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Welcome 
Welcome to Anthology, the smart system for booksellers and other specialty retailers. This 

handbook will be your guide as you install and then explore your Anthology software. Anthology 

combines a wealth of features with an intuitive and easy to use interface. With Anthology you 

can: 

 Have up-to-the-minute information about the state of your inventory at any moment. 

 Sell books and other non-book items. 

 Take, track, and fulfill Special Orders. 

 Make mail order sales. 

 Print bar code labels. 

 Produce purchase orders that will get you the books you need at the best possible 
discounts. 

 Generate reports on a wide variety of topics. 

 Quickly search your inventory by ISBN, title, author, etc. 

 Automatically generate returns in such a way as to keep your inventory lean and 
profitable. 

 Move quickly and easily from one part of the software to another. 

 And much, much more. 

Also learn how you can use this training data to greatly decrease your startup time.  After you 

work through this workbook, at the end of the lessons are instruction for you to follow that will 

easily allow you to use the standard setup you’ve been working with to launch your own store – 

saving you hours of set up time. 

Are you ready to begin? Let’s get started. 
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Getting started 
In order to start exploring Anthology, there are a few important steps you must take.  We have 

tried to make these instructions as clear and simple as possible; however, if you have questions, 

please don’t hesitate to contact Anthology at 800-819-0095 x104 

Install your training copy of Anthology  
Anthology provides a self-extracting zip which contains all the information and installations 

you’ll need to get started on your training.  If you have not received file please contact us and 

we’ll arrange for you to download it. 

1. Open Windows Explorer navigate to the location of the HandsOnWithAnthology.zip. If 

you downloaded it will most likely be in your Downloads folder. 

2. Double click on the zip file to extract the necessary files.  By default a folder called 

Anthology Training will be created in the current folder, the necessary files and folders 

will be extracted into that folder.  

3. Move to the Anthology Training folder then open the Anthology Installation folder. 

4. Locate the Install.exe and double click it. This will start the installation process and 

display a series dialog windows that will guide you through the process. 

a. Choose Next to move off the Welcome screen. 

b. You’ll need to accept the License Agreement and then choose Next to move on. 

c. Accept the suggested installation folder by clicking Next. This should be 

C:\Progam Files (x86)\Anthology.  If not you may change it now. 

d. Choose Next to allow the installer to create a desktop icon for the Anthology 

Training program. 

e. Click on Install to begin the installation process. 

f. Choose Finish to complete. 

 To try using your Anthology program, simply double click on the Anthology Training icon 

on your desktop. 

  

Set up Fetch 
One of Anthology’s most powerful features is the Fetch functionality which allows you to access 

information about books in print from within Anthology. Currently Anthology supports four 

internet-based books in print services: Content Café from Baker & Taylor, BooksInPrint.com 

from Bowker, content@ingram from Ingram, and Anthology’s own Simple Fetch. 
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The Anthology software you have just installed ships with test credentials for BooksInPrint.com, 

content@ingram, and Simple Fetch.  You can select the database you want to test with by taking 

the following steps: 

1.  Launch Anthology by double-clicking on the Training Copy icon on your Windows 

desktop.  Once Anthology is launched, select the Tools | Options menu option from the 

main menu in Anthology. 

2. Select the External Data tab. 

3. In the drop down list labeled External Inventory Source, select BooksInPrint.com, 

content@ingram, or Simple Fetch. 

You must have an active internet connection to use one of these external data 

sources. 

We’ll come back to Fetch a little later to see how you can use it to increase your productivity. 

 

Set up your printers 
If you have a printer available you may want to take a moment to configure it to work with your 

training system. 

1.  In Anthology, go to Master Files | Stations and click on the Details tab. On this page you can 

set up the printers to be used for printing cash register receipts and for printing reports, 

purchase orders and other documents.   

2.  Click the ellipsis button at the end of each of the Receipt Printer and Report Printer fields 

and select a local printer. In a real store setting, you would probably use a special receipt printer 

for the cash register receipts and a laser printer for reports. For now, you can use any printer to 

which you have access. 

With these tasks out of the way, let’s take a look at Anthology. 
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Using the Cash Register 
Overview 
For many booksellers, the Cash Register function will be one of the most important in the 

Anthology system. The Anthology Cash Register is powerful and yet easy to use. It supports a 

wide variety of tender types including credit and debit cards, gift cards, and even user-definable 

tenders. With Tax Profiles and Customer Discounts, Anthology’s Cash Register can handle even 

the most demanding tax and discounting situations.   

