Closing procedures

At the end of the day there a few things you’ll want to do as part of what Anthology refers to as the
closing procedures. These include running a ZTape to clear your sales for the day, calculating turns,
indexing files, etc.

Many of these functions are set to run automatically when you run the ZTape and the end of the day via
settings in the Tools = Options screen and have been set for you as Visual Anthology’s default behavior.
Before we begin the ending procedures let’s take a brief look at the Tools = Options settings to be sure
they are where we want them.

Options Screen Settings
To access the Options screen you must first have everyone out of Visual Anthology except your station.

Then choose Tools - Options from the Visual Anthology menu.
Tools | Sales Inventory Control  Maste

] |
Inventory Assistant Ctrl+F

When the screen opens you should see various “Page Tabs” - these tabs are module specific. This means
that if you don’t have the “Used Books” module you will not have a tab for used books settings. The tab
we are most interested in is “General” - this is common to all Visual Anthology installations and contains
the settings we’re interested in for this session.
e Sales history rollup options
= Choose all three Customer, Station, User
o # of backups to save should be 10
o Run Scheduler after ZTape

138 Options @
External Data H Used Books H Email ‘

General | Addresses | Cash Register | CQs | POs | Accounfing | WepStore | Credit Cards | UDF
Startup screen| None [*] Defautt customer search Currency options
Skip user logon - = - -
[ Security @ Last Mame © Code © Org name © Phone num Decimals 2=
[] Explicit decimal point [C1 Phone search on last four digits Symbol [
US-style phone numbers Sales history rollup options
7] Disable ISBN checking _ Symbolplace Lot [7]
Recalc discounts on the fly 1 Customer T L L Run QuickBack after Ztape

Show InfoPanels by default
[C] Make ISBN-13 Primary

Default Rental/lLending term | ¢ Always ) Never @ Ask

Al | [[[4]+]

Pack on reindex #of backups to save | 10 Run Scheduler after Ztape
[C] Use new Inventory screen Warn onlarge numbers
When creating new Inventory
Website URL IndieCommerce

o,
CashReq line entry sound Web price disc % 0.00

T E] Populate ltem with ISBN/SKU ]

F1 Help F10 Save




These are the base settings for the closing procedures. There are others that may be turned on our off
to meet your needs. Your Visual Anthology Help system has a complete discussion on how each is used .

You should notice that the last item in our list is “Run Scheduler after ZTape” - this is a fucntion that
launches several of Visual Anthologys maintenance functuions from a single screen.

Go to Tools = Scheduler = Maintain to view the scheduler.

Tools | Sales Inventory Control Master Files Reports A

Options E]
Inventory Assistant Ctrl+F
Internet Stock Check Ctrl+I

Import External Data

Database Reindex

Quick Backup

Support Log Sender

Error Log Viewer

Calculator

Maintain Views »

e

Tech Utilities

Special Import/Export
Accounting

Web

Offsite Sales
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The Visual Anthology Help system covers the use of the Scheduler more completely and is outside the

scope of this document. Our purpose here is to introduce you to the utility and show you the system
default settings.

ﬂ Scheduler EI@

Inactive

luick Backup

[=~Database Reindex
é---RebuiId Keywords
é---@alculate Turns

... Exit Visual Anthology

Process | Quick Backup E Day | All E'ﬂme 21:30 | ¥ Force Ere
Event Quick Backup Link to E] [ Inactive s
[7] Show Inactive [C] Skip initial screen

[ F1 Help Il Fd New | F7Delste | F10 Save F12 Run

The screen displays five (5) separate functions, the number of days per week and the time it should run.



e The first item is the Quick Backup
o This is exactly what it says - a simple compressed (zipped) copy of all you Visual
Anthology data files is made to a location in your Visual Anthology file structure
(C:\Program Files\Anthology\Quick Backup).
o Thisis not intended to replace a system or off-site backup to either tape or DVD drive.
e Database Reindex
o This is a maintenance procedure that keeps your Visual Anthology system running
smoothly and efficiently - it should not be ignored.
e Rebuild Keywords
o Like Reindex this builds the keyword file for inventory and speeds searches within the
system.
e Calculate Turns
o This is for analyzing how business is going by asking about the turn of your inventory in
general terms as a whole, or as a section (how we doing in our mystery section) and
how many times you’ve turned it (GMROI).
e  Exit Visual Anthology
o  This shuts down Visual Anthology after all of the above functions have completed.

Running the ZTape
Now that you are step up to have Visual Anthology do some maintenance for you “automatically” all
that is left is to run the Z tape function to clear out your sales for the day and make your system ready

for the next day.

Go to Sales = Z tape

Inventory Control  Ma:

Cash Register
Customer Crders
Book Fairs

Buy Books

A Tape

Pay In

Pay Out
Review 5PC0s
CBO Manager
Yoid a Sale

On the Z tape dialog box choose “Print Itemized tender recap” to see the full report -or- uncheck this
option to show a less detailed report of the day. If for some reason you have not cleared your sales and



you have several days combined choose the “Day by Day” option. This will break your ZTape out into as
many calendar days as needed.

9 7 Tape [E=1 BN~
Report Options
Date |6/6/2011 Day by day

v| Print itemized tender recap

7 Save settings: [ F1 Help | F12 Run | [ F9Cancel |

Next choose F12 Run
Your ZTape will print on your receipt printer and then the Scheduler will run and finish up the
maintenance for you.

It should be noted that these procedures can take many minutes to complete. You should either allot
enough time to compete or let them run over night. DO NOT interrupt them once started.

If you have questions or concerns please contact us.



