placed on a PO with the vendor field
left blank.

Special Note: This does not filter the search. All filtering is done in
the Filter section of the Auto-generate screen. Order From
determines vendor name on the PO and does not narrow down data.

2 Publisher: This option would create a purchase order for the
vendor that has been selected as the Publisher on the Inventory
screen for the item -- in our example, Random House.
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2 Last Vendor: Creates a purchase order for the vendor from
whom the item was last ordered--in our example, Baker &
Taylor.

2 Preferred Vendor: Creates the PO for the vendor who has been
set as the Preferred vendor in the inventory file. Since no
Preferred Vendor was defined in our example, the book would be
placed on a PO with no vendor assigned.

2 Choose a Vendor: This allows you select a particular vendor to
place the order with. This option does not look to outside sources
for information - it simply creates a PO for the selected vendor.

Of course, typically the Generate POs process will pick up more than
one item. If Choose a Vendor has been selected, all the items will be
placed on a PO for that Vendor. If one of the other options has been
selected, more than one PO may be created, depending on the status
and histories of the individual items.

Adjust Order Quantity

The check boxes in the Adjust Order Quantity section allow you to
reduce or increase the amount of items ordered based on specific
criteria.

2 When the Qty on Hand check box is checked, the order for an
item will be reduced by the quantity currently in inventory.

2 When the Qty Already on Order check box is checked, the
order for an item will be reduced by the quantity of the item
already ordered but not yet received.

2 When the Qty on Draft POs check box is checked, the order for
an item will be reduced by the quantity on any current draft POs
that contain the item.

2 When the Customer B/0 Qty check box is checked, the order
will be increased by the amount of the item on back order.

Filters

The date range selection area is dimmed unless the Generate Method
""Restock based on sales™ is selected - otherwise these options are
dimmed. The options in the Filters section allow you to customize your
search criteria. Using these options you can narrow or widen your
search to include many books from a variety of vendors or only a few
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books from a specific vendor. These filters may be used in combination
to create very detailed searches for specific needs.
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Special Note: When filters are applied it assumes the condition
"AND", for example, Section = Computer "and" Department = Book
"and" Supplier = Ingram Book Co. This means all three conditions
must be true or the item will not be considered.

The Restock with Qty Sold Between option lets you set a
time frame for sales to use to restock inventory. This option is
only available if the Restock Based on Sales Generation Method
is chosen. You can choose both date and time to narrow the
search to a specific hour of the day.

The Departments option allows you to Auto-generate purchase
orders by a single department or for all departments.

The Sections option allows you to Auto-generate purchase orders
by sections of the store. Like Departments this may be restricted
to a single section or include all sections.

The Media option allows you to Auto-generate purchase orders
by Media. Like Departments and Sections, this may be
restricted to a single media type or include all media types.

The Suppliers option allows you to Auto-generate purchase
orders by supplier. This is different than in the ""Order From"'
section. This option has two options defined belowv.

1. All Suppliers: This is essentially no filter at all. All Suppliers
are considered.

2. One Supplier: With this option selected the auto-generate
process looks at inventory items where either the Publisher
or Distributor matches the selected Supplier. Inventory
items where a vendor has not been defined will not be
considered.

a. Use Imprints: Imprints are smaller publishers or
distributors that are owned by larger publishers. For
example, Random House is the parent for such
publishers as Bantam, Balantine and Delecorte.
These are considered "'imprints”. If the Supplier you
choose is listed in the vendor screen as the "‘parent’
vendor for a particular vendor, the option to "'Use
Imprints' will be visible. Selecting this option will
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cause the search to look at not only the parent but
also all imprints.

By checking the Save Settings check box, you can save your
settings for future use.
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Auto-generating Purchase Orders

You may choose to automatically generate Purchase Orders based on
criteria you select on the Generate Purchase Orders screen. The
following is intended to provide an overview of automatically
generating Purchase Orders by defining the Auto-generate screen
options. Because of the many combinations possible, it would be
impossible to detail every scenario. Auto-generate is a powerful tool
that can save hours of time if used properly. This tool also allows you
to auto generate POs with imprints (see below).
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From the main Visual Anthology menu, select Inventory Control | Auto-
generate POs. The PO Auto-generate screen will open with the cursor in
the Generation Method list box.

Generation Method

You must choose a Generation Method. This option allows you to
choose one of three methods that Visual Anthology will use to
determine how items are considered for selection. There are three
options possible.
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1. The "If at MIN order up to MAX'* method will search the
iInventory file for merchandise that is at or below the
minimum inventory level and will order up to the
maximum level for that item. This means that any item
where these values are not defined will not be considered.

2. The ""Restock Based on Sales' method will search sales
history for items sold within a specified period of time.
With this method you will need to define a date range in
the Filter section of this screen.

3. The ""Customer Back Orders (Inc Special orders) only**
method will create a PO for customer back orders or
special ordered items only. It will not search either the
iInventory or sales records for items.

Order From

This option group allows you to determine which vendor or vendors
the purchase orders will be created for. Depending on which option is
selected, it is possible for multiple POs to be created. The first three of
these options depend on how this information is defined in the
Inventory and history files. If the information is not defined in
inventory a PO will be created but, the vendor field will be blank.

For example, in your inventory you have a book titled ""Reap the
Wind". It's publisher is defined as Random House but DOES NOT have
a preferred vendor assigned. It was last ordered from Baker & Taylor.

If you selected *"Preferred Vendor' in the Order From section and ran
the process - this title would be placed on a PO with the vendor field
left blank.

Special Note: This does not filter the search. All filtering is done in
the Filter section of the Auto-generate screen. Order From
determines vendor name on the PO and does not narrow down data.

2 Publisher: This option would create a purchase order for the
vendor that has been selected as the Publisher on the Inventory
screen for the item -- in our example, Random House.

? Last Vendor: Creates a purchase order for the vendor from
whom the item was last ordered--in our example, Baker &
Taylor.
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2 Preferred Vendor: Creates the PO for the vendor who has been
set as the Preferred vendor in the inventory file. Since no
Preferred Vendor was defined in our example, the book would be
placed on a PO with no vendor assigned.

2 Choose a Vendor: This allows you select a particular vendor to
place the order with. This option does not look to outside sources
for information - it simply creates a PO for the selected vendor.

Of course, typically the Generate POs process will pick up more than
one item. If Choose a Vendor has been selected, all the items will be
placed on a PO for that Vendor. If one of the other options has been
selected, more than one PO may be created, depending on the status
and histories of the individual items.

Adjust Order Quantity

The check boxes in the Adjust Order Quantity section allow you to
reduce or increase the amount of items ordered based on specific
criteria.

2 When the Qty on Hand check box is checked, the order for an
item will be reduced by the quantity currently in inventory.

2 When the Qty Already on Order check box is checked, the
order for an item will be reduced by the quantity of the item
already ordered but not yet received.

2 When the Qty on Draft POs check box is checked, the order for
an item will be reduced by the quantity on any current draft POs
that contain the item.

2 When the Customer B/0 Qty check box is checked, the order
will be increased by the amount of the item on back order.

Filters

The date range selection area is dimmed unless the Generate Method
""Restock based on sales™ is selected - otherwise these options are
dimmed. The options in the Filters section allow you to customize your
search criteria. Using these options you can narrow or widen your
search to include many books from a variety of vendors or only a few
books from a specific vendor. These filters may be used in combination
to create very detailed searches for specific needs.

78



Setup and Configuration

Special Note: When filters are applied it assumes the condition
"AND", for example, Section = Computer "and" Department = Book
"and" Supplier = Ingram Book Co. This means all three conditions
must be true or the item will not be considered.

2 The Restock with Qty Sold Between option lets you set a
time frame for sales to use to restock inventory. This option is
only available if the Restock Based on Sales Generation Method
is chosen. You can choose both date and time to narrow the
search to a specific hour of the day.

2 The Departments option allows you to Auto-generate purchase
orders by a single department or for all departments.

2 The Sections option allows you to Auto-generate purchase orders
by sections of the store. Like Departments this may be restricted
to a single section or include all sections.

2 The Media option allows you to Auto-generate purchase orders
by Media. Like Departments and Sections, this may be
restricted to a single media type or include all media types.

2  The Suppliers option allows you to Auto-generate purchase
orders by supplier. This is different than in the "*Order From™
section. This option has two options defined below.

1. All Suppliers: This is essentially no filter at all. All Suppliers
are considered.

2. One Supplier: With this option selected the auto-generate
process looks at inventory items where either the Publisher
or Distributor matches the selected Supplier. Inventory
items where a vendor has not been defined will not be
considered.

a. Use Imprints: Imprints are smaller publishers or
distributors that are owned by larger publishers. For
example, Random House is the parent for such
publishers as Bantam, Balantine and Delecorte.
These are considered "'imprints”. If the Supplier you
choose is listed in the vendor screen as the "'parent’
vendor for a particular vendor, the option to "‘Use
Imprints' will be visible. Selecting this option will
cause the search to look at not only the parent but
also all imprints.

2 By checking the Save Settings check box, you can save your
settings for future use.
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Manually Generating a Purchase Order

Manually generating Purchase Orders is the most basic way of creating
Purchase Orders in Visual Anthology. Each line item is entered one at a
time as you build your order. This method offers the most control and
is the preferred method for new users because it is the most straight
forward approach.

Header Section

Although there are many fields in this section, only Purchase Order
Number and Vendor Name are required to complete a Purchase Order.
However the balance of this information may be very useful and it is
recommended that you complete as much as you can. As we go
through these steps, many of the fields will be filled in for you if the
information is available at the time of Purchase Order creation. For
example, if you have filled in the vendor information for electronic
ordering, your account number would be filled in automatically.
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1. Select the desired VVendor from the pull down list provided.

N

Enter your name in the Order by input box.

3. Enter any special promotion, provided by the vendor, that will
apply to this Purchase Order in the Promo field. This information
is transmitted to the vendor.

4. Type in any shipping instructions for this order in the Ship
Instructions field. These instructions will appear on the printed
or transmitted purchase order when complete.

5. Enter any special notes for this order. These notes are only
displayed on this screen and do not print on any documents, nor
are they included in any electronic transmissions.

6. Place a check mark in the Delay bill check box if the payment
for this order is to be billed.

7. In the Date Due field, enter the date you expect the order to
arrive. This is a reminder field for your use. It does not transmit
or print.
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8. In the Disc%b field, enter the discount (if any) that will apply to
this order. This discount is used to override any discount
schedule that may be automatically applied to this vendor. If you
are using the Vendor Discount Schedules defined in the Vendor
screen, you should leave this blank.

9. Enter the payment Terms by selecting one from the drop down
list of terms. This list is user definable and is accessed from the
Master Files | Terms menu. It is also important to note that if you
are using the QuickBooks Accounting links, these terms directly
affect you A/P exports.

10. Enter the shipping method by selecting from the Ship via
drop dowvn list. Shipping methods are user definable and are
accessed through the Master Files | Shipping Method menu.

11. The Allow B/0Os options may be checked by default
depending on your Options setup. If you do not want to allow
backorders for the current PO, un-check the box. This will have
no affect on the default settings. To apply the status for the
entire PO you must choose the Action | Flow BO Status Down
menu option. This will override any existing entries in the
individual lines.

Line Item Entry Section

Let's begin by entering a single item using the Inventory Assistant to
locate the item. The steps below are designed to add items that
already exist in your inventory. If you are using a Database of Books,
such as TitleSource® you quickly add items to a Purchase Order that
don't exist as records in your inventory. This process is explained in
the example Entering Line Items with Fetch.

1. Enter the SKU used to identify the item you want to order in the
SKU field.

2. The Unit Of Measure (UOM) for the item will be selected for you.
If the item has been assigned muiltiple UOM, you may select a
different one here or accept the default.

3. Enter quantity to be Ordered.
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4.

10.

The List Price field will automatically fill-in with the price
associated with the item in the Inventory Master File. If this is
the correct price for the item.

. If this line item is to receive a special discount, apart from the

vendor discount schedule, you may add this discount here
(Disc20). This will ""lock™ the discount to the specified amount.
When you press <Enter=, a lock icon will appear in the adjoining
box.

. The B/Z/0O OK check box may be selected. This check box will

override status of the Allow B/0O check box in the Header section.
If you want to change the status for a particular item you can do
so by checking or un-checking the B/O OK check box for that
item. To change the status for the entire PO, you can easily do
so by editing the ""Allow BO™* checkbox in the header and
choosing the Action | Flow BO Status Down menu option.

. The item now appears on the line item grid above and the Line

Item Entry section is cleared for another item.

. Before an order is posted any line item entered can be edited.

Simply click on the item on the line item grid and it will appear in
the Line Item Entry Section ready for editing.

. To add a new line, place your cursor in the blank, gray area on

the Line Item Entry area. <Right click>, choose New Line. The
areas for entering information now become available and you
may add the new item by clicking on the Accept button.

Once all items for the Purchase order are entered and
correct, proceed to completing the Purchase Order.

Completing the Purchase Order

To complete a Purchase order, you would normally Post it to Receiving.
However, you also have the option of merging it with another draft
Purchase Order; you may send the order electronically to your vendor,
or void the Purchase Order altogether. These options are located on
the Action menu.

?
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The Post option assumes that all edits are done and moves the
Purchase Order into the Visual Anthology Receiving module and
allows for the receipt of shipments. You will be given the choice
to print the Purchase Order after it is posted.
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The Merge option will allow you to merge this Purchase Order
with another *'draft’* Purchase Order. When this option is chosen
from the Action menu the Choose a Purchase Order to Merge
With assistant screen will appear displaying all Purchase Orders
in draft status and the PO Corral. Please refer to the section
Using the Purchase Order Corral for more information on this
topic. Select the Purchase Order you want to merge with by
clicking on it, or moving to it with the <arrow>= keys, and click
the Merge button. The items in the current Purchase Order will
be added to the Purchase Order it is merged with. See also

Merging, Moving and Regrouping Purchase Order Items for more
information.

If the VVendor is set-up for electronic ordering, this choice will be
active from the Action menu. Please see the section Configuring
the Electronic Ordering Page for more information on this topic.
When you choose this option you will be presented with the
Electronic Ordering screen that will allow you to do a stock check
(Do Stock Check) electronically, send the order to the vendor
(Send Order), get a confirmation of an order (Get Confirmation),
view the confirmation (View Confirmation), or cancel the
electronic order (Cancel).
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Entering Line Items with Fetch

This option requires that you subscribe to a database of books. Visual
Anthology supports Baker & Taylor TitleSource, Bowker Books in Print,
and Ingram Companion.

1. In the SKU/ISBN field, enter the ISBN of the book you want to
add to the Purchase Order. If the item is not in your inventory
AND you subscribe to a DBOB such as B&T, the Fetch utility will
search the Database of Books for the title. See Importing
Inventory with CD Fetch for a complete discussion of this topic.

2. The Unit Of Measure (UOM) for the item will be selected for you.
If the item has been assigned multiple UOM, you may select a
different one here or accept the default.

3. Enter quantity to be ordered.

4. The List Price field will automatically fill-in with the price
associated with the item in the Inventory Master File. If this is
the correct price for the item.

5. If this line item is to receive a special discount apart from the
vendor discount schedule, you may add this discount here
(Disc20). This will ""lock™ the discount to the specified amount.
When you press Enter, a lock icon will appear in the adjoining
box.

6. The B/0O check box may be selected. This check box will reflect
the status of the Allow B/0 check box in the Header section. If
you want to change the status for a particular item, you can do
so by checking or un-checking the B/ O check box for that item.

7. The item now appears on the line item grid above and the Line
Item Entry section is cleared for another item.

8. Before an order is posted, any line item entered can be edited.
Simply click on the item on the line item grid and it will appear in
the Line Item Entry Section ready for editing.

9. To add a new line, place your cursor in the blank, gray area on
the Line Item Entry area. Right click and choose New Line. The
areas for entering information now become available and you
may add the new item by clicking on the Accept button.
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Once all items for the Purchase order are entered and
correct, proceed to completing the Purchase Order.
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Setting Up Tax Information

Creating a Tender for Credit Cards

The credit card tender is used for recording payments made with
various credit cards. You may assign as many credit cards as needed
to this tender type (there is no limit). VISA, MC, or AMEX would all be
assigned this type. It will also is default to "'bankable' and may not be
changed.

In the setup procedure below, we will be entering information for a
VISA card. This procedure would be the same for all credit cards.
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1. In the Name field, enter VISA and press enter to move to the
"'short code" field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system wiill
reject it.
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Press Enter to accept the default short code, or type in one of
your own, then press Enter to accept.

Business Rules

1.

2.

From the list of Tender Types, choose *'Credit Card' by clicking
the radio button next to the label Credit Card.

Bankable: determines where this information appears on the

X/ Ztape report. The general rule here is that it should be marked
bankable if you need to deposit this tender type into your bank
account. In this case, Visual Anthology sets this to bankable
because this tender (Credit Cards) is deposited. Even though the
deposit is made by your credit card processor directly.

Pop drawer: is used to trigger the cash drawer to open when the
sale completes. Generally you would have this option selected
(checked) for this type of tender.

Ztape detail: this option instructs Visual Anthology to include this
information in the "'lItemized Tender Recap'’ section of the

X/ Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

. Accept on Web: this option is used in conjunction with Anthology

WebStore (AWS) and will make this tender available on the web
site. If you are not an AWS user, this option has no effect. You
would generally not select (un-check) this option in this case.

. Require entry of CC info: this option instructs Visual Anthology to

expose fields for credit card number and expiration date on the
Cash Register screen. With this option selected (checked), you
will need to enter a valid card number and expiration date before
you are allowed to continue. This option is only used in
conjunction with Visual Anthology's internal credit card
processing software (PCCharge®)

Special Note:This option should be left off (unchecked) if you are
using a ZON terminal to verify card purchases. This way you can still
record credit card sales on the X/Ztape reports and not be required
to enter a credit card number into Visual Anthology.
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Creating a Tender for Other

The ""Other'" tender type may be used for a variety of tenders, such as
traveler's checks or money orders. For example, you may setup checks
to not allow change, but traveler's checks may be given as cash
change. We will use Traveler Check as the example.
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1. In the Name field, enter TRAVELER CHECK and press Enter to
move to the Short code field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system will

reject it.

3. From the list of Tender Types, choose ""Other’* by clicking the
radio button next to the label Other.

Business Rules
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1. Allow Change: generally you would want to allow change to be
given for this type of tender. However, it is not required. With
this option selected (checked), you will also need to assign a
change limit.

2. Cash Change Limit: is the amount of *‘cash’ change you wiill give
on sales using this tender. For example, if the limit is set to
$25.00 and a customer gives you a $50 dollar bill for a $10
dollar purchase, you will receive a system message saying **
Cash change limit has been exceeded". You are not allowed to
continue.

The examples below show two common settings:

1. Inthe “'cash change limit" field enter 999999.99.
This means that you are essentially setting no limit
to the amount of change for a cash sale.

2. In the "cash change limit" field enter 100.00. This
means if the changed due exceeds $100.00, then a
system message is displayed and you are not
allowed to continue.

3. Give store credit above change limit: this option works in
conjunction with the cash change limit and instructs Visual
Anthology to issue store credit for the amount of the change due
if it exceeds the change limit.

4. Bankable: determines where this information appears on the
X/ Ztape report. The general rule here is that it should be marked
bankable if you need to deposit this tender type into your bank
account. In this case, you would want this to be bankable
because this tender (Travelers Checks) are deposited.

5. Pop drawver: is used to trigger the cash drawer to open when the
sale completes. Generally you would have this option selected
(checked) for this type of tender.

6. Ztape detail: this option instructs Visual Anthology to include this
information in the "'Itemized Tender Recap'* section of the
X/ Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

7. Accept on Web: this option is used in conjunction with Anthology
WebStore (AWS) and will make this tender available on the web
site.

1. If you are an AWS user, you may not want this tender to
show on your web page. However, selecting (checked) this
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option will make this option available on the web page (not
recommended).

2. If you are not an AWS user, this option has no effect. You
would generally not select (un-check) this option in this
case.
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Creating a Tender for Account Sales

Account Sales are a means of allowing a customer to make purchases
where payment will be made at a later time. This is not the same as
setting "'terms"’, which are assigned via the customer screen. Terms
define how and when the payment will be made. For detailed
information, see Setting Up Accounting Links - Visual Anthology Terms
for QuickBooks. Although customers should have terms setup in their
customer file before allowing account sales, it is not necessary when
granting an account sale. When using this tender during a sale, Visual
Anthology checks to see if the customer has terms setup in their
customer account. If not, Visual Anthology will warn you that the
customer does not have terms. You will be given the option to
continue using this tender or select another.

Special Note:There is no mechanism in place within Visual
Anthology to track account sale balances. However, Visual
Anthology does offer Accounting Links to QuickBooks. See Setting
Up Accounting Links for detailed information. Contact the Anthology
Inc. sales department for more information at:
sales@www.anthology.com.
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In the Name field, enter ACCOUNT SALE and press enter to
move to the "'short code™ field. This field is automatically
updated by Visual Anthology. You may edit the contents of this
field to conform to a preexisting format. Remember that this
field must be unique or the system wiill reject it.

. From the list of Tender Types, choose "*Account Sale' by clicking

the radio button next to the label Other.

Business Rules
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1. Allow Change: This option should not be set for this type of

tender. If this option is set (checked), you will also need to set a
""cash change limit"".

. Bankabile: this option is automatically set by Visual Anthology.

When an account sale tender is used in a sale, it is automatically
included in the ""non-bankable tenders' section of the X/Ztape as
Accounts Receivable. See && X and Z Tape Reports for detailed
information.

. Pop drawver: this option is used to trigger the cash drawer to

open when the sale completes. Generally you would not need
this option selected (checked) for this type of tender.

. Ztape detail: this option instructs Visual Anthology to include this

information in the "'lItemized Tender Recap'’ section of the
X/ Ztape reports. Generally, you would have this option selected
(checked) for this type of tender.

. Accept on Web: this option is used in conjunction with Anthology

WebStore (AWS) and will make this tender available on the web
site.

. If you are an AWS user, you may not want this tender to show

on your web page. However, selecting (checked) this option will
make this option available on the web page (nhot recommended).

. If you are not an AWS user, this option has no effect what so

ever. You would generally not select (un-check) this option in
this case.
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Setting Up Customer Discounts Schedules

Creating a Sales Discount

Sales Discounts are used to define a period of time that a discount will
be applied to all items in a given Department, Section, or Media. Sales
Discounts apply to all customers whether a customer is selected or
not. These discounts will be applied to all purchases from within the
specified area of the program. For example, if you apply a 10%%6
discount to the Book department, as shown below, then all items
assigned to that department will be given this 1026 discount for the
period of time specified.

This allows you to place merchandise on sale at the level of
Department, Section or Media and have the sale end automatically.
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1. Select the Department, Section, or Media the sale should apply
to. Sales may overlap.

2. Choosing a Time Frame - The time frame is established by the
start date and end date. These values will need to be filled in
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before the discount will be applied. Discounts may be applied for
any number of days you want from one day to several years,
depending on your needs.

3. Selecting a Customer Discount Schedule - When setting up these
types of sales, you may use either a single tier or multi-tier

discount schedule.
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Customer Discounts Overview

Customer Discounts are those discounts that are applied at the time of
sale. They may be assigned to an individual customer; they may apply
to an entire sale or be assigned to individual line items of the sale with
no customer defined, or you may assign discounts to sets of inventory
records via Departments, Sections, or Media.

There are three basic areas where you can define discounts to be
applied: Customer Discount Schedules, Line Item Discounts, and
Inventory Discounts. These discounts can be applied in different areas
of the application and at different times. Visual Anthology uses a
specific order of operation for determining which discount should apply
to a sale. This order is applied from most specific to most general.

2 Customer Discount Schedules are the most general and will be
overridden by both Line Item discounts and Inventory Level
Discounts.

2 Inventory Level Discounts will override all Customer Discount
Schedules no matter how they are applied.

2 Line Items Discounts are the most specific and override all other
discounts.

When working with these discounts you have several options as to how
they are applied. Listed belowv is a brief description of each discount
and its application.

Customer Discounts

2 May be applied by selecting the discount from the drop down list
discounts. This type of discount is applied to all items for a
specific transaction. To apply this discount, you do not to have a
customer selected.

2 May be assigned to specific customers and are applied when that
customer is selected during a transaction. This type of discount
is applied to all items in the transaction but only for a specific
customer.

? May be assigned to Sales Discounts in the Departments,
Sections, and Media screens. These discounts are valid for a
specific period of time and apply to all merchandise within the
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respective area of the application, and apply to all transactions.
In short, you are discounting a specific area of the inventory
(Department, Section, or Media).

Line Item Discounts

2 Line Item Discounts are applied to a specific item. This is done
on a line-by-line basis during a transaction. Line items discounts
allow you enter a discount for an item that will supersede
(override) all other discounts being applied to the item being
sold.

Inventory Discounts

2 Inventory Level Discounts are very similar to line item discounts
in that they are applied to a single item and the amount of the
discount is entered manually. This discount is applied via the
inventory screen. This discount also supercedes (override) all
Customer Discount Schedules no matter how they are applied. It
will be overridden by line item discounts.

Customer Discount Schedules

The general rules for applying discount schedules is that they apply to
the entire document they are associated with; all line items are
affected. Both Inventory Level Discounts and Line Item Discounts
override them. Typically, Customer Discount Schedules are generalized
so they can be applied to the widest variety of situations. A typical
Customer Discount Schedule file might contain records for such
discounts as Preferred Customer, Student, 10%o, etc.

When Customer Discount Schedules are applied to a document, the
result is the discount being applied to the entire document (all line
items). Remember that Customer Discount Schedules can be muilti-
tiered, meaning that the discount given is depended on the amount of
an item being sold. If the Customer Discount Schedule is setup in this
fashion, you could get undesired results. You should use caution when
setting up Customer Discount Schedules and when you apply them so
you always get the desired result.
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Inventory Level Discounts

A Sales Discount field is provided on the Inventory General page that
allows you to specify a sales discount for individual inventory items.
It”s primarily used to lock the discount that may be applied to
individual inventory items. This means if you have a Customer
Discount set at 3026 for Jon Smith and you set the Sales Discount field
to 15%6 in the inventory screen for book “A”. When Jon Smith
purchases book “A” he will not receive his normal 3026 discount,
instead he gets 15%b6 on this item and 3026 on everything else.

Line Item Discounts

The basic rules for line item discounts are that they apply to only a
single line item and they override all other discounts. They do not
carry over from one sale to the next. These are applied at the time the
item is being entered into the transaction. They are not limited to sales
transactions and may be applied to purchasing and receiving
transactions as well. A typical use for this type of discount at the
register is to discount damaged goods.
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Creating Department Discounts

Department discounts are a specialized type of discount that is
assigned from within the Customer Discount Schedule screen. Itis
intended to provide a diverse layer of discounting for wholesalers. This
type of discounting allows you to assign different discount schedules to
individual departments and apply those discounts at the time of sale
via a single, "'special'’, Customer Discount Schedule. When this
discount is used the departments of the corresponding sale items are
evaluated for associated "‘department discount schedule' information.
If found, that discount schedule will be applied to the sale.

Special Note: It should be noted here that you are only allowed to
create one of this type of discount. There is no way to restrict the
departments being looked at. When this option is selected, all other
options are disabled.

This type of discount is defined in three parts.

1. You will create standard Customer Discount Schedules, as
needed.

2. You will assign these discounts to specific departments via the
Departments screen.

3. You wiill create a Customer Discount Schedule using the option ""Use discount:
which will link this *'special™ discount to the discounts assigned to individual c

To illustrate this, let’s create a discount that we can use to offer
special discounts like those a wholesaler might use. We will need to
create at least two Customer Discounts before we start. These
discounts can be single or muilti-tier. For this example, we'll create two
single tier discounts. If you haven't already created Customer
Discounts, please refer to the topic Creating Single Tier Discounts for
instruction and create two discounts - one for 10%%6 and a second for
20%o.

2 Select the Master Files | Departments menu option to open the
Departments screen List page and locate the desired
department. In our example, we'll use Books.
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2 Using the drop down list on the Department screen’s details
page labeled "'Department discount schedule' select the discount
you are going to apply. In our example, we are using a 10%6
discount.

2 Save your changes and select a second department. This time we'll use the A
2 In the Department discount schedule field, select the 20%6 discount from the

2 Before we can apply this discount to a sales transaction, we will need to crea
uses these departmental discounts.

? Select the Master Files | Customer Discount Schedules menu option.
Create a new Customer Discount. Let’s call it ""Wholesale
Discount™'.

2 We select the option ““Use discounts schedules associated with
departments”. This tells Visual Anthology that the discount
schedule to use has already been assigned to specific
departments.

2 Nowv let's save our changes and exit this screen.

Test your results

1. Open the Cash Register screen to begin a new sale.

2. In the discount drop down, select the ""Wholesale Discount' from
the list.

3. Sell an item from the Book department. It will receive a 10%6
discount.

4. If you sell an item from the Audio Books department it will
receive a 2020 discount.

5. However, if you sell an item from some other department such
as Music, the discount is not applied. This is because the
Discount Schedule assigned to the transaction is *"Wholesale
Discount’ and it uses departmental discounts so only those
departments, Books and Audio Books receive discounts.
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Setting Up Vendor Information

Using the PO Corral

The PO Corral is a system level Purchase Order that always remains in
draft. It can not be posted. It is a holding area for items that will be
placed on a Purchase Order that will ultimately be sent to a vendor.

This purchase order may be merged completely with another draft
Purchase Order or selected items may be moved from the Corral to an
existing draft purchase order. This topic is discussed in the Merging
and Moving Purchase Order Items section.

Adding items to the Corral

There are several ways that items may be placed in the Purchase
Order Corral. Items may be entered via the Purchase Order screen by
selecting the PO Corral and adding items manually as described in
Manually Generating a Purchase Order. This method allows you take
advantage of the Fetch utility and quickly adds items directly from a
catalog.

When the last item is sold in either the Cash Register or Customer
Order modules, a message similar to the one shown here will ask if
you want to place this item on a Purchase Order. You may at this time
choose the ""Corral'. In fact, you can choose any "‘draft’* Purchase
Order you would like.

Items may be added via the CD Import screen by choosing to import
to ""Purchase Orders™", then choosing the ""Corral*. This topic is
discussed in the Importing Inventory from CD Import section.

Items may also selected from the inventory List page and sent to a
Purchase Order using the Action menu or F12 key. Simply pick the
""Corral'. Using this method, you may select individual items one at a
time and send them to the ""Corral*. By holding the [CTRL] key down
when selecting, you may choose noncontiguous items. Holding down
the [SHIFT] key selects blocks of items.
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Merging, Moving and Regrouping Purchase Order Items

Visual Anthology gives you the ability to Merge a Purchase Order into
another one; or select individual items from your existing Purchase
Order and move them to another. You may also regroup entire
purchase orders into separate orders based on the listed publisher of
the individual items. Although these may seem to be the same
process, each has a specific task to perform and is used at different
times.

These options are available on the Action menu when your Purchase
Order or Receiving screen is open to the Detalls page and a Purchase
Order is selected.

Special Note: Remember, the Merge option will move all items from a
draft or open PO to a new PO or RM; this includes any received
items. You should use caution when using this option from the
Receiving screen.

Merging

Merging is the process of moving the entire contents of a Purchase
Order or Receiving Memo to an existing Purchase Order. The key
difference between merging and Cascading or Moving is that, when in
Receiving, even items that have already been received will be moved
to the "other' Receiving Memo.

2 This option requires that the new PO already exist.

2 When this option is used from Receiving you must send to an
existing Receiving Memo.

Cascading

This is done automatically for Electronic Orders where backorders are
not allowed on a PO. Only those items not filled during the EO process
are moved or "‘cascaded’ to new draft PO. On the original PO, the
"'cascaded" items are moved to the new "'draft’” PO. It will be as though
they did not exist on the original order. The original order is marked
‘complete’ and a message is placed in the Note field letting you know
that items where cascaded. This allows you the option of assigning a
Vendor and resend the order for fulfillment.

102



Setup and Configuration

There is no option to manually choose ""Cascade™. It is preformed
automatically when you order Electronically and have line items
marked on the PO being sent.

Move To Another PO

Moving differs slightly from merging in that you may select individual
items from one Purchase Order and move them to another. Like
merge, you may select all the items if desired.

2 This option requires that the new PO already exist.

2 When this option is used from Receiving, you must send to an
existing Receiving Memo.

Copy to Another PO

Copying differs slightly from moving in that the item you are copying
will be on both the old and new PO.

2 This option requires that the new PO already exist.
? This is not an option in Receiving.

Regrouping

Regrouping creates new Purchase Orders for those items on the order
grouped by the items listed publisher. If items on the order do not
have a publisher listed as part of their inventory record, Anthology
groups those items on to a single Purchase Order and asks you to
provide a vendor.

For example, if your Purchase Order contained 10 items; 3 from
Penguin; 3 from Random House; and the balance unknown, then after
regrouping you would have 1 Purchase Order for Penguin with 3
books, 1 Purchase Order for Random House with 3 books, and 1
Purchase Order with no vendor defined with 4 books. Visual Anthology
would be open on this final order with the cursor positioned in the
Vendor field because this is a required field and the Purchase Order
can not be saved without one.

2 This is not an option in Receiving.
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Setting Up Ship Methods

Creating a Tender for Trade Credits

Trade Credit is a special tender that is only available if you have the
Used Books add-on module. It has two primary functions within Visual
Anthology:

1. When used during a normal sale, it behaves in the same way as
Store Credit except that it has the ability to debit (decrease) the
Trade Credit account for a specific customer, if a customer with a
Trade Credit balance is defined in the transaction.

2. When used as a tender during a “Buy Books’ session, it has the
ability to credit (increase) the Trade Credit account for a specific
customer, if a customer with a Trade Credit balance is defined in
the transaction.

Because the Cash Register module has the ability to both buy books
and sell them within the same transaction, the trade credit is applied
in a slightly different way when both transaction types are present in
the same sale. In this situation, the sale is “netted” out. If the
remainder is negative (more books being bought than sold), the
balance would be applied to the customer’s TC accourt or printed on a
TC credit slip. If the reverse were true (more being sold than bought),
the balance of the TC account would be applied to the sale.
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1. In the Name field, enter TRADE CREDIT and press Enter to
move to the Short code field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system will
reject it.

Business Rules

1. From the list of Tender Types choose *"Trade Credit'” by clicking
the radio button next to the label Trade Credit.

2. Allow Change: generally you would want to allow change to be
given for this type of tender. However, it is not required. With
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this option selected (checked) you will also need to assign a
change limit.

Cash Change Limit: is the amount of ‘cash'* change you will give
on sales using this tender. For example, if the limit is set to
$25.00 and a customer gives you a $100 dollar credit slip for a
$10 dollar purchase, you will receive a system message saying **
Cash change limit has been exceeded". You not be allowed to
continue. The examples below show some common settings.

1. Inthe ""cash change limit" field enter 999999.99. This
means that you are essentially setting no limit to the
amount of change for a cash sale.

2. Inthe "cash change limit" field enter 100.00. This means if
the changed due exceeds $100.00, then a system message
Is displayed and you are not allowed to continue.

Give store credit above change limit: this option works in
conjunction with the cash change limit and instructs Visual
Anthology to issue store credit for the amount of the change
due. For example, if the limit is set to $25.00 and a customer
gives you a $100 dollar credit slip for a $10 dollar purchase,
Visual Anthology issues trade credit for the amount due and you
are allowed to continue.

. Bankable: this option does not apply to trade credits and so is

dimmed (unavailable). When a trade credit issued as a result of
taking a tender that has the "issue trade credit above change
limit" option set, then it is automatically included in the ""Non-
Bankable Tenders' section of the X/Ztape as Trade Credits.
When trade credits are redeemed they are included in the same
section of the X/Ztape and will have a reversing affect on the

numbers.

. Pop drawer: is used to trigger the cash drawer to open when the

sale completes. Generally you would have this option selected
(checked) for this type of tender. This will allow you to store the
credit slips in the cash drawer so they will be included in the tally
at the end-of-day procedures.
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7. Ztape detail: this option instructs Visual Anthology to include
this information in the "'lItemized Tender Recap'’ section of the
X/Ztape reports. Generally you would have this option selected
(checked) for this type of tender.

8. Accept on Web: this option is used in conjunction with Anthology
WebStore (AWS) and will make this tender available on the web
site (not recommended).

1. Ifyou are an AWS user, you may not want this tender to
show on your web page. However, selecting (checked) this
option will make this option available on the web page (nhot
recommended).

2. Ifyou are not an AWS user, this option has no effect. You
would generally not select (un-check) this option in this
case.
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Using the Used Books Add-on

Before you begin using the Used Books Add-on module, it is
recommended that you read through both the Working with Used
Books and Understanding the Used Books Module sections. These
sections provide a background to elements of this topic that are
important to understand.

Using the Used Books Add-on is virtually the same as any other Cash
Register transaction except that the role has been reversed. Instead of
increasing the amount due, the dollar amount is shown as a negative
number reflecting the amount that is owed to the customer selling the
book. Most of what the add-on does is automatic - based on the way
you have set up the module.

In the following example, we”ll wdk through the basic process of using
the Cash Register to buy books. We~ll be using the Trade Credit tender
type during this example — if you have not already created a tender of
this type, please review the steps in the section "'Setting Up Tenders —
Creating a Tender for Trade Credits"'.

As mentioned above, buying books with the Used Book Module is an
added function of the Cash Register so let’s begin by opening the Cash
Register screen.