There are a wide range of special functions available to you when using the Cash Register.  For 

example:  

 You can optionally identify your customer at any point during the sale, capturing 

information about their purchase history and preferences 

 You can take or sell special orders, sell gift certificates, or accept returned merchandise.  

 Problem sales may be temporarily suspended allowing you to continue selling while the 

issue is resolved. You can easily come back to the suspended sale at any time to 

complete it. 

In addition, there are many special receipt options available to handle a variety of selling 

situations. 

 Multiple register receipts can be printed for a single sale. 

 Gift Receipts for holidays and special occasions can be used to suppress pricing 

information. 

 You may choose to send your Accounts Receivable sales to your report printer in the 

form of an invoice. 

And much more. 

Before we begin, let’s take a look at Cash Register, so that you can be familiar with the basic 

layout of the screen.  To open the Cash Register, select the Sales menu, and then Cash Register. 
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 At the top of the screen is the Header Section. This contains fields for Customer, 

Organization, Discounts and Tax Profiles, as well as other information pertaining to the 

current sale.  

 On the right side of the screen is the Tape Section. This provides a list of the items 

contained in the current sales transaction.  

 Located below the Header Section, on the left of the screen, is the Current Line section. 

This is where the work of the Cash Register is done. The fields in this section allow you 

to identify the items you are selling, as well as optionally to edit pricing and sale 

quantities, and to apply discounts.  

 Below the Tape Section and on the right side of the screen is where the sale totals are 

recorded – showing Tax, Sub-total, and Total. 

 The Button Bar at the bottom of the screen provides easy access to some of the more 

common functions within Anthology.  

 The ellipsis buttons located to the right of the ISBN/SKU and Customer fields are used to 

launch their respective Assistant screens, making lookups quick and easy. 

 

Now that we have a general idea of where things are on the Cash Register, let’s put it to work. 
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Making a simple sale  
If the Cash Register screen is not already open, please open it by selecting the Sales menu, 

followed by Cash Register.  Our Cash Register should be set in Scan Mode by default. This can be 

quickly verified by looking at the title bar for the Cash Register window – you should see the 

words (Scan Mode) in the display next to the Sale #. If 

this is not the case please select the Actions | Scan 

Mode On/Off menu option to turn it on.  

Typically, sales are made through the Anthology Cash Register using a barcode scanner.  When 

training with Anthology, you probably do not have one of these devices connected to your 

computer.  However, we can easily simulate the scanner’s behavior.   Scanners not only read the 

barcode, they also send a carriage return to the program. When you play the part of the 

scanner, you will enter the item number (read the barcode) and then press the Enter key (send 

the carriage return). 

To make a sample sale, please take the following steps: 

1. If the Cash Register screen not already open, please select the Sales | Cash Register 

menu option from the main menu. The cursor will be blinking in the ISBN/SKU field, 

waiting for you to enter a SKU.  

2. In the ISBN/SKU field enter 0618152539 and press the Enter key. You should now see 

the book Curious George in the Big City has been added to the Tape Section with the 

quantity of 1.  

If your computer is equipped with speakers, you probably heard a “click” sound when the last 

item was entered.  This audible feedback helps your clerks know when things are going as they 

should; in the same way, a warning sound lets them know when there is a problem.  You can 

change these sounds or turn them off altogether; see the section on customizing the Cash 

Register at the end of this chapter. 

Please also note that although this title has a 13-digit ISBN associated with it in the Inventory 

file, we were able to identify it with its ISBN-10 equivalent.  Anthology knows all about ISBN-10s 

and ISBN-13s and converts freely between them. 

Selling non-book items 
Anthology handles non-book items as well as books.  We can sell a copy of our local paper, the 

Meteor-Gazette, by taking the following steps: 

1. In the ISBN/SKU field, enter NEWS.  

2. Press Enter. 

You can also print labels through 

Anthology for merchandise that does not 

come with its own barcode.  Sticker the 

merchandise directly, or keep a sheet of 

frequently-scanned items handy at the point of 
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sale. 

For applications like an in-store café or newsstand, the optional Anthology Touchscreen Cash 

Register makes it easy to enter frequently-sold items.   