1. Select the sales | Cash Register menu option.

2. With the Cash Register screen open select the Action
| Buy Books menu option. When this option is active,
the Title bar of the Cash Register window adds the
words “Buy Books Mode”. This option can be turned
on and off during a sale; allowing you to both buy
and sell books within a single transaction. For now
let”s focus on buying books.

Once you have the Cash Register in Buy Mode, the procedures will
differ slightly depending on how you are buying books, specifically
which option for serialization you have chosen and if you are using
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Trade Credits. Remember there are three different options available
concerning serialization - Always, Never, and Ask. These are outlined
in the topic Understanding the Used Books Module. There are two
different options concerning Trade Credits — use them or not. The
option to use trade credit is set ““ad hoc’ by selecting the trade credit
tender type at the time of completing the sale.

3.

M Insert - Inventory

Enter a customer in the field labeled Customer. This
Is important if you are using Trade Credits and want
to apply the credit to a customer account. If a
customer name is not entered and a Trade Credit is
used as the tender, a credit slip will be printed in the
form of a receipt. Trade Credits are explained in
detail in the Setting Up Tenders - Creating a Tender
for Trade Credits topic.

Enter the ISBN of the book you are buying in the
ISBN/SKU field. For this example ISBN
0060392452 was used. If the book you are buying is
listed in your inventory, a copy of the Inventory
screen called “Insert — Inventory’” will be opened.
This allows you to view the serialized record's
information and make any necessary changes.

This is the same method used if the item were found
INn an external database of books and imported via
Fetch.

Fetall price
List price

Wieb price

oales discount

ISBN / SKL 00B0392452-01
ltermn / IUPC [D0B0382452

5.24
a.74
5.24

Notice in the illustration above that the Primary ISBN/SKU has been
serialized. The original ISBN is retained in the Item/UPC field. You
should also notice that the pricing options that were set in the
Options screen (Used books options) have been applied to the

109



Revised Manual

Retail and List Prices as percentages of the original. Remember this
action will depend on whether the original item is listed in inventory
as ""new" or ""used". If the item is found in an external database of
books it is treated as new

2 Ifthe original item is listed as ""new" - the
pricing options are applied.

2 If the original item is listed as "used" - the
serialized record is created as an exact copy of
the original "'used'" book record. Visual
Anthology assumes that the prices listed in the
original "'used" record have already been priced
accordingly. If the pricing options were applied
a second time, the prices for the serialized
record would be drastically understated.

1. You do not need to edit the on hand quantity. This
number will be updated when the ""buy’* transaction is
completed. If you enter an on hand quantity in the
"Insert - Inventory’ screen when the transaction is
complete Visual Anthology will add the transaction
amount to the on hand you entered here. However, this
is the time you would make any necessary edits to the
new record prior to saving.

2. Click the F10 Save button to save the changes, if any
and return to the Cash Register screen.

3. The item should now be listed in the *Tape Section™ of
the Cash Register screen and the cursor positioned in the
ISBN/SKU field ready to enter another item.

Taking Tenders

When all the books are entered and you are ready to complete the
transaction you must take Tenders. The steps for this part of the
process are as follows:

1. Select the F3 Take Tenders button at the bottom of the Cash
Register screen. Just like in a normal sale the Tender portion of
the Cash Register screen is displayed. Visual Anthology does not
block any of listed tenders although some tenders don't make
sense to use if the transaction balance (amount due) will be
given to the customer as payment for the books they are selling.
For example, you wouldn't want to choose VISA as a tender for
buying used books. It would be impossible for the customer to
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get the credit. CASH, STORE CREDIT, or TRADE CREDIT would
be most appropriate in this situation.

. For our example we'll choose Trade Credit. Unlike Store Credit,
Trade Credits can be tracked via the Customer Master File.
Remember that if you are applying this credit to a customer
account you should have selected that customer at the beginning
of the transaction. If you have not, a printed credit slip will be
printed along with the regular receipt.

Tendat type A

CASH
CHECK
WISA
MASTER CARD
DISCOVER
AMEX
ACCOUNT SALE
STORE CREDIT

| | TRADE CREDIT
GIFT CERTIFICATE
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Using CBO Manager

The Customer Backorder Manager (CBO Manager) provides an
interface for managing your customer backorders and special ordered
items. Unlike the "Review SPO'" screen, which is transaction based -
the CBO Manager is "'item'' based. This view allows you to view all your
backordered and SPO records for a single item (as shown below). As
with any grid in your Visual Anthology system, you can sort columns
by clicking on the column heading. This is shown in the example
screen below. The 1ISBN/SKU column has been sorted so the grid is
"'grouped’’ by ISBN. You can see in this example that Brenda and
Amanda have both ordered the same book ""Complete Idiot's Guide to
Asian Cooking'.

In the far left column (Item Status), you can see that both items are
listed as "'Iin"". There are two possibilities for this:

1. The item was ordered and has been received.
2. The item has an on hand quantity great enough to fill the order.

If we highlight a single line, Brenda's book - we can see on the
inventory tab (screen bottom) that the item has an on hand gty of 2.
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The Visual Anthology Interface
Ordering Electronically

The Electronic Ordering interface in Visual Anthology provides
booksellers with a quick and simple means via modem or Internet FTP
(File Transfer Protocol) of sending Purchase Orders, created in Visual
Anthology, to vendors that support Electronic Ordering. Electronic
Ordering is a function of the Purchase Order screen but is setup and
modified via the Vendor screen. Different vendors may require
different setups depending on the protocol and format they use to
transfer the order. During this connection, your order is transmitted.
The vendor processes the order and a confirmation is sent back to
your system for you to review.

Special Note: A Vendor account will need to be established with your
vendors prior to using the function.

Typically, orders placed this way receive larger discounts from the
vendor and require far less user interaction to complete. During the
process, the order is sent to the vendor, processed, and a
conformation file is returned. The conformation file in conjunction with
the original Purchase Order contains all the information your Visual
Anthology system needs to process the Purchase Order.

There are three very important factors that must be considered before
we start.

1. You will need to establish an account with the vendor from which
you wish to order. You will need this information to setup the
Vendor screen correctly.

2. You will need a stable phone line to connect with. Excessive line
noise and interruptions can create havoc with sensitive modem
communications. Also, it is preferable to have this line dedicated
to this purpose. Communications can be ended abruptly if a
second user of a shared phone line attempts to connect while
you’re connected.
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3.

Your modem will need to be compatible with the vendor to which
you are trying to connect. Many vendors use older
communication systems. Newer, faster modems often have
trouble communicating with these older systems. One such case
is the WinModem®. Ingram Book Company will not support the
use of WinModems when connecting with their service.

Because it is impossible to Electronic Order without first having created
a Purchase Order, we will begin there.

1.
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Open the Purchase Order screen by selecting the Inventory
Control | Purchase Order menu option. We will be using the stock
check option in this tutorial so please select a vendor that
supports Flashback® such as Ingram Book Company.

. Locate the Purchase Order you wish to submit electronically.

(Remember you may only submit draft Purchase Orders).
Move to the Details page if you are not already there.

Inspect the document and make corrections as necessary. Save
your changes. Do not post. The order will be posted for you as
part of the Electronic Ordering process.

. Select the Actions | Electronic Ordering menu option to view the

Electronic Ordering screen. The options available are dependant
on which vendor you choose. Vendors that support Flashback®
will have the option to stock check where those who support
BISAC may not.

. For the purposes of this tutorial, we’ll be placing an order from

Ingram®. Because Ingram supports Flashback we will have the
option to stock check instead of placing an actual order. Choose
the Do Stock Check button from the Electronic Ordering screen.

. A small status window will appear on the upper left corner of the

Visual Anthology screen. This window will let you know where
you are in the process of communicating with the vendor.

. When communication is complete, Visual Anthology displays a

standard print dialog. You have three options available to you for
storing, viewing, or printing the conformation file.

? Report to printer: With this option selected the printed
document will be sent to the assigned printer. Printer
assignments are made from the Stations screen. You may
also use the print setup button to assign a printer.
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Report preview: This option will display a preview of the
document, as it will appear when printed. You may choose
to print from this screen as well. The display shown wiill
vary greatly depending on which printer is assigned. For
best results, you have either a laserjet or inkjet printer
assigned as the default and the confirmation report to a
text file on your system.

Report to file: Selecting this option allows you to save.
Click the Ellipsis button to display a standard File Save As
dialog screen. Save the file to the desired location.

9. Clicking the Print button at the bottom of the screen will begin
the process as defined above.

I this had been an actual order, Visual Anthology would have
compared the confirmation file to the PO and updated the order. Once
the order is updated, the PO is posted for you. Two things may have
happened depending on what options you have set on the purchase

order.

1.

2.

If you had requested NO BACKORDERS be sent, all items
the vendor would have normally backordered are cascaded
to a new PO for you.

If you had requested ALLOW BACKORDERS, all items the
vendor would have normally backordered will be marked
as such on the Receiving Memo.

Electronic Ordering by Modem

All information needed during this setup is available from your vendor.
You will need to contact your representative to establish an account.

1. Protocol is the technical term for the communication procedures

used by vendors. Currently, there is not a single standard for all
vendors. However, Anthology provides a drop down list of the
most commonly used.

Format is the file format used by a particular vendor. If the
format is known Visual Anthology will populate this filed for you.
INn some cases it may not be editable. There are two major
electronic ordering file formats.
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2 BISAC: there are a number of variations of the BISAC
format. It is important that the variation you select
matches the vendor’s preference. The format drop down
box provides a list of the most common vendor formats. If
you don't see your vendor’s preferred format on the drop
dowvn list, please contact Anthology support. We will
determine whether you can use one of the existing formats
to communicate with the vendor.

2 Flashback: The Ingram Book Co. invented the Flashback
format, and many book wholesalers now accept orders in
this format. Some fields are specific to Ingram orders and
must have a valid entry before Ingram will accept an
order. Other Flashback vendors may not require these
fields to be filled in to process an Electronic Order.

3. Cust Pin / Login is specific to the Baker & Taylor and Spring
Arbor’s electronic ordering process. Please obtain this
information from those vendors.

4. Confirm type radio buttons are for display purposes only. They
will indicate the corresponding confirmation type for the ordering
format you select.

5. Bill to Acct / User San has a dual role; what you enter depends
on the Format you have selected.

6. If your have chosen the BISAC format, this is where you enter
your “User SAN’” number.

7. If you have chosen the Ingram Flash format this is where you
enter your “Bill to Account’” number. Consult your representative
to obtain the passwords for your account.

8. Phone number is the phone number provided by your vendor to
transmit orders electronically.

Visual Anthology utilizes Windows - Modem Dialing properties during
communication. Please take care to insure that your modem is set up
correctly in Windowvs. Refer to your Windows manual for complete
instructions on setting up your modem with the correct phone number
to dial.

9. Ship to Acct / Vendor San has a dual role; what you enter
depends on the format you have selected.
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2 If you have chosen the BISAC format, this is where you
enter your “Vendor SAN” number.

2 If you have chosen the Flash format, this is where you
enter your ““Ship to Account” number. Consult your
representative to obtain the password for your account.

10. Cust Pin / SAD pswd is specifically for the Baker & Taylor
and Spring Arbor Distributor (SAD). Consult your representative
to obtain the password for your account.

11. FB Warehouse Codes is used with the Ingram Book Co.
only, and is required to order electronically. Visual Anthology
provides a drop down list of all available Ingram warehouses.
Consult your Ingram Book Co. representative for the proper
warehouse code for your location.

12. FB Bill pswd is for the Flashback ““bill to”” password. Consult
your representative for the proper password for your account.
Ingram Book Co. requires this information. However other
vendors using flashback format may not.

13. FB Green light is used for Ingram Book Co. indicating that
you want them to supply Green Light titles. The default value is
checked, meaning “Yes”. You must contact Ingram to have this
option turned on for your account.

14. FB Ship pswd is for the Flashback ““‘ship to’” password.
Consult your representative for the proper password for your
account. Ingram Book Co. requires this information.

15. Discdec - Some BISAC vendors do not follow the exact
rules of the BISAC format for their discount format. The Discdec
option provides the flexibility to set the implied decimal point for
translating the vendor’s confirmation file. Most vendors do not
require a value in this field. Visual Anthology allows you to
provide the value for those vendors that require a different
setting from the default. You will need to contact Anthology
Support for the correct settings.

16. Cancel Days is the number of days before the backorder
portion of your order is canceled.

You may set the allow backorders option on the purchase order to
either on or off. This option is directly related to the cancel days. If off
the cancel days means nothing. It should be noted that not all
vendors respect this date.
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17. FB Warehouse Pairs is used to indicate to Ingram that you
want orders for titles not available in your primary warehouse
routed to a secondary warehouse. This option is required for
Ingram Book Co. orders, so the default is checked as ““Yes”.
Ingram assigns a secondary warehouse for your store. You must
contact Ingram to have this feature set-up for your account.

18. FB Order Type - Setting this option is required for Ingram
Book Co. orders. The default is set to EO. Please consult Ingram
for other available order types.

19. FB/BO Release: Required for Ingram orders. There are two
options for this check box: checked for release, unchecked for
hold. The box is unchecked by default so that any back ordered
items will be shipped with your regular orders. A check in the
box indicates to Ingram that you want back ordered items
shipped as soon as they are available.

20. FB Ship Instructions - Visual Anthology provides a drop
down list of acceptable shipping methods. When you select a
preferred shipping method, this information will be transferred to
Ingram Book Co. along with your order.

Ingram® is the registered trademark of Ingram Book Company Inc.
Flashback® is the electronic ordering and confirmation system
developed by Ingram Customer Systems Inc. Baker® is the registered
trademark of Baker & Taylor Inc.

FTP Ordering

Both Baker & Taylor and Ingram Book Company allow their customers
to transmit orders via a TCP/IP (internet) connection. Visual Anthology
supports this via the Electronic Ordering module. Orders are sent and
conformations received using FTP (File Transfer Protocol) over your
TCP/IP connection. To the Visual Anthology user, there is no difference
iNn procedure between submitting an order this way or by a traditional
modem connection. However, you must obtain a special account from
Ingram and you will need to modify your Electronic Ordering Setup in
the Vendor screen.
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Ingram Account Information

The first requirement is that you must have an existing Flashback®
account with Ingram Book Company. Your new FTP account will be
added to an existing Flashback account. Your current Bill-to Account
Number, Ship-to Account Number, and Passwords will remain the
same. You will be issued an additional FTP Login consisting of an IP
Address to connect with, User 1D, and Password.

This information may be obtained from
Ingram Book Company
(800) 234-6737

Baker & Taylor Account Information

The first requirement is that you must have an existing account with
Baker & Taylor Book Company. Your new FTP account will be added to
an existing account. Your current Bill-to Account Number, Ship-to
Account Number, and Passwords will remain the same. You will be
issued an additional FTP Login consisting of an IP Address to connect
with, User 1D, and Password.

This information may be obtained from:
Baker & Taylor

Once the account information has been obtained, you are ready to set
up your vendor in the Visual Anthology software. The following screen
shot is used for all vendors.

TP Settings
UseriD Fassword
I Dinecoy OUT Direclory
Vendor Site v, Minutes tz Wait
LUza FTP

2 UserlD: Vendor supplied.

2 Password: This password is case sensitive, that is
""MyPassword" is different then ""mypassword™. Be sure to enter it
exactly as given to you.
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IN Directory: Defines the directory used for incoming orders.
Vendor defined.

OUT Directory: Defines the directory used for outgoing orders.
Vendor defined.

Vendor Site: URL to the vendor's order site. Vendor defined.

Minutes to Wait: Instructs Visual Anthology how long to wait

before giving up on the order. This is determined by the vendor
but may be edited by the user.

Use FTP: This is basically a switch to tell Visual Anthology to

either use FTP or Standard Dial up for processing orders. This is
user defined.
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Taking Special Orders

Jump to Quick Steps

Taking Special Orders and Selling Special Ordered items are two
distinct types of sales within the Cash Register screen. Where taking
Special Orders is really just collecting a deposit for the items to be
ordered. Selling Special Ordered items is much like selling any other
item from your inventory except that the sale item may have a deposit
applied. It is very important to understand the differences in these two
transaction types to avoid confusion later.

Taking Special Orders uses a special "'sales type'* called SPO within a
Cash Register transaction and may be included as part of a transaction
with other ""sales type'* defined (Sale, Return, etc.). This special “type"
has two functions within the transaction.

1. Ittells Visual Anthology that any monies associated with this
item are to be treated as a deposit and therefore no tax is
applied. Notice in the example that the Sale Price is $22.95 and
the extended price (Ext) is $5.74. This represents a 25%b6 deposit
being applied to the sale line.

2. It flags the item as a Customer Backorder so it can be picked up
when Auto-generating Purchase Orders (you can manually
generate Purchase Orders for these items as well).

The key differences between *""Taking a Special Order'" and selling any
other item from your inventory are listed belowv.

2 A customer must be selected in the Customer field of the Cash
Register screen before you can take a Special Order.

Special Note: Special Ordered items are not linked directly to a
particular customer. However the record created in the Special Order
Review screen is. This screen keeps track of the items being
ordered, the deposit amount and how much of that deposit has been
applied when the item is sold (picked up), and whether or not the
order containing the items have been received.
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2 Special receipt printing options are available for transactions
with sales types of "'SPO". These options are defined below under
"*Special Printing Options for Special Orders"".

In all other cases this process is the same as any other Cash Register
transaction.

Understanding Deposits

Deposits for SPO items may be generated in two ways.

1. Automatically - (recommended) YOU can assign a default deposit
amount to be applied as Special Order items are taken. This
information is defined in the Options screen. Please refer to the
topic Cash Register Options for a detailed discussion. By setting
up a default deposit you are ensuring that the deposit field is
being populated (no human error). You will still have the ability
to modify the value of the field as necessary during the
transaction. For example, If your default deposit is set at 5026 In
the options screen and you take an SPO for a $10 item. The
default deposit would be $5. If the customer wanted to pay a
larger or smaller amount you would simply edit the deposit field
to reflect this new amount.

2. Manually - This means that each time an SPO is taken you will
enter the deposit amount in a blank deposit field.

Special Note: Working with deposits can be problematic in the case
where a customer wants to pay in full for the items they are placing
on Special Order. Remember that taxes are not calculated on the
deposit portion of the SPO and all items being entered as an
"spotake" are treated as deposits. Even if the amount completely
satisfies the purchase amount. You have two options in this
situation.

1. Manually calculate the tax and add it to the deposit thus
satisfying the total amount due when the item is sold.

2. Collect the tax when the item is sold and have the customer
pay this additional amount.

Special Printing Options for Special Orders
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Visual Anthology offers special printing of the receipts for transactions
that contain SPO items. In general, you have the option to print
multiple receipts from the Cash Register if the transaction contains an
item with the sales type of "'Spotake™. This option is defined in the
Options screen. Please refer to the topic Cash Register Options for a
detailed discussion.

This does not apply to the sale of SPO items. In this case, the receipt
printing process is handled by the settings in the Stations screen. See
"'Setting Up Stations | Introduction to Setting Up Stations' for detailed
information.

Quick Steps

1. Select sales | Cash Register from the Visual Anthology menu.

2. To select a customer click on the Ellipsis button to right of the
Customer field. This will open the Customer Assistant. After
making your selection, Visual Anthology moves back to the Cash
Register screen and fills in all available information for the
selected customer.

3. Select Action | Take Special Order from the Visual Anthology
menu.

4. Scan or type the ISBN/SKU for the merchandise to be placed on
Special Order. Remember that if the item does not exist in your
inventory it will need to be added to complete the transaction.

Special Note: There are several methods of entering books into your
inventory. Each is outlined in its own topic. Please refer to the
Tutorial called Importing Books for more information. Iltems may also
be entered via the inventory screen.

5. The Deposit field in now visible on the Cash Register screen.
This field reflects dollars of deposit. The default deposit is
calculated based on an entry in the Options screen. You may
change this dollar amount by typing in a new dollar value. This
has no affect on the Options Master file.

6. Enter the quantity being placed on Special Order.

7. The Line Items section now shows the Type of sale as Spotake.
Notice that the Sale Price amount is recorded as the full price.
The Extension column shows the Deposit amount, if any. When
the item is sold, the Deposit will be deducted from the original
amount. Also notice no Tax is charged on the Deposit amount.
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Tax is only charged at the time of sale and is calculated on the
sale price for the item.

8. The system in now ready to accept the next sale item.

1. If additional items are being sold as Special Order items,
then you must select the F5 Take Special Order option
button again.

2. If additional items are not being sold as Special Order
items but instead are part of a regular sale simply continue
as defined in the Basic Sale section.

9. When all the items have been entered you are ready to accept
tenders. There are four (4) ways to begin taking tenders.

1. Pressing the Enter key on a blank 1ISBN/SKU field.

2. Pressing the F3 function key. A button at the bottom of the
cash register screen also represents this function.

3. Selecting Action | Take Tenders from the Visual Anthology
menul.

4. Left click on the Take Tenders button.

10. You may select the desired tender by highlighting the
correct tender. For example: Cash, Check, Visa, etc. This may be
done by using the mouse or the up and down arrow keys.
<double left click> or <enter> automatically enters the correct
amount of the sale in the Amount field.

11. Enter the amount of the tender received. If the amount
entered exceeds the total due, change will be given. If the
amount entered is less than the total due, Visual Anthology
requires you to enter a second or third tender to satisfy the total
due.

12. Once this amount has been satisfied you are prompted to
print. Select Print.
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Cash Register Overview

The Cash Register is designed to record sales of merchandise generally
from "walk-In"' customers. The screen is separated into five sections
that contains data related to the different aspects of the sale.

At the top of the screen is the Customer Information section or
header. This area contains the customer name, their tax and discount
information, and the status of any Frequent Buyers Clubs they may
belong to. The right side of the screen is the Tape section. This area
displays the list of items for the current transaction. To the left of the
tape section is the Current Line information. This area displays
information about the item being sold, which includes historical
information like "‘on hand", ""'on order*’, and *‘customer backorder"*
information. The Sale Value information is shown in the lower right of
the screen. This area displays the totals for the current transaction,
which includes the amount of tax, sub-total, and totals.
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The Button Bar allows you to define the type of sale for the current
line item such as, special order, return, or gift certificate. Or, you can
define what action should be taken on the transaction as a whole,
(take tenders, suspend sale, or cancel the sale). These buttons may be
accessed by either a mouse click or by the "function keys' on your
keyboard. For example, pressing the F3 function key on your keyboard
acts the same as clicking the Take Tenders button and will tell the
Cash Register to begin taking tenders.

Searching with Assistants

The Customer and Inventory Assistants are *lookup’* screens that allow
you to locate either a customer or an inventory item. There are several
ways to launch either the Customer or Inventory Assistants.

2 Type Ahead: Place the cursor in the field you want to search -
Customer Name, SKU/ Item, or Title. Type In the first few
characters of the last name, ISBN, or title and press Enter.
Depending on which field you were in when you typed, either the
Customer or Inventory Assistants will open with the cursor
positioned at the closest matching record from the corresponding
file. Locate the desired record and press Enter to select.

2 Click the Ellipsis button to the right of the either the Customer
Name, Title, or SKU/ Item fields. The appropriate Assistant will
open with the cursor positioned at the first record in the
corresponding file. Locate the desired record and press enter to
select.

2 You may enter the entire Customer Name, Title, or SKU/Item.
Visual Anthology will locate the record. If the record is not found,
the system wiill open the appropriate Assistant with the cursor
positioned at the closest matching record. Be sure to include a
space between the comma and the first name for customers.

2 Toolbar access is provided by means of two icons. These icons
may be used any time to access either of these assistant
screens.

? Iaunches the Inventory Assistant

? Iaunches the Customer Assistant

Many Sale Types - One Transaction
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The Cash Register screen lets you include several types of sales in one
transaction. Special orders, gift certificates, and accepting returned
items are all "'sale types' that may be contained within a single
transaction. Each line of a transaction will display its type in the Type
column. In the example shown here, you can see that the first two
items are regular sales (the default), the third is a return, and the
fourth is a Special Order (SPO).

Special Note: On the special order item, the sale price is $15.95
showing the price of the book. The extended price is $3.99 showing
the amount of deposit being taken.

Access to the "'sale types' for a given line item is available by way of
the button bar located at the bottom of the Cash Register screen, or
by using the Action menu.

The following topics in this section will describe each of the basic sale
types in detail. Because each is simply a variation of the basic sale, the
most detailed information will be found in the "'‘Basic Sale' topic. Any
additional information found in the other sections will assume you

have previewed and understand the concepts of the Basic Sale
Technique.
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Configuring the Electronic Ordering Page

Overview

The Electronic Ordering interface in Visual Anthology provides
booksellers with a quick and simple means of sending Purchase
Orders, created in Visual Anthology, to vendors that support Electronic
Ordering. This is accomplished through modem communications
between your system and the vendor. During this connection, your
order is transmitted. The vendor processes the order and a
confirmation is sent back to your system for you to review.

Electronic Ordering is a function of the Purchase Order module and
may not be activated outside the purchase order screen. However,
because it is vendor dependent, the setup is done via the Vendor
screen. Different vendors may require different setups depending on
the protocol and format they use to transfer the order. In addition to
this, each vendor must establish an account with your store before
processing can begin.

Electronic Ordering by Modem
FTP Ordering
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Using Review SPOs

Review Special Orders is a utility that gives you access to existing
Special Orders and allows you to maintain them. This view is
"transaction’ based, meaning you select a particular transaction from
the List view and edit the individual items that make up the
transaction on the Details screen. Maintenance may include voiding an
entire special order or canceling individual items from an open special
order. Because Special Orders are directly associated with the Cash
Register module, items may not be added through this interface. Also
voiding a Cash Register sale that contains a Special Order will also void
the special order.

Special Note: It is important to note that Special Order items already
on Purchase Orders will not be removed from the Purchase Order. If
you have already placed items on orders, you will need to delete
them manually.

Voiding an entire Special Order

1. Open the Review Special Orders screen by selecting the sales |
Review Special Orders menu option.

2. From the List view, select the Special Order you want to void.

w

There are two ways to void this order

4. Right click on the selected order in the List view and select
""Delete Record" from the popup menu.

5. Select the Action | Void Special Order menu option.
6. You are presented with two print options.

2 Cancellation Document: You may cancel the special order and
print a cancellation document.

2 None: No document will be printed. The deposit amount will be
shown on the X/Ztape as a canceled deposit. If you want to
refund the deposit amount, you will need to do a payout for the
amount refunded. See "'Sales | Payouts' for detailed instructions.

When voiding either an individual item or an entire order, you are
given three options to dispose of the deposit, if one exists. In all three
cases, the X/Ztape will reflect that the deposit has been canceled. This
is found in the “Non-Sales” section of the X/Ztape report.
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1. Store Credit: You may issue a store credit for the amount of the
deposit. This action will print a ““store credit’” receipt to be given
to the customer. This is reported on the X/Ztape report in the
“Non-Bankable Breakout’ section as Store Credits Issued. Using
this action requires that you have

2. Cancellation Document: You may cancel the deposit and print a
cancellation document that may be used by your accounting
department to create a ““paper trail”’ showing the deposit was
kept but the order it was attached to has been deleted.

3. None: No action is taken the special order is canceled and the
deposit, if any is retained.

It is important to note that Visual Anthology does not create a “hard
link”” between customers and special orders. By not creating such a
link you are given much more freedom to enforce your stores policies
and procedures. This becomes important when checking the status of
a particular Special Order (e.g. If two customers order the same book
(Woodworking for Dummies) on different days and Purchase Orders
are generated for both. Purchase Order “A” is received meaning one
copy of the book is “In”’. The Review Special Orders screen will report
a status of “In” for both customers that have ordered this book. This is
because Visual Anthology treats these as a first come first serve basis.
Once a copy of the book is sold the status is changed to either
“Notified”” or “Complete”, depending on what action was taken. The
second copy of the book receives a status of ““On Order’” until it is
received.

Special Order Review displays an overview of all Special Orders that
have been generated on your Visual Anthology system. This allows you
to quickly check the status of a particular Special Order.

List

The List may be filtered to show only open Special Orders (e.g. Status
= open) or both open and completed (e.g. Status = complete or
cancelled) and contains customer and status information relevant to

the order. An order may be canceled by selecting the Action | void
menu option.

130



Using Visual Anthology

Detalls

The General page list all items associated with a particular order.

Individual items may be removed from an order by selecting the Action
| Void menu option.

Special Note: It is important to note that Special Order items already
on Purchase Orders will not be removed from the Purchase Order
when voiding an Special Order. If you have already placed items on
Purchase Orders (e.g. Using the Auto-generate feature), you will
need to delete them manually.
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Making Sales
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Cash Register
Basic technique for Cash Register sales

This section covers a standard sale using a single payment type other
than a credit card or account sale. These types of sales will be covered
in their own sections. For this example, we will have "*'Scan Mode"*
turned off. This allows us to access each field during the process and
discuss each one. We will cover the Customer Assistant, Inventory
Assistant, and the basic information contained on the Cash Register
screen. We are assuming that you have at least one inventory item,
one customer, one tender set up in their respective files. If you have
not completed this part of the setup procedures, you will need to do so
before continuing. See the sections in Setup and Configuration for
detailed information.

Quick Steps

2 Open the Cash Register screen.
2 Enter the 1ISBN/SKU or Titles for the items being sold.

2 When all items are entered and you are ready to complete, press
the F3 function key or click the Take Tenders button at the
bottom of the screen.

2 Arrow down to the desired tender (Cash) and press Enter to
select.

2 The cursor moves to the Amount Tendered field. Visual
Anthology automatically fills this field in with the total due. Enter
the dollar amount the customer has given you here, or accept
the default amount by pressing Enter.

2 On the message screen "'Do you want to complete this sale?"*
Answer Complete.

2 The screen remains filled with the current information so the
clerk can see the change due field.

2 Press Enter and you are ready for another sale.
Detailed Instruction

1. Open the Cash Register screen by selecting the sales | Cash
Register menu option.
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Special Note: If you have the option "id customer every sale" set to
true on the Options screen, your cursor will be blinking in the
customer field. You will not be able to continue with the sale until a
customer name has been entered. If not, the cursor will be in the
ISBN/SKU field. You may always select this field even if it is not
required.

If you are tracking customer information then enter the
customer name. There are several methods available for locating
customers we will use Customer Assistant for this example.
Alternative methods are discussed in the Cash Register Overview
topic.

2 Click the ellipsis button U to the right of the customer
field. The Customer Assistant opens with the cursor
positioned at the first record in the customer file. Locate
the correct customer and press Enter.

. If you are not tracking customer sales simply leave this field

blank and begin by entering items.

Special Note: Visual Anthology allows you to enter books either by
Title or by ISBN/SKU. For the example in this section, we will use the
ISBN/SKU field and the Inventory Assistant. The most common
method would be via barcode scanner. This method is covered later
in the Using your barcode scanner.

Enter the 1ISBN/SKU for the item being sold.

2 Click the ellipsis button U to the right of the 1ISBN/SKU
field. The Inventory Assistant opens with the cursor
positioned at the first record in the inventory file. Locate
the correct item and press Enter.

. When the program returns to the Cash Register screen, the

cursor will be positioned in the Qty field. Visual Anthology
defaults to one (1).

a. Press the TAB key to move to the UOM field. Remember if
your Cash Register is in scan mode these steps are
iImpossible. You will need to have scan mode turned off. If
the item you are selling has multiple UOMs assigned, you
will be given the option to select something other than the
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default. If there is only one UOM assigned, then the option
Is locked.

b. If this information is correct press Enter. The item will be
added to the ""tape'* section of the screen and the cursor is
positioned in the 1ISBN/SKU field waiting for another item
to be entered.

6. Once all items are entered, you will need to take tenders to
complete the sale. There are four ways to begin taking tenders.

1. Click the tenders button on the Visual Anthology toolbar.
2. Press the F3 function key.

3. Click the take tenders button on the button bar at the bottom of
the screen.

4. Press Enter while the cursor is positioned on an empty ISBN/SKU
field.
7. A popup message will ask if you want to begin taking tenders?
Answer Yes.

8. The ""current line' section of the Cash Register screen changes to
show the tender information. Using the arrow keys, move to the
correct tender type (the method of payment the customer is
using) and press Enter to select. A check will appear next to the
selected tender as shown here.

9. The total due field shows the total amount the customer needs
to pay to satisfy the sale.

10. The cursor is positioned in the amount tendered field. This
is the amount of payment the customer is giving you. Visual
Anthology automatically fills in this field with the amount due.
However, you may overwrite this value if not correct (e.g. Total
due is $28.88 and the customer gives you $20.00). Press Enter
to complete the sale and print the receipt.

11. The Cash Register screen is kept open with the current
information shown while the receipt prints. This is so the clerk
will be able to see the change due (if any). Press any key and
the Cash Register is cleared, ready for another sale.

Special Note: Remember that Visual Anthology assigns tax based on
tax profiles. These profiles are assigned to individual customers. If a
customer is not selected the default profile is used. Be sure the
default is set to accommodate the most common type of sales you

135



Revised Manual

do. See Setting Up Taxes and Profiles - Setting Up Tax Profiles for
detailed information.
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Selling Special Order items

Jump to Quick Steps

Selling Special Ordered items and Taking Special Orders are two
distinct types of sales within Visual Anthology. Where Taking Special
Orders is really just collecting a deposit for the items to be ordered.
Selling Special Ordered items is much like selling any other item from
your inventory except that the sale item may have a deposit applied.
It is very important to understand the differences in these two
transaction types to avoid confusion later.

Special Orders are typically taken with a small deposit to ensure the
customer returns for the merchandise. Selling a Special Order is the
procedure for collecting the balance of the purchase price (sale price
less the deposit). This section will cover the steps necessary to sell a
Special Order item. It is based on the procedure for a standard sale
using a single payment type other than credit card or account sale.
These types of sales will be covered in their own sections. Before we
begin, we need to have an item on special order. See Making Sales |
Taking Special Order for instruction.

Special Order items are sold via the Cash Register screen the same
way as any other item in your inventory with one notable exception;
they may have a deposit associated with them. Remember that when
you create a Special Order, Visual Anthology may apply a default
deposit or you may have entered one of your own. This deposit will be
linked to the special order. When you scan in an item listed in the
special order file, a screen called SPO Pick displays. It will list all the
Special Order associated with that item. You may choose to sell the
SPO item or select Cancel to treat the item as a normal sale (you may
have ordered extra copies for your stock). If you are selling a SPO
item, you will need to select the appropriate SPO from the list and click
Sell (the SPOs in this display are sorted by customer). This action tells
Visual Anthology that the item being sold may have an associated
deposit and should be used when completing the transaction.

If you have reduced the price of the item by overriding the price listed
in the inventory record, the reduced price will not be selected by
default. Visual Anthology will use the current pricing information as
listed in the inventory record as the selling price. For this reason, it is
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always a good idea to print two copies of any cash register receipt
where a SPO has been taken. See Setting Up the Options | Cash
Register Tab for complete information. This will allow you to file the
receipt with the item when it arrives, giving you accurate information
on the selling price at the time of placing the order.

Quick Steps

1.
2.

N

10.

11.
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Select sales | cash Register from the Visual Anthology menu.

To select a customer, click on the Ellipsis button to right of the
Customer field. This will open the Customer Assistant. After
making your selection, Visual Anthology moves back to the Cash
Register screen and fills in all available information for the
selected customer.

. Scan or type the ISBN/SKU for the SPO item to be sold. The

deposit will be figured in when tenders are taken.

The SPO Pick is displayed. Choose the correct SPO from the list
of orders displayed in the grid. Remember, it is possible to have
more than one SPO for a single item.

. Double click the order to be processed. A check mark will appear

to the left of the line.
Select the Sell button at the bottom of SPO Pick screen.
The cursor is now in the Qty field. By default one (1) is selected.

. If you need to modify the selling price, you should do so now by

using the down arrow or tab keys. Pressing Enter here accepts
the transaction as shown. Remember you do not have to deduct
the deposit — Visual Anthology will calculate this for you when
tenders are taken.

. For this example, we are only selling a single SPO item. In an

actual sale situation, you may have several other items that will
be purchased along with the SPO. Enter any additional sales
items.

The Line Items section now shows the Type of sale as
Sale. Notice that the Sale Price amount is recorded as the full
price.

When all the items have been entered, you are ready to
accept tenders. There are four (4) ways to begin taking tenders.

1. Pressing the Enter key on a blank 1ISBN/SKU field.
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2. Pressing the F3 function key. A button at the bottom of the
cash register screen also represents this.

3. Selecting Action | Take Tenders from the Visual Anthology
menu.

4. Left click on the Take Tenders button.

12. You may select the desired tender by highlighting the
correct tender. For example: Cash, Check, Visa, etc. This may be
done by using the mouse or the up and down arrow keys.
<double left click> or <enter> automatically enters the correct
amount of the sale in the Amount field.

13. Enter the amount of the tender received. If the amount
entered exceeds the total due, change wiill be given. If the
amount entered is less than the total due, Visual Anthology
requires you to enter a second or third tender to satisfy the total
due.

14. Once this amount has been satisfied, you are prompted to
print. Select Print.
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Accounting options

The information on this page is used with the QuickBooks Accounting
Links® module. If you have not purchased this module, you may
disregard the items on this page. However, if you have purchased
QuickBooks Links, you will need to review the setup instructions for
this module in the Accounting Links section.

If you are new to QuickBooks and need help setting up your accounts,
you can get help from Anthology Consulting services. Please contact
our sales department for additional information and pricing. If you plan
to deviate from the recommended setup, please contact Anthology
Support for assistance.

M Options =JOJE3
Extemna Data || Used Books
General | Addresses | Cash Register | COs || POs “\CCJ'-”I’I& WebStorz || Credit Cards | UDF

AfR account names AP accourt names
Checking Checking FPayables | Payables
Racervahles  Receivabies Imventory | Invetory
Sales irnuice  Sdesinvolce COGS Mreighl in | C0GES: Frefghtin
Shigpirg  Shipping shipping | Shipging
Send inewants | G Cnde O hame

A/R accounting drectory kal

AP accounting directory [:]

F1 Help

The following fields are used to identify the account names used in
your QuickBooks setup. The field names correspond to the account
types in QuickBooks. The default names are used here. The colon (:)
separates an account from a sub-account.
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Special Note: Any account names you use in QuickBooks to define
these categories must be entered here. They must match exactly.

A/R Account Names - All accounts in QuickBooks must use the Types
shown here.

2 Checking: Enter your QuickBooks name for your checking
account. (e.g. Checking). Must be assigned the QuickBooks type
of Bank.

2 Receivables: Enter your QuickBooks name for your Accounts
Receivable (e.g. Receivables). Must be assigned the QuickBooks
type of Accounts Receivables.

? Sales Invoice: Enter your QuickBooks name for your Sales
Account (e.g. Sales:Invoice this does not have to be in a sub
category of Sales). Must be assigned the QuickBooks type of
Income.

2 Shipping: Enter your QuickBooks name for your Shipping
Account (e.g. Shipping). Must be assigned the QuickBooks type
of Other Expense.

Send In Exports

This option allows you to export your information to QuickBooks by
either code (short code) or by Name. You may want to use the Code
option here as it is less likely that this value will change. Since these
fields require an exact match even changing the case (upper, lower,
proper) could have an affect on the import being correct.

? Code - creates the export file using the Short Code.

? Name - creates the export file using the vendor name
as it appears in the vendor file.

A/P Account Names - All accounts in QuickBooks must the Types
shown here.

2 Payables: Enter your QuickBooks name for your Accounts
Payable (e.g. Payable). Must be assigned the QuickBooks type of
Accounts Payable.

2 Inventory: Enter your QuickBooks name for your Inventory
Account (e.g. Inventory). Must be assigned the QuickBooks type
of Other Current Assets.

2 COSG/Freight In: Enter your QuickBooks name for your
Freight-in Account (e.g. COGS:Freight-in). Must be assigned the
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QuickBooks type of COGS. This does not have to be assigned to
a sub category of COGS.

2 Shipping: Not used for US businesses. This is for Canadian
businesses to track GST.

The following two fields store the path to the directory where your
export file will be located. This is where you have told your
QuickBooks® program to look for the exported I1F files. These files will
be used by QuickBooks during the import process.

2 A/R Accounting Directory
2 A/P Accounting Directory

Setup for Accounts Receivable Account Names:

? Checking: The account to be debited. It is used for accepting
payments on account in Visual Anthology. TYPE: Bank.

2 Receivables: The account to be debited. Itis used for A/R
invoice amounts. TYPE: Accounts Receivable.

2 Invoice: The account to be credited. Itis the subtotal of line
items on invoices. TYPE: Income - sub-account of Sales.
Anthology does not export invoice details into QuickBooks for a
variety of reasons. All details can be monitored and reported
from Anthology if needed.

2 Shipping: The account to be debited. This is the shipping
charged to the customer. It offsets shipping expense for the
store. TYPE: Other Expense.

2 Send In Export option: Code or Name -This is an option for AP
only to provide backward compatibility for formers users of DOS
Anthology. There is no such option for AR. QuickBooks requires
unique ids for each customer. Since several people may share
the same name, we must use the Visual Anthology Customer
short code, which is always unique.

2 A/R accounting directory: Browse and select the directory in
which to place the export files. Anthology will create the
INVOICES.IIF, CHARGES.I1IF and PAYMENT.IIF files in this
directory. We strongly recommend that you choose the
QuickBooks directory; that way you will easily be able to find the
export files from within QuickBooks. To avoid irregular
accounting practice, always import INVOICES. 1IF first, then
CHARGES.IFF, then PAYMENT.IIF.
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Setup For Accounts Payable Account Names:

?

Payables: The account to be credited for A/P invoice amounts.
TYPE: Accounts Payable.

Inventory: The account to be debited for inventory purchased
(invoice amount minus freight in amount). TYPE: Current Asset.
Anthology does not export vendor invoice details into
QuickBooks. All details can be monitored and reported from
Anthology if needed.

Freight In: The account to be debited for A/P invoice freight-in
amounts. TYPE: Cost of Good Sold. Sub-account for COGS.

Sends In Export: Determines whether Anthology sends the
Vendor name or short code.

A/P accounting directory: Browse and select the directory to
save the export files. Anthology will create the PAYABLES.IIF
files in this directory. We strongly recommend that you choose
the QuickBooks directory; that way you will easily be able to find
the export files from within QuickBooks.
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Cash Register options

The information on this page determines the default behavior of the
Cash Register screens. This includes Special Orders, since special
orders are taken and sold via the Cash Register screen.

rﬂﬂptiam g@'

Edernal Data | Used Eooks
General  Adcresses || Sash Regisler | C0s | POs || Accounting | WebStore  CreditCards | ULCF

LastCR# 101 826 [“]Save Custamar Cradit Card Infa

Recsipl mess=ye [CSirmale Cssh Rea

Thiank yun ShiLw
: Zustormar
Defadlt drawer bell code Special Oroer
Qr@anization
[“lScanmode Cefault deposit 5000 -
Termes
[<] Oreak out taxes Lasl SPO# 2
[« WWarn on zero-price sales S Add ta PO LB
d ¥ rintir E
[CIPiintAR sales to reaort printer = Mi N P R
(=) ) Newvar JAS
[«]Warn or last sale o o ; FBC Bal
[ JWAT tax #lopint | 12 Dizcourt
[«] Track custamer sales histary Begin new sale on Log clerk each sale
[IRequireteims for acct salz O Customer O Title G IGDMH / GKU Reqguirz password
Default warting sound SOUNDSEONEWAY [:]
_ Fldep |

? Receipt message: This is the text displayed at the bottom of
the cash register receipt.

2 Default drawer bell code: This field is generally set by an
Anthology Support Tech when setting up a receipt printer that
does not have this functionality built in. In normal situations,
you will not need to edit this field and it should remain blank.

2 Scan mode: Used with a bar code scanner to automatically
enter items being sold. If not checked, items being scanned in at
the cash register would require you to press the enter key to
accept the quantity. Checking this box prompts the cash register
to assume the default quantity of one is correct.
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Special Note: Items entered using "scan mode" are still editable by
selecting the line you wish to edit from the tape section of the Cash
Register screen.

Break out taxes: Used in locations where multiple taxes are
applied to sale items. In some areas, it is desirable to showv all
applicable taxes on the sales receipt. In most cases, this is not
used since only a single tax is applied to the sale.

Warn on zero-price sales: (recommended) Used to display a
warning message whenever an item with a retail price of zero is
sold. Zero priced items are unique items from your inventory for
which you want to track quantities on hand, amount sold (given
away), and receiving history without charging your customer for
the item. These are typically promotional materials. Visual
Anthology treats the sale of zero price items differently than
items with prices. If you sell only an item with a zero price, the
cash register will not offer to take tenders but will instead
complete the sale.

Print A/R sales to report printer: Visual Anthology will send
all "Account Sale" transactions to the report printer specified in
the Stations screen for that station. If the current transaction
has a tender of Account Sale used, the resulting receipt will be
sent to the report printer instead of the receipt printer.

Warn on last sale: Used to display a message reminding you
that the item you just sold was the last one and asks if want to
add the item to a PO.

VAT tax: Stands for Value Added Tax. It is not used in the
United States. Basically, this is a special tax calculation in which
the sale price includes the tax for the item. Please contact
Anthology Support before selecting this option.

The next two options work together to give you better control of "'if"*
and "how'* customer information is used on the Cash Register screen.
Depending on your situation, you can completely disable the customer
field (first option), or allow customer information to be used but not
track purchases (first option checked - second option unchecked). Or,
you can track both customer information and purchases (both options
checked).

Allow customer tracking: (checked recommended) Used to enable or
disable customer tracking through the Cash Register screen.
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With this option checked, the customer field on the Cash
Register screen will be enabled. If left unchecked, it is disabled.
Remember, if you are taking Special Orders, you will need to
select a customer to complete the sale.

Track customer sales history: Works with the Customer
Tracking option and gives you the option of tracking your
customer's purchases. Critical Note: If this option is
unchecked, your customer's names will not be displayed in
Special Orders or Customer Back Orders, rendering these two
modules ineffective.

Begin new sale on: This option group lets you decide which field the cursor is in when a new
transaction begins. For example, it can be useful if you always want to record customer
information first, or if your primary search is by title and not ISBN. Options are: Customer, Title,
ISBN/SKU

Special Order

This option group lets you establish defaults for handling Special Order
items.

?
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Default deposit: Used when taking a special order via the Cash
Register screen. Many stores require the customer to pay a
minimum deposit before any special orders are placed. If your
store requires a deposit, enter the minimum amount, as a
percentage. You should enter 25.00 for 25%6. Leaving this field
blank implies no deposit required.

Last SPO #: Lets you assign a starting point for any new Special
Orders created. This is helpful if you are coming from a different
system and don't want to reuse numbers from that system. If
you have been using your Visual Anthology system and creating
Special Orders, you should use caution and not set the number
too low. This could cause numbers to be eventually reused within
the system.

Add to PO: This is a trigger for the CDImport screen. If you are
using CDImport to locate a book to be placed on Special Order
for a customer, then having this option checked will
automatically add the title to a purchase order when the item is
imported.

Special Note: If you are using this option, you should also check the
option on the Purchase Order Auto-generate screen to "Reduce
Requirement for Qty on draft Purchase Orders".
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Printing
There are three options for printing receipts that contain Special

Ordered items.

2 Always - Will print a receipt for SPO items even if no money
(deposit) is taken.

2 Never - Will only print a receipt for a SPO item if the transaction
also contains a non-special order item.

2 Ask - Will prompt you for the appropriate action.

? # to print: Allows you to select the number of receipts to print
when SPO items are present.
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Selling Gift Certificates

Selling Gift Certificates in Visual Anthology does not require any
additional setup or special inventory records. The entire process is
handled internally. However, if you are selling Gift Certificates, you will
need a tender setup to redeem them. Please refer to the topic Setting
Up Tenders for detailed information.

Remember that Visual Anthology allows you to include muiltiple sale
types in a single transaction so the following example can be a single
sale or part of a larger transaction. You should notice that when you
elect to sell a gift certificate, most of the controls in the "‘current line"
section are disabled (dimmed). Visual Anthology isn't looking for an
inventory item called "'Gift Certificate' so the ability to select one is
disabled.

1. Select sales | Cash Register menu option.

2. Press F4 or click the Sell Gift Certificate button at the bottom of
the Cash Register screen.

3. The cursor is positioned on the Qty field with the default value of
1" entered. If this is the correct amount, press Enter.

4. Enter the dollar value of the Gift Certificate being sold and press
Enter.

5. Press the Accept button to add the item to the tape section of
the Cash Register.

6. Complete the sale as usual.

When you close out for the day, this transaction is recorded on the
Ztape report as a Gift Certificate sold. Since gift certificates are not
considered ""bankable™ , the entry for this tenders section.
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Taking multiple tenders

There may be instances when a customer will not pay the full amount
due of a transaction with a single method of payment. For example,
the total due is $77.40. Your customer pays $50 in cash and remaining
amount due, $27.40 is placed on the customer's account by using the
Account Sale tender type. This information is displayed in the "‘tape"
section of the Cash Register screen as shown here.

As mentioned above, Visual Anthology requires you to enter a second
or third tender until the total due is satisfied. This is called ""Taking
Multiple Tenders."

Special Note: Some tender types may only be used once within a
transaction. Credit cards and account sales may only be used once
per transaction. For example, you could have a sale that totalled
$100. Your customer could put $50 on their card and the balance on
account. They could not place $50 on Visa and $50 on Master Card.

Quick Steps

1. Enter the SKU for the item you want to sell

N

Press Enter to accept the default quantity of one (1).

3. Press the F3 function key or click the Take Tenders button at the
bottom of the screen.

4. Use your mouse or arrow down to the desired tender (Cash) and
double click or press Enter to select.

5. The cursor moves to the Amount tendered field. Visual
Anthology automatically fills this field in with the total due.
Change the amount tendered to something less than the total
due and press Enter.

6. The cursor is positioned in the tender list for you to select a
second tender. Choose a second tender type (Account Sale) and
double click or press Enter to select. Accept the amount due.

7. A message screen is displayed saying ‘Do you want to complete
this sale?" - click the Complete button.

8. The screen remains filled with the current information so the
clerk can see the change due field.

9. Press Enter and you are ready for another sale.
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Detailed Instruction

1. Once all items are entered in you will need to take tenders to
complete the sale. There are five ways to begin taking tenders.

1. Select the Action | Take Tenders menu option.

2. Click the Tenders button on the Visual Anthology toolbar.
3. Press the F3 function key.
4

. Click the Take Tenders button on the button bar at the
bottom of the screen.

5. Press Enter while the cursor is positioned on an empty
ISBN/SKU field.

2. Amessage is displayed asking if you want to begin taking
tenders? Answer "'Yes'.

3. The left side of the Cash Register screen changes to show the
tender information.
Using the arrow keys, move to the correct tender type (the
method of payment the customer is using) and press Enter to
select.

4. The Total due field shows the total amount the customer needs
to pay to satisfy the sale.

5. The cursor is positioned in the Amount tendered field. This is
the amount of payment the customer is giving you. Visual
Anthology automatically populates this field with the total
amount due. Overwrite this value with the amount of the first
tender being taken (e.g. Total due is $79.95 and the customer
gives you $20.00 in cash). Press enter. The cursor is now placed
in the Tender Selection area waiting for you to choose another
tender type. Also the total due is reduced by the $20 payment.

6. Choose a second payment type and press Enter. The cursor is
now in the Amount tendered field. Overwrite this value with
the amount of the second tender being taken (e.g. Total due is
$59.95 and the customer gives you a $59.95 check). Press Enter
to complete the sale and print the receipt.

7. You may repeat steps 5 and 6 as many times as necessary to
satisfy the sale amount.

8. The Cash Register screen is kept open with the current
information shown while the receipt prints. This is so the clerk
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will be able to see the change due (if any). Press any key and
the Cash Register is cleared, ready for another sale.
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Customer Order options

Many of these options are designed to help you establish default
business rules, such as always shipping complete orders, to allow back
orders, or how payments and deposits are handled. Setting these
options correctly is vital to how Visual Anthology determines which
action to take during Customer Order transaction.

When setting up the default behavior of the Customer Order module,
you should understand how Visual Anthology calculates amounts due
and the way in which deposits are retained. This will help you decide
how to set the defaults to best suit your needs. Visual Anthology only
looks at shipped items to calculate the totals due for a sale. Any
amount tendered over this value is considered a deposit on future
shipments. Visual Anthology provides the total dollar amount of the
order (all items) in a field called Order Total located at the top left of
the screen. This is the value that should be used if a customer wants
to pay the total amount prior to shipping the complete order.

A Options l_i [=]

Exernal Data | Used Eooks
General | Adcresses || Cash Register 305 FOs || Accounting | MiebStore || CreditCards || UCF

LastCO# a Give changa or retain deposit?
[FlAllow partial shipment? (@ Abways quary
[#]&uto il ship and BO giys? (O Always give change

[V|Back oreer OK? ) Abhways store as deaosit

Customor service confact e

F1iH

2 Last CO #: Shows the last Customer Order number that was
auto-generated by the system. You may edit this value if
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needed. For example, you may be coming from another

inventory management system and already have a number of
Customer Orders created. Rather than repeat these numbers,
simply start the numbering at a point higher in the sequence.

Allow Partial Shipments: Sets the default behavior of new
Customer Orders to allow partial shipments. This means if a
Customer Order contains a backordered item you will be allowed
to ship the ones that are available for shipment and wait for the
backordered items to arrive. This process can take as many
shipments as necessary to complete the order.

Special Note: Allow partial shipments option is only used as a
reminder. Having this unchecked will not prevent you from actually
shipping a partial order. It will only prevent the reminder screen from
coming up.

The next two options directly effect each other.

1. Auto fill ship and BO qtys?: Sets the default behavior to
automatically check inventory levels to see if the item is in
stock and shippable. This check is made at the time of
order creation and is not updated at the time the order
posts. Because items may no longer be available at the
time of posting, you should always *'pick’* the books before
posting. This is the only sure way to know that an item is
on-hand and shippable.

2. Backorder OK?: Sets the default behavior to allow
backordered items. If this option is unchecked, at the time
of posting, all items not marked as shipped will be
canceled. Again you should always pick books before
posting.

Customer service contact: This option is a drop down list of
the users currently defined in your Visual Anthology system. The
information is defined in your Master Files | Users screen. Please
refer to "'Setting Up Users' for detailed information. This option
is primarily used in conjunction with the email templates of the
Customer Order screen. The Visual Anthology user selected here
will be the contact person shown on any email correspondence
generated by Visual Anthology.

Include Draft in CBO Quantities?: This option will add draft
CBO quantities when auto generating Purchase Orders
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2 Give change or retain deposit: This section has three options.
It is used to determine how over payments are handled on
Customer Orders. See "'Partial Shipments in Customer Order'* or
""Taking Deposits in Customer Order" for detailed information on
these subjects.

2 Always Query: tells the Customer Order screen to always
ask what to do in the case where the tender amount is
more then the total of shipped items.

2 Always give change: if the primary use of your Customer
Order system is for "in-store™ sales, you may want to
have this option set. You will not be prompted for an
option. If the amount tendered is greater than the amount
due the system will automatically give change.

2 Always store as deposit: like the option above - if the
amount tendered is greater than the amount due the
system will always retain the balance as a deposit.

Visual Anthology calculates the amount due based on the items being
shipped. As Customer Orders are created, there may be items on back
order. Payment of the entire order (including backordered items)
would result in a deposit being created for the backordered items.

? Save Customer Credit Card Info?: This option will save the
credit card used for future reference.
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Special Orders
Purchase Order options

The purpose of the Purchase Order tab is to establish business rules
for your purchases involving vendors. These settings will become the
default behavior when creating new Purchase Orders and will not effect
or otherwise change the behavior of POs that already exist in the
system. These options may be edited on individual Purchase Orders
without changing the default behavior for subsequent orders.

Ropton BE1X

Exernal Data | Used Eooks
General | Adcresses || Cash Register || COs iFﬂii Accounting | YebStore | CreditCards | UCF

_ast PO # \cooooos Invaice Infomation Check

] () Inwnice information opticnal
[=] 8llowr user-specified PO numbers

(21 WWarm Jn noinyaice irrommation

[#] Force Flagh3ack farmat PC numbers TR e CO .
L/ mequUire invaice INform ation

[<] &llowe hark croers

2 Last PO # : Allows you to set where you want the system to
begin creating Purchase Order numbers. If you were coming
from another management tool or had been creating Purchase
Order manually you can avoid repeating these numbers by
starting at a point higher the last Purchase Order number used.

2 Allow User-specified PO Numbers: Setting this option causes
Visual Anthology to display a small screen when creating new
Purchase Orders that allows you to either accept the auto-
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?

generated number or enter one of your own. Remember these
numbers need to be unique or Visual Anthology will reject them.

Force Flashback format on PO numbers: You should pay
special attention to this option if you are planning to order
electronically. This option actually limits the number of
characters that may be used in the PO number to conform to
Flashback format. Flashback will truncate any number greater
than eight (8) characters and as a result, you may not be able to
order from Ingram electronically.

Allow backorders: This option is very important if you plan to
order electronically. If this option is left unchecked, a message is
sent to the vendor during the EO process telling them to cancel
items that will be back ordered. When the confirmation comes
back, Visual Anthology will mark those items as canceled, which
effectively removes them from the PO.

Refresh PO prices after Edit Inventory: This option allows
Inventory price edits to be replicated on any draft or open POs

Invoice Information Check Section

This set of options are used to control how you record Vendor Invoice
Information when receiving items into inventory. This information is
not required, however, not having this information can dramatically
affect discounts on Returns. See the topic Vendor Invoice Information
for detailed information. The following options let you decide how
Visual Anthology acts when Receiving Memos are posted.
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Invoice Information Optional: No message. The option to
enter the information is available on the Action menu while in the
Receiving screen. You may post the Receiving Memo without
adding this information and you will not be warned.

Warn On No Invoice Information: Warning Message. The
option to enter the information is available on the Action menu
while in the Receiving screen. You may post the Receiving Memo
without adding the information - you will be reminded if you
have not entered Invoice Information.

Require Invoice Information: Warning Message. The option
to enter the information is available on the Action menu while in
the Receiving screen. You are not allowed to post the Receiving
Memo until you have entered valid invoice information.
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Special Note: Many vendors require invoice information when
returning merchandise.
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Customer Order

Understanding the Action Menu

The Action Menu is an option located on the Main Anthology Menu. Itis
dynamic like its parent but has some basic differences.

Whereas most other menu options simply allow access to other parts
of the program, the Action Menu is meant to extend the functionality of
or provide for some additional ""action’’ for the currently active screen.

Many of the options that appear on the Action menu are also shown as
buttons on the currently active screen or may be accessed from the
keyboard. For example, the Action menu for the Cash Register screen
(shown) displays options like Take Special Order and Charge Shipping
- both of which appear as buttons on the Cash Register screen. In
addition to those found on the button bar, other options such as Print
Gift Receipt and Attach Note are also available.

Special Note: Some options may only be available via the Action
menu. It is always a good idea to get familiar with this feature.

Some options are un-available or ""dimmed' until there is a need for
them. For instance, Resume a Suspended Sale will only be available if
you have Suspended Sales. Another example would be Electronic
Ordering which will be dimmed on the Action menu of the Purchase
Order screen if the current vendor has not been set up for electronic
ordering, or if the PO has already been sent electronically.
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Users with No Security

Users are different from templates in that they are individuals rather
than groups or types of users. However, you could just as easily assign
generic names such as Clerk or Manager and create a generic Login.
This would allow a group of people to use a single Login when working
in Visual Anthology. Remember, the more generic your users list, the
more generalized your reporting and tracking becomes.

It is possible to set up users without using the security options located
on the Privileges page and in many cases, this will be the preferred
method. This will grant any user who logs in to have complete access
to every aspect of the Visual Anthology program. This option will allow
you to track sales by user and determine who made changes on the
system, such as on-hand edits to inventory items.

1. Open the User screen by selecting the Master Files | Users menu
option.

2. Make sure the option ""Users" is selected. This option is located
at the bottom of the screen above the button bar.
3. Click the F4 New button at the bottom of the screen.

4. The cursor should be positioned in the Name field of the Detalil
page. If not, move to this field.

5. Enter the name you want to assign to this user. This should be
an individual”s name (e.g. John Smith). This is the display name
when a user is logging into the system. These should be kept
unique so as not to add confusion to the process.

6. In the Short Code field, enter a unique short description of the user. You are
John Smith could be JOHNSMITH if you have a second user named John Smit

7. The Password field stores the user’s password. There is no password check
this field.

8. Supervisor option: This is used only with the security option enabled. Only us
allowed to edit the permissions of another user. Also, supervisors have the o
appears when a user tries to access a part of the program they don’t have p

9. Default view: This option sets the default view for this user to be the same a
See the Tutorial on Maintaining Visual Anthology | Introduction to Maintain V

10. Clear Settings: This option will re-set all previous form positions, sizes,
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Assigning Sections to SuperCats

This example assumes you have already defined Sections within your
Visual Anthology system. If not, refer to Sections and SuperCats for
detailed information. Although there is no correct number of elements
that should display on your left navigation bar, we recommend a
maximum of 15 - 20. Remember, not all Sections need to be, nor
should they be, assigned to a SuperCat.

1. Select the Master Files | Sections menu option.

2. From the List tab page, choose which section you want include
as part of a SuperCat.

3. Double click your selection. This action also opens the General
tab page for editing.

4. Using the SuperCat pull down selection field, select the SuperCat
to be assigned to this section.

5. Click the Save button on the tool bar.
6. Continue to add Sections as necessary.
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Adding inventory items features

Before adding inventory items to your features list, it is always a good
idea to preview the item on the web page itself. Items without cover
art or annotations look bare and out of place. If you are using the
Baker & Taylor Data Base Of Books for cover art and annotations, you
should make sure it has cover art associated with it and that the cover
art provided by the DBOB is appropriate for your site. Check for
annotations. Did the DBOB provide one? Not all titles will have
annotations; you may need to provide this information for the title you
want to feature.

Special Note: Items may only be featured on home pages.

Selecting the Home page

As outlined in the introduction, Interest Areas and Sections have home
pages on which you display your featured items. These are the only
places where featured items can be displayed. You may add items as
features to any of the Sections or Interest Areas ""home pages' but
may not add them to the SuperCats as selecting SuperCats only
displays it”s associated Sections. In fact, there is no option to do so on
the Featured Items Manager screen.

Adding your inventory

Let”s begin by addingan item to the main page since this is the first
screen displayed when a potential customer views your site.

2 Open the Featured Items Manager by selecting the Tools | Web |
Featured Items Manager menu option.

2 Select “Home” from the pull down list box locatd on the top left
portion of the screen under “Super Type”. You may have noticed
this is not an actual SuperType you created. This is true. When a
customer accesses your site AWS has no way to know which
Interest Area they will be selecting. Likewise, we need to build
the left navigation bar from your uploaded Sections and
SuperCats. In order to do this, we created a default Interest
Area and Section known as “Home”/”Home”. This allows AWS to
build the navigation bars and to provide an opening screen for
you customer to being their navigation from.
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?

?

Select “Home” from the pull down list box labeled Section.

Place your cursor in the Item Locator field by clicking inside it.
Click the ellipsis button next to the Item Locator. You should see
the Inventory Assistant load. This provides you with filtered or
unfiltered list of the inventory. When the Home/Home pages are
accessed the list of inventory items will be unfiltered. This allows
you to select from any item in your inventory.

Locate item you want to feature and double click on it. Do not
use the new button located at the bottom right of the screen.
This is used to enter a new inventory item on the fly and does
not apply here.

The next steps define how the item will be presented on the page. This
is really a matter of personal preference, there is no wrong choice, so
we will cover what each of the format types do and leave the decision
up to you.

?

?
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Format — select a format based on the options listed below.

2 Wide: this option displays the item as wide as the available
browse area. Wide will take up one row, no other items will
display either to the right or left of it.

2 Narrow: this option displays the item in half the available
space or “two up’. The first position to be filled is the left
one the second. There is no control over this.

Style — select a style based on the options listed belowv.

2 Classic: displays the image (if any) on the right; text on
the left. 1t also contains the Headline and Title information
along with order button and ISBN. It is the standard layout
for displaying sale items.

2 Tribune: displays the image (if any) on the left; text on the
right. Title information along with order button and 1SBN.

2 Department: displays the image on the left; text on the
right. No other information will display.

2 Internal: displays the image on the left; text on the right
and headline information only.

2  TopOfPage: is not used at this time.

Add items as necessary by repeating the above steps.
Remember the images displayed here are the larger of the two.
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Also the full text is displayed. As a result the features can be
large. You should limit the number of features on any one home

page.
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Defining a Sliding Scale Ship Method (Dollar Based)

The Sliding Scale method allows you to automatically alter the
shipping charges based on the total number of units sold. This is
accomplished by creating different levels or floors for a single shipping
method (i.e. UPS Ground). Each floor is a number representing the
minimum dollar amount that must be sold before the shipping charge
will be applied. In the example below, the first entry is $1 meaning
that all purchases of $1 or more (until the next level is reached) will be
charged $6.50 for shipping.

Special Note: Remember these numbers represent "floors" so you
must establish the FIRST level at which shipping charges will begin.
If you began the number of units at 5, all sales of less than five units
would be shipped for free. At the other end of the scale, if you enter
upper limit of 25 and assign a ship charge of $0.00, then orders of
more than 25 items would be shipped for free.

If you want the shipping charges to increase as the dollar value of the
sale increases, you would assign another level. In our example, the
next level is $25. If total dollar amount of items purchased reaches
$25, the shipping charges will be changed to $9.75. If there were only
two levels assigned, the shipping will never be greater than that
assigned by the last level. In our example, we have entered a third
level - $150.00 this level will given free shipping. This means that all
sales where the total dollar amount is $150 or greater, there will be no
charge for shipping.

1. Open the Ship Method screen using the Master Files | Ship Method
menu.

2. Click the F4 New button on the tool bar.

3. Enter the name of the new Ship Method (i.e. UPS or FEDX.
Remember that this is how it will appear on your AWS web site.)

4. Click the Show On Web check box if you want this method to
be accepted on your AWS web site. Leave blank to exclude it
from the web.

5. Select “*Sliding Scale — Dollar Base™.

6. In the Dollars field, enter "*1.00". This will be the minimum
dollar amount of a sale before shipping is charged.
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7. In the Ship Charge field, enter "'6.50". This will be the amount
of the shipping charge applied.

8. Click the Enter button to add this unit to the detail list.
9. The cursor is now back in the Dollars field. Enter "'25.00".

10. In the Ship Charge field, enter "'9.75". This will be the
amount of shipping charged when the total sale amount reaches

$25.00.

11. The cursor is now back in the ""Dollars' field. Enter
""150.00".
12. In the Ship Charge field, enter "*0.00". This will be the

amount of shipping charged when the total sale amount reaches
$150.00. In this case, we are offering free shipping on sales
greater that $150.

13. Click Save on the tool bar.
‘3 Shipping Methods M| =05
List | Details
Marme | sliding Scale - Dollars [nactive
Shortcode | 53U [+] Shaw on ek
Type
C' First tem and upcharge b Zhip Charge! ||
() Sliding scale - unit base 1.00 §.50
(%) Sliding scale -- dollar base | 2s0a a.75
150.00 0.oo
3 000 0.00
000 |
Ship charge il [
T Erter — L
[ F1 Help | F4 Haw |[ F&Mewline | [ F7 Delete Line |
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Using Web Updater Overview

Visual Anthology's Web Updater is a tool used primarily to
communicate with your Anthology WebStore. The interface allows you
to package your inventory data to be transferred to your web page, to
retrieve orders from your site into your Customer Orders module, and
to design and upload featured items. See "Introduction to Featured
Items Manager"* for detailed information. The process is all but
automatic once the initial upload/download have taken place. After
that, you simply run the Updater whenever you need to update the
web site information or when you need to process orders.

The upload and download process may run as separate processes or
together during a single internet connection. There is no real
advantage to running them separately unless you don‘t want the
upload to happen and you do want to process orders. In this case, you
would want to process downloads only.

AWS depends on uploads to keep the inventory information current.
For this reason, it is recommended that you process an upload daily.

Non-Anthology Web Sites

The Updater may also export inventory data to one of four formats
that may be used by a non-Anthology web site. You will need to
confirm the correct format with your webmaster. The formats are
listed below with a brief explanation of each.

? CSV: This is the commonly accepted extension for a comma
delimited text file. In this format, the information for each
column in your data file will be enclosed in double quotes
(“*‘column one™). Each column will be separated by a comma

("'column one", "‘column two'")
2 DBF:

2 Tab Delimited (ASCII): In this format, the information for each
column in your data file will be enclosed in double quotes (
""column one'"). Each column will be separated by a tab. Tab
characters are not displayed when viewing the TXT file. For this
example, we will use <tab> to represent them. (*‘column
one"'<tab=>""column two'")
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2 Fixed Length (ASCII): In this format, the information for each
column in your data file will be assigned a specific length.
Basically each record will be export to a single line in the text
document.

The Options Tab lets you select which fields will be exported. This
allows you to control the data that will be uploaded to your non-
Anthology web page.

Remember this section is for Non-Anthology sites. When exporting
data to your Anthology WebStore (AWS) page, these settings are
automatic.

See Also
Working with Anthology WebStore
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Book Fair

Vendor Invoice Information

Vendor invoices are documents that accompany shipments from the
vendor, however, they may be sent separate from the actual
shipment. This will vary from vendor to vendor. They provide
information about the number of items shipped as well as the actual
discounts applied and current pricing. It is in fact the vendor's bill for
shipped portion of an order.

Special Note: The information collected from this screen is used by
Anthology's A/P Accounting Links and QuickBooks to provide fast
accurate Accounts Payable information for each shipment of an
order (remember that it may take more than one shipment to
complete an order). See Accounting functions overview for detailed
information. This information is also used with Overstock Returns.
Many vendors will require this information when returning items. See
Overstock Returns Overview for detailed information.

Vendor Invoice Information is accessed by selecting a Receiving record
and choosing the Action | Vendor Invoice Information menu option. If
invoice information has been saved for this record, it will show. If not,
you may create it. The following steps will walk you through the

process of adding Vendor Invoice Information to a shipment via the
Receiving screen.

1. While in the Receiving screen, select the Action | Vendor Invoice
Information menu option. Remember Invoices are associated
with individual receiving memos.

2. The vendor name should already be displayed - if this
information is not correct, select the correct vendor from the pull
dowvn list provided.

3. Enter the invoice number as it appears on the invoice document
you received from the vendor. This information is required for
QuickBooks to import properly.

4. Enter the packing slip number. This is not required but may
prove to be useful if questions arise.
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. Enter the invoice date as it appears on the invoice document you
received from the vendor. This information is required for
QuickBooks to import properly.

. Enter the due date as it appears on the invoice document you
received from the vendor. This information is required by
QuickBooks to import properly. QuickBooks uses this information
when calculating ""Reminders' and when aging your account.

. Enter the total amount due as it appears on the invoice you
received from the vendor. Visual Anthology will automatically
insert the Receipt amount. The receipt amount is dollar total of
the received items after discount. For example, if you ordered 2
books and received 2 books with a List price of $29.99 and your
discount was 4026 - your Total Receipt would be $35.99. This
will not include shipping.

. Enter the freight charges, if any, in the Freight field.
. Enter any tax you were charged in the Tax field.

Click the Save
button.

f & Vendar Inwnice Infa RN <=t ¥
oL el bt e = | R o .
Viandor |Eaker ZE Taylor (Test Account) “Bd=
Aoy B
h : (=T = S =TI
Ivoice # 12381 Invoice date 1072003 E] 003 2310l
|
Facking sip# 12351 Cue date 100
=L T otal 137,25
I Total imioice anount 15521 Irvoice sub-total Shipping 17.96
- : Tote 155.21
Shipping 17 .05 Receipt suh-total i
Tan 0.00 IrQice il
Bl Led W o
H H EL“ ‘ Zolel L Ma 1]
Save Cancel Subi: Ll v 6
Let B 1001 50007

When this information is entered, Visual Anthology will calculate the
Invoice Sub-total field. This field and the Receipt Sub-total should
match. If they do not, Visual Anthology will display a message
informing you that the totals are different (*'Invoice sub-total does not
equal Receipt sub-total. Save anyway?'"). You should check the
following:
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Be sure you have entered the above information correctly. Many
times the problem is in Total Invoice Amount field. Itis a
natural reaction to break out shipping and taxes since they have
fields of their own. This is not the correct method. You should
enter the total - Visual Anthology breaks these out for you. If the
total is $155.21, enter this amount - then enter the amount of
shipping $17.96 and Tax $0.00. This would be shown in the
Invoice and Receipt sub-totals as $137.25.

Is the discount for all items the same on the receiving screen as
shown on the invoice? Often times books you may think qualify
for a particular discount do not.

Is the price the same in receiving screen as shown on the
invoice? Often prices change and you may not be aware of the
change until you order.

Does the amount received match the invoice?

If you need to make changes to the receiving memo such as
prices or discounts, you should answer *"Yes". You can edit this
information anytime before you import to QuickBooks. After that
you will still be able to edit the information but will also need to
make the changes in QuickBooks.
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Discounting Book Fairs

Both Customer Discount Schedule and Line Item Discounts may be
applied during the creation of a Book Fair. The drop down list labeled
Discount is located on the General tab page. Remember that Customer
Discount Schedules apply to the entire transaction and Line Item
Discounts override them.

Customer Discount Schedules may be applied manually by selecting
the desired discount from the drop down list labeled Discount, or
automatically when a customer is selected. For example, if a customer
with an assigned Customer Discount Schedule is selected during the
sale, that discount will be applied. The one exception to this is case
where an item has been assigned a sales discount in inventory. Sales
Discounts are designed to override all but line item discounts.
Although this customer has an assigned discount, you may select a
different one from the drop down list labeled Discount. This will have
no effect on the assigned discount.

A line item discount may be applied to any or all items in the Book Fair
by entering a value in the edit box labeled Disc%6 in the line item entry
section. This value represents the percent of discount being applied to
the item. Values should be entered as shown in the example (e.g.
25.00 = 25%0). Percentages may be calculated to two decimal points
(e.g. 23.50 = 23.5%0). The Line Item Discount overrides any assigned
discount, including the discount assigned at the inventory level. One
key thing to remember about the Line Item Discount is that it must be
applied to each item being discounted. It does not carry over from one
item to the next.
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Auto-generating Overstock Returns

Overstock returns may be generated automatically based on criteria
you establish via the Auto-generate screen. This criterion is based on
sales, current on hands, or min/max values. You can generate returns
for a single vendor or all vendors. You can also select specific
Departments, Sections, or Media. You can base the criteria on different
combinations to create wide or narrow searches for returns.

Special Note: Due to the flexibility of this powerful tool, undesired
results can be generated. You should always review the generated
documents to insure correctness before posting.
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Example Using One Vendor
Example Using All Vendors

Let”s begin by opening the Overstock Return screen. Select the
Inventory Control | Generate Overstock Returns menu option. The
following steps are a general description of creating a Return Invoice.
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All options are explained here to provide the best overview of the
topic. For specific examples, see those listed above.

Return To:

This section refers to the vendor for which the Overstock Return will be
generated. You may choose to generate a Return Invoice for a single
vendor by selecting the One Vendor option, or you may generate for
multiple vendors. Each option has their own options available to them.
The options for each are displayed in the Return To section when the
option is selected.

One VVendor

1. With this option selected, you must provide the name of
the vendor to which you are returning merchandise. This
vendor may be different than the vendor you select as part
of the selection criteria. An Overstock Return will only be
generated for this vendor, regardless of which vendor is
assigned to the individual books in inventory.

2. Select the vendor name from the drop down box provided.
All Vendors

1. Use Publisher: This option uses the publisher field in the
Inventory records to determine to whom the books should
be returned. If the item meets the necessary criteria for a
return, defined later, a Return Invoice will be generated for
the publisher of record as defined in the inventory record.
If no Publisher of Record can be found, a Return Invoice
will be created showing “No Publisher Found” in the Vendor
field. For example, lets also assume you have chosen the
All Vendors option and likewise selected Use Publisher.
When the search is completed, a Return Invoice will be
created for each Publisher of Record showing the books
assigned to that Publisher that met the criterion you
defined. A Return Invoice will also be created listing all the
books that met the criterion but did not have a publisher of
record assigned. This second Return Invoice can be
reviewed for content and reassigned to a vendor,
disregarded completely and voided, or merged with an
existing Return Invoice.

2. Use Last Vendor: This option works the same the Publisher
option except that the Return Invoice will be created for
the last vendor items were ordered from. The second
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Return Invoice created here uses “No VVendor Found” in the
Vendor field.

Which Books?

Next, we need to decide which books should be considered in the
search. It should be noted here that the sub-sections of the Which
Books selection are cumulative and build the other sections. For
example, by choosing Distributor “Ingram’ from the Vendor Source
section, Department “Books”, and last received before 11/01/02, you
are limiting the search to inventory records where the distributor is
Ingram and the department is Books and the last received date is
before 11/01/02.

Vendor Source

The Vendor Source section is used to select which vendors to look at
when choosing candidates. Only items associated with the selected
vendor will be considered. Remember that a vendor is someone you
purchase from, not necessarily a distributor. It could be a publisher as
well.

These options may be selected in any combination. However, these
options are not cumulative. That means, by selecting multiple vendor
sources, you could broaden your search criteria to the point where
literally all books qualify. For example, something as simple as
selecting B&T as the distributor and Random House would result in
those titles where the publisher is Random House or the distributor is
B&T. The fewer options selected, the more narrow the search will be.

1. All: This option will include all vendors as the search
criteria.

2. Last Vendor: This option limits the search to receiving
history to determine the vendor the item was last
purchased from. For example, if you choose Ingram, the
search would include all items where the last vendor was
Ingram. Remember that a vendor is someone you
purchase from, not necessarily a distributor. It could be a
publisher as wvell.

3. Historical Vendor: This option limits the search to receiving
history as in Last Vendor. However, it is not limited to the
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last vendor but will include any item that was ever
purchased from the selected vendor.

4. Publisher: This option limits the search to items where a
publisher is listed in its inventory record. For example, if
you choose Random House from the drop dowvn list, only
items where Random House is listed as the Publisher will
be selected.

5. Distributor: This option limits the search to items where
the selected vendor is assigned to the Distributor 1 field in
the inventory record.

Return Window

1. Within the return window only? : This option limits the book
selection to those books whose receiving history is within the
date range of the return window of the vendor the items are
being returned to. Return windows are defined by each
individual vendor and recorded in the Vendor file records. They
specify the minimum number days you must keep the book and
the maximum number of days allowed to return the item. With
this option selected Visual Anthology looks at your receiving
history for books that fall into the specified date range. This
option is used differently depending on whether you have
selected Return To One Vendor or All Vendors.

One Vendor Selected

When the “Within return window” is selected the Min, Max,
and With Invoice only options are made available. This is the
only time that ""Return To'' values are used in the search
criteria. If the vendor you selected has a Return Window
defined in the Vendor file, the min and max fields will be
filled in with those values otherwise they are blank. If the
values are missing or incorrect you may add or change them
to suit your needs. This will not change the VVendor record.
To make these changes permanent you will need to edit the
vendor record.

1. Min: The value you enter here is used to determine
the latest allowable invoice date for qualifying books.
This means if the current date is 11/27/02 and you
enter 90 in this field, the calculated date for the date
field labeled “To’” will be 8/29/02. Books received
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after these dates are too new (have not met the
minimum) to qualify.

2. Max: The value you enter here is used to determine
the oldest allowable invoice date for qualifying
books. This means if the current date is again
11/27/02 and you enter a value of 365 in this field,
the calculated date for the date field labeled “From™
will be 11/27/01. Any books that were received
before this date are too old (have exceeded the
maximum) to qualify.

3. With Invoice Only: During the receiving process you
have the option to enter invoice information. See
Working with Vendors | Vendor Invoice Information
for details. This option limits the search to those
items where invoice information is present.

All Vendors Selected

1. When “Within return window” is selected the following
options are available.

2. The Min and Max values are used to assign a default
value for the return window. This is to be applied to
all vendors that do not already have one assigned.

3. Min: The value you enter here is used to determine
the latest allowable invoice date for qualifying books.
This means if the current date is 11/27/02 and you
enter 90 in this field, the calculated date for the date
field labeled “To’” will be 8/29/02. Books received
after these dates are too new (have not met the
minimum) to qualify.

4. Max: The value you enter here is used to determine
the oldest allowable invoice date for qualifying
books. This means if the current date is again
11/27/02 and you enter a value of 365 in this field,
the calculated date for the date field labeled ““From™
will be 11/27/01. Any books received before this
date are too old (have exceeded the maximum) to

qualify.

5. With Invoice Only: During the receiving process you
have the option to enter invoice information. See
Working with Vendors | Vendor Invoice Information

for details. This option limits the search to those
items where invoice information is present.
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No specified return window: You may decide how to handle
those vendors where a return window has not been defined
in the Vendor file. The three options below may not be
compounded. You may only select one at a time.

1. Accept All: All books assigned to vendors
without a return window will be accepted.

2. Reject All: All books assigned to vendors
without a return window wiill be rejected.

3. Use default values: To use this option you
must first set the Min/Max values then this
option will be available. Selecting the option
instructs Visual Anthology to apply the
Min/Max values you defined whenever a
vendor is found that does not already have
them set.

Departments, Sections, and Media

You may limit the search to specific Departments, Sections, or Media.
If no choice is made the search will assume all Departments, Sections,
and Media are to be included. You may select any one of the three or
all three to limit the search to suit your needs.

Age or Quantity

In this section you define whether to choose a candidate by age or by
its quantity.

2 Last Received Before: This option has two parts that need to be
defined. These two options are linked with the word ""AND'* which
means both conditions must be true before an item will be
selected. Typically these two dates would be the same -
however, by better understanding how they work, you can
create selection criteria allowing you to catch slow moving
merchandise as well as items that are approaching their *'no
return’ windowv.

1. Last Received Before: This defines the date of the
Receiving Memo used to receive the books. The closer the
date is to the current date the greater the number of
books that will qualify. For example, if the current date is
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July 1, 2004 and you chose April 15, 2004 - you are
saying, don't consider books that were received between
the dates of April 15 and <current date> July 1, 2204. You
are setting the starting point at April and looking
backwards. This is shown as the red arrow in the diagram
below.

2. Not Sold Since: This defines the last time the item sold.
Unlike above - the closer the date is to the current date
the fewer the number of books will qualify. This is shown
as the blue arrow in the diagram below.

Example:

In the diagram below we see that book 1 & 2 were both purchased in
January (red dots).

Book 1 sold in April & book 2 sold in January (blue dots).If we choose
a "'Last received before' date of April 15, 2004 (shown with red arrow)
both books qualify, as they were both received prior to April 15, 2004.
Remember, both sides of the ""AND'"" must be true before a book will
qualify.
If the ""Not sold since™ date is set to March (as shown by the blue
arrow) only book 2 would be selected because it is the only book
where both conditions are true -- it was received prior to April and has
not sold since March. Book 1 fails because although it was received
prior to April -- it a copy sold in April (it has sold since March).
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This process can be a powerful tool for selecting books that will
ultimately be returned. You should carefully review the results prior to
submitting the Return Invoice to the vendor. It is highly possible for
books to fall into a selection that were not intended.

?

On hand Stock Exceeds number of month’s sales: You may limit
the search to items where the on hand quantity exceeds the
total amount sold in a given number of months. For example if
the current on hand quantity is ten (10) and total sales for the
last four (4) months is three (3). An Overstock Return for the
seven books would be generated.

On hand = Max: This option limits the search to those inventory
items where the current on hand quantity exceeds the assigned
Max value. With this option selected you may optionally choose
to return all the books that meet this criteria or reduce the on
hand quantity to the assigned Max value. To insure proper book
selection you will need to make sure that all your inventory
items have a MAX value set.

After you have filled in the selection criteria to suit your needs you will
click the Run button located at the bottom of the screen. No preview is
generated for this screen. The Return Memos are created. You should
review the newly created Overstock Return Memo using the Inventory
Control | Overstock Return menu option.
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Off-site Sales

Auto-generate Overstock Returns for All Vendors (example)

In this example, we’ll create an Overstock Return using the all vendors
option. In addition, we will be using the Use Last Vendor option. This
will create a Return Invoice for the last vendor a candidate book was
purchased from.

1. Open the Generate Overstock Return window. Select the
Inventory Control | Generate Overstock Return menu option.

2. In the Return To section, select the All vendor option.

3. For this example, we’ll choose theuse last vendor option.

So far, we have selected the vendors where the books will be
returned. However, at this moment, we don’t know who they are. The
Return Invoices are going to be created for the last vendor we
received the book from. So, the book and receiving history are
deciding for us.

Now, we need to decide which books from our inventory will be
selected as candidates for return. We have decided that we want to
look at all vendors and let the program sort out who the Return
Invoice should be assigned to. Because | want to evaluate all books
and 1 don’t care who they are assigned to in the inventory file, I will
select the All Vendors option here as well.

1. Inthe Vendor Source section, choose the All vendors option.

At this point, we have decided where to send the books and what
books to look at. If we ran the program as is, we would see every
book in our inventory. We have to further limit the search. We could
limit it too a specific department, section, or media if | wanted to
return paperback books about history. For this example, we want to
look at any book that isn”t selling and has been on the shelf for a long
time. We are going to use the “Last Received Before” option to
eliminate newly received books.
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1. Since we only want to look at
books, let's limit the search to
only the Book department. Select Books from the drop down list of departme
up a specific Section of my inventory, 1 could further limit the search to only
selecting Computer Books in the drop dowvn list of sections labeled Sections.
candidates will be in both the Book department and the Computer Books sec

2. Select the Last Received Before option and choose a date six months prior to
received in the last six months from being considered as a candidate.

3. We are looking for slow sellers. In the “and not sold since” date field, enter a

What have we accomplished thus far?

1. We have decided to let the program determine where to send
the books by way of receiving history and use last vendor. (All
Vendors = selected AND Use last vendor)

2. We have decided to only look at all books regardless of what
vendor they are assigned to in inventory. (All Vendors =
selected)

3. We limited the search for candidates to only the Book
department and Computer Books section. (Department = Books
AND Section = Computer Books)

4. We limited candidates to only those books that are at least six
months old and have not sold in the past three months. (Last
receive before = 9/1/02 AND not sold since = 11/1/02)
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Receiving against an open Receiving Memo

Receiving Memos are Purchase Orders that have been posted and are
waiting for items to be received against them. If you don't see the
Purchase Order you are looking for it may be that it has not yet been
posted.

There are three statuses a Receiving Memo may be in. These are:
Open, Shipment, and Complete.

2 Open: When a Purchase Order is posted it is said to be an open
Receiving Memo.

2 Shipment: Each time items are received against open receiving
memo a shipment document is created. This is true even if all
items are received. This provides a "'paper trail'* or history of
shipments for a particular Receiving Memo.

2 Complete: Whenever a Receiving Memo has all items either
received or canceled it is complete.

For our discussion, we need to focus on shipment and complete. This
section will cover Receiving against an existing, posted purchase order
and assumes that you have the supporting files set up in Visual
Anthology such as Units Of Measure, Terms, Ship Methods, and
Inventory. For this demonstration, we will need to have already
created and posted a purchase order from the Purchase Order module.
See the Purchasing section for detailed instructions on creating this
order. We will be receiving against this purchase order.

Opening the Receiving Module

1. Open the Receiving module by selecting the Inventory Control |
Receiving menu option.

2. From the List view, select the Purchase Order you want to
receive against.

3. Double click or press Enter to use the currently selected
purchase order. This action will move you to the Details page for
the current Purchase Order.

Receiving Items
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At this point you are ready to receive this shipment of books.
There are several ways in which you can accomplish this task.
These are listed below. Two of these methods will require you to
make the necessary edits using the Line Item Entry section. The
third "'scan mode" is by in large automatic. Please see bullet
point "*'Scan Mode"* belowv.

2 By Exception: Select the Action | Receive all menu option.
This action will assume that all the books for this order are
being received. It changes the ""Qty Recd'" to match the
"Ord" column of the "detail grid*. You may then go through
the order line by line and make any necessary edits to
guantity, discount, status or price. This method may be
the preferred method if your order shipped complete or
near complete.

2 Line by line: In this method, you will locate the items in
the "'detail grid'* of the receiving screen one line at a time.
Edits are made to the quantity, discount, status or price as
needed.

2 Scan Mode: This is the same as Line by Line except a bar
code scanner is used to select the ISBN or Item number of
the item. While using scan mode, scanned items are
automatically added to the grid with the assumed quantity
of one. It isn't necessary to edit the quantity of subsequent
items of the same ISBN - as you scan items the Receiving
Memo is searched to find matching ISBNs (item numbers).
If found the quantity is incremented by 1 each time the
item is scanned.

1. Making changes to the pricing, discount or status
information on the first item will be floated dowwn to
all other items scanned with the same I1SBN.

2. To make large quantity changes, select the item you
wish to change in the "'grid" and edit Line Item Entry
section. You should note this action will turn off
scan mode.

Locate the item being received in the Detall grid and select it.
Move to the Line Item Entry section.

The ISBN/SKU and Units Of Measure fields will be filled in
automatically for the item.

. Enter the number of items that were shipped in this shipment in

the Recd field. If the number Recd is less than the number
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9.
10.
11.

Open, you will need to enter the reason for the shortage.
Generally this will be BO (backordered). Enter the correct
response in the Status field.

. List Price is the price before the vendor discount is applied. The

current pricing in the Inventory file is used for this item. You
may change this value if the item has had a price change. When
you post the Receiving Memo, Visual Anthology will ask if you
want to update the Master Inventory file for this change.

. Retail Price is the selling price of the item. Again, you may

change the value expressed in this field. Visual Anthology wiill
ask if you want to update the Inventory record to reflect these
changes when you post.

. In some cases, the actual discount given for an item may be

different than the one used when the Purchase Order was

created. In this case, you may enter the correct discount for an
item in the Disc field.

Click the Accept button [+ to add this line to the Detail Grid.

Repeat steps 6 — 9 to add additional items.

Add any shipping charges for the shipment in the
Shipping field.

Adding Vendor Invoice information

1.
2.

Select the Action | Vendor Invoice Info menu option.

Enter the invoice data. See Vendor Invoice Information for
detailed information.

Posting

1. When all edits have been made, select Action | Post menu option
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or click the Post button on the tool bar. Items on back order will
remain on the Receiving Memo waiting to be received and a
Shipment record is created for this Receiving Memo.
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Understanding Bar Codes

Anthology allows you to use a bar code reader to enter data. Within
the publishing industry, there are two types of bar codes commonly
used: EAN-13, and UPC codes. A third type exists called CODE 39.
Visual Anthology uses the CODE 39 bar code when labels are
generated from within the Visual Anthology system. The reason for
this is that CODE 39 supports both Alpha and Numeric characters.
Since Visual Anthology does not restrict you from creating your own
SKU to identify your products, it only makes sense to use CODE 39.
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Tips for QuickBooks Accounting Links

The success and ease of importing into QuickBooks is directly related
to everyday procedures at the Register and/or in Receiving. Please
train employees to be aware of the following procedural issues:
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A/R: On Account Sales, there can be only one tender type taken
at the Cash Register/Customer Order screen. (Of course, that
tender will be the Account Sale tender.) Store Credits and Gift
Certificates count as a second tender.

If a customer wants to pay some of the transaction in cash and
some on Account, charge the whole transaction on Account and
then do a Pay In for the amount they wanted to pay in cash. If
you accept two tenders on a transaction, even though one of the
tenders is Account Sale, the transaction will not import into
QuickBooks.

Special Orders and AR. Do not accept Account Sale tenders for
SPO deposits. When the customer comes to pick up and pay for
a SPO using Account Sale, the deposit will be considered a
second tender. This is only when customer is paying by charging
on Account. You can:

? @) enter the transaction in Customer Order and have them
pay in full. This places the item on order.

2 b) charge no deposit; or
2 ¢) not allow Account Sale as payment on a Special Order.

Customer must have terms set up before the sale begins. If
there are no terms assigned to a customer, a message will
appear after the Account Sale tender type is used. The Cashier
will need to exit the transaction, enter the customer terms, and
then enter start the transaction again. If the Cashier completes
the transaction without adding terms to the customer, the
transaction will not export.

A/P - Vendor Invoice Info must be filled on the receiving
shipments. Invoice number and invoice date are critical. You can
control whether entering invoice information is required before
posting on Tools | Options | POs.
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Other Transactions

Database Reindex

Indexes are used by the Visual Anthology database to speed sorting,
searching, and even the displaying of your data. Visual Anthology
maintains these indexes automatically as items are added and
removed. However, outside forces such as operating system failure,
accidental power loss, or improper shutdowns can have an adverse
affect on these indexes. Because of this, it is recommended that re-
indexing your files become part of a daily start-up schedule. It takes
very little time and will enhance the performance of your system.

Special Note: You should always re-index your files if an error
occurs.

'#l Database Tuneup

Aluser |

Anthomeni |

gal’[alugs F4 Unselect all
clog

Creproces sors

Cdimp

Components

Contral

Creditout

Cstordhd

Custoe

Customers o

F12 Run

F3 Cancel

? Make sure Visual Anthology is not running on any other
computers. If it is, shut down Visual Anthology on those
computers prior to re-indexing.

2 Select the Tools | Database Re-index menu option from the Visual
Anthology menu.

2 Select (click) the All tables checkbox. Generally you re-index all
tables. Selecting individual tables may be necessary if directed
by a Visual Anthology Support Technician.

? Click the F12 Run button or press F12.
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Inventory Control
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Purchase Order
Understanding the Toolbar

Visual Anthology conforms to Windows® standards for toolbars.
Buttons that are grayed out or dimed are not available for selection.
Hovering your mouse pointer over a button will display a brief
description of the button's function.

Generally speaking, the toolbar options act on entire records of the
currently active screen. That is - if you select Delete, you would be
deleting an entire record from the current screen.

The toolbar gives you quick access to the most
common areas of the Visual Anthology software -
such as Cash Register, Purchasing & Receiving,
Inventory, and View SPO. You can use it to
quickly launch to the area of the software you
need to use.

It also provides the same quick access to records
associated with individual screens. For example, if
the Purchase Order screen is active, selecting the
New Record button would create a PO ready for
data entry. Subsequently selecting the Delete
Record button would delete the entire active
record.

Record navigation buttons allows you to move
through the records of the active screen by
clicking the Directional buttons. Double arrow
button represent First and Last, while single
arrow buttons represent Move Next or Move
Previous.

You can preform quick searches by launching
either the Customer or Inventory Assistants.
Visual Anthology's help system is also available
from the toolbar.

Dynamic Toolbar
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Visual Anthology uses what is known as a Dynamic Toolbar. This
means that the contents of the toolbar (available buttons) will change
as the program is used and different options become available.

Buttons may become dimmed, added, or removed from the toolbar as
you move from screen to screen or as different parts of the active
screen are accessed. Buttons may be dimmed (grayed out) until
certain events have taken place. For example, the Save button will be
dimmed until the system recognizes that a change has been made that
requires a save. At that time, the button is activated (shown in color)
allowing you save your changes.
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Understanding List Pages

Virtually every screen in the Visual Anthology system has a tab called
"List'". This List view provides just that - a view of the data in a
spreadsheet style list. This view may be used to sort, filter or arrange
the data of a particular screen. The List page may have added
functionality associated with a particular screen. In those cases, the
added functionality of the List will be discussed within the text of that
help topic. For example, the List page of the Inventory screen has a
popup Mmenu with the option "'Send to PO™. This option is discussed in
the Inventory Overview as well as in the Purchase Order topics.

Basic Functions

Sorting

List views may be sorted by title by clicking on the column
heading. Clicking the heading a second time reverses the sort
order from ascending to descending. This can also be used as a
form of grouping. For example, by highlighting a particular
section and then clicking the column heading all references to
that section are sorted together.

Filtering

Options for filtering are shown at the bottom of the screen. These
option vary from screen to screen as the need dictates. Some
screen will have only a single filter - show inactive records.
Others, such as Purchase Order will have filter options for Dratft,
Open, or Historical. Basically, filtering is used limit the items
being displayed.

Layout

You can arrange the columns of the List page by left clicking the
column heading and dragging it to a new location within the grid.
These changes may be set as the system or user default for the
current list by selecting the Tools | Maintain Views | Set As Default
menu option.

Type Ahead
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This refers to the look up capabilities of the List - by placing the
cursor in the desired column and typing the information you are
looking for. For example, use type ahead to locate a title by
placing the cursor in the Title field of a record (row) and type in
the first few characters of the title. The type ahead feature also
sorts the view according to the field you are searching.

Scrolling

Scroll bars are provided for vertical and horizontal movement of
the grid.

Multi-Select

Al list views are muilti-selectable. This means by holding down
the control key (CTRL), you may select non-contiguous items (i.e.
select the first, third and seventh records). You may also select
contiguous records by selecting the first desired record and while
holding down the shift key select the last desired record (i.e.
select records one through seven).

Popup Menus
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Many List pages will contain popup menus. Right clicking the grid
area of the List accesses these Popup menus. Menu options will

vary from screen to screen as the need for special functionality is
arises.

Special Note: List views may not be edited from within the
list. You may copy information from the fields using
standard Windows® functions for cut and paste.
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Importing Inventory Overview

This is placeholder text for your template. To add content to the body,
replace this text. To add a header or footer, click the Header or Footer

button on the toolbar.

The heading in this template is a special field for topic titles, so
generally you do not need to edit it.

For information about applying templates to topics, press F1.

193



Revised Manual

Using QuickBooks Accounting Links

Exporting Anthology A/R transactions (customer invoices) into QuickBooks

Anthology recognizes a transaction as an AR transaction when the
Account Sale tender type used for payment in the Cash Register or
Customer Order modules, or in or the Payment On Account selection
on the Pay In screen.

2 To receive payment on account, go to Sales | Pay In.

2 Once you have made AR transactions in the Cash Register, Pay
In and/or Customer Order modules and are ready to send them
to QuickBooks, you must tag the transactions for export. You
can find the transactions listed in the A/R Transactions interface.

From the main menu, choose Tools, and then select A/R
transactions.

? The Type column identifies whether the line is an invoice, a
payment or a credit. Source shows where the transaction was
done. Date and Terms are essential for importing into
QuickBooks.

2 Use F3 to tag one invoice at a time or F6 to tag all invoices for
export. After selecting invoices, select F12 Post. Depending on
the types of transactions you are exporting, files named
INVOICES.IIF, CHARGES.IIF or PAYMENTS.1IF will be created in
the directory you specified in the Tools | Option screen.

Importing your A/R file into your QuickBooks

To import a file in QuickBooks, you must be the administrator and in
single user mode.

Remember: If you change a customer code in Anthology, you must
change the code in QuickBooks as well before doing your export. This
will keep the files in sync.

From the main menu, select File, Utilities, Import, 11F format. Browse
to the directory where the INVOICES.1IF or PAYMENTS.I1IF file was
created. Select 'Open’. When you see "'Import Completed”, the
process is done.

2 If QuickBooks reports an error, note down the line number
where the error occurred, and select OK to continue. Do not
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attempt to import the same file again as it will duplicate the
transactions in QuickBooks. Call 231-933-0093 or email
support@anthology.com with the I1F file in question; we will be
able to find the cause of the problem.

Exporting Anthology A/P transactions (Vendor Invoices) into QuickBooks

?

The Accounts Payable transactions that are imported into
QuickBooks are entered in the Vendor Invoice Info screen (on
the Inventory Control | Receiving | Actions menu).

It is essential that you enter the invoice number and date when
specifying Vendor Invoice information. This can be added
anytime before exporting from Visual Anthology, but if an invoice
with incomplete information is imported into QuickBooks without
it, it will error on the import.

To enter or modify invoice information before exporting, go to
Receiving, find the specific Receiving Memo, click on the Details
tab. Go to Actions | Vendor Invoice Info.

Once you have made AP transactions through Receiving and are
ready to send them to QuickBooks, you must tag the
transactions for export. You can find the transactions listed in
the A/P Transactions interface. From the main menu, choose
Tools, and then select A/P transactions.

The Vendor name, Vendor code, Invoice number, and Invoice
date should be entered. For correct receiving (& inventory
control), the Amount column should match the subtotal plus
freight. This information can be filled in any time before export.

Importing without entering this information will generate an
error in QuickBooks. Note that the last two transactions shown
above do not have Invoice dates and will not import into
QuickBooks.

Use F3 to tag one invoice at a time or F6 to tag all invoices for
export. After selecting invoices, select F12 Post. One file named
PAYABLES.IIF will be created in the directory you specified in the
Tools | Option screen.

Importing your Anthology-exported AP files into QuickBooks

Remember, if you change the vendor ID (name or code) in Anthology,
you must change the ID in QuickBooks as well before doing your
export. This will keep the files in sync.
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To import a file to QuickBooks, you must be the QuickBooks software-
designated administrator and must be in single user mode.

From the main menu, select File, Utilities, Import, IIF format. Browse
to the directory where the IIF files are created. Select *Open’. When
you see "'Import Completed', the process is done.

2 1T QuickBooks reports any error, note down the line number
where the error occurred, and select OK to continue. Do not
attempt to import the same file again as it will duplicate the
transactions in QuickBooks. Call 231-933-0093 or email
support@anthology.com the I1F file; we will be able to find the
cause of the problem.
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Importing Inventory with CD Fetch

Before you use the Fetch function, you must first subscribed to and
install a Database Of Books (DBOB). You must also have already
completed the setup in the Options screen under “'External Data’. See
Setting Up Options | External Data for instructions. Once these two
issues are completed, you may access the external DBOB data from
anyone of several Visual Anthology screens.

Basic Concepts

Generally this tool is used when adding your initial inventory or if your
store is new to computerized inventory management. You could easily
sell books directly from your shelves and populate your inventory file
at the same time. You could just as easily enter a shipment of books
directly to both Receiving and Inventory.

Using this feature requires knowledge of the ISBN, as it does not
search by title or author. Searching for books by criterion other than
ISBN is better done via the CDImport module. See Importing Books |
Working with CD Import for detailed instruction.

Fetch is very close in appearance and functionality to the Quick
Inventory Add (QI1A) module with a few differences. Its primary
function is searching for and adding single titles. Because of this, many
of the features of the QIA are not found here.

2 The defaults are reset each time, as there is no way to lock them
on a value other than the default.

2 There is no menu option to launch Fetch. It is launched from
other screens within the program where the ISBN/SKU field is
used.

2  The ISBN/SKU field is not editable. This means that each time
you want to search for another title Fetch must be called again.

There are two options when importing books via this function.
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1. Show the import screen. This option allows you to see each item
as it is being entered. Adjustments may be made to the default
settings prior to importing the item.

Add to inventory using the pre-defined defaults. The Fetch
screen does not display and the item is added to the inventory
file using the default values outlined in the Option screen.

Using Fetch

As mentioned above, the Fetch module is launched from other screens
where the ISBN/SKU is used.

1. Let’s begin by opening the Cash Register screen.

2. Select the cash Register menu option.

3. Enter the ISBN of the title you wish to import. Moving off this
field will activate the Fetch function.
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If the default is set to show the import screen and the
information is correct, then click the F12 Post button
located at the bottom of the screen. The item will be added
to your inventory and the current document. Remember,
with this option set you may edit the default values prior
to posting. You may edit the following information by
selecting the desired information from the drop down lists
with the corresponding labels. Changes made here will not
affect the default settings in the Options screen.

Publisher
Distrbt1
Departments
Section
Media

Modify the on hand quantity is desired by changing the
value in the field labeled O/H.

Modify the Minimum and Maximum levels by changing the
values in the fields labeled Min and Max.
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2 If the default is set to not show the import screen, the title

will be added to your inventory and the current document
using the pre-defined values.
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Updating your main system with Off-site data

Updating the main system is a process of merging the data collected
off-line with current on-line data. There are very few options
concerning this procedure. Virtually all the work is done behind the
scenes. The following is a brief explanation of what is happening
during this process.

2 First Cash Register sales are created that document the sales
that took place off-line.

2 Next the Book Fair is updated and closed.

It is important to note that doing Book Fairs by this method does not
give you the option to update a Book Fair over a period of time as with
the standard Book Fair. When the process is completed, the Book Fair
will be closed.

2 A summary record is created to document the Book Fair.

2 The data on in the off-line version of Visual Anthology is first
archived and then cleared — preparing the system for the next
Off-line Sales event.

Updating the On-line data

1. Start your On-line workstation. Remember that all preparation
for your off-line sales is done in the On-Iline (workstation)
version of Visual Anthology.

2. Select the Tools | Update Main System with Off-line Data menu
option.

3. The On-line Data Path field is populated for you automatically
and may not be edited. The path it selects is based on the
settings found in your On-line Anthology”s icon properties. If the
path being displayed is not the path to your on-line data, please
contact Anthology Support.

4. Select the directory where your off-line data exist. Typically this
will be in the Program Files\NAnthology\Data directory on the local
drive of the off-line computer. For example, the path may be
C:\Program FilesN\Anthology\Data\ You may use the Ellipsis
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button to the right of the text box to select the location via a
standard selection dialog screen. This setting will be saved as
the default and typically will not need to be modified.

5. Click the F12 Run button located at the bottom of the Update
screen.

6. The merge process begins.
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Receiving
Understanding Menus

Visual Anthology conforms to Windows® standards for menus. These
include the main menu located at the top of the program interface as
well as the pop-up menus available throughout the program by right
clicking the mouse.

The Visual Anthology menu looks like this:

File Edit Tools 35ales Inventory Control  Master Files  Reports Window Help

All menus may contain sub-menus with additional options. For
example, the menu option Maintain Views has four sub-menus: Set as
Default, Restore User Defaults, Restore System Defaults, and Restore
All Defaults.

Hot Keys

"Hot keys' are menu options with underlined letters in their name
(e.g. Action). By holding down the [Alt] key and pressing the [A] key
the menu is accessed. By continuing to hold the [Alt] down, you
access the sub menus by pressing the key that represents the
underlined letter. For example, if you hold down the [Alt] and press
and release the [S] and then [V] keys you will access the Void screen.

Special Note: If you don't see the Hot Keys in your menu system,
hold down the [Alt] key. The Windows operating system has an
option to only show hot keys when the [Alt] key is pressed.

Dynamic Menus

Visual Anthology uses what is known as a dynamic menu system. The
options shown on a menu may change depending on which screen is
active. Options are dimmed (grayed out), added, or removed from the
menu as different areas of the program are accessed. For instance,
Electronic Ordering will be dimmed on the Action menu of the Purchase
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Order screen if the current vendor has not been set up for electronic
ordering, or if the PO has already been sent electronically.
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Station configuration

Before we begin, you should note that all the workstations and their
options are available to all computers on the network. That is, if you
are working on station 1 - you can open the Station screen and make
changes to the station record for station 2. It is important therefore, to
know which computer you are working from before making changes to
the system.

This information is easily accessed from the Help | About Anthology
menu option. Shown here is an example of the information you will
find on this screen. At the bottom of the screen you will see the station
ID and the station name in parentheses. In this case, the ID is "1™ and
the computer name is Station One. You can use this information to
make sure you are working with the correct station prior to making
changes.

Understanding StationIDs

When you first start Visual Anthology after the initial installation, the
software compares the Station screen information (empty) with the
license file and a new Station record is created. This station will be
assigned as StationlID #1. Typically, this will be the server in a multi-
user system. Each time a new PC is added, a new Station record is
created and new ID assigned. This process will continue to happen
until your user license is reached.

StationlD numbers can not be edited or assigned manually.

Configuration

These steps assume you have Visual Anthology running on one PC and
that this PC wiill be either a stand alone system or the network server.

2 Locate the station on the List page and make sure it is
highlighted. The StationlD number in the Header section will also
display the ID for current station. In this case, the ID should be
#1.

2 In the Header section, in the Name field, enter the ""User
Friendly'" description you want to assign to this station. For
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example, ""Station One"’, "'POS One", or ""Cash Register*'. Once
you have entered the name, press the Enter key.

2 The Short Code field is filled in for you automatically. You may
change this value if desired but remember these values must be
unique within the Visual Anthology system and will be rejected if
you attempt to enter a duplicate short code.

2 Move to the Details page and select the receipt printer you want
assigned to this station.

2 Nowv select the report printer you want assigned to this station.

2 Leave the Cash drawer bell code field blank. This will be filled
in by an Anthology Support Technician if necessary.

2 Enter the receipt message you want to display at the bottom of
your Cash Register receipts. If you do not want a message -
leave this blank.

2 If you want Visual Anthology to display the current field in a
highlighted color, select the Color Highlight Current Field
option.

Special Note: The rest of the fields on the Details page should only
be edited under the advisement of an Anthology Support Technician.

Special Printing Options will be discussed in the topic labeled Special
Printing Options.
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Stock Check Report

The Stock Check Report creates a report of all the items in Inventory.
Its main purpose is to allow you spot check your inventory levels
against what your Anthology system has listed.

rﬂ Stock Check Report [-_]E]ﬁﬁ

Seclion G&h i Bin | (4l B
S0r creer
Primzsrny | Section ~ Secondary | Dapartrment v:

O Seve cattirgs | F1Hzlg | [ F11Print | [  F8Cancel |

Space is provided in the far left of the report for actual count to be
entered.

Your Store Name s lcon

Swoek Chack Rapon
ToklE By Siction, Depatma i

O ISEEHSK T e wip A e Fun Ferdin Fdal 00 CoMmh LsiMoih TH
0 0500e109rs Hiicial Prics Cuide To Blewkal, James pap L] ] i} i} i
0 15364743756 Amarican Shear 170016860 - Spancer, Hope HAD 1m i i] i}
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O« 0Sh35 Pluad s i dapimineny Sannva Foerp | Launl 1IRD 10 ] i) i) o
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Using Reporting Tools

Reporting is a powerful tool for compiling information into usable
"'snapshots’. Many software programs only provide "‘canned' reports
that present specific data in a specific format. While these reports are
useful, many times you need to limit the information to a particular
area of the software or perhaps within a specific date range to either
conserve paper or just to make the report more concise.

Visual Anthology provides the best of both of these options by giving
you a wide variety of canned reporting while also providing the means
to generate reports based on criterion you define. The reports shown
on the sample report menu to the right are what you might consider
""canned’ - that is Visual Anthology has prepared most of the
formatting for you. These reports are access from the Reports menu
option of the main screen.

Once a report is selected, Visual Anthology allows you to further
"adjust’’ the data that will be displayed in the report. Some reports
have a limited number of options (only allowing you to select the date
range the data is contained in), while others offer a wide variety of
options to choose from.

In the topics that follow, we'll explore these reports and define some
basic features of each type.

Data Selection:

Each of the report options available on the Reports menu allow you to
customize the output criteria to one degree or another. These options
act as filters - restricting the data being reported on to specific range
of dates or to a single vendor, department, etc. Because options vary
from report to report each report topic will discuss the options for that
individual report.
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Overstock Returns

Understanding List Pages

Virtually every screen in the Visual Anthology system has a tab called
""List"". This List view provides just that - a view of the data in a
spreadsheet style list. This view may be used to sort, filter or arrange
the data of a particular screen. The List page may have added
functionality associated with a particular screen. In those cases, the
added functionality of the List will be discussed within the text of that
help topic. For example, the List page of the Inventory screen has a
popup Mmenu with the option *"Send to PO™. This option is discussed In
the Inventory Overview as well as in the Purchase Order topics.

Basic Functions

Sorting

List views may be sorted by title by clicking on the column
heading. Clicking the heading a second time reverses the sort
order from ascending to descending. This can also be used as a
form of grouping. For example, by highlighting a particular
section and then clicking the column heading all references to
that section are sorted together.

Filtering

Options for filtering are shown at the bottom of the screen. These
option vary from screen to screen as the need dictates. Some
screen will have only a single filter - show inactive records.
Others, such as Purchase Order will have filter options for Draft,
Open, or Historical. Basically, filtering is used limit the items
being displayed.

Layout

You can arrange the columns of the List page by left clicking the
column heading and dragging it to a new location within the grid.
These changes may be set as the system or user default for the
current list by selecting the Tools | Maintain Views | Set As Default
menu option.
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Type Ahead

This refers to the look up capabilities of the List - by placing the
cursor in the desired column and typing the information you are
looking for. For example, use type ahead to locate a title by
placing the cursor in the Title field of a record (row) and type in
the first few characters of the title. The type ahead feature also
sorts the view according to the field you are searching.

Scrolling

Scroll bars are provided for vertical and horizontal movement of
the grid.

Multi-Select

Alll list views are muilti-selectable. This means by holding down
the control key (CTRL), you may select non-contiguous items (i.e.
select the first, third and seventh records). You may also select
contiguous records by selecting the first desired record and while
holding down the shift key select the last desired record (i.e.
select records one through seven).

Popup Menus

Many List pages will contain popup menus. Right clicking the grid
area of the List accesses these Popup menus. Menu options will

vary from screen to screen as the need for special functionality is
arises.

Special Note: List views may not be edited from within the
list. You may copy information from the fields using
standard Windows® functions for cut and paste.
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Cost Of Goods Sold (COGS)

This article explains how Visual Anthology calculates the COGS for an
item in inventory. It also covers how to re-calculate the COGS if the
original information is either incorrect or missing. Of course the best
way to insure accurate costing is with good information supplied up
front. This means complete and accurate receiving information.

How does Visual Anthology find the Cost Of Goods Sold?

Anthology calculates the cost of goods sold by using the FIFO (firstin,
first out) methodology. FIFO may be best explained by an example.
The example below assumes that the item was received via the
Receiving screen and now has history associated with it. The dates and
numbers used are for illustration purposes.
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On Jan 1 you receive 5 copies of book “A”. List and Retail prices
are $20 and the discount is 50%6

On Feb 1 you receive 4 copies of book “A”. List and Retail prices
are $20 and the discount is 30%6

On Feb 10th you sell 1 copy of the book. This information is
stored in the Inventory table as ““total sold”. Visual Anthology
uses this information and counts back in receiving history to find
the first time the item was received. This is the FIFO method
(First In First Out). It is found in the Receiving done on Jan 1.
Visual Anthology looks at the List Price - $20 and Discount of
50%b6 and determines that the COGS for this book is $10. This
information is stored in the Sales Detail record associated with
the sale. This will be used in the Sale History report in the Cost
column.

Over the next few days you sell 4 more copies of the book and
the same thing happens. Then you sell the 6th copy of the book.
Visual Anthology counts back in receiving history (we are now on
the receiving for Feb). It looks at the List price of $20 and the
discount of 3026 and determines that the COGS for this sale is
$14.00.

This action goes on behind the scenes every time books are
received and sold. The COGS wvill fluctuate with changes in the
List Price and discount.
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2 If you ran the Sales History report right now you would see
Retail$ = $120.00 (6 books at $20), Cost = $64.00 (5 books at
$10 and 1 book at $14), and the Profit would be $56.00 ($120 -
$64).

Items that are entered directly into inventory. Bypassing the Purchase
Order and Receiving procedures will have an effect on the COGS.
Remember that at the time of sale, Visual Anthology looks for
Receiving History. If none is found, the default discount will be applied.
If you are using NET pricing, you should leave the default discount in
the Department screen blank.

Sale History report breakdown

2 The Retail $ column is not necessarily the retail price listed in
Inventory. Itis the price the item sold for. If you had a book that
(in Inventory) showed a retail price of $50 and you sold it $30
the retail on this report would be $30.

? The Cost column shows the cost of the item based on the FIFO
method for inventory control. As items are sold, Visual Anthology
calculates the COGS for the item based on the List price found in
the receiving history. It then subtracts the discount listed in
receiving history. If receiving history cannot be found Visual
Anthology will look for a default discount first in the Department
table and next in the Options table. If one cannot be found zero
is used. In such a case, the List price becomes the cost for the
item.

2 The Profit column is the Retail $ - Cost.

2 The Margin©so is the profit margin for the items sold. For
example, if your retail$ = 489.99 and your cost = 242.94 your
margin would be 50.42%c.

2 The Markup2o shows the amount of markup. In the example
above the markup would be 101.69 %%6.

You need to remember that the first two columns, Retail$ and Cost,
are summary fields. If you sold a single title 3 times 1st =$10, 2nd
=$10, and 3rd =$8.50 the Retail$ column would be $28.50. If the
book were received at a 5026 discount at a List price of $10, the Cost
column would be $15. This would showv a profit of $13.50
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How did | get negative numbers and zeros in the Profit column?

The most common way is by adding records directly to the Inventory
file and bypassing the Receiving process. If you don’t have default
discounts setup in the Department or Options screens, the list price
will become the Cost. If the cost and the selling price (retail) were the
same, then the profit would be zero. If you had discounted the book at
the time of sale, the selling price would be less than the cost and the
item would show a negative profit.

How do | fix this problem?

If the item has Receiving History, you can use the Edit Receiving
History and Recalculate COGS functions available on the Action menu.
These functions are available while on the Details page of the
Receiving screen. They allow you to edit either the Retail Price, List
Price, or Discount for items already received and recalculate the COGS
in the Sale Detail records for those items. The Sales History report
pulls information from the Sale Detail file when building the report.

I the items do not have Receiving History, you can still assign the
Department or Options level default discount for costing. This
adjustment is done through the Inventory screen using the Recalculate
COGS menu option. This only works on items that do not have
receiving history.

2 First, in Inventory locate the item that is showing the 0.00
profits on the Sale History report.

2 Move to the Details page. The Action menu options we need are
not available unless you are on the Details page.

2 Make sure you have assigned a default discount in either the
Department or Options screen.

2 Select the Action | Recalculate COGS menu option.

? Select the zero Priced Sales option. This option applies the
changes to only those items where the COGS are zero.

? Select the option labeled <Al This option will look at all sales of
this item.

? Re-calculate Starts the process.
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How does Anthology Calculate Cost for items that don’ t have discounts, like Sidelines?

Remember that Visual Anthology will look in Receiving History first. If
there is no discount associated with this item a zero is applied to the
discount and the List Price becomes the Cost. If history cannot be
found Visual Anthology checks to see if a default discount is used. If
Visual Anthology cannot find either receiving history or a default
discount, the List price in Inventory becomes the cost for the item. If
the list price (cost) is less than the Retail price a profit will be shown.
Here”s an example:

2 If you received a sideline and paid $20 for it — your List Price in
receiving would be $20.

2 If you plan to sell the item for $60 your Retail Price in receiving
would be $60.

2 When the item is sold Visual Anthology counts back and finds the
item in Receiving History. There is no discount associated with
this item so the List Price is used ($20). This becomes the Cost
of the item. If the item is sold for more than the cost, a profit is
shown.
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Preparing your computer for Off-site sales

Preparing your computer to go off-line is the process of transferring
data from your on-line Visual Anthology to the off-line version of Visual
Anthology on the computer that will be away from the store. As
mentioned in the introduction, this computer is typically a laptop and
is generally only connected to the Visual Anthology network when
either preparing to go off-line or when transferring off-line sales to the
main system. However, it may be used in the everyday operations of
the store.

It is important to note that all preparation for off-line sales are done
via the normal, on-line workstation connection of the off-line
computer. With the Off-line module installed, the Visual Anthology
menu will allow access to the Prepare This Computer to Go Off-line
menu option (it is dimmed otherwise).

Remember that Off-line Sales is really an extension of the Visual
Anthology Book Fair module. For this reason, you will need to either
create a Book Fair before hand or let the Off-line Sales module create
one for you. In either case, a Book Fair will be created. One of the
methods described below will be used when you actually choose
""Prepare this computer to go off-line'" from the Tools menu. Listed
below is an overview of each of the procedures. This will help you
decide which method best suits your needs.

Pre-defined Book Fair

2 Using this method, you must first create a Book Fair. See Book
Fair > Creating a Book Fair for detailed instruction. The main
difference here is that you will not check the Book Fair out when
it is completed. The Off-line Sales will automatically check it out
and check it back in when you return. All you need to do is save
it.

2 When the message displays saying, ““Is this Off-line session
associated with a Book Fair’, choose Yes.

2 A pick list will display allowing you choose one of the current
Book Fairs in your Visual Anthology system. Remember, this list
only displays those Book Fairs that have not been checked out.
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This is why it is important to ONLY save your book fair when
preparing for an off-site event.

A second message will display saying,”” Check out this Book
Fair?”’. Choose Yes. If you should choose No, what you are really
doing is aborting the process. If this happens you will need to
select the Book Fair again.

The download process begins and inventory file of the Off-line
Sales Inventory file is populated. Only those items that appear
on the selected Book Fair will have on hand quantities; all others
are left as zero.

Important Note: For reference, the on hand quantity for those items
that are NOT part of the Book Fair will be displayed in the Max field.
This way you can still use the searching functionality of Visual
Anthology to locate books that customers may ask about but you
didn't bring.

Auto-generated Book Fair

Creating a Book Fair in this way has its advantages and shortcomings.
One advantage is speed. You simply package the items you want to
take and let Visual Anthology build a Book Fair as you make sales off
line. The obvious disadvantage to this is not having an accurate record
of which books/items actually left the store. Items could be lost in
route, even stolen, and there would be no record of it in Visual
Anthology. The preferred method is to pre-define a Book Fair.

?

?

To auto-generate a Book Fair to be associated with an Off-line
Sales event, you simply answer No when asked if this off-line
session is associated with a Book Fair. Because the system is
expecting to interact with the Book Fair module, the Off-line
Sales module will create a shell for you. When the message

displays saying, “Please assign a name to this off-line session”,
choose OK.

The Customer Assistant screen displays allowing you to pick the
customer to which to assign the Book Fair. You must assign a
name for the Book Fair.

Because there are no pre-defined books, all inventory on hands
are updated with the current values.
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Preparing the Off-line data

Based on the information above, we are now ready to transfer the data
we need to go off-line and sell our books.

2 Start your On-line workstation. Remember that all preparation
for Off-line Sales is done on the On-line version of Visual
Anthology.

? Select the Tools | Prepare this computer to go off-line menu option.

2 The On-line Data Path field is populated for you automatically
and may not be edited. The path it selects is based on the
settings found in your On-line Anthology’s icon properties. If the
path being displayed is not the path to your on-line data, please
contact Anthology Support.

2 Select the directory where your off-line data exist. Typically this
will be in the Program FilesNAnthology\Data directory on the local
drive of the off-line computer. For example, the path may be
C:\Program FilesN\Anthology\Data\ You may use the Ellipsis
button to the right of the text box to select the location via a
standard selection dialog screen. This setting will be saved as
the default and typically will not need to be modified.

2 Click the F12 Run button located at the bottom of the Prepare
screen.

2 You are prompted with a message box asking, “Is this off-line
session associated with a book fair’. As mentioned above, there
are two methods for building a Book Fair to take off line. The
method you have chosen will determine which answer you give.

Pre-defined
2 If you are using a pre-defined Book Fair you should choose Yes.

2 Select the appropriate Book Fair from the list of draft Book Fairs
shown in the list.

2 Click the F12 Select button located at the bottom of Pick Book
Fair screen.

Auto-generate

2 Ifyou are letting Visual Anthology generate the Book Fair for
you, you should choose No.
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Choosing the No option will cause Visual Anthology to prompt
you with a message saying “Please assign a name to this off-line
session”. Clicking the Cancel button will abort the preparation.
Click Ok to continue.

Visual Anthology will display the Customer Assistant. You may
select a name to associate with auto-generated Book Fair here.

Once all the data needed to create an Off-line Sales event has
been entered, the process of downloading the data begins.
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Importing Inventory

Introduction to AWS

Anthology WebStore (AWS) is a service of Anthology, Inc. that allows
you to sell on the web, featuring your own store's inventory. Browsers
who come to your site actually browse your store's inventory online,
with your own comments and other content. Shoppers can order
online, and orders are downloaded into Visual Anthology’s Customer
Order module for fulfillment.
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Basic Technique for Customer Order Sales

The Customer Order screen can seem a little overwhelming when first
viewed. There is an enormous amount of data associated with this
screen. Much of the information you see is either stored in a different
module and linked to the order or is informational data only.

The basic Customer Order really requires very little input and may
consist of nothing more than entering a customer on the Header page,
adding a book on the Detail page and taking tenders. More complex
orders may involve backordered items, multiple shipments and
deposits.

1.

2.

Special Note: A word about defaults. Some of the fields we will
discuss are default settings that have been determined during your
original setup. They are being mentioned here because their settings
can have a profound effect on the Customer Order you are creating.
You may change the default behaviors by accessing the appropriate
screen (Vendor, Taxes, etc.) and making the changes there.

Open Customer Order by selecting the sales | Customer Order
menu option.

Click the F4 New CO button on the toolbar.

First lets fill in the Header page information. As mentioned above not
all fields are necessary and many will populated from other files, such
as the customer's address, tax and discount information.

3.

Enter a customer name in the customer field or click the ellipsis

button U to launch the Customer Assistant screen. Once a
customer is selected the tax and discount profile fields are
populated based on the customer selected.

1. Tax profile: this field will default to the tax profile you have
assigned to the chosen customer in their customer record.
If you have not assigned a tax profile to the customer the
default tax profile will be used. Please refer to Tax Profile
Configuration and Tax Table Configuration topics for more
information. You may change the tax information for this
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order only without affecting ether the default behavior or
the customer's record. Choose a different profile from the
drop down list or leave it as is if the current settings are
correct.

2. Discount profile: this field will default to the Customer
Discount profile, if any, you have assigned to the chosen
customer in their customer record. You may change this
information without affecting the default behavior. This
discount will apply to all items sold on the current order.

4. Ship via: is a reference field that displays the method of
shipment to be used for the Customer Order. Setting a value
here will have no effect on how the order is shipped - thatis, it
is not linked to the ship method file and therefore shipping
charges will not be applied.

Special Note: Orders generated from an AWS web site will already
have the ship via field filled in. Remember - the web customer has
the option of selecting the method of shipment they desire at the
time of the order.

5. Terms: will default to the terms, if any that have been assigned
to the chosen customer in their customer record.

6. Pro forma Invoice: having this option selected

7. Allow BO: this is an important field. If left unchecked all items
not shipped will be canceled. The default setting is checked
(allow BO) when Visual Anthology ships. You may choose to
change the default (See Customer Order options for detailed
information) or change the current setting. Remember changing
the current setting will have no affect on the default setting.

8. Allow partial shipments: this field is informational (e.g. it will not
stop you from shipping partial orders)

9. Shipping address: this information should be populated from the
customer's file. You need only to make any necessary edits. If no
data appears first check the customer file - the shipping
information may not exist.

Move to the Details page. Most of the customer information comes
over to the next page. This section is used to enter the sale items.
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Auto-fill Ship and Backorder quantities: sets the default behavior of
the Customer Order screen to automatically check inventory levels to
see if the item is in stock and shippable. This check is made at the
time of order creation and is not updated at the time the order posts.
It is possible to post an order and find that the item is not on-hand.
Therefore there is no substitute for actually "picking'* the books before
posting. This is the only sure way to know that an item is on-hand.

10. ISBN/SKU: Scan the book you want to sell. If the item is
located in the inventory file the field will populate. If not the
inventory assistant will load and you will need to select the title.

11. Ord: this field specifies the number of items to be ordered.
Enter a value here and press enter.

12. Ship: if auto-fill is on this field will be populated based on
the current on-hand quantity in the inventory file. If not you will
need to enter a value here. Remember that ship quantities can
Nnot exceed order quantities.

13. BO: this is a calculated field (e.g. Ord - Ship = BO). The
value of the order and ship fields determine the value of the
backorder field.

14. Price: this field is automatically populated by information
supplied from the inventory table. You may edit this field to
either increase or decrease the price of an item. Any change
made here will have no affect on the original record in inventory.

15. Disc%o0: this allows you to discount an item on a line by line
basis. This will overwrite any existing discounts - it does not add
to them. As mentioned before Customer Discounts apply to all
items on the order.

16. Pressing the return button adds the line to the detail grid.

Repeat 10 - 16 to add additional books.

17. When you are ready to finalize the order you will need to
take tenders (receive payment). Click the F3 Tenders button.

18. Select the method of payment. The information in this
display is found in the Tenders screen. See Setting Up Tenders
for detailed information. Selection is made by double-clicking on
the desired method. Selection is shown by a checkmark next to
the chosen method.
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19. The amount field is populated with the total for the sale.
Visual Anthology is assuming that the customer is paying with
the correct change. If you are taking a greater amount than is
due - enter that amount here (e.g. Total due $8.95 and the
customer gives you $10).

20. Visual Anthology asks if you want to post - this means
finalize the order. Remember that posting does not mean ship.
You need to post the order so the tenders will be part of the
Ztape information at the end of day. This action also commits
the items in inventory as being sold which reduces the on hand
guantities accordingly.

21. Visual Anthology next asks if you want to ship the items
being sold. Remember if you have items on the order that are
being backordered you may want to hold the order until all items
have been received. You also have the option to ship a partial
order - this will be discussed in the next section. For now lets
assume all orders are ready to be shipped and answer yes.

Remember that once these defaults are set to your liking many of the
steps above will be eliminated. If the results are not what you
expected - first look at the default settings. Often times these are the

culprit.
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Receiving manually

In Visual Anthology, you may generate a Receiving Memo when no
Purchase Order exists. Although not recommended, it may become
necessary to create a Receiving Memo manually without creating a
Purchase Order first. This would be necessary if you have outstanding
purchase orders from another source which need to be received to
your Visual Anthology inventory.

This section will cover the creation of a Receiving Memo manually and
assumes that you have the supporting files set up in Visual Anthology
such as Units Of Measure, Terms, Ship Methods, and Inventory. For
this demonstration, we will use the Ingram Book Company as our
vendor. We are simulating that we have placed an order with Ingram
using a different system and all we have is the original Purchase Order
document that was shipped with the order. We wiill be receiving
against this purchase order.

1. Open the Receiving module by selecting the 1nventory Control |
Receiving menu option.

2. Select the New button from the tool bar.

3. The “Select New PO#"” screen will show you the purchase order
number being applied. (Remember that Receiving and Purchase
Orders are the same document in different stages). Click the

Apply button.

Entering the Header Section Information

1. The screen focus is now transferred to the General tab on the
Vendor field. Select the vendor for which the Receiving Memo is
being created. We'll use “Ingram Book Co.”” for our example.

2. You may edit the following fields in the Header section:

2 Notes: Add any internal notes you want to be associated with
this order.

2 Due: This information may not be necessary since you are
receiving the order and the due date is mute.

? Terms: This is a pull down list taken from the Vendor Master
file. You will need to establish this information in the Vendor file
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prior to using this field. It suggests that you have established
terms of payment with the vendor.

Ship Via: Also a pull down list generated by the Ship Methods
Master file.

Disc%o6: This is the global discount that is to be applied to the
entire Receiving Memo. This is generally determined by the
vendor at the time the Purchase Order was created and
submitted.

Entering the Line Item Section Information

1
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Move to the Line Item Entry section.

2. Enter the SKU for the item being received.
3.
4. Because we are receiving against an order that has already been

Units Of Measure is filled in automatically for the item.

sent in, you will need to enter the number of items that were
ordered in the Open field.

Enter the number of items that were shipped with this shipment
in the Recd field.

. If the number Recd is less than the number Open, you will need

to enter the reason for the shortage. Generally this will be B/O
(backordered). Enter the correct response in the Status field.
This may not apply in this case since it is assumed that you are
creating the Receiving Memo from a shipment of items and will
be entering the actual number shipped.

. List Price is the price before the vendor discount is applied. The

current pricing in the Inventory file for this item will populate
this field. You may change this value if the item came in at a
different price than originally ordered. When you post the
Receiving Memo, Visual Anthology will ask if you want to update
the Master Inventory file for this change.

Retail Price is the selling price of the item. Again, you may
change the value expressed in this field. Visual Anthology will
ask if you want to update the Inventory record to reflect these
changes when you post.

. In some cases, the discount for an item may be different than

the one used for the Receiving Memo as a whole. In this case,
you may enter the correct discount for an item in the Disc field.
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10. Click the Accept button [+ to add this line to the Detail
Grid.

11. Repeat steps 6 — 9 to add additional items.

12. Add any shipping charges for the shipment in the
Shipping field.

Adding Vendor Invoice information
1. Select the Action | Vendor Invoice Info menu option.

2. Enter the invoice data. See Vendor Invoice Information for
detailed information.

Posting

When the order is all filled in, select the Action | Post menu option. Any
items on back order will remain on the Receiving Memo waiting to be
received and a Shipment record is created for this Receiving Memo.
There can be many shipments for a single Purchase Order/Receiving
Memo. Once all the items are either shipped or canceled, the order will
be closed and the status will be changed to Completed.
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Using Review SPO (example)

This is placeholder text for your template. To add content to the body,
replace this text. To add a header or footer, click the Header or
Footer button on the toolbar.

The heading in this template is a special field for topic titles, so
generally you do not need to edit it.

For information about applying templates to topics, press F1.
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Accounting Functions

Tenders Overview

Tenders are the "'user defined' names given to the various methods of
payment that Visual Anthology will accept for a given transaction.
These include: CASH, CHECK, VISA or MC.

Tender Types are the categories for the tender itself. Using VISA, MC,
AMEX and DISC for example, all of these are individual tenders while
their tender type is Credit Card. Visual Anthology uses these types to
define business rules for each tender within the application. Some
tender types, such as Cash, Account Sale, and Store Credit may only
be assigned once. For example, you may have one tender called
"'Customer Accounts' and another tender called ""Employee Accounts™,
but only one can be assigned the tender type of Account Sale.

Business Rules are used to further enhance the individual tender.
Setting a change limit, for example, allows you to define the amount
of cash change that may be given for a particular Tender and how the
excess should be handled (e.g. you may only allow $10 in change to
be given for sales where check has been selected as the tender). You
might also disallow cash change on Gift Certificates altogether. You
may choose to have the cash drawer pop open or not. These options
are available depending on which "‘tender type" is being defined. Each
option will be discussed under the individual tender type's section.

Special Note: The "bankable" business rule determines where this
information is stored on the X/Ztape report. Some tender types, such
as Cash, are set by default and may not be modified.
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Header

2 Name: This is the name that will appear when tenders are
taken in the Cash Register or the Customer Order modules.

2 Short Code: Stores the description for the tender. (CASH, MC,
VISA, GC, A/R...).

2 Inactive: If the current record has been deleted, the inactive
option will be checked.

2  Number of Receipts: This option allows you to print multiple
receipts for a single transaction. Select the number of desired
receipts. The default is one.

Tender Types

This option is used to associate a tender with a particular payment
type. Some types may only be used one time.

2 Cash: Only one tender is allowed for this tender type, usually
called ""CASH." This tender refers to currency or coin.

2 Credit Card: This applies to any credit card currently accepted
at your location. Remember, if you are using a third party credit
card processing program, such as PCCharge, you will need to
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notify Anthology tech support concerning setup and
configuration.

Debit Card: Not supported at this time.
Gift Card: Add on option for use with Givex Gift Cards

In-House Gift Card: Add on option for use with user supplied gift
cards

Account Sale: Used for tracking internal charges to accounts
you may have already established.

Gift Certificate: Used to track the use of Gift Certificates as
payments.

Store Credit: Only one tender is allowed for this tender type. It
is usually called "STORE."

Deposit: Visual Anthology requires that you create one tender
set with this type. It is used internally to calculate and track
deposits on Customers and Special Orders.

FBC Premium: Used in conjunction with FBC Rewards
Trade Credit: Used in conjuction with Trade sales

Other: A generic type that may be assigned to any special
tender not specifically listed above.

Special Note:The next section of the screen allows you to specify the
behavior for each tender/tender type. For example, you may want to
allow change to be given for some tenders, such as cash, while not
allowing change for others such as Visa. You may also limit this
tender to in store sales only by un-checking the "accept on web"
option. Not all of the following options will display for each tender.

Business Rules

?

Allow Change: If checked, Visual Anthology will allow change to
be given for this tender. Otherwise, no change will be allowed for
this tender type. (If not checked, the Change Limit checkbox is
not visible.)

Change Limit: Used for allowing change up to a certain dollar
value. There are two choices concerning ‘change." Either do not
allow the transaction to continue if the change limit is exceeded
or give store credit if the change limit is exceeded.
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Bankable: This refers to the section of the Ztape, ""Bankable
Payments.” If checked, these types will be included in the
Bankable section. These are tenders that will be part of an actual
bank deposit; cash, check, etc..

Pop Drawer: You can decide whether or not to open the cash
drawer for a particular type of sale. An example would be to NOT
open the drawer for Account Sales.

Ztape Detail: Also known as "'Itemized Tender Recap', this
allows you to decide if this tender will be reported in itemized
section of the Ztape.

Give Store Credit Above Change Limit: Used in conjunction
with the Change Limit option. If checked, all change above the
limit will be in the form of a Store Credit.

Accept on the Web: This option is used only with the Anthology
Webstore (AWS) module.

Require Entry of Card Info: This option is only used in
conjunction with PCCharge credit card processing software.
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Discounting Customer Orders

Both Customer Discount Schedule and Line Item Discounts may be
applied during a Customer Order sale. The drop down list labeled
Discount is located on the Header tab page. Remember that Customer
Discount Schedules apply to the entire transaction and Line Item
Discounts override them.

Customer Discount Schedules may be applied manually by selecting
the desired discount from the drop down list labeled Discount or
automatically when a customer is selected. For example, if a customer
with an assigned Customer Discount Schedule is selected during the
sale, that discount will be applied. The one exception to this is case
where an item has been assigned a sales discount in inventory. Sales
Discounts are designed to override all but line item discounts.
Although this customer has an assigned discount, you may select a
different one from the drop dowvn list labeled Discount. This will have
no effect on the assigned discount.

A line item discount may be applied to any or all items in the sale by
entering a value in the edit box labeled Disc%%6. This value represents
the percent of discount being applied to the item. Values should be
entered as shown in the example (e.g. 25.00 = 25%6). Percentages
may be calculated to two decimal points (e.g. 23.50 = 23.5%6). The
Line Item Discount overrides any assigned discount, including the
discount assigned at the inventory level. One key thing to remember
about the Line Item Discount is that it must be applied to each item
being discounted. It does not carry over from one item to the next.
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Making your Inventory WebStore compliant

The inventory file is used to link all the elements together. That is,
each item is assigned a Department and Section. There are no direct
assignments of SuperTypes or SuperCats from within the inventory
screen. The link is made between the child and parent
(Section/SuperCat, Department/SuperType).

The most important thing about your site is how your inventory is
presented to your shoppers. AWS gives you a number of ways of
determining how your inventory will display. Listed below are a few
things to consider when setting up your inventory file.
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Web Price: You may want to specify a special price for web sales
of a particular item. If so, enter a value into the Web Price field
of the Inventory record for that item. This price will display on
the web instead of Retail Price. If however no value is entered
into Web Price, the Retail Price will display on the web store.

Exclude from web: If you want to block a particular item from
displaying on the web page without blocking an entire Section
or Department, you can block the individual item by checking
the Exclude box from the Web option for the inventory file
record.

Text: If you have something to say to the world about one of
your items, you can enter it in the Text field. The text you enter
will appear under the item's title when that item is shown in a
search or a browse. If you have signed up for the Baker &
Taylor extended content, and if the item in question has a Baker
& Taylor annotation, your content entered in the Text field will
take precedence over the Baker & Taylor content and will appear
in its place. If, on the other hand, you haven't entered any
content and there is Baker & Taylor content, then that will
display.

Headline: If this item will be featured on one of your pages, you
can enter a headline for the feature here.

Title: For "special’ Inventory items (i.e. those not listed in the
Baker & Taylor database), edit the Title field for clarity and
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completeness. For items found in the Baker & Taylor database,
Visual Anthology will use the title information found there.

In this example, we'll follow a single title from your Visual Anthology
inventory to the web. We'll be looking at the book ""Partner In Crime"'.
As described above, | will create a general SuperType called ""Books"'.
This SuperType will have all book related Departments linked to it.
Remember that departments themselves are not displayed on the web

page.

1. First I created a SuperType in Visual Anthology called ""Books™ to
be displayed on the top navigation bar of the AWS web site.

2. Next I created a Department called ""Trade Books''. This
department is assigned to the SuperType ""Books™. | also have a
Department called '"Text Books'. This too is assigned to the
SuperType of "Books" but will not be discussed at this time.

3. Next 1 want to create a SuperCat called ""History** to group all
related history sections together. In my example, the two
Sections would be American and World.

4. Now | need to open the inventory screen and locate the ""Partner
In Crime" book. Having done this | assign the Department
"Trade Books''; the Section "'Fiction, General™'.

Now the item may be displayed on the web site because it met or
exceeded all the criteria for displaying items on the web. | have a valid
SuperType (Books); it is assigned a valid Department (Trade Books);
it has a valid Section (World). Remember that Sections may go to the
web alone or with a SuperCat. Departments MUST be assigned to a
SuperType.
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Working with Discounts

Customer Discounts Overview

Customer Discounts are those discounts that are applied at the time of
sale. They may be assigned to an individual customer; they may apply
to an entire sale or be assigned to individual line items of the sale with
Nno customer defined, or you may assign discounts to sets of inventory
records via Departments, Sections, or Media.

There are three basic areas where you can define discounts to be
applied: Customer Discount Schedules, Line Item Discounts, and
Inventory Discounts. These discounts can be applied in different areas
of the application and at different times. Visual Anthology uses a
specific order of operation for determining which discount should apply
to a sale. This order is applied from most specific to most general.

2 Customer Discount Schedules are the most general and will be
overridden by both Line Item discounts and Inventory Level
Discounts.

2 Inventory Level Discounts will override all Customer Discount
Schedules no matter how they are applied.

2 Line Items Discounts are the most specific and override all other
discounts.

When working with these discounts you have several options as to how
they are applied. Listed belowv is a brief description of each discount
and its application.

Customer Discounts

2 May be applied by selecting the discount from the drop down list
discounts. This type of discount is applied to all items for a
specific transaction. To apply this discount, you do not to have a
customer selected.

2 May be assigned to specific customers and are applied when that
customer is selected during a transaction. This type of discount
is applied to all items in the transaction but only for a specific
customer.
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2 May be assigned to Sales Discounts in the Departments,
Sections, and Media screens. These discounts are valid for a
specific period of time and apply to all merchandise within the
respective area of the application, and apply to all transactions.
In short, you are discounting a specific area of the inventory
(Department, Section, or Media).

Line Item Discounts

2 Line Item Discounts are applied to a specific item. This is done
on a line-by-line basis during a transaction. Line items discounts
allow you enter a discount for an item that will supersede
(override) all other discounts being applied to the item being
sold.

Inventory Discounts

2 Inventory Level Discounts are very similar to line item discounts
in that they are applied to a single item and the amount of the
discount is entered manually. This discount is applied via the
inventory screen. This discount also supercedes (override) all
Customer Discount Schedules no matter how they are applied. It
will be overridden by line item discounts.

Customer Discount Schedules

The general rules for applying discount schedules is that they apply to
the entire document they are associated with; all line items are
affected. Both Inventory Level Discounts and Line Item Discounts
override them. Typically, Customer Discount Schedules are generalized
so they can be applied to the widest variety of situations. A typical
Customer Discount Schedule file might contain records for such
discounts as Preferred Customer, Student, 1020, etc.

When Customer Discount Schedules are applied to a document, the
result is the discount being applied to the entire document (all line
items). Remember that Customer Discount Schedules can be multi-
tiered, meaning that the discount given is depended on the amount of
an item being sold. If the Customer Discount Schedule is setup in this
fashion, you could get undesired results. You should use caution when
setting up Customer Discount Schedules and when you apply them so
you always get the desired result.
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Inventory Level Discounts

A Sales Discount field is provided on the Inventory General page that
allows you to specify a sales discount for individual inventory items.
It”s primarily used to lock the discount that may be applied to
individual inventory items. This means if you have a Customer
Discount set at 30926 for Jon Smith and you set the Sales Discount field
to 15%6 in the inventory screen for book “A”. When Jon Smith
purchases book “A” he will not receive his normal 3026 discount,
instead he gets 15%b6 on this item and 3026 on everything else.

Line Item Discounts

The basic rules for line item discounts are that they apply to only a
single line item and they override all other discounts. They do not
carry over from one sale to the next. These are applied at the time the
item is being entered into the transaction. They are not limited to sales
transactions and may be applied to purchasing and receiving
transactions as well. A typical use for this type of discount at the
register is to discount damaged goods.
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Creating a Tender for Deposits

Deposits are automatically calculated and tracked by the software.
This tender will not be visible in the tender list of either the Cash
Register or Customer Order screens since is not necessary for you to
select this tender when applying a deposit to a sale. Setting up
deposits are shown in the steps below.

Special Note: The tender type "Deposit" is a required entry. You will
need to setup this tender so Visual Anthology will be able to handle
the deposits generated by Special Order and Customer Orders.
Please refer to the section on "See Setting Up Tenders - Deposit" for
detailed information.

Header

1. In the Name field, enter DEPOSIT and press Enter to move to
the Short code field.

2. This field is automatically updated by Visual Anthology. You may
edit the contents of this field to conform to a preexisting format.
Remember that this field must be unique or the system wiill
reject it.

3. Press Enter to accept the default short code, or type in one of
your own, then press Enter to accept.

Business Rules
1. From the list of Tender Types, choose ""Deposit’* by clicking the
radio button next to the label Deposit.

2. In the behavior section, leave ""Allow Change' blank
(unchecked).

3. Choose "Ztape detail'* and ""Pop Drawer"'. (checked).

4. Save your changes by selecting the F10 Save button from the
button bar.
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Configuring the Vendor Detail Page

The Details page defines information about the vendor that Visual
Anthology uses to establish business rules for the vendor that may not
be defined in the Options table. For example, you might need to know
whether or not the vendor has a parent company, such as Random
House is the parent company for Delecorte.

p
#M Vendor Q@
Mame | hgrem Book Co. (Test Accaunt) Short code INWGRA
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Ehipping inst Frirt SkUz [
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I EYS 0 =& Cligk [..] button to E]
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nal 0§
L
Lser detned neld 3
Recuires permission for returns [
[ F1 Help | [ F4 New | | F@ Delete recod | | Fil Save ]

We will begin the setup by creating a new vendor record. This is done
by first selecting the Master File | Vendor menu option on the main
menu.

1. Select the F4 New button at the bottom of the VVendor screen.

2. Enter the complete name of the vendor. This information will be
included in any printed material that Visual Anthology produces
for this vendor. You should use the name the vendor uses in

their own mailing address.
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3. The Short Code is automatically added by the system. You may
edit this information if necessary but keep in mind the
information entered here must be unique and will be the display
name used in the list views.

4. Account # is determined by the vendor. It is used by the
system during Electronic Ordering and as a reference for your
records.

5. San is determined by the vendor. It is used by the system for
Electronic Ordering and as a reference for your records.

6. Publisher is used to distinguish between types of vendors.
Checked indicates this vendor is a publisher. Un-checked (blank)
indicates a distributor (e.g. Random House would be marked
publisher, and Ingram would be marked distributor).

7. Parent Vendor is used to indicate if the vendor you are setting
up is a subsidiary or "imprint'” of a larger company. For
example, setting up Bantam as a vendor you could include
Random House as the parent. This is true because Bantam is an
imprint of Random House. Clicking on the arrow exposes a drop
dowvn list of available vendors. This feature is used when auto-
generating purchase orders. See Introduction on Auto-
generating Purchase Orders -- Imprints for detail information.

Special Note: When using this feature, you should set up the parent
vendors first. The drop down contains vendors from within your
vendor file.

8. Terms are used to indicate if you have a payment schedule set
up with a vendor (e.g. 226 15 Net 30). This is a drop down list
based on the terms you have defined in the Terms screen. See
Setting Up Terms for detailed information. These terms are also
used in the Accounting Links module when exporting AP
information to QuickBooks. See Using Accounting Links for
detailed information.

9. Ship Via indicates the preferred or standard method of shipping
for a vendor. This information is printed on the purchase order in
the ship via section of the document.

10. Allow Backorders is used by the system as the default
setting for all purchase orders created for this vendor. A
checkmark in the box indicates backorders are allowed. This
option may be edited at the time the purchase order is created.
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This information is printed on the purchase order document and
is transmitted to the vendor during Electronic Ordering which
indicates to the vendor NOT to backorder items on this order.

11. Shipping Instructions are special notes to the vendor
indicating special shipping is required. This prints on the
purchase order document and is sent to the vendor during
Electronic Ordering.

12. Return Windowv is used to indicate the minimum number
of days you must keep an item before it may be returned to the
vendor. Similarly, the maximum field indicates the maximum
number of days you may keep an item before you cannot return
it. The vendor determines this information.

13. Requires permission for returns is a reference field and
is not used internally by the system.

14. Notes is a reference field and is not used internally by the
system.

15. User defined fields are reference fields that may be
defined by you. These are defined in the Options screen. See
Setting Up Options for detailed information.
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Creating a Book Fair

There are several ways to run a Book Fair and Visual Anthology uses
the best of these. As a general rule, you would explicitly check out all
books that will be included in the Book Fair, pull them from the
shelves, and send them to the location of the Book Fair to be sold. This
process is described in the steps show belowv.

1. Select sales | Book Fair from the Visual Anthology menu.
2. Click the ""F4 New' button at the bottom of the screen.

3. In the Customer Name field, select the customer who is to
receive the Book Fair. Book Fairs are checked out individual
customers. These people become the contact or the person
responsible for the merchandise and money.

4. Once a customer is selected, review the contents of the Header
Page to insure the information is correct. Some key fields to view

are:

?

Tax Profile: Although tax laws will vary with the
jurisdiction, generally speaking the tax status of the selling
agent (the person or organization defined in the customer
field) will define the tax profile.

Terms: Does this agent have an account set up with you
and will you be accepting terms on the book fair's unpaid
balance.

Calculate Extension Based on Sold or Sent Quantities: This
Is referring to the extended price of the items being sent.
For example, Quantity of 5 at $10 per copy = Extended
price of $50

2 Sold: This option cannot be used if you will be
requiring a deposit on the book fair. Extended prices
will be calculated when items are returned as sold.
This is the preferred method.

2 Sent: Calculates the extended price as the items are
chosen.

Address Information: verify the agents address information
IS correct.

5. When all the information is correct, click the Detail tab to begin
entering items.
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6. Items being sent to the Book Fair are added to the Line Item
Grid via the Line Item Entry section. This is located just below
the Line Item Grid.

7. Enter the SKU associated with the item or use the ellipsis button
to launch the Inventory Assistant. See Common Features |
Inventory Assistant for detailed information.

8. Enter the Unit of Measure associated with this item. Visual
Anthology defaults to EA (each) since this is generally how books
are sold.

9. At this time, the only field available to enter quantities is the
Send field. Enter the total number of this item you are sending
to the Book Fair.

10. The Price field is filled in automatically. You may change
this value to reflect any special pricing surrounded with this Book
Fair. These changes will not affect the inventory record for this
item.

11. The Discount field is used to apply special discounts to a
particular line or item. If you are using a Disc Schedule from the
Header section to apply a global discount to the Book Fair,
entering a value here will override the global discount even if it

is less.

12. Click the Accept button to apply the line to the Line Item
Grid.

13. Once all the items have been entered you are ready to

Save and ““‘check out” the Book Fair. You may save by clicking
the Save button on the tool bar or move back to the List tab.
You will be prompted to save changes.

Checking out the Book Fair

1. Go to the sales | Book Fair menu. You may also navigate to the
List tab if the Book Fair screen is already open.

2. From the list of Draft Book Fair select the one you want to check
out.

3. Move to the Details tab.
Click the Action | Check Out Book Fair menu option.

5. Visual Anthology will move you back to the List tab and change
the status to Open.

»
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Checking In a Book Fair

There are two basic ways that the check-in process can be handled in
Visual Anthology. You may check-in your book fair completely when
the fair is over, or book fairs may be checked in over a period of time
creating “update” records for each time you record sales. These basic
styles are outlined below.

? Complete Check-in: All the books are checked out to a specific
book fair. Check-in is done at the end of the Book Fair by either
entering how many were sold or by entering how many came
back (returned). All money transactions are settled at this time
and the Book Fair is closed.

? Creating Updates: All the books are checked out to a specific
book fair. Check-in is done on a day-by-day basis by entering
how many were sold. All money transactions are settled at this
time for the number of books sold that day. The Book Fair is left
open and an update record is created with the same ID as the
original Book Fair. When all items are accounted for (i.e., sold,
returned, or canceled), the Book Fair is completed and may be
closed.

The check-in process is the same for both methods listed above. The
second (update method) only checks in part of the Book Fair and
therefore the Book Fair is left open for additional check-ins (updates).
Book Fairs remain open until all items are checked in (sold, returned,
or canceled).

There are five methods of checking in the individual items. Visual
Anthology refers to three of these as ""Modes' which are located on the
Action menu. These modes are used to determine how the items are
being counted. You have the option to update your Book Fair by
"Items Sold", "'Items Returned’, or "'lItems left OnSite"'.

Special Note: Once you choose a mode, you must continue to use
this mode for the current session. Use the Reset Mode option to
choose a different mode.

There are two additional methods available from the Action menu:
Return All and Sold All. These methods act on all the items listed in the
Book Fair and still allow you to edit individual lines. For example, if you
had sent 50 titles to a Book Fair and were bringing back 10 titles that
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did not sell, it may be easier to choose Sold All and edit the 10 titles
individually. Otherwise, you would need to update the sold quantity for
40 titles.

The instructions below describe checking in a Book Fair using the
Update Sold method (mode) and assumes that the Book Fair was
checked out using the "'Calculate extensions based on sold' option.

Checking in items

o arwNPF

N

Select the sales | Book Fair menu option.

Select the Book Fair you want to work with from the List tab.
Move to the Details tab for the selected Book Fair.

Using the Action menu, select one of the update Sold options.
Select an item in the Detall grid - an item you want to check in.

In the Sold field of the Line Item Entry section, enter the
number you sold of that item and click the Accept button.

The Detail Grid is updated to show the quantity sold and the
extended price is updated to reflect the number of that item that
have been sold.

When you are done updating line items, click the Save button on
the toolbar.

. At this point, only the Book Fair has been updated. No

supporting files have been updated. You will need to Post to
make this happen. However, before you can post you must take
tenders.

Taking tenders

1.
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To take payment (tenders) for the items just sold, select the
Action | Take Tenders option, or click the F3 Tenders button at the
bottom of the screen.

. You will be brought to a cash register-like screen where you can

select the payment type. For this example, we'll use Cash.
Double click on the Cash tender type.

. The total due will be placed in the Amount field. Choose the

Accept button.*
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4. Once you complete the tender taking portion, you will be asked
if you wish to Post, Cancel, or Edit the transaction. For this
example, we'll use Post.

5. If only a few items out of many items were marked with a sold
guantity, then you will be presented with a message asking if
you wish to “Treat all titles not updated with Sold Quantities as
Sold Out?”’

2 Selecting the Yes option will mark all other book items not
marked with a sold quantity as completely sold out.

2 Selecting the No option will allow you to proceed and wiill
not affect any of the other items in the Book Fair.

Special Note: Book Fair allows you to accept payment for the books
that were sold but not at the time of sale, that is not at the book fair.
Additionally, there is no record for each individual item. Tenders are
taken for a group of items. For example, you send 100 items to a
local school for a book fair (see Creating a Book Fair). On day one,
25 items sell. The book fair operator presents a list of the sold items
and money to cover the sale of the 25 items. You "update"” the book
fair, (see Checking In a Book Fair), to show the sold items and
account for the money.

This is different than the Off-site Sales Module, which allows you to
take a computer, equipped with Visual Anthology, directly to the
location. You make sales as if you were at the store using the Cash
Register and pulling items from an off-line copy of your inventory.
This is discussed in the section Off-site Sales.
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Off-site Sales Overview

All operations surrounding the transferring of data between the
Off-line installation of Anthology and your live data is done
from the "live" workstation installation of Anthology. You
should not have the Off-line version running during these
procedures.

During the installation and setup of Off-line Sales, an additional *"off-
line"" version of Visual Anthology is installed on the computer that will
be working away from the store. Because you must FIRST have at
least a workstation installation of Anthology on this computer - the
"'Off-line" installation will create a second icon on the desktop of that
computer for the off-line program. When the off-line computer is
attached to your network, it can work as a normal on-line workstation
for day-to-day operations using this workstation connection; the off-
line version of Visual Anthology is simply not used.

The Off-line Sales module must be installed on a computer that
belongs to your Visual Anthology network of computers. It is designed
to work with the Visual Anthology Book Fair module and provides the
additional functionality of allowing you to take your Visual Anthology
software to other sales venues and update the main system with the
off-line sales data when you return. Typically this module is installed
on a laptop computer, however, it may be implemented on any
computer that is part of your Visual Anthology network with the
exception of the server.

When you are ready to move off-line this same computer requests a
copy of the current Visual Anthology data using its on-line connection.
The data is downloaded to the off-line Visual Anthology, which will be
used while away from your store. When the computer returns to the
store, the off-line data is uploaded to the main system and merged
into the on-line data.

Important Note: It is important to note here that the Off-line version
of Visual Anthology is a “ standalone” installation and does not
connect to your on-line data directly. The requests for data and the
uploading of off-line sales information are both made via your
normal Visual Anthology workstation connection. This is done this
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way to add a layer of separation and protection to your online data.
There is simply no way to upload or download off-line data from the
off-line version of Visual Anthology. You should not use the Off-line
version for day-to-day sales, as it may not reflect your inventory
accurately.
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Auto-generate Overstock Return for One Vendor (example)

In this example, we’ll create an Overstock Return for a single vendor
and limit the search to only those items associated with that vendor.
We are basing part of the selection on the age of the item and on how
often it has sold. We are not using return windows so we won’t worry
about those now.

1. Open the Generate Overstock Return window. Select the
Inventory Control | Generate Overstock Return menu option.

2. In the Return To section, select the one vendor option.

3. For this example, we~ll choose *'Ingram' fromthe drop down of
vendors.

We have just selected the vendor where the books will be returned.
Now we need to decide

which books from our

inventory will be selected

as candidates for return.

We have decided that we only want to look at books that we actually
received from Ingram. To do this, choose the Historical Vendor option.
This option will review my receiving history and select as candidates
any book that was received from Ingram. To insure we are looking at
all the books, we also want to include those books that have Ingram
assigned as the Distributor in their inventory record.

1. Inthe Vendor Source section, choose "'Ingram'* from the drop
down list of vendors labeled Historical Vendor.

2. Select Ingram from the drop down list of vendors labeled
Distributor.

At this point, we have decided where to send the books and what
books to look at. If we ran the program as is, we would see every
book in our inventory that could be linked to Ingram. This would
include books that may have been received only days ago. Because we
don”t want to send back books we just put in stock (the vendor would
probably reject them anyway), we have to further limit the search. We
could limit it too a specific department, section, or media if 1 wanted to
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return paperback books about history. For this example, we want to
look at any book that isn”t selling and has been on the shelf for a long
time. We are going to the Last Received Before option to eliminate
newly received books.

1. Since we only want to look at books, lets limit the search to only
the Book department. Select Books from the drop dowwn list of
departments labeled Departments.

2. Select the Last Received Before option and choose a date six
months prior to today”s date. This will eliminate any book
received in the last six months from being considered as a
candidate.

3. We are looking for slow sellers. In the “and not sold since’ date
field, enter a date only three months prior to today’s date.

What have we accomplished so far?

2 We have decided where to send the books. (One Vendor =
Ingram)

2 We have decided to only look at books we actually
purchased from Ingram. (Historical Vendor = Ingram AND
Distributor = Ingram)

2 We limited the search for candidates to only the Book
department. (Department = Books)

2 We limited candidates to only those books that are at least
six months old and have not sold in the past three months.
(Last receive before = 4/21/03 AND not sold since =
7/21/03)

After running the Auto-generate Overstock Return process, a Return
Invoice is generated for Ingram Book Co. The following is sample of
what may have been generated.
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'#l Overstock Returns {Filter applied)
Lizt | Details
RIM 000000 ‘wendor | Ingram Book ©Co. (Test Aocoun .. |
oot i siendor permizzion reg'd [

Clerkc [ Ship Inst -
Status | Draft Mates E]
| ISBM F Sk Title f Description City [ LOM
OE32163509) Watch Me Grow : I'n Three A EA
030650564 | United States © Change And Challenge 11| EA
Q007 13307 3| Fosslyn © Guardians Of The Secrets O 23| EA
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Reports

Saving or Canceling your new report

When you are finished defining your report, click on the Finish button
to save it and add it to the reports list in the Report Wizard. If you do
not want to save the report, click on the Cancel button instead.

% New Quick Report Wizard - MY REPORT NAME HERE

Step 5 - Standard report options 7]

Header MY HEADER INFORMATION HERE

Footer | MY FOOTER INFORWMATION HERE

Left rmargin 0 fad
[«] &llow report to be filtered Orientation: (%) Fit data to page
[«] Allow report to be sorted () Portrait
[+] Allow report to be madified or deleted by other users (O Landscape

[+] &llow repart to be accessed by other users

Help || Cancel || =Back Preview ” Finish
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Downloading web orders from AWS

As customers order items from your AWS web site, you are notified by
email that an order has occurred. These orders must be downloaded
and processed as no transactions take place on the web page. Web
orders are downloaded using the Web Updater tool. Downloading is the
process of transferring the orders, new inventory items, and customer
information from your AWS web page to your local Visual Anthology
system. The downloaded information is processed and the Customer,
Inventory, and Customer Order files are updated or created. New
Customer Orders are created with the downloaded information ready
for processing. See Processing Customer Orders from an Anthology
WebStore for detailed information.

Quick Steps: Download Only

1. Select the Tools | Web - Web Updater menu option.

2. On the Web Updater screen, make sure the following options are
selected (checked). All other options should be unchecked: AWS
Update, AWS Download

Click the Run button located at the bottom center of the screen.

4. If your system is not connected to the internet, Visual Anthology
will attempt to create a connection.

w

5. If your system is connected to the internet, the upload process
will begin.

Other Options:

? Re-Process: This option in an internal process that will re-
process information (orders) that has been downloaded. This
process does not communicate with the web page and effectively
disables other processes. Generally this option will not be used
in day-to-day operations.
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Editing an existing report

The Edit function in the first step of the Report Wizard is disabled; this
is because the steps 1 - 5 are available to you any time. Simply
selected the report you wish to edit and use the same wizard you used
when creating a new report to edit the existing report. The difference
IS, you are not saving the changes. You can edit the 5 elements of the
report by following the same procedures described for creating a new
report. See Creating a new report -- Step 1: Main Report Information.
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Selecting Customers in CRMT - Sales Areas

This tab is about searching based on sales history and by searching
Sections, Authors, or Titles input from the Cash Register. Enter a
From and To date range to use for this search, or click the Ellipsis
button to open the calendar and select a valid date. You can narrow
your search further by filtering the search by an amount a customer
has spent by More than the amount chosen.

In the left pane, select sections (Sections tab), authors (Authors tab),
and/or titles (Titles tab) that you would like to include in the search.
Once the selections are made, use the arrow buttons to move the data
to the right pane so they will be included in a sales history search.

M Customer Helation Managemeni lools E] Q

Select Customers | Cytput Opticnis

Sekes &reas | Postal Codzs || Customer Types || Mawy £ Lost Custorers ||UCF1 || JOF 2 || UDF 3
—Tnailing Tist onii:
Sales:
Fron sanus ] 1o [srueane o] [Imare Itan 4101

I rin dates ase specified then all enstorees will e incloeed, subjectto nthar conditinns

Sectionz | Authors || Titles

kI EIE

W W

If no Sections are selected, all casomers wil be included. If one or maore Secticns are se ected,
then only zustomers who hawvs purchased books 28 orging to those Secticns will be selected.

[J5sve setings

By checking the Save Settings check box, you can save your settings
for future use.
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Uploading your inventory to AWS

Uploading is the process of copying current inventory information to
the AWS web page which either updates existing records or adds new
ones. In most cases, only inventory records that have changed since
the last upload will need to be sent and this is how the AWS Upload
option works. This is done to reduce the amount of time needed to
transfer and process the information. By keeping the number of
records being transferred small, this process only takes a few minutes
to complete. For normal day-to-day operations this is the option you
will choose.

Criteria:

During the upload selection process, certain criteria that must be met
before an item may be included in an upload. Please refer to the
section Maintaining Your AWS Inventory for complete instructions.

Options:

2 AWS Update: This option needs to be selected (checked) before
any communication with the AWS web site can take place.

2 AWS Download: Selecting this option will instruct the Updater to
ask the AWS web server to send any downloads for your store.

2 AWS Upload: Selecting this option causes the Web Updater to
create and process an upload file. The records are chosen for
this uploaded by looking to see if they have been changed since
the last upload. If there has been changes the record will be
included for upload to the web. All new records will be included
in the upload.

? Save Settings: When selected Visual Anthology remembers the
settings you have chosen and will attempt to use them in the
next session.

The following options are generally not used in day-to-day operations.
However, you may be advised to use one or a combination of these
options by an Anthology Support person.
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?

256

Build Off-line: With this option set, the Web Updater will not
communicate with the web site. Files are created and must be
processed manually. This should only be used if you have been
directed to do so by Anthology Support.

Zip Upload: This option is used with Full Upload and Build Off-
line and creates a zip file. This is just a zipped version of the
build off-line data and it too should only be used if directed to do
so by an Anthology Support Tech.

Full Upload: 1t may become necessary to completely replace all
inventory items on your web page with a fresh set. This option
disregards the changed flag that is set when the record's
information changes and creates an upload file with all inventory
items that have been designated for the web. This option should
only be used when directed to do so by an Anthology Support
person.

Re-Process: This option in an internal process that will re-
process information (orders) that have been downloaded. This
process does not communicate with the web page and effectively
disables other processes.
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Historical Ztape Report

The Historical Ztape Report allows you to create a report of daily sales
activity for a given date range. Further, you can limit the report output
to show only those transactions from a single user (clerk) or station.
Like the "'daily’ Ztape, you can print the report to show the "'itemized
tender recap'’, a listing of transactions according to tender. From the
Report menu, select Historical Ztape. The following screen will appear:

-

' Historical Ziapes =Jo&3
Feport Options
From + 4232007 [ 0+ &232007 . User | a v
Cay oy day
L] Print item zed tender recap Station | Al v
[1Sava settings | F1 Help | e e [ 73 Cancel |

Special Note: The Historical Ztape report only displays information
from "cleared" sales.

The single biggest difference between the Historical Ztape and the
Daily is that the Historical Ztape is based on a date range and the
Daily simply clears all transaction from the last time you cleared sales,
which can cover several dates depending on how often you clear sales.
This means that it is possible for these two reports to show different
figures for what seems like the same information.
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@ Print
@ Report to printer Mumber of copies 13 il .[!.UI..QEI.L!E.......é]
O Report previ ew | Peint |
O Output to | Exit |

This report, by default, will print to the receipt printer you have
defined in your Stations screen. See Setting Up Stations for a complete
discussion on this topic. You can change this printer option on a job-
by-job basis. Once you have selected the F12 Run button you will be
asked where to output the report. By selecting the Print Setup on this
screen, you will be given the option to choose one of the printers
installed on your system or network (if mapped). The following screen
shows an example of this screen.

By selecting the printer shown in the drop down box, you will be
routing the Historical Ztape's output to this printer. This setting is not
saved and will need to be changed each time the report is run.
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Sales History Report

The Sales History report provides a method of reviewing your sales
information for a single day or range of dates. The various options
allow you to dial in the report you want by limiting the selection
criteria to a particular Department, Media, Publisher, etc. The report
contains three options for sorting your report: primary, secondary, and
tertiary.

- SalesHiEtony Hepont, _j _J I.J]
From 41U E] E Source Sustormer
r‘::l.i-'il llzar dadined fiad 1
To 47052006 E_:' A
Uzer dedined fied 2
Lkepartment
or _
'C:' One Uzer detined fied 3
wied3a
ISBNFSKL oL Fwentony
O one Bem Selers L
oy Saetian
Primary  Source _ Tota @HI Urser detined fied X
:l Fage break G Qe
Gacondsry  Dappanment _ Totd  Cysamer Usar dadined field 3
D
Tart@mry | Date [ eta () one
I_ BEHSEIEF Is" PuhiSher DHE:;:;:;:"“ .'\:-::l 'Quml'n:ry
0 1 Show giys o
o 1 DAL format D.Dne [ I Monthly format | | Gtws only
Sort | Oy Distributor |_' AR zzles surrmarny
E:'HI Inc. costing ino
[ siom sallers () One .
O 1 s —— [ use condensed form
O 1 DAL format (s) Al [ save settings
sort |y () tre Lo g cwew |

The report displays the following information: Department (by code),
Section (by code), Media (by code), SKU, Description, Author, Units,
Retail, Cost, Profit, Margin (by percent), Markup (by percent) on hand
qguantity, on order quantity, and total sold for the year (past 12
months).
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Your Store Name Piiita A5/ 2005

11:£8

Salee Hieinny Rapu

For pe pabeginalng 4112006 thi, 5202006
Totad By Goura, Dopanart, Dalo

Coapt o ] Madly  SED Bl xbmn LTE ) Unikn Aacl § Coet

EOOK MiLEL  FAP ity kL) Masd A - Claickne 0T MdbDE-muphy, 1 Ak &

Em woo mEr
[==1-1 A L - b B UL B R G

Prole  Riaroin s Pitaariang % o LEE] Wi
1
= onoa Ao roeter g 40 00 oaon =l

VoL BT D * L A ol Hiw -1

The Sales History Report is a very useful report for managing your
store. It allows you to look at your inventory based on the sale

performance and this look can grouped by the specific areas of your
store you are most interested in.

For example:

2 You could run a report for Mother's Day last year to see what

was selling. This could also be used for any event you choose,
local of national.

2 You could view the report by Customer Order only and see
where you are in terms of sales generated by CO.

2 Get a list of the Best Sellers for your local newspaper.
2 Print alist of your A/R sales.

And the list goes on - the information this report provides can be
used in so many ways with myriad grouping and sorting.
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Publisher Listing Report

The Publisher Listing Report is useful in tracking what you bought from
a publisher versus what you sold. This way you can evaluate the value
of buying from a publisher and can the compare the performance
between publishers in relationship to your store.

‘#ll Publisher Listing Report E]@
(Al publishers
O One publizher
O Selected publishers
f.t M
-t W
Sorts | Author v [1Sales histary format
[1Save settings | F1 Help ] | F11 Frint | [ F3cCancel J

You can also review which titles are associated with a particular
publisher.

This report shows you much of the information you would find on the
Inventory screen such as 1ISBN/SKU, Publisher, Department. It also
provides last sold, last received, and date the book went out of stock.

In addition, it shows a comparison between the current year and
previous year.
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Frirtad 5200200
Your Store Name
1231Ph
Pullisher Listing Repork
Sortby: THeMeescnp
ISEHSHU THabsx1ip BKII oH DD L arsl TR LVR
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IRTEC W 11 o7 Bewou F el The Rich Lite And i] 0 Tz Hl N i} C
RAMNDD A0 NATUR RO T ef Wit
(57 5401 202 REE NG Hnedcs: Experts, Parrts, 0 0 &H0EDT Iy It 1] r
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RINOO B RER R0 Flaga, Fante
Tola= for RDCr 4

262



Using Visual Anthology

Hourly Sales Graph

The Hourly Sales Graph allows you to view a snapshot of your sales
according to hours of the day. You may choose a date range or single
day, and you may block out a particular time of the day.

#MHourly Sales Graph =<
Define Settings
From 1202004 [.] 0001 A
T 1 (2002004 @ 0244 PM
Day of the week (AL W
[] Save settings C_rizrn.)

This report can be very valuable if you are trying to determine the high
sale times in order to better staff the store during these times.
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MM Hourly Sales Graph [ =1 X |
Fange: from 171 /2001 1201 00 AMEo 1 20/2004 Z:44:59 FM. Day of the wesk; (81 Hourl Vslue e
M Bam 325
Yam 2604
10am 5330
5000 12am 60
4000 1pm 2963
=000 2nm 951
2000 apm 234
UL dprm M4
0 Spm 528
B 7B 31011492 2 3 4 5 B 7 8.2 101112
am pm
Wiew
(_JAva rumber ofssles (O $amountof avg. sale (%) Total avg. § par hour < (s 2
[ Save settings [___Fi Hap ] [__Fiifnnt | F1ZR E
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Filter screen

The filter dialog is displayed below. This dialog allows you to see the
conditions that make up the filter, add new conditions, and edit or
remove conditions. You may create a filter for a one-time situation or
you may create and save it for future use.

The filter dialog has buttons that provide functions such as adding
conditions, deleting conditions, etc. You can also choose these
functions by right-clicking on the dialog and choosing the appropriate
function from the menu (called a shortcut menu) that appears.

T Filter
BillState equals M| (]

Delete ] [ Zount l l Help

ot
] |
e e T
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Copying an existing report

You may find that you need to generate a report that is similar to an
existing report. The Copy function in the first step of the Report Wizard
allows you to copy an existing report. Then, you can edit the copy to
create the desired report.

. Report Writer &llo
Step 1-3elect a report 1ot
== Custom Layout Mew

Bad Addresses
Best Sellers (Inventory)
Customer Mail List

Selectthe report you Qut Of Stock (Inventory)
wish to run. You can
alzo create 3 new
report or modify or

Copy

delete an existing Layout
report.
4] Delete
v
Help | | Preview ” Print M et= l [ Close

When you select the Copy button, the Copy Report dialog box appears.
Here, you can enter the name for the copy of the report, the group it
should be placed in, and comments for the report. You are not allowed
to use the same report name as an existing report. After entering this
information and selecting OK, the copy of the report will appear in the
list in the Report Wizard.

Note: This button may not be enabled for all reports.
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& Copy Report )
Reportname 4 COPY OF MY REPORT |
Report group 1Y GROUP NANE
Comments THIS IS A COPY OF "MY REPORT NAME HERE'| ]
o
Ok Cancel
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Step 1: Selecting a report to view

Until a report has been selected, many of the options in the Report
Wizard are disabled. When a report has been selected, its name

appears in the title bar of the report wizard (for example, ‘My Report
Name Here' when this report is selected).

Selectthe report you
wish to run. You can
alzo create 3 new
report or modify or
delete an existing
report.

Bad Addresses

Best Sellers (Inventory)

Customar Mail List

Qut Of Stock (Inventory)
- = MY GROUP MNAME

ACOPY OF MY REFORT

MY COMMEMTS

Help | [ Preview ” Print

Copy

Layout

Celete

M et=

l [ Close

. Report Writer - MY REPORT NAME HERE &Jo
Step 1 - Select a report e
== Custom Layout Mew

A report can be selected from the list of reports shown in the first step
of the Report Wizard by finding it in the list and then clicking on it.
Reports are shown in report ‘groups’, which logically arrange the
reports; groups make it easier to find a particular report when a
number of reports are available. To expand a group, click on the +
sign in front of the group name; the + sign will change to a - sign. To
collapse a group, click on the - sign in front of the group name; the -
sign will change to a + sign. The space below the report list shows any
comments that were entered for the selected report.
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Step 2: Setting filter options

When you print a report, you often do not want every available record
displayed or printed. Selecting a subset of records to work with is
called filtering. The second step of the Report Wizard allows you to
specify which records should be printed in the report. Note: this step
may not be available for some reports.

. Report Writer - MY REPORT NAME HERE &Jo
Step 2 - Filter records b
bt HH_H HiH
ik i [[Use same filter next time report is run;
EEE EEE EEE
e
E L TR
BillState equals MI |
Filtering allows you to
specify which records
will appearin the
report.
v 1
Help | | Preview | Pt | | <Back || nNex= || Ciose

This step has the following options:

2 Use same filter next time report is run: If this option is
checked, any filter specified will be used as the default filter the
next time the report is selected. Of course, the filter can be
changed the next time, but this option is handy if you usually
use the same filter each time the report is run.

2 Filter: Click on this button to display the Filter Conditions dialog.

The space below the Filter button shows the filter that has been
specified for this report.
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Step 3: Sorting records for existing reports

This is placeholder text for your template. To add content to the body,
replace this text. To add a header or footer, click the Header or
Footer button on the toolbar.

The heading in this template is a special field for topic titles, so
generally you do not need to edit it.

For information about applying templates to topics, press F1.
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Report Writer

Filter conditions overview

A filter is made up of one or more conditions. A single condition
compares a field to a value. For example, *Order Amount is greater
than $100.00' is a condition that only allows those records with an
order amount of more than $100.00 to be part of the subset.

Howv a field is compared to the value is called the "‘operator’'. There are
several operators available; they are shown in the table below. Some
operators use more than one value. For example, "'is between™
requires two values (as in ‘Order Date is between 01/10/96 and
12/31/96"). Other operators do not use any value. For example, "Zip
code is blank’ is either true or not without needing a value.

Operator Description

equals The data stored in the field must
exactly match the value you
specify.

Example: LAST NAME equals
JOHNS

The resulting sub-set will be
records that only have 'Johns' as
the last name. Records with
‘Johnston’, "*Johnson’, and
‘Johnstone’ will not be included.

does not equal The data stored in the field may
be anything but the value you
specify.
Example: CITY does not equal
CALGARY

begins with The data in the field will start
with the value specified.

Example: LAST NAME begins
with JOHNS

The resulting sub-set will be
records that have ‘Johns’,
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‘Johnston’, 'Johnson’, and
‘Johnstone’ as the last name.

* This operator only appears for
character and memo fields.

contains

The field has the specified value
anywhere in the data it contains.

Example: OUTLINE contains
Federal Gov

You will get all records with
'Federal Gov' somewhere in the
Outline field.

*This operator only appears for
character and memo fields.

does not contain

The field does not have the
specified value anywhere in the
data it contains.

Example: OUTLINE does not
contain Federal Gov

*This operator only appears for
character and memo fields.

is blank

Includes all records where the
specific field is empty.

Example: ZIPCODE is blank

IS not blank

Includes records where the
specific field contains data.

Example: ZIPCODE is not blank

iIs known

Includes records where the
specific field has any value.

Example: ZIPCODE is known

IS not known

Includes records where the
specific field has an unknown
value, sometimes known as
"null’.
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Example: ZIPCODE is not known

Is greater than

The field contains a value in
excess of the specified value.

Example: AMOUNT is greater
than 100

Example: CITY is greater than M

Is greater than or equal

The field contains a value in
excess of or equal to the
specified value.

Example: AMOUNT is greater
than or equal to 100

Example: CITY is greater than or
equal toM

is less than

The field contains a value under
the specified value.

Example: AMOUNT is less than
100

Example: CITY is less than M

is less than or equal

The field contains a value under
or equal to the specified value.

Example: AMOUNT less than or
equal to 100

Example: CITY is less than or
equal toM

iIs Yes The field contains "Yes'.
Example: MARRIED is Yes
*This operator only appears for
logical fields.

is No The field contains 'NoO'.

Example: MARRIED is No

*This operator only appears for
logical fields.
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is between This operator allows the entry
of a range of values.

Example: AMOUNT is between
150 and 250

Example: DATE STARTED is
between 05/01/94 and 12/31/94

Is one of This operator allows for entry of
up to ten different values for a
single field. The equivalent
expression would be created
using ten separate ‘equals’
operations.

Example: CITY is one of TOKYO,
CALGARY, NEW YORK

Conditions are connected together with a *‘connector’'. The connector
can be either "and' or "or"'. The "and'' connector means that the two
conditions it connects must both be true for a record to be included in
the subset, while the or connector means that either one or both can
be true for a record to be included in the subset.

You can think of ""and" as 'more restrictive’. For example, if the first
condition is 'City equals San Francisco’, that gives a certain subset of
records. Adding a second condition such as '‘Order Amount is greater
than 100.00" using the "and'* connector means that for any given
record, the city must be San Francisco and the order amount must be
greater than $100.00. Since that excludes San Francisco records with
an order amount of less than $100.00 (which just specifying the first
condition would include), these two conditions together are more
restrictive (there are fewer records in the subset) than either of these
conditions alone.

You can think of ""or'" as ‘less restrictive'. For example, if the first
condition is "City equals San Francisco' and you add a second condition
such as 'City equals Los Angeles’ using the "'or'' connector, this means
that for any given record, the city can either be San Francisco or Los
Angeles. These two conditions together are less restrictive than either
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of these conditions alone, since the subset includes the records
matching both conditions.

Notice the use of "and'" and "'or"’ with filters can be the opposite of how
these words are used in English. For example, someone might say
'print out all of our customers from San Francisco and Los Angeles'.
You might think you would use the "‘and'* connector in this case, but in
fact you would use the ""or'* connector since you want records where
the city is either San Francisco or Los Angeles. The way to think of it is
this: for each record, check each condition. It is not possible, for
example, for the city for any one record to be both San Francisco and
Los Angeles at the same time. It could be either one, however, so or is
the correct connector to use.
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Creating a new report

Clearing the filter list

The Count button displays the number of records matching your filter.
You can also right-click and choose Count Records from the shortcut
menu.
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Adding a filter condition

To add a new condition to the filter list, select the Add button. You can
also press the Insert key or choose Add Condition from the shortcut
menu. If this is the first condition in your filter list, the Filter Condition
dialog shown below will appear differently. You will notice in the next
image that an additional field is added to the screen. This field is called
the Connection. Connections are used to link filters together.

%7 Filter Condition
Field Operator
Bill=state ¥| equals [

[¥] Case sensitive

Ok l [ Cancel l l Help

If you already have at least one condition in your filter list, the Filter
Condition dialog appears with the connection field enabled. At this
point, you will need to decide howv to link the second condition to the
first.
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%7 Filter Condition
Conmection Field Operator

_____ and_{~|  BillPostalCode | [E— -

and

ar

and (

Jand

yand(

o
QK | | Cancel | [ Help ]

?

Connection: Used to define how this condition is connected to
the previous condition in your filter list. The default connection is
"‘and"’, but you can also choose from one of various combinations
of "and", "or"* or ""and with parentheses'. The parentheses allow
you to group your conditions and specify the order the conditions
are evaluated. The system will automatically balance
parentheses, so there is no need to worry about a starting or
ending parenthesis.

Field: Shows all fields you can filter on from each table (the
table name is shown as a disabled bar in the drop down and is
listed just above its fields it contains).

Operator: After selecting a field, you select a comparison
operator. The options that appear in this list will depend on the
type of field selected. For example, for logical fields, the only
choices that appear are Yes and No. Once you have selected an
operator, you may enter a value to compare to the field. Again,
this value option depends on which operator was selected - if
you chose "is blank™ you will not be given the option to choose a
value. If you are not sure what values appear in the field or want
to select a value without having to type it, choose the Value
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button. (This button only appears for character fields). A list of
unigue values from the field will appear in a dialog box. You can
choose a single value or muiltiple values. To select more than
one value, hold down the Shift key as you click on the desired
values. If you choose more than one value, the operator will
automatically be changed to "'is one of*"".

If you have selected a character or memo field, the Case
Sensitive checkbox may be enabled. If Case Sensitive is checked,
only those records with the values that also match in case will be
selected. For example, if you typed in "*'Jones’ and the actual
value was JONES, the record would be skipped because the case
did not match.

If it is not checked, case does not matter. For example, entering
‘Jones’ would match ‘Jones’, 'JONES’, "JoNeS’, or any other
combination of case.

After you have completed entering the condition, press the OK
button to save the condition and add it to the list. Choose Cancel
to cancel the new condition. Note: if you do not enter a value to
compare to the field, the operator will automatically be changed
to is blank.
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Step 5: Output options for existing reports

-

'# Report Writer - MY REPORT NAME HERE AMEl =

' Step 5 - Output options ]

Outputto: (5 Printer
() File

Selectthe output
options for the repaort.

Orientation: (¥} Fit data to page
() Portrait
{Landscape

Help | | Preview | Pt | | <Back it
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Deleting an existing report

To delete a report from the Report List:
1. Selected the report you want to delete.

2. Choose the Delete button.

. Report Writer &l
gtep 1 -Select a report f.v
GOGE - Aaaaa |
Ddd:mhh == Custom Layout NEW
: Bad Addresses
Best Sellers (Inventory)
Customner Mail List
Selectthe report you Qut Of Stock (Inventory)
wish to run. You can
also create a new
report or modify or
delete an existing Layout
report.
]
Help | | Preview | Print Net= | | Close

4. You will be asked to confirm that the report should be deleted.

5. If you confirm its deletion, the report is removed from the report
list in the Report Wizard.

Note: This button may not be enabled for all reports.
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Editing an existing condition

To edit a condition, select it in the list and choose the Edit button, or
press Enter, or double-click on the condition. You can also choose Edit
Condition from the shortcut menu. The Filter Condition dialog will
appear, and you may change any of the items that make up the
condition. Click the OK button to save any changes you made to the
condition, or Cancel to cancel any changes.
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Deleting an existing condition

To delete a condition, select it in the list and choose the Delete button.
You can also press the Delete key or choose "'Delete Condition™ from
the shortcut menu. The list will be adjusted as necessary.
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Counting matching record for a condition

The Count button displays the number of records matching your filter.
You can also right-click and choose Count Records from the shortcut
menul.
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Viewing existing reports
Setting Up Departments, Sections and Media Overview

Before you begin creating your departments, sections, and media
records, some background may be helpful. This introduction will give
the "'big picture’ on these topics and define how Visual Anthology
interprets the data contained in these screens.

To categorize your inventory, Visual Anthology provides three basic
levels of categorization - Departments, Sections, and Media. Each of
these categorizations builds on the next to create a usable model for
accessing your inventory items.

2 Departments: are considered the most general description of
your inventory and are at the top of the hierarchy. You may
have a department called "'Book’" that will be assigned inventory
items that are books. You could also have a department called
""Side Line" that will be assigned to your side line items.

2 Sections: these further define and separate your inventory (i.e.
Biography, Cooking, etc.).

2 Media: this assignment is used to distinguish the items physical
characteristics such as "'binding’’. Within a video department, for
example, you may have a section for Nature programs. You may
have several items that fall into that category, some VHS tapes,
some DVDs. To keep these separate in your inventory, you
would assign their respective media VHS or DVD. In this way,
you can list them all together under Nature and still be able to
identify them as being different.

Another important issue to keep in mind

The inventory items themselves serve to keep the items separate and
eliminate the need for redundancy when creating your sections and
media files. For example, you may have a departments called ""book’*
and "video™. You may also have sections called *'sports™, **cooking,
and ""nature”. In your inventory, you may have several books about
nature. Likewise, you may have several videos of the same subject.
There is no need to define separate sections for book and video
because the department separates them. You would simply assign
your books to the department ""Book’* and section ""Nature'. Likewise,
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you would assign your VHS or DVD's to the department **Video' and
reuse the section ""Nature™. To better explain this concept, the image
below shows how this would look if you could see it in Windows
Explorer®.

In this example, the inventory items Book (1,2 and 3) have all been
assigned to the department Book. They have also been assigned to the
section Nature. The items DVD (1,2 and 3) have all been assigned to
the department Video. They are also assigned to the section Nature.
The department is making the distinction here.

This is the same way that Media can be reused and still keep a distinct
definition of inventory items. Each of the items Book (1,2, and 3) could
all be assigned a different media. For example, Bookl may have a
media of "*Hardbound'* while Book?2 is assigned "'Paperback’ and so on.

In the topics that follow each area - Departments, Sections, and Media
are further explained and step-by-step instructions on howv to setup
these sections of the Visual Anthology software.
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Step 2: Setting filter options

Department Configuration

Header Page

The Header page contains the name, short code, and status
information for the currently selected department.

?

Name: This is the user friendly name that will be assigned to a
given department. There is no restriction on whether or not this
name is reused. It may be duplicated many time within your
system. However, the short codes will be different for each one.
Please use caution when creating new departments.

Short Code: Short Codes are displayed in grids or anywhere
that space is a concern. Short Codes are assigned automatically
by Visual Anthology when you move off the name field. These
codes may edited but must be kept unique. If you attempt to
add a duplicate short code Visual Anthology will reject it.

Inactive: To preserve historical information when reporting,
Visual Anthology will not permanently remove a department if
items are assigned to it. Instead, the department will be marked
inactive and may be re-activated at any time.

Details Page

?
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Default purchase discount for costing: This value is used by
Visual Anthology to determine a best guess discount when
calculating the cost of a particular item in inventory. The system
first looks to the receiving history to determine what discount
the item was purchased at. If there is no receiving history for the
item (this generally happens when items are added directly to
inventory, bypassing the Receiving process) Visual Anthology
looks to this value. If no value is found here the item is assumed
to have no discount and will be calculated as such. This would
result in overstating your inventory valuation report.

Shelf Feet: This is an informational field provided to track shelf
space that a particular department may use.

Square Feet: This is an informational field provided to track
sqguare footage that a particular department may use.

SuperType: This information is used only for Anthology
WebStore™. For more information on setting up SuperTypes for
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AWS go to Setting Up Anthology WebStore - Assigning
Departments to SuperTypes.

2 Department discount schedule: This is a drop down list of the
currently available Customer Discounts defined in your Visual
Anthology system. Selecting a discount schedule here will apply
to all inventory items assigned to this department.

2 Block Discount: This checkbox will block any discounts
associated with a department.

Sale Discount

This section is used to define sales events in your store that will run
for a period of time. For example, you may want to discount all the
items in a particular department for a two week sale. You would simple
assign the start date; assign the ending date; and apply a discount
from the discount schedule drop dowvn list. If the discount you want to
apply is not in the list - use the Customer Discount Schedule to create
a new one. See Introduction to Setting Up Customer Discount
Schedules for detailed information on this subject.

Start Date: This is used to define the beginning date of the sale.
End Date: This is used to define the ending date of the sale.

Discount Schedule: This is a drop down list of the discounts defined
in your Customer Discount Schedules.

Special Note: Discounts applied to inventory items will not be
reflected on your AWS web page. The prices shown on your web
page are based on either the web price or retail price of the item.

The following pages do not require setup from within the Departments
screen. They provide both current and historical information on the
associated items.

OH/00 Page

This page provides a "'real time"* view of the inventory items assigned
to the current Department.

Sales Page

This page provides a twelve month look at the sales activity for items
assigned to the currently selected Department.
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Purchase Order Page

This page provides a snap-shot of the Purchase Orders associated with
items belonging to the currently selected Department.

Returns Page

This page provides a snap-shot of the Return Memos associated with
items belonging to the currently selected Department.
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Frequent Buyers Club Overview

Visual Anthology's Frequent Buyers Clubs are user defined discounts
that apply to specific customers and are limited to inventory you
define either by Department, Section, or Media. Further, you can limit
the type and amount of reward that is applied, even determine the
length of time the reward will be good.

Although assigning Frequent Buyers Clubs to customers is really a
function of the customer screen, it is discussed here for consistency.
The next section, Assigning customer to a buyers club covers this topic
in more detail. You will have the option of viewing the assigned
customers from the customer tab but edits are not allowed. A
complete discussion of the Frequent Buyers Club is found in the setup
section. See Creating Frequent Buyers Clubs for detailed information.

M Frequent Buyer Clubs == %]
Mame | Computer Chiy Short codz | CoMPL [ isanted [vacdive
Wessane Thank vou for wour Book Club purchaze

[Tl Assign rew customeans by defaclt F;‘
Header Secfion
Lizl | Letalls | Cusluines :

Accumulation basis Threshokd Include wkat
Os 0.00 3 Department based (¥} Sectonbased ") Mecia based
f 4 UI'IHE L Seotions |_ Iroudad A
P - 1 i irtiques/Callectib s I
#1 ¥ 0f sales > e m
Sewards Atlases r
(1% = Diseount Babies 2 Toddlers — [
best Sallers List Section to defing what #smes wil qmllﬂ B
000 Mluss: m
husiressEoovomos -
Careariih
Chdsared Fars iting
Clamaival I_
T Cramniger, Genarsl =
Discount u|
Discount schedule Zections for defiring Accumustor s, Rewards, N
s - and Discounds r
— u
Luscourt penod ]n::‘::;. = =
=) Conee Lirme
) For parind (days) g [C]show selected cnby seecial || Jnseect al ]
|
e |
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Frequent Buyers Club rewards are not immediate and may not be
applied to the sale in which the accumulator was reached. This is
called the "'qualifying sale". Visual Anthology will not offer the discount
reward on this sale (e.q. if a customer needs one more purchase to
qualify for his/her club discount, the sale in which that takes place
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""qualifies’ him/her for the club discount on their next purchase).
Current sale discounts are provided through Customer Discount
Schedules. See Working with Discounts for detailed information.

Rewards are applied to any subsequent sale. Visual Anthology
does not restrict how a reward is applied. If a customer has qualified
for a discount, that discount will be applied to their next purchase
whether the items being purchased are part of the club or not. There is
Nno way to restrict the discount to only club items.

Special Note: Dollar premiums are awarded as they qualify (e.qg. if a
customer needs three purchases to qualify for a ten dollar premium
and purchases four of the designated items. Their dollar premium
slip will print with the sale and the accumulator will be set to one).

The Customer page gives you a quick overview of the customers
assigned to the current FBC. It shows the start date (when they were
assigned to the club), their current FBC, and Accumulator totals. It
also displays the last reward date and if applicable the premium
amount last paid.
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Assigning customer to a buyers club

Frequent Buyers Club membership is assigned to individual customers
via the Mmaster Files | Customer screen. The Buyers Club page shows all
the active Frequent Buyers Clubs you have created. In the Enroll
column, the check mark indicates that the current customer is part of
that Frequent Buyers Club.

List || Details | Sales || CBOs i Sales Detail | Buyer Clubs | Credit Card || Trade Credit

Mame I Type I Requiredi Enrall I Currentl Eumulatixrel Reward I
Computer Club Sales T
Fecord Club Unit= A v 1] 2 EM0s2004
hdes Club Units 2z [

Customers are assigned by placing a check mark (clicking) in the
corresponding box in the Enroll column.

1. Open the Customer screen by selecting the Master Files |
Customers menu option.

2. Locate the customer you want to assign to an Frequent Buyers
Club.

3. Move to the ""Buyers Club' page.
4. Locate the appropriate club.
5. Click in the Enroll box for that club.

Your customer is now a member of this club. You can assign a
customer to more than one club by selecting a second club.

Special Note: if you have the Cash Register open and are in the
process of creating a sale for the same customer you are assigning
to the club, then the effects will not take place until the next sale.
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Section Configuration

Header Page

The header page contains the name, short code, and status
information for the currently selected Section.

?

Name: This is the user friendly name that will be assigned to a
given Section. There is no restriction on whether or not this
name is reused. It may be duplicated many times within your
system. However, the short codes will be different for each one.
Please use caution when creating new Sections.

Short Code: Short Codes are displayed in grids or anywhere that
space is a concern. Short Codes are assigned automatically by
Visual Anthology when you move off the Name field. These codes
may be edited but must also be kept unique. If you attempt to
add a duplicate short code, Visual Anthology will reject it.

Inactive: To preserve historical information when reporting,
Visual Anthology will not permanently remove a section if items
are assigned to it. Instead, the section will be marked inactive
and may be re-activated at any time.

Details Page

?

?
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Sales Discount-

Web Name: This is used with AWS. It is the name of the section
as it will appear on your AWS web page. For example, some
stores use a numbering system for their Sections (Section =
501). If you were to publish this information to your web page
your customers would have a hard time locating the items they
want to purchase. However, if section 501 has a published web
name of ""History"', your customers know what to expect from
this section of items.

Exclude from Web: If this option is checked, the section and all
items assigned to it in inventory will be hidden from the web

page.

SuperCat: This information is only used for Anthology
WebStore™. For more information on setting up SuperCats for
AWS, refer to the section Working with Anthology WebStore -
Assigning Sections to SuperCats.
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Sale Discount

This section of the General page is used to define sales events in your
store that will run for a period of time. For example, you may want to
discount all the items in a particular Section for a two week sale. You
would simple assign the start date; assign the ending date; and apply
a discount from the discount schedule drop dowvn list. If the discount
you want to apply is not in the list, use the Customer Discount
Schedule to create a new one. See Introduction to Setting Up
Customer Discount Schedules for detailed information on this subject.

2 Start Date: This is used to define the beginning date of the sale.
2 End Date: This is used to define the ending date of the sale.

2 Discount Schedule: This is drop down list of the discounts
defined in your Customer Discount Schedule.

Special Note: Discounts applied to inventory items will not be
reflected on your AWS web page. The prices shown on your web
page are based on either the web price or retail price of the item.

The following pages do not require setup from within the Sections
screen. They provide both current and historical information on the
associated items.

OH/00 Page

This page provides a *‘real time'* view of the inventory items assigned
to the current section.

Sales Page

This page provides a twelve month look at the sales activity for items
assigned to the currently selected section.

Purchase Order Page

This page provides a snap-shot of the Purchase Orders associated with
items belonging to the currently selected section.

Returns Page
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This page provides a snap-shot of the Return Memos associated with
items belonging to the currently selected section.
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Processing Customer Orders with partial shipments

Partial shipments are Customer Orders that are shipped as items
become available. This is generally the result of items being on
backorder at the time the order is processed. There are two option
available to you for handling these types of situations.

1. To hold all items until the order can be shipped complete.

2. To ship the items that are available and process a second
shipment when the backordered items arrive.

We wiill be discussing the second option here. Called a "'partial
shipment’’, Anthology is well equipped to handle such situations giving
you both shipping and payment options.

Special Note: The checkbox on the Header page - "Allow partial
shipments" does not restrict you from shipping partial orders. It is
merely a reminder that either the customer has requested only
complete shipments or it is a policy of your store to only ship
complete.

By default, Visual Anthology calculates Customer

Orders based on ship quantity. Only those items

that are being shipped will be included in the Total

field - displayed in the lower right corner of the

Customer Order screen. Backordered items will not be considered
when totaling the order in regards to tenders. This is considered by
many to be the preferred method of taking orders. Most merchants wiill
only bill for merchandise that is actually shipped.

The upper left corner of the Customer Order screen displays the total
value of the order including the backordered items. This is shown in
the Order Total field. The deposit, if any, is also displayed - we'll
discuss this a little later.

This means that if your order contains backordered items, Visual
Anthology automatically treats it as if it is a partial shipment. You only
need to decide how you wiill take payment and when you will ship. In
the next two examples, we'll discuss the two most common scenarios:
paying in full / retaining a deposit and taking payment as items ship.
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Example One: Paying in full / retaining a deposit

Let's assume you have a Customer Order containing two books - book
"A" costs $21.95 and book ""B'* cost $16.01. Let's also assume that
book "B" is backordered. Your customer decides to pay in full for both
books.

To complete this order, you will need to take tenders for the item
being shipped, book *"A'. Click the F3 Take Tenders button on the
Customer Order screen. Select a tender type. In this example, check
and replace the number in the Amount field with the total due for the
order - Order Total field in this example $40.24. Click the Accept

button = .

When you post the Customer Order, Visual Anthology calculates the
total due as $10 plus applicable taxes and shipping. When the
backordered item is received, you will need to charge the customer's
credit card a second time.
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Using Pay-In and Pay-Out

Pay-In

The Pay In screen is used to receive money into your cash drawer that
does not directly involve a sale. That is to say they are separate from
cash register transactions. Generally used to accept payments on
customer’s accounts, they may be employed to handle a variety of
non-standard transactions. By receiving money in this way, a record of
the transaction will be recorded on the X and Z tape reports.

9 Pay In
Tender type  CASH [
Arnount 10.00
Custamer
& Payment on account  BUFFINGTOM, JAY E]
O Other
[ F12Post | [ F9Cancel |

1. Tender type: Specifies what form the money was in when
accepted. Select a tender from the drop down list of tenders
labeled Tender Type. For example if the money is to be received
as a check then select check from the list.

2. Amount: You should enter the exact amount of money that will
be added to the drawer.

3. Payment on Account: If the money is to be used as a payment
on a customer account, you should select this option. You must
provide a customer name to complete the transaction.
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4. Other: This is used to record any non-standard transaction. You
are not required to provide a comment in the note field however,
it is recommended that you do so.

Pay-Out

The Pay Out screen provides a means to track non-sale transactions
where money will be removed from your cash drawer. For example,
you may need to pay a small shipping charge for a local delivery and
decide to take the money from the drawer rather than leave the store
unattended while you go to the back room for the checkbook. By using
the Pay Out screen whenever you remove money from your cash
drawer, a notation of the transaction will appear on the X or Z tape
reports. This allows you to track outgoing money and balance your
drawer. There are three pieces of information that need to be filled in
before you post the transaction.

@ Pay Out

Tender type | CASH v

Armount 10.00

Zomment FPostage

NS 15 Post | ——ErTrT—

1. Tender Type: Specifies how the cash drawer will be depleted.
Select a tender from the drop down list of tenders labeled
Tender Type. For example if you are remove currency — then
select cash.

2. Amount: This is the amount of money that will be removed from
the drawver. It will not make change so be sure to enter the exact
amount.

3. Comment: Although this is an optional field, it is always a good
idea provide a comment of what the money was used for. This
will be useful later when balancing your drawver.
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Processing Customer Orders using credit cards

Credit card sales in Customer Order differ from those being made via
the Cash Register screen. It is generally assumed that Cash Register
sales result from customers browsing your store, selecting items to
purchase and checking out at a point-of-sale (POS) station. Customer
Orders differ in the sense that at the time the order is placed, some
items may not be in stock and will require a backorder to fill. As a
general rule, merchants will not bill credit cards until the item(s) ship.
There are two options to accommodate this issue.

2 Option one is simply hold the credit card information until all
items are received and ready to ship. Once all items are either
available or canceled, process the Customer Order as usual.

? Option two is ship those items that are available and ready to
ship. As other items arrive simply bill the card a second time and
ship.

Selecting "'ship quantity extensions' on the Customer Order header tab
will prevent the customer’s credit card from being billed for the items
not being shipped.

Special Note: When taking tenders you are only allowed one credit
card tender per transaction. The exception to this rule is when you
are processing multiple shipments since each shipment is treated as
a different transaction.

In the following example, we will not discuss the entire process of
creating a Customer Order. Instead we will concentrate on taking a
credit card as the tender for our sale.

1. Once all items have been placed on the order and are
represented accurately (e.g. all items marked as ship are on-
hand), we will need to receive payment.

2. Click the F3 - Take Tenders button at the bottom of the
Customer Order screen.

3. Choose "VISA" from the payment method screen.

2 If you have the "require CC information' set to Yes in the
Tenders screen, two additional fields to display on the
screen.
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1. Credit Card Number: used to enter the CC number.

2. Expire Date: used to enter the expiration date of the
card.

With this option turned on, Visual Anthology tests the card number you
enter to see if it is a valid number. Credit card numbers, like 1ISBN's,
are the result of an algorithm. This means that only certain number
sequences are valid for certain card types. If you get an invalid card
number message, it does not mean the card was declined - only that
the number is incorrectly entered for the type of card selected (e.g. If
you select VISA and enter the number of a Master Card you will get
this message).

2 If your Visual Anthology system has been setup to do credit
card processing, this information will be sent to your
processor for approval. Pressing Enter to accept the amount
due causes the approval process to begin.

4. The Amount field is automatically populated with the amount of
the current sale. Generally for credit card sales you will not allow
change to be given (e.g. Amount due = $10 and customer want
to charge $25 in order to receive $15 in cash change). If this is
the case, simply press Enter while on the Amount field.
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Processing Customer Orders from an Anthology WebStore

When sales generated by an AWS web site are downloaded, Customer
Orders are automatically created. Processing of these orders is no
different than any other type of sale in Customer Order with some
notable exceptions.

2 The type of tender is determined by the "‘web customer' and is
automatically included in the order when a web order is
downloaded from your AWS web site.

2 Even though the order has been assigned a tender type it has
not been posted.

2 This means the credit card has not been validated (approved).
You will need to use your CC processing software to validate the
card prior to shipping the merchandise.

2 Inventory levels have not been updated.

Special Note: If the downloaded tender will not be used to completely
satisfy the amount of the sale and a second tender is needed, use
the tenders button on the toolbar to add additional tenders to the
sale.

Checking the order

After the download is complete, the list view of the Customer Order
screen will show the new orders in bold print. At this time, you wiill
need to review the order and make any necessary changes.

Taxes:

If you have a default tax profile established for new orders it may
not be appropriate for all web orders. For example, if the default
tax profile is set for "'resident’* and the customer is from another
state, you may not want the state/local taxes to be applied.

Discounts:

This customer could also be an in-store customer or for some
reason has a discount assigned to their account. If you offered
special pricing to web purchases you may not want this discount
to be applied to this sale as you would be over discounting the
items.

Address Information:
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You should check the address fields for correctness. For example,
you could be looking at a joke order to some fictitious location
like (No0.9 Penny Lane - Kansas City, MO.). These are actually
titles to three Beatles songs.

Quantities:

Your AWS site does not represent your inventory on hands in real
time. That is, depending on how often you upload to your site,
your inventory could be out of sync. Visual Anthology has an
option called ""Auto-fill'* that can save a lot of time and trouble.
This is described in Customer Order options topic.

If you have the auto-fill option on, during the download process
the quantity ordered is compared to the current inventory levels.
The ship and backorder quantities are adjusted on the
downloaded order. Remember that on hand quantities in
inventory are committed when the order is posted. This means it
is possible for an item to go out of stock before the order can be
posted.

If you don't have this option turned on in your Tools | Options You
can preform the same function from the Action menu by selecting
the ""Auto-fill all items' option.

Special Note: You should always print a "pick list" for the order and
confirm inventory levels before posting the order. This is the only
way to know for sure the items are available for shipment.

Taking tenders

As mentioned above, the tender type has already been selected when
the order was created on the web. This means that we need to use a
slightly different method to retrieve this information. In the following
example, we will not discuss the entire process of downloading a
Customer Order. Instead we will concentrate on taking the tender for
our sale.

1. Once all items have been confirmed on the order and are
represented accurately (e.g. all items marked as ship are on-
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hand), we will need to receive payment for that portion of the
order that is being shipped. Remember Visual Anthology will only
total items marked as shipped.

2. Use your mouse to select the tender line in the Line Items grid.
This action will cause the tender information to be shown on the
screen (e.g. if the tender is a credit card - you should see the
card, expire date, and the total due).

Remember that the total due is the total of all items being shipped. It
does not represent the total of the order. If you enter an amount
greater than the total due for the sale, a deposit will be retained for
the remaining monies.

3. The Amount field is automatically populated with the total
amount for the items currently being shipped on this order. You
may need to adjust this amount due to increases in shipping
costs, etc.

4. Processing the order from this point is exactly the same as any
other order. Please refer to the previous sections of this tutorial
depending on which type of sale you are processing (e.g. basic
sale, partial shipments, etc.).
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Defining an Up Charge Shipping Method

This type of Ship Method sets the price for shipping the first item and
then adds a charges for each additional item shipped. For example,
you might charge $4.95 for the a single item and add $0.85 for each
additional item in a shipment.

2 Open the Ship Method screen by selecting the Mmaster Files | Ship
Method menu option.

2 Click the F4 New button on the tool bar.

2 Enter the name of the new Ship Method (i.e. UPS or FEDX.
Remember that this is how it will appear in the pull down fields
in Visual Anthology and on your AWS web site.)

2 The short code will be filled in automatically when you move off
the Name field. If you want to use a different short code, enter
it here.

2 Click the Show On Web check box if you want this method to
be accepted on your AWS web site. Leave blank to exclude it
from the web (AWS, optional).

2 Select the First item and upcharge radio button.

2 In the Base charge for first item field, enter "'4.50". This wiill
be the minimum shipping charge for any order.

2 Inthe Upcharge field, enter "'0.75". This will be the amount
added to the base for each item added to the sale.

2 Click the Save button on the tool bar.
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riﬂ‘jhippingh':ethnds =/o/ed
List | Details |
Nar-"ne Llpcharg.|e Style Inactive
Shontcode |UPCRG [+] Shaowe on Weh
Type

(%) First tem and Lpcharge
O Sliding zcale -- unit baze
{:} Sliding scale -- dollar base

Base charge for first item
4 50

Lpcharge

075

[ F1 Help 1 F4 Haw |
| Fo Deleterecerd || FiDSave |

In this example, an order of 3 items would result in a shipping charge
of $6.00.

307



Revised Manual

Defining a Sliding Scale Ship Method (Unit Based)

The Sliding Scale method allows you to automatically alter the
shipping charges based on the total number of units sold. This is
accomplished by creating different levels or floors for a single shipping
method (i.e. UPS Ground). Each floor is a number representing the
minimum number of units that must be sold before the shipping
charge will be applied. In the example below, the first entry is '1"
meaning that all purchases of one item or more (until the next level is
reached) will be charged $5.00 for shipping.

Special Note: Remember these numbers represent "floors" so you
must establish the FIRST level at which shipping charges will begin.
If you began the number of units at 5, all sales of less than five units
would be shipped for free. At the other end of the scale, if you enter
upper limit of 25 and assign a ship charge of $0.00 then orders of
more than 25 items would be shipped for free.

If you want the shipping charges to increase as the number of units
sold increases, you would assign another level. In our example, the
next level is 10. If ten items are purchased, the shipping charges will
be changed to $7.00. Since there is only two floors assigned, the
shipping will never be greater than that assigned by the last floor. In
our example, 10 is the last floor. This means that on a purchase of five
hundred (500) items, the shipping will still be $9.75. There is no limit
to the number of floors you may assign so you can get as detailed as
you want.

2 Open the Ship Method screen using the Tools | Master Files | Ship
Method mMenu.

2 Click the New button on the tool bar.

2 Enter the name of the new Ship Method (i.e. UPS or FEDX.
Remember that this is how it will appear on your AWS web site.)

2 Click the Show On Web check box if you want this method to
be accepted on your AWS web site. Leave blank to exclude it
from the web.

2 Select “Sliding Scale — Unit Base”

2 In the Units field, enter "'1"". This will be the minimum number of
items needed on a sale before shipping is charged.
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In the Ship Charge field, enter "'5.00". This will be the amount

of shipping charged.

Click the Enter button to add this unit to the detail list.
The cursor is now back in the Units field. Enter "'10".

In the Ship Charge field, enter ""7.00". This will be the amount
of shipping charged when the total number of items reaches 10.

The cursor is now back in the Units field. Enter ""15"".

In the Ship Charge field, enter "*9.00". This will be the amount
of shipping charged when the total number of items reaches 15.

Click Save on the tool bar.

Type

i3 Shipping Methads &%
List | Datails

MName | siiding Seale - Unit Inactive

Short code | S50 [+] Showy on YWeh

C' First item and upcharge Unitz | Ship Charge Ll
(®) Sliding scale - unit basze N 1 5.00
) Sliding scale -- dollar base 1 o 7.00
m 15 9.00
Units ]
1B i
Ship charge ]
5 0D Erter — W
[ F1 Help | F4 Hew |[ F&Hewline | [ F7 Oelete line |
| F9 Deleterecerd || FiD Gave |
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Media Configuration

Header Page

2 Name: Enter the user friendly name you want associated with
this media type.

2 Short Code: Short code will be added automatically when you
move off the Name field. You may edit this field to comply with a
pre-existing naming convention, however, the code must be
unique. Visual Anthology will reject a duplicate entry.

2 Inactive: To preserve historical information when reporting,
Visual Anthology will not permanently remove a media type if
items are assigned to it. Instead, the media will be marked
inactive and may be re-activated at any time..

Details Page
? Sales Discount-
2 BIP Code-
2 B&T Code-

Sale Discount Section- Visual Anthology allows you to discount items
based on the media associated with them. For example, you could
place all MASS MARKET books on sale. This sale discount must be for a
given period of time. That is - it will have a starting and ending date.

2 Start Date: Enter the date the sale discount will begin on.
2 End Date: Enter the date the sale will end.

2 Discount Schedule: Assign a discount schedule by selecting one
from the drop down list. This list is derived from the Customer
Discount Schedules defined in your Visual Anthology system. If
you need a discount that does not exist here, you will need to
create a new one in the Customer Discount Schedule screen and
then select it here.
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Printing Reports

Visual Anthology uses a standard print dialog for its reports. The basic
options are shown in the illustration to the right. They include send the
output to your printer, a report preview, or to output to a file. With the
output to a file option selected, you will also be given the option to
select the type of file you want the output to be in. These ranged from
simple text files to Excel spreadsheets and database files. The DBF
format is a standard dBase IV® type. This file can be opened by any
database program that supports this file extension such as Paradox®,
MSAccess® and both DOS FoxPro and Visual FoxPro. Directing your
output to a file such as these can be very useful for sharing
information with non-Anthology users such as printers.

You have the option to direct the print job to one of the printers you
have assigned on your system. You can modify the printer properties if
the printer allows it.

Special Note: It is recommended that you do not change the page
orientation since these reports are designed to fit a particular page
layout. Changing from landscape to portrait for example, will cause
the document to print of the right edge of the page.

If the report is being sent to the Preview screen, Visual Anthology will
display the entire report on the screen for you to evaluate prior to
printing the document. On this screen is a small ""floating' toolbar that
works with the preview screen only. From this menu several options
are available for navigating through the report. These options are
listed below.

I moves the preview to the first page of the report.

" moves the preview to the last page of the report.

P .. moves the preview to the next page of the report.
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4 . moves the preview to the previous page of the report.

B this option allows you to select a specific page to move to.

.. this option allows you to scale the preview to fit your entire
window. Resizing the report here will have no effect on the output to
the printer.

& . this option causes the report to print.

B*  this closes the preview screen. No printing is sent to the printer.
You are taken back to the previous screen.
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Creating Frequent Buyers Clubs

Creating a new Frequent Buyers Club begins by opening the Frequent
Buyers Club screen. Select the Frequent Buyers Club option from the
Master Files menu located on the main Anthology menu.

Special Note: Remember you assign customers to the Club via the
Customers screen. The Frequent Buyers Club screen provides a
page named Customers which allows you to view all assigned
customers along with their current levels. This information is also
shown on the Customers screen - Buyers Club page.

Special Note: Rewards are not limited to club merchandise only. If
your customer meets the requirements for a reward, it will be applied
to their next purchase, regardless of what they are purchasing.

Header Information

2 On the Frequent Buyers Club screen, click the F4 New button to
create a new Frequent Buyers Club.

2 Enter the name of the new club. The short code will be filled in
automatically when you move off the name field.

2 Enter the message, if any, that will appear on the coupon.

2 You have the option to have this Frequent Buyers Club assigned
to all new customers by default when their record is created. If
you want, this behavior simply check the option - Assign New
Customers by Default.

# Frequent Buyer Clubs Ll[i]%

H Name | Comgaasr Chb Shard code CoMAl M Dizabled Inactive

Message Thank wou for yeer Book Cheb puschass

[l Az=ign new customers by defaul

Special Note: In this example, we chose the name "Computer Club”.
It will be based on titles relating to the computer section of our
inventory.

What to Include

Now move to the Details page by selecting the Details tab. This is
where you will decide what inventory items will be included in the
Frequent Buyers Club. Remember that it is only when these items are

313



Revised Manual

sold that the accumulators are added. This is discussed in the next
section - Accumulators.

?

?

314

First let's choose what areas of our inventory we want included
in the Frequent Buyers Club. You have three options here.

?

Departments: This option looks only at selected
departments. When you choose one of the departments
listed in the grid you are including all inventory items that
are assigned to that department in the Frequent Buyers
Club. All sections and media are ignored. You may include
more than one department.

Sections: This option looks only at the selected sections.

When you choose one of the sections listed in the grid you
are including all inventory items assigned to that section.
All departments and media are ignored. Generally speaking
there will be fewer items assigned to a specific section
than to an entire department. You may include more than
one section.

Media: This option looks only at selected media. When
you choose one of the media listed in the grid you are
including all inventory that are assigned to that media
type. All departments and sections will be ignored. You
may choose more than one media type.

Within this section, you can choose to show included items only
or to select or unselect all items in the list.
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Include what
) Department based (%) Section based ) Media based

Sections | Included |

Computer, General
Cooking, Gereral
Countrymtestern
Crozswiord PLUzzles
Cance

Dt abasze
Decorsting
Desktop Publizhing
Dictionaries
DietMutrition
Familytdarriace
Fiction, Children
Fiction, General
Fiction, Romance

L ] {1 o I3

v

[]Show selected only [ Select all H Linselect all ]

Special Note: Notice in the illustration above that the club is based
on Section and only those sections containing Computer books are
included.

Accumulators

Accumulators decide by what means Visual Anthology wiill track the
sale of qualifying book club items. This will ultimately decide when the
rewards are earned. Accumulators can be based on dollars ($), units,
or # of sales. The threshold determines the level that must be reached
to qualify for a reward.

?

Dollars: When dollars ($) is selected, you are asking Visual
Anthology to track the amount of the qualifying items. For
example, in our sample club only items from the many computer
books sections will qualify. If the sale contained a book from the
""Database’ section for $10 and one from Fiction Romance for
$15 , then the amount accumulated would be $10.

Units: When Units is selected you are asking Visual Anthology to
track the number of the qualifying items being sold. For
example, in our sample club only items from the many computer
books sections will qualify. If the sale contained 2 books from
the ""Database’ section and 1 from Fiction Romance, then the
amount accumulated would be 2.
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2 # of Sales: When # of Sales is selected you are asking Visual
Anthology to count the entire sale if it contains qualifying sale
items. For example, if a customer (belonging to a club)
purchases 5 qualifying items the accumulator would increase by
1 - the number of sales. In the case of our example, you would
need 3 qualifying sales to get the reward.

ACCUmUlation hasis Threshold

O3
() Units

(% # of sales

Rewards

0.0o0
1]
3

|
ot

The rewards section determines how your club customers will be
rewarded for their purchases, either by offering a discount on future
purchases or a cash reward. The illustration below shows both sections
in their active state. Depending on the Reward basis chosen, either
dollars or discount, one or the other will be unavailable.

Dollar based

The dollar reward or premium has three options available.

?
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Fixed: If selected an amount will need to be supplied. This
will be the amount of the reward. For example, $10.00
would mean that every time a person reaches their club
threshold a $10 reward is granted.

Averaged: This option is only available when the # of Sales
option is selected in the accumulation section. This type of
reward averages the qualifying sale items and gives this
value as the reward. For example, if sale 1 has three books
from a club section and two from another section only the
sale amounts from those club books are included in the
average.

Howv to apply - only dollar based rewards have the option
to print to coupon or file.

2 Print Coupon: If selected, the reward is printed on
the receipt of the qualifying sale. This type of reward
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Is not automatically applied. The coupon should be
treated as cash by the customer.

2 Save to file: If selected, the reward is saved in the
customer’s record and will be applied automatically
to the next sale. This means you won't be given a
choice. The application of the FBC reward is
automatic.

Special Note: When using the Average option in conjunction with #
of Sales the following formula is applied. Salel + Sale2 + Sale3
divided by 3. If all sales were $10 each the reward would be $10.

Discount Based

The discount reward premium is based on discounts that you have
already created in your Customer Discounts. Please refer to the section
called Setting Up Customer Discounts Schedules for a complete
discussion. These discounts are assigned in the same way that you
would assign them to a customer. However, in this application they wiill
be applied to qualifying sale for the customer who's name appears on
the club. You should keep in mind that Visual Anthology does not
""piggyback’’ discounts - that is, if your customer has a customer
discount of 25%6 assigned by way of Customer Discount Schedules and
they are assigned to a book club which offers a 1026 discount. When
the accumulator for that club is reached the discount assigned in the
Customer record will be changed to reflect the Frequent Buyers Club
discount. If the Frequent Buyers Club is set to ""'One Time' and the
customer uses this discount on the next purchase the discount
associated with the customer record will be set to ZERO.

Special Note: Rewards are not limited to club merchandise only. If
your customer meets the requirements for a reward, it will be applied
to their next purchase, regardless of what they are purchasing.

Unlike the dollar premium, you can choose how long the discount
period will last - that is, it may be a one time discount or could be
applied over a period of days.

2 One Time: this option applies the reward once, on the next sale
after the qualifying sale. Once the reward has been given the
Frequent Buyers Club total is set to zero.

317



Revised Manual

2 For Period (days): this option allows you to specify a period of
time the reward will be honored. For example, your club criteria
could be *‘purchase $50 and receive a 1026 discount on all
purchases for 3 months™. You would set the periods of days to
90.
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Customer Relationship Marketing Tool

Step 4: Report options for existing reports

To add a new condition to the filter, select the Add button. You can
also press the Insert key or choose Add condition from the shortcut
menu. If you do not have any conditions in your filter yet, the Filter
Condition dialog shown below will appear.

%7 Filter Condition
Field Operator
BillState v| equals v

[+] Case sensitive

Ok l [ Cancel l [ Help

If you already have at least one condition in your filter, the Filter
Condition dialog appears a little differently, as shown below.
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%7 Filter Condition
Connection Field Operator
..... 3 ”UV BillFostalCode %[ |is notblank w
and
ar
and (
Jand
yand( .

P

QK || Cancel H Help ]

?
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The Connection drop down list, which does not appearr if this is
the first condition for your filter, is used to define how this
condition is connected to the previous condition in your filter.
The default connection is and, but you can also choose one of
various combinations of and and or.

2 The connections with parentheses allow you to group your
conditions and specify the order in which conditions are
evaluated. The system will automatically balance
parentheses, so there is no need to worry about a starting
or ending parenthesis.

The Field drop down list shows all fields you can filter on from

each table (the table name is shown as a disabled bar above its
fields).

After selecting a field, you select a comparison operator from the
Operator drop down list. The options that appear in this list will
depend on the type of field selected. For example, for logical
fields, the only choices that appear are is "'Yes' and is ""No"".
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2 Once you have selected an operator, you may enter a value to
compare to the field. Again, the values you are given depend on
operator you have selected.

2 If you are not sure what values appear in the field or want
to select a value without having to type it, choose the
Value button (this button only appears for character
fields). A list of unique values from the field will appear in
a dialog box. You can choose a single value or multiple
values; to select more than one value, hold down the Shift
key as you click on the desired values. If you choose more
than one value, the operator will automatically be changed
to "'is one of™'.

2 If you have selected a character or memo field, the Case
Sensitive checkbox may be enabled. If Case Sensitive is
checked, only those records with the value in the same
case (that is, upper and lower case characters) as you
typed it will match. If it is not checked, case does not
matter. For example, entering ‘Jones' would match ‘Jones’,
‘JONES’, "JONeS’, or any other combination of case.

After you have completed entering the condition, press the OK button
to save the condition and add it to the list. Choose Cancel to cancel the
new condition. Note: if you do not enter a value to compare to the
field, the operator will automatically be changed to is blank.
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Saving filters for repeated use

Because filters can be complicated, you can save and retrieve
commonly used filters. A saved filter can also be used as the basis for
a new, slightly different filter. If you retrieve a stored filter and make
changes to it (perhaps adding a new condition or changing an existing
condition), you may re-save it with the same or a different name.

Choosing the More button expands the filter dialog as shown below.
Choosing this button again (which then appears as Less) restores the
dialog to its former appearance.

The Store button is enabled when you have at least one condition
defined for your filter. When you choose this button, or choose Store
Filter from the shortcut menu, a dialog will appear which allows you to
enter a name for your filter. You might want to include your own name
in the filter name so others can tell whose filter it is. A name like
'Ron’s Filter - Jan/94" might be appropriate. You can also enter a more
complete description of the filter if you wish. Type in the name and
description and select the OK button. The name of the filter will appear
below the Store button.

To retrieve a filter, press the Retrieve button or choose Retrieve Filter
from the shortcut menu. A list of stored filters will be presented. Select
the one you wish to retrieve and press the OK button to load the saved
filter. The name of the filter will appear below the Store button and the
filter conditions will display in the list.

To delete a saved filter, press the Remove button or choose Remove
Filter from the shortcut menu. A list of saved filters is presented from
which you can select the one to delete. Press OK to delete the selected
filter.
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Frequent Buyers Club

Rolling Sales History

Sales information is displayed throughout Visual Anthology on tab
pages and as part of the InfoPanel. This information is updated during
the closing procedures (Ztape - clear sales). You may update this
information as needed by running the "'roll sales history"'. See
Reference | Tools - Roll Sales History for detailed information.

" Roll Sales History M=

Fresepe SCcope

..................................... & Unrolled history onby

Station

O All history
User

[ F1 Help | | F12 Run | [ F9Cancel |

2 Select Tools | Roll Sales History from the Visual Anthology menu.

2 Select what information you want to preserve. [Customer,
Station, User].

2 Select the "'scope' of records you wish to roll. [Unrolled, All
history]. There isn't a notable difference in the time it takes to
run either option on average sales history files.

2 Click the F12 Run button to begin.
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Rebuilding Keywords

Keywords are extracted from the Title/Description field of your
inventory records. These words are stored in a separate table and
linked internally back to your inventory records. When you perform a
keyword search, this table is accessed and returns all items linked to
this word. As with indexes, keywords are maintained automatically by
Visual Anthology. However, this functionality relies on indexes to
operate and as discussed indexes may be damaged. Because of this it
iIs recommended that rebuilding keywords become part of a daily start-
up schedule.

Special Note: You should always rebuild keywords any time you re-
index your files. You may rebuild keywords anytime you like. You
should always have everyone out of Visual Anthology and have it
closed on all other computers.

"l Rebuild Keywords M [

Rebuild keywords for all inventory items?

A S T F12 Run | |__F9Cancel |

2 Make sure Visual Anthology is not running on any other
computers. If it is, shut down Visual Anthology on those
computers prior to rebuilding keywords.

? Select the Tools | Rebuild Keywords menu option from the Visual
Anthology menu.

? Click the F12 Run button or press F12.
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Using Maintain Views

Setting the default view

As mentioned in the introduction section, layout of a particular screen
may be saved for a individual user.

2 Open the screen you wish to change settings for (e.g. Open
Inventory).

2 Rearranging the columns (e.g. Drag the Title/Description column
to the first position).

2 Select the Tools | Maintain Views | Set As Default menu option.

2 Making this choice will cause Visual Anthology will remember the
layout of the active screen and store it as the default view for
the user currently logged in. In this case, the Inventory screen.

Remember if you are not using the User Login feature, Visual
Anthology assumes there is a single user for the whole system. Setting
a default view will effectively set the screen to appear this way as the
default for everyone.

Restoring a user default

This option acts on the currently active screen only. When you choose
the Tools | Maintain Views | Restore User Default menu option Visual
Anthology will restore the view to the last saved default for the
currently logged in user (e.g. Restoring defaults for Jones has no effect
on Smith). No screen is available for this option - selecting the option
invokes the action.

Restoring system defaults

This option acts on the currently active screen only. When you choose
the Tools | Maintain Views | Restore System Default menu option. Visual
Anthology will restore the views to the system defaults for the
currently logged in user (e.g. If Jones in logged in - the defaults for
Jones will be changed to the system defaults. Smith's views will not
change.) No screen is available for this option - selecting the option
invokes the action.
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Restoring all defaults

This option will restore all screens to either the system or user defaults
depending on what options are selected. You may choose to restore
defaults for all users or select individual users from the drop down list.
When you choose the Tools | Maintain Views | Restore All Defaults menu
option a screen is displayed showing the available options.

Special Note: Remember that until a default has been set for either
the user or the system - the system default will be used.
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Working with Databases of Books

Defining SuperCats

In this section, we will show you how to create a SuperCat. The first
step in creating SuperCats is to decide which of your Sections can be
usefully organized into this type of grouping. Using the example on
Mad Moose sample site ‘Computer Books' is a natural grouping
(SuperCat) for such Sections as Database Related, Internet Related,
Networking, or Programming.

1. Select Master Files | SuperCats menu.

2. Click the New button on the toolbar to create a new SuperCat.
This action will also move the focus to the General tab, if not
already open.

3. In the Name field, enter the internal use name for this element.
This will be the name that Visual Anthology will use to designate
this record.

4. In the WebName field, enter the name for this element, as you
want it to appear on your WebStore left navigation bar.

5. Place a check in the Exclude From Web checkbox if this
SuperCat will NOT be used on the web site.

6. Click the Save button on the toolbar.
7. Continue to create SuperCats as necessary.
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Defining Sections

In order to allow users to easily browse your Inventory, you will want
to further categorize your merchandise. In your bricks and mortar
facility, most booksellers accomplish this by shelving books according
to content (Cooking, History, etc). In your Visual Anthology system,
these shelving assignments are called Sections. In AWS, your Visual
Anthology Sections are retained and used to provide the left navigation
bar structure of the web site

For the Visual Anthology Sections that you intend to show on the web
site, you will want to go through and edit them so they will display
properly on the WebStore. This is largely a matter of adjusting their
WebName so that it will appear as intended on your site. To
accomplish this, we need to:

1. Select the Mmaster Files | Sections menu option.
2. Display the General tab page, if not already displayed.

3. Move through the existing Sections and assign a WebName for
each Section you plan to display on the web site.

To block an entire Section from showing on the WebStore, click the
WebExclude field on the Visual Anthology Section maintenance
screen.
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Understanding Bar Codes

On Hand Edits Report

The Onhand Edits Report allows you to generate a report showing
those inventory items that have had their on hand totals edited. The
criteria form allows you to select both a date range and the primary
and secondary sort order.

‘#l Onhand Edits Report E]@

Diate range

From [65A1/2007 ... | To 6112007 [...
[lInclude Creation records
Sort order
Frimary  Date v secondans User v
[1 Save settings | F1 Help ] [ FMPrnt || F3Cancel |

Sample

Shown below is a sample report created with the data from the screen
above. You will notice that the user column is blank - no user log in is
not required in the set. If this installation was set to require user log
in, the column would have been populated.

329



Revised Manual

Frinted 2/23,2004
Your Store Name e
Onhand Edits Report
Sort By Date, User
D ate User ISBM/SKLU Title'Dezcrig OldOH MewOH RetallChing CostChng Reason
2R52004 0007133073 Rosdyn : Guardians 23 21 -31.90 -18.80 Damaged - Cannot

330



Special Topics

Code 39 (three of nine)

Code 39 is commonly used for bar coding labels in inventory and
industrial applications. The symbolism of the Code 39 character set
consists of bar code symbols representing characters 0-9, A-Z, the
space character, and the following symboils: -,.,$,/7, +, 2. All
other symbols will be ignored by the code. Visual Anthology uses this
type of code when generating or reading labels, which allows you to
create SKUs that contain more than numbers.

Special Note: When creating SKUs, you should keep the total length
to 13 characters or less. Bar codes greater in length have a tendency
to run off the label, causing the code to be read improperly.

Sample Code

0 395 44236 6
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UPC Bar Code

Some mass market books are printed with UPC codes on their back
covers. UPC codes do not encode an I1SBN and therefore cannot be
converted to ISBNs by Visual Anthology. Generally these books will
have the EAN-13 codes inside the front cover. You can still use UPC
codes with Anthology if you so choose. But you must scan the code
into the 1ISBN/SKU field in the Inventory file record for that book
before Visual Anthology will be able to recognize a scanned UPC code.
This is a good candidate for the Alternate SKU field in inventory. This
way either code scanned will be located.

Special Note: It is important to note here that publishers will not
accept orders by UPC code. They require ISBN. This is typically the
EAN-13 code.

For those books which do not come with an EAN-13 code, with no bar
code at all, or even with no ISBN, you may want to print out bar codes
through Visual Anthology. These labels will encode whatever number
has been entered into the ISBN number field in the Inventory file
record for the books received (See CODE 39 for limitations). You can
paste these labels on your books so that they can be scanned at the
register.

Sample Code

|‘?2?? T'%E 10
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EAN-13 Bar Code

EAN-13 codes can be found on most books being published today,
either on the back cover or on the inside front cover. You can
recognize EAN-13 codes by the 978 which will appear at the beginning
of the number printed beneath the bar code. EAN-13 codes contain
within them the ISBN numbers for the books on which they appear.
Visual Anthology translates these codes into ISBNs automatically. You
can use the bar code reader to enter ISBNs into inventory by scanning
the code into the ISBN/SKU field. Because Visual Anthology
automatically converts these numbers, you may simply scan the EAN-
13 code on the book to locate the item in inventory during sales.

| HQH[H1T
HYY

Sample Code

g Iral234 88
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Special Calculations in Anthology

Installation Guide

Installation

Instructions for installation are the responsibility of the vendor
providing the Database Of Books (DBOB) software. If you do not have
installation instructions, you should contact your vendor and request
them.

Setup Issues

The only setup that Visual Anthology requires when using a DBOB is to
provide Visual Anthology with the path to the data. However, each
vendor has a slightly different export format. This format must match
what Visual Anthology is expecting to find when it imports the file for
that vendor. During the setup process, you may be asked to provide
specific information relating to Visual Anthology and/or directory
structures. Listed below is the information for the three DBOB that
Visual Anthology supports.

Title Source

This vendor requires a specific export format be assigned. This can be
created during the installation or you may edit the format of an
existing installation. The following steps are used to modify an existing
installation. The terms and options are the same in either case.

1. Open Title Source.
2. Select the setup | Export Formatter menu option.
3. Select the following options.
2 Comma Delimited
2 Number Format: O
2 Price Format: 0.00
2 Date Format: mm/dd/yy
2 Field Delimiter: , (comma)
4. Place a checkmark in the following options.

2 Quotes around numbers
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2 Quotes around prices
2 Quotes around dates
5. Select the following fields to be exported
2 ISBN
2 Title
2 Author
? Binding
2 List Price
? Pub Date
2  Pub Code

Companion

This vendor requires a specific export file format be assigned.
1. Open Companion
2. Select the File | Display Formats menu option.
3. Move to the Export Formats tab page.
4.

Select the following fields by dragging them from the bottom list
to the top part of the windowv.

2 ISBN

2 Title

2 Contributor

2  BISAC Binding Type
2 Ingram List Price

2 Publication Date

2 BISAC Subject

2 Publisher Code

5. Click Save.
6. You will be prompted to give a format name. Enter ""Anthology*’.

Books In Print
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This vendor does not require specific format settings. However, there
Is a single setting that will allow you to choose the export format at

the time of export.
1. Open BIP
2. Select the File | Admin Setup menu option.

3. Remove the checkmark from the Export Record Display
option.
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Customer Back Orders Report

The Customer Back Orders Report allows you to generate a report
showing status of those items that have been placed on either
Customer Back Order or Special Order. The Customer Order must be
posted or the items will not show in the report. To learn about
generating Purchase Orders for CBOs, see the topic Auto-generating
Purchase Orders for more information on this subject.

' Customer Back Orders Report

=%

iZustomer

................................................

C Oine customer

Sort order
Primary Secondary
Customer name v M aone

[ Save settings

[] Customer orders

[ Special orders

Tertiary

one

Erint H Cancel

Criteria:

2 This report can be modified to return a listing of all customers

with orders or only a single customer.

2 It can be further modified to return Customer Back Orders,

Special Orders or both.

2 You can modify the sort order by providing primary, secondary

or tertiary criteria.

2 All standard print options apply.
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Sample Report:

In the sample below, you can see the customer's name, the type of

transaction it is associated with, the transaction number, date of

transaction, the item being ordered and title, and the order status -

backordered, on hand or on order. If on order, the PO# field will
contain the Purchase order number associated with the item and

Vendor the item is ordered with.

rrace:r  TEI/N0S Customer Back Orders

| ]

| [RTERET T Type| Tram = liate SKI Tiala ' Mgt caiptinm R} H 1] P& Vendan

il.&m-_v_ Legesy Erg |1 LOAI9A2) |o0D FLEBATE Pesalm ¢ Cuardians OF The | a3 o
SecrEecs )L The Holy Goail

hdans, Lerry P04 4/21720) (SODALZZAMS  |Lew Counbries &s Coosaroads i 0
O Beliyavur Belicla

Clarke. Fichael PO |3 4154200 |O0E028320 |1 You Guwe & Me & Pumnokin | d ]

Purn, Roeie (0 |O0yml3 LALIA20) | 008 000F028  |Me & Meesie | &) i

Jean, Amends i 00 )00 L0/ 10 A2) |03 0646294  |Biolegy ¢ Visualizing Lafs | - ]

Jenn, Amendn 0 |5 LESEADDY | DOD0GHE23d Biology ¢ Wisualizing Lifs Ll —Zi L]

dohnmtom, Fanels sho [T | F214300 |00 O0RT T30 Rt Cnokwnak ¢ &n imerosns (]| I'i ]
Passion |

FELEELSOn, Meg o |6 L2/5720) (COE00LASTL Bearcholosew's Blessing 1y o o)
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Daily Sales Report

The Daily Sales Report allows you to view a snapshot of a single day
sales for the current day or one from history.

H#l Daily Sales Report BEN X

Date 12972003 [

Sort order

Primary  Deparrrent v Secondary | ISEN/SKU w
EiTotal

[15Gave settings F1 Help J [ F1iPine. | | F3 Cancel |

Special Note: Because "take special orders" are not considered
sales until the item is picked up, the daily sales report will not
display these records.

Criteria:

Date selection is made from the Date field. You may sort (or group)
the report according to the Primary and Secondary fields. The
Primary sort acts on the report as a whole while the Secondary sorts
the information within the Primary sort (grouping). Sort should always
be set from most general to most specific. In the example above, the
primary sort is on Department within this grouping the items will be
sorted by ISBN/SKU.

You have the option to total these groupings by selecting the Total
option, if available.

Sample Report:
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In the sample shown below, you can see that the sales are grouped by
the "Department’’ (Book and Music) and are in order by "ISBN/SKU""
and that totals are displayed for each Department. *'On Hand'* and "'On
Order' quantities are also shown as is sale quantity of each item (Day
column). The report shows the current month and last month total for
an individual line as well as the current (YR) and last year (LYR).

Finded 1. 2004

Your Store Name

337 PH
Daly Sales Repont
Totats By Cepartmeni, ISOMSIKL
Date 1282003

ISBRISEY lillaDesclip Fub Hecl  Media OH My Uiy Helail Cudlath Letlnth TH LYH
DO SCE02 Perzanal Fmancial Ssrning: FPERSO HRD I] L] | 1755 1 1 o 13
D028 5507 Comp bta Hiots Guide To HIETDO PAR @ L] 1 1516 [} 1 o 10
(00007028 Wi & Mewce KINDE HRD 8 ] 1 1601 0 1 o |
DOE0290053d Draddye Litle Eoy GRAY HRD 1 ] | 10.49 0 1 a 0
LOTII40 4855 Huirdicn And Diel Therapy HESLT HRD B ] =1 Hd.15 1] | o 0
MR1R155579 Conmir Genrgs ln The Rg RLRIF FAR ] n 1 785 f 1 n n
07535 1E455 Tan Sleepy Sheap KIMDE HRD 2 o 1 2001 0 1 o I
16563753 Hutrilien And Flneis OIET' HRD 1 ] 1 E51 0 1 o I
Toalsfor Department B OO o4 L] Sa04 1 4] o 23
FANMAN4ERR Rinde Nin Flnada FOER [Nl a ] 1 A5R fn 1 n n
Tolalslor Jepartmant U SIC 4 ] 958 0 1 o i
TOTAL: 2] ] T E752 1 7 o Pz



Working with Anthology WebStore

Inventory Status Report

The Inventory Status Report allows you to view a snapshot of your
current Visual Anthology inventory's status as it exists at the time the
report is run. The report may be configured to show only items from a
specific department, section, media or publisher, and distributor.
These options may set individually or combined to limit the data to a
very specific group of items. Further, you may limit the report to "*Only
on hand or on order" or Out of stock items. This is done by selecting
the appropriate options in the lower left portion of the screen. You may
group (sort) the report by a Primary, Secondary, or Tertiary sort
options. You must select at least a Primary sort - the ""None"’ option is
dimmed (unavailable) from this pull down option.

riﬂ Inventory Status Report E]@x

Departrments Media

o oL

C} Cne C} Cne
Sections Fublishers

{:;;. Al {2 Al

one )one
Distributor

{?} All

) One
Sorts

Frimary Secondary Tertiary
SKIN el Mone one
Total Total Tatal

DetaildSummary
(3) Detail

i :] () Summary
[ Show SKUZ2 [l Use condensed form

n
o

[10n hand Last Received Date

] On arder

n
o

[ | Save settings | F1 Help | | F11 Print | | F9 Cancel |

Special Note: Some sort options do not allow either a Total or
additional sorting when selected as shown in the example above.
This is because sorts "group” the report and, in the example, SKU1
is already the smallest grouping you can have. You should select
sorting from most general (Departments) to most detailed (SKU1)
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You can format the report in one of two basic formats
2 Detail: with this selected individual inventory items listed.

2 Summary: with this selected individual inventory items are
suppressed and only the totals are shown. If you select the
"‘total’’ option, when available, you will see the summary broken
out by the sorting you chose.

Sample Report:

In the example report shown below, the report was limited to only the
Audio department by selecting a specific department with "one
department’ option. It was sorted with the Primary sort set to Section
and the Secondary set to SKU1. The totals were set for Section only as
the SKUL1 total field was not available. As you can see, only titles from
the Audio department are listed with sub-totals shown for the section
FICTI and a grand total for the entire report.

If I had chosen the Summary format only the sub-total for FICTI and
the grand totals would have displayed. On a similar note, if I had not
totaled the section, only the summary totals would have shown.

Printed 1/22 2004
Your Store Name G-
L00OPM
Ivremory Stmus Reporn
Tl 1I5E'\-j' Seclion, 3K
SAUT Wipscripkion Fublsher Dimtbdr] D Sect Media LTS
aH 00 Ligt Price Retad Prce s Lmt E st Ratal Cost Basn
06537 13264  Love Of My Owm Bake' &  LUDIO FICT CAS Harris, E. Lynr
15 ] L] 2545 i Ee e P
OS5V IR7E  Luve O by G Bake &  AUDIO FIETI D Harvis, E, Lysu
14 o 5 0E X495 41930 11930 24319
DR537 14758 Wamny Diares Baker &  AUDIO FICTI CAS Michaughlin, Ernrnal Braus
15 ] 500 2500 375 7500 21750
05537 W76 Mamny Diares Bake & AU FICTI CWD Miclaughlin, Ermma’ Kraus,
4 0 2395 29895 419.30 11930 243.1%8
Towlks e Secton FICTI Murbe of Titles &
8 0 68285 1602 85 823 65
TOTAL: &8 o 160285 1E0285 82366

Miienbsi of Tifks 4
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Overstock Returns Report

The Overstock Returns report allows you to view your current and
historical Return Invoices within a specific date range. You can limit
the criteria of the report by selecting one or a combination of options
ranging from a specific vendor, department, media, or section to
choosing the status of the Return Invoices to view.

i# Overstock Returns Report [:]@
From [12#2003 [..]  To 12312003 [..]
Vendor Rl Status
@ Al [(1Draft
Qone | [l |
ISBMISKL Gl
@ All ClComplete
o Orie
Jepartment Sort
[OFA Frimary Secondary
) One :
Rl w Dale w
Media
® Al O Total CITotal
2 One
Section Letalfsummary
@ Al :
& De P
Ao = Detail _Summary
[ Save sattings | F1 Help | | F11 Prirt |  F3cancel |

The report can be grouped by selecting the sort options. The primary
sort option will be the first group; that is, the report is first sorted
according to this selection. The secondary sort will create a second
group of records within the primary group and sort those records
according to it's selection.
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Within the Sort section, you may also choose to show totals for the
sort option or group. Let's look at a quick example: In the primary
sort, we will choose RI# and Total - in the Secondary sort option we
choose Section and Total. We also need to select the Detail option in
order to view all the items. When the report runs you would see all the
items for the first Return Invoices grouped together by section. At the
end of each Section you would Totals for that section and the Return
Invoice listed.
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Transfer Status Report

Working with Anthology WebStore

The Transfer Status Report is used in conjunction with Anthology
Multi-Store. The report allows you to review transfers that have been
made within a certain time frame. The report may grouped by
Department, Media, or Section and may be restricted to a single 1ISBN

or all.

‘# Transfer Status Report

BEx)

From

Store

@ All

2 One
ISERSKIL
® all

) One
Department
& Al

) One
hedia

& Al

) One
Section

@ Al
) One

(] Save settings

[

1212003 [w]  To|123172003 [..]

Type
L1 Transfers In L] Transfers Out
Transfer status
] Draft (] Complete
sort
Frimary Secondary
Transfer Type |+ TransMo e
(] Total (1 Total
Detall/summary
® Detail O Summary

FiHelp | [ FiiPrint | £ F9Cancel
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Using Report Writer

The Report Wizard appears as follows:

Selectthe report you
wish to run. You can
also create 3 new
report ar modify or
delete an existing
report.

Bad Addresses

Best Sellers (Inventory)
Customer Mail List
Qut Of Stock (Inventary)

== MY GROUP MAME

ACOPY OF MY REFORT

MY COMMENTS

Help | | Preview ||

Print |

copy

Layout

Delete

rﬁﬁ Report Writer - MY REPORT NAME HERE Jo
Step 1 - Select a report M
== Custom Layout Mew

Mesit=

|| close

In this wizard, you can:

2 Select which report to run (or add or maintain reports) in the

first step.

2 Choose which records to print in the report with the second step.
? Determine how the report should be sorted with the third step.

2 Enter report options in the fourth step.

2 Select the desired output destination (printer, file, or
spreadsheet) in the fifth step.

2 Print the report or preview it to the screen at any time.

Depending on the report you select, not all of these steps may be
available. Also, once you select a report, you can print or preview it
immediately without going through the other steps.
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Step 1: Main Report Information

The first step in this wizard is to select the New button. This will set up
the program to begin creating a new report and guide you through the
appropriate screens.

. Report Writer M E
Step 1 -Select a report hd
== Custom Layout MNew
Bad Addresses
Best Sellers (Inventory)
Customer Mail List
Selectthe report you Qut Of Stock (Inventory)
wish to run. You can
glgo cregte a new
report aor modify or
delete an existing Layout
repor.
:v_
Help | | Preview | Print Next= | | Close

In step 1, you begin by entering the following information:

2 Report name: The name of the report. If you enter the name of
an existing report, you will be given an error message. You
cannot go to the next step until you have entered a valid report
name.

2 Report group: The report group this report belongs in. You can
select one of the existing groups from the drop down list, or type
the name of the new group. You cannot go to the next step until
you have selected or entered a group name.

?  Comments: Any comments entered here appear in the Report
Wizard when the report is selected.
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% New Quick Report Wizard

Step 1- Main report information B

Report name | MY REPORT MAME HERE
Report group | MY GROUPF NAME _-v:

Comments | MY COMMENTS i

Help ” Cancel

Another option that may appear is a drop down list of data groups. A
data group is a set of data that works together. For example, in an
accounting system, the data might be organized into Accounts
Receivable, Accounts Payable, and General Ledger data groups. Data
groups make it easier to select tables in the next step; rather than
choosing from hundreds of tables, you only have to choose from those
tables in the data group you selected.
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Step 2: Data Selection

The next step is where you select which fields should appear in the
report, shown here.

. New Quick Report Wizard - MY REPORT MAME HERE
Step 2 - Data selection et
Table | Customers L
Available fields Selected fields for this report.
Ellillli'ﬁ:nunmr """""" ~ t Drganiﬁﬁlﬁlnwamemust& |

|t 3
BillFax S Lasthame (Customers)
BillFhone 33 Firsthame {Customers)
BillFostalCode : — BillAddress (Customers)
BillState 4 BillAddress 2 (Customers)
{

Email BillCGity (Customers)
ShipAddress ~ | el
Help H Cancel l[ =Back “ Mext= ][ Preview ” Finish

The options in this step are:

2 Table: A drop down list that displays the names of the tables
you can select fields from.

2 Available fields: A list containing all reportable fields from the
table shown in the Table list that have not already been selected.

? Selected fields for this report: A list showing the fields to be
included in the report, with the table the field is from shown in
parentheses. Fields in this list may be moved up and down to
change the order in which the columns are printed on the report;
to do this, click on the button in front of the field to move and
drag the button up or down in the list.

? Add: Selecting this button will add the selected field in the
Available list to the Selected list. You can also add the field by
double-clicking on it in the Available list or selecting it and
pressing Enter. The field will be removed from the Available list.
Note: if you select a field from a table that is not related in any
way to the other tables involved in the report, you will get a
warning message.
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Add All: Selecting this button will add all fields from the selected
table to the Selected list.

Remove: Selecting this button will remove the selected field
from the Selected list. You can also remove the field by double-
clicking on it in the Selected list or selecting it and pressing
Enter. The field will be added to the Available list (although you
may not see it if the table the field is from is not the selected
table).

Remove All: Selecting this button will remove all fields from the
Selected list, and will add them to the Available list (although
you will only see those fields from the selected table.

Field properties: displays the Field Properties dialog shown
below. This dialog allows you to specify how the field should
look, how grouping is performed, and whether summary totals
are shown or not.

# Properties for OrganizationName

Format Grouping

Color... e

Alignment &) Left (O Right (O Center

Display Summary
Heading OrganizationMame
Width 40 =

[ ]Suppress repeating values

| 10 pt. Arial (] Group on this field

[ 01,4 l l Cancel

The options in this dialog are:

?
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Font: the font name, size, and style to use for this field. To
change any of these, click on the Font button and select the
desired font name, size, and style from the Font dialog that
appears.
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Color: the color for the contents of the field. The default color is
black; to change it, click on this button and select the color from
the Color dialog that appears.

Alignment: text alignment options for field headings and field
contents. By default, numeric fields are right-aligned and all
others are left-aligned.

Show commas: if this option, which is only available for
numeric fields, is checked, the data in the field will be formatted
with commas.

Heading: displays the description used for the column heading;
the default heading is the field’s caption.

Width: the width for the field in the report; the default is the
larger of the field width and the heading. You cannot make the
width smaller than the heading. This value can be reduced to fit
more columns on the page; the field will automatically wrap
within the reduced width. Note: if the report is too wide to fit in
portrait orientation, it will automatically be switched to
landscape.

Suppress repeating values: if this option is checked and
several records in a row have the same value in this field, only
the first occurrence will be printed; the field in subsequent
records will appear blank.

Group on this field: check this option to add this field to the
grouping list shown in this dialog, or uncheck it to remove the
field. If you group on a field, the report is automatically sorted
on that field. Fields in this list may be moved up and down to
change the order in which the data is grouped; to do this, click
on the button in front of the desired field and drag the button up
or down in the list.

Show count in group footer: if this option, which is disabled if
you have not grouped on this field, is checked, a count of the
number of records in the group will appear at the end of the
group in the report.

Summary: this option, which is only available for numeric fields,
allows you to specify whether a total (‘sum®) or average should
appear for this field at the end of groups and at the end of the
report. Choose the desired function from the drop dowvn list, or
‘None' for no total or average. Note: if you choose Sum, the field
width is not automatically adjusted. As a result, you may find
that the totals for a field are wider than can be displayed (the
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totals will appear as a set of asterisks: *******)_You should
increase the width of the field to account for totals.
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Step 3: Standard Filter Options

Step 3 allows you to specify a filter used by default for this report. You
can skip this step if there is no filter that will normally be used.

. New Quick Report Wizard - MY REPORT NAME HERE

Step 3 - Standard filter options

Filtering allows you to
specify which records
will appearin the
report.

l Help || Cancel |l =Back || Mext= ][ Preview H Finish

To specify a filter, click on the Filter button, and enter the filter
conditions using the same procedures described in the Creating a Filter

section.
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Using Featured Items Manager

Working with Master Files Overview

Master Files are those areas of the program that are accessed via the
Master Files menu. These menu options allow direct access to the
maintenance files of the Visual Anthology program. Files such as
Inventory, Vendor, and Customers are all maintained from these
screens.

Many of the these files will be updated from other parts of the
software during normal use of the Visual Anthology program. For
example, your inventory records may be updated by way of Cash
Register sales, Receiving or Importing from databases of books in
print; new customers might be added via the Customer Order screen
and so on. No matter how these files are updated, you may need to
periodically review the data in them for correctness and completeness.
This is where you would turn to the Master Files.

Other screens available from the Master Files menu such as Taxes,
Terms, and Units of Measure are setup via this area of the software
but are rarely accessed in a way one might consider as maintenance.
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Vendor Discounts Overview

Vendor Discounts are those discounts that your vendor defines and
you apply to your purchasing and receiving records through the Visual
Anthology interface. It is a page within the Vendors screen and is
accessed by selecting the Mmaster Files | Vendor menu option and then
clicking the Disc Schedules tab.

~ —
Mvender M=%
Mame  Eskw & Tapls (Tesl Auusant’ Short code  BeKER
Account @ 514737 San Publisher [_] Inective
Lis: || Details (| OH /OO || Sales | POs || Retuns || Addressas | Disc Shedules | EC
Tracle Short
Type Type
Gty v | [¥]Lne basts ¥ b [ Lire pazi=z
Koy Peroent £ ks Percent [
M 1 40.000 » n.oo0
5 4 00 any §i
a0 42 000 % L
Parcent Pescart
TRt U
I hd brter | Ml [ Entar
F 1 Helg | s Heu || __F2 Delste pcord | | F 11 Pt

The screen is separated into sections for both Trade Discounts and
Short Discounts which allows you to define different discounts for
each.

Critical Note: The buttons at the
bottom of the screen for New,
Delete Record, etc., act on the
Vendor record as a whole and not
the discount schedule you are
defining. In the example above, if
you choose the F9 Delete Record
button, the entire record for
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Baker & Taylor would be removed. To delete an individual line you

should "'right click™ inside the grid area to activate the popup menu
shown here.
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Creating a Vendor Discount Schedule

Vendor Discount Schedules are defined by individual vendors and are
likely to be slightly different for each one. The process of creating a
Vendor discount schedule will be the same for all vendors and both
Trade and Short discounts. How you actually set up the discount
schedule will depend entirely on the information the vendor supplies.

This

information can be found in the ABA Book Buyers Handbook. You

should be aware that the best source for this information is the vendor
themselves.

Trade

Type
Oty v Line basiz

ity Percent L

[w |

1 40.000

41,000 Y

h

Percert
41.000

W Enter

. Open the Vendor screen by selecting the Master Files | Vendor
menu option.

Move to the Disc Schedule page.

. The Type field is a drop down list. By clicking the arrow to the
right of the box, you are shown a list of options. These options
allow you to decide whether the purchase amount is based on
the total units (QTY) or dollars ($). A vendor may determine that
you need to purchase a certain number of books to qualify for
the discount. Others may want you to purchase a certain dollar
amount.

Line Basis option is a check box. By clicking inside the small box,
you select (check) the option. It works with the Type field and
adds another condition. Some vendors may require you to
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purchase a certain quantity of a single book to qualify for the
discount. In the example above, if you purchase 4 copies of a
book (Harry Potter) the vendor will offer a 4026 discount.
Howvever, if you purchase 5 or more of the same title, the vendor
offers 41%ao.

Adding Levels

Generally, vendor discounts are multi-level. That is, the more you buy
the bigger the discount. These levels are shown in the illustration
below. Adding new levels (lines) is accomplished by right clicking in
the grid and then choosing the ""New Line" option. This is also the
procedure for deleting lines.

Right click in the grid area and select the new line option. The
cursor moves to the Qty field where you enter the level. Enter
the number of books you must buy to qualify for a discount. If
you are following the example here, type "'1"" and press the Enter
key (do not use the enter button at this time).

2. The cursor moves to the Percent field. Type 40.0 and click the
enter button. This means that anything you purchase from this
vendor will receive a 4026 discount. Most vendors will offer more
discounts so enter a second level.

3. Again, right click the grid and select new line.
4. In the Qty field, type the number 5 and press enter.
5. In the Percent field, type 41.0 and click the Enter button.

You should see something very similar to the example shown here.
You can add more lines as your vendor requires.

Editing Existing Lines

If you need to edit an existing line, simply left click on the that line in
the grid. The information for that level is displayed in the
corresponding fields. Make any changes necessary and click the enter
button.
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Using Web Updater

Load Data Overview

The Load Data tool in Anthology is used to load your inventory into the
computer system by way of a small hand held scanner. You can walk
around your store and scan in the ISBN’s from your books, doing
about 250 at a time. You then draw the data from the scanner into
your computer. Each batch can be verified for 1ISBN~”s that will be
retrieved. Every batch created can have a Section assigned to it so you
can track what physical section the titles came from. As each batch is
posted, the inventory items found in each batch will have the Section
assigned to them.

Preparing for Load Data

There are a some things you should do a few days in advance to get
ready for the Load Data. These include:

2 Setup CD Fetch using an external Database of Books. The Load
Data utility does require you have already setup your CD Fetch
using the Database of Books (DBoB) of your choosing.

2 Decide on Section names and populate the Section listing. Do
this by going to master Files | Sections and pressing F4 New to
add a new section. The Load Data utility looks to the Master Files
listing for its Section names.

? Familiarize yourself with the various barcodes being used on
your inventory. Know the difference between an EAN barcode
and a UPC barcode. See Understanding Bar Codes for more
information.

2 Install and activate the handheld scanners. Connect the CS1504
scanners, install the driver, enter in the Authorization code (see
Setting up Scanners) and test a few rounds of scanning items,
downloading scanner contents, verifying and posting the
batches.
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Resuming Cash Register Sales

Resuming a Cash Register sale is the process of activating your
suspended sale to either be completed or canceled. The Resume Sale
(F12) will be dimmed out (unavailable) if there are no sales
suspended.

Resuming a sale:
1. With the Cash Register open (There must be a suspended sale).
2. Click the F12 Resume Sale button or press the F12 function key.

1. If there is no current sale (Cash Register is blank), the
"Resumed' sale will be displayed in the Cash Register.

2. If you are working on a sale (Cash Register is not blank),
you will be asked if you want to suspend the current sale.

1. If yes - the current sale is suspended and the Cash
Register displays the ""Resumed" sale.

2. If no - you will be asked if you want to cancel the
current sale.

3. You are shown a list of suspended sales (shown below).

»

Select the desired sale.

5. Click the F12 Select button located at the bottom of the ""Resume
a Suspended Sale Screen''.

6. The suspended sale you are resuming will be displayed in the
Cash Reqister.

360



Working with Anthology WebStore

Physical Inventory Overview

Generally, a Physical Inventory is performed once a year to obtain an
accurate count of the inventory remaining in your store. Although this
information has many uses, probably the most significant of these is
during tax time. Anthology has provided the Physical Inventory module
to versions 4.4.203 and higher to assist in this task.

Using the Physical Inventory module is, in concept like receiving. When
your order arrives from the vendor, you compare the actual items
received against the invoice to make sure there is an exact match. If a
discrepancy is found, adjustments are made before you post the
Receiving Memo. In Physical Inventory, you are recording the number
of individual items physically in your store with entries found in your
inventory file. A discrepancy report is used to make adjustments
before you post the Physical Inventory and adjust your on hand
guantities.

The Physical Inventory module creates a *'snapshot'* of your inventory
at that moment in time. This master record is used to compare against
the actual count . Depending on whether you are doing a Full or Partial
Count, you will have either a single master document (full) or several
(one for each partial). At this point, the inventory is counted and a
batch is created representing the portion of the inventory that was
counted. The process for creating and posting batches varies slightly
depending on which method you choose to count the inventory -
manual, pos scanner, or portable hand held scanner. These processes
are outlined in Creating and Posting Batches. When all your batches
are posted, the master record is posted and the inventory on hand
levels are updated. At this point there is no going back.

Central to the task of performing a Physical Inventory are planning and
preparation. Please review the section Planning your Physical

Inventory for suggestions and tips on organizing in the days before the
inventory takes place.

There are two general methods in which Physical Inventory is
performed. Which method you choose will depend on your individual
circumstances.
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1. Full Count: generally this involves closing your store and

counting everything in the store at one time - that is, you are
not trying to sell items as you count them. This has by far the
most potential for accuracy. See Full Count Method for details.

. Partial Count: generally this is done when the store is open and

items are being sold from sections that are not currently being
counted. This method has the greatest potential for error and
special procedures to insure an accurate count need to be
considered. See Partial Count Method for details.

The Physical Inventory module accepts four ways in which to enter
your counted inventory:

1. Manual Count: To do this you would run Stock Check report from
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the Anthology Reports menu. Using the printed report you count
the inventory and write down the quantities as you go. Once you
have completed the count, you hand enter the count into the
Physical Inventory and post the results to update the inventory
records.

POS Scanner: This involves using one of your POS stations as a
scan point. Using the existing barcode scanner to scan items into
the Physical Inventory module. This means either bringing your
inventory to the station to be entered or taking your station to
the inventory. Obviously the latter will take some effort and
planning and depending on the physical size of your store, may
prove impossible.

Hand Held Scanners: Portable scanners such as the CS 2000 are
barcode scanners that will store the 1SBN in the scanner's
memory as you scan. This information, once collected is upload
from the scanner to the Physical Inventory module. Typically
these scanners hold between 200 and 300 1SBNs - allowing you
to upload a section at a time.

Third Party: Anthology supports RGIS conversions. RGIS is a
professional physical inventory company that will come in and
count your inventory for you. Anthology can convert this
information and update your inventory. Contact our sales
department to discuss the cost associated with this conversion.
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