 

 

For more information on the Touchscreen Cash Register, please contact Anthology Sales. 

Taking tenders and completing a sale 
Let’s wrap up this sale.  To do so, please take the following steps: 

1. Press F3, or click the F3 Take Tenders button at the bottom of the Cash Register screen. 

2. The left side of the Cash Register screen changes to display the tender list. Double click 

the tender Cash to select it.  

You can also select a tender by navigating to it with the arrow key and pressing 

the Space bar, or simply typing the number shown before each tender.  

Keyboard shortcuts like these are used throughout Anthology for rapid data entry. 

3. Since few customers pay with exact change let’s enter a different amount. Type $10.00 

in the Amount Tendered field and press enter to accept it. 

4. Notice that the Change Due is shown in the lower left. 

5.  A message screen appears confirming the action you are about to take. Click the 

Complete button or simply press enter. 
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Note that one of your options here is the Edit the sale.  You can always edit a 

sale in Anthology, adding or removing line items, changing the tender, etc., 

right up until the moment the sale is completed. 

The receipt will print.  It should look something like this, depending on your printer:   

 

If you get an error message when trying to print the receipt you might need to 

make sure you’ve configured your printers correctly. Please refer to the Printer 

Setup section above. 

6. After the receipt prints and the sale is completed, a small message box will display in the 

upper right corner saying, “Press any key to continue”. Anthology holds the last sale on 
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the screen to give the clerk a chance to view the Change Due field. Once the change is 

given you can simply press the spacebar to ready the Cash Register for the next sale. 

Summary: Making a simple sale 
In this section, we saw how to make a simple sale in the Anthology Cash Register, and how items 

can be entered by scanning their ISBN or by typing in their Title/Description.  We also saw how 

Anthology can handle non-book items as well as books. 

Tender options: The example of InHouse gift cards 
At the conclusion of our last sale, we accepted cash as tender for the merchandise sold.  

Anthology lets you accept a wide variety of tenders, including checks, credit cards, debit cards, 

and gift cards—both the Booksense cards from the American Booksellers Association and in-

house gift cards that are exclusive to your store.  In addition, you can accept multiple tenders in 

any combination. 

As an example, let’s focus on InHouse gift cards.  If your system is equipped with the optional 

InHouse Gift Card module, you can have gift cards printed with your store’s name and logo.  You 

can sell gift cards and redeem them, and also use them to issue store credits on returns and 

other similar transactions. 

Let’s demonstrate the use of InHouse gift cards by creating a new sale: 

1.  If the Cash Register screen not already open, please select the Sales | Cash Register 

menu option from the main menu. The cursor will be blinking in the ISBN/SKU field, 

waiting for you to enter a SKU. 

2. In the ISBN/SKU field type in 006029003X and press Enter. As you recall, this is what a 

scanner would do. You should see the book ‘Daddy’s Little Boy’ in the Tape area with 

the Qty of 1. The cursor is positioned in the ISBN/SKU field ready for the next entry. 

3. Let’s suppose this sale contains only this item. To begin taking tenders we can press the 

F3 key or click on the F3 Take Tenders button at the bottom of the screen. But the 

easiest way to take tenders is simply to press Enter when the cursor is blinking in the 

empty ISBN/SKU field. The program will surmise that you want to take tenders and give 

you the opportunity to do so.  

Using the mouse and the menus is convenient and easy, especially for beginners. But 

when you want to go fast, as at the Cash Register, nothing beats using the keyboard. For 

this reason, Anthology has keyboard shortcuts throughout to enable you to perform 

even complex tasks with just a few keystrokes. 

We should now have the Take Tenders screen open. Let’s suppose that our customer has an 

InHouse gift card that they want to use. To accept this tender, take the following steps: 

1. Looking at the list of usable tenders on the left side of the screen, you will see InHouse 

gift card as the third option.  We can select this tender by clicking in the box to its left 

with the mouse; by moving the highlight down with the Down arrow key and pressing 

Enter; or (easiest) by pressing 3. 
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2. A text entry box labeled Card Number will open, waiting for you to specify the number 

of the gift card to be used. InHouse gift cards can be printed with bar codes that can be 

read by the Cash Register scanner; with magnetic stripes that can be read by the credit 

card swiper, and with a human-readable number.  For now, let’s just type in 12345 and 

press Enter. 

3. This particular card has an outstanding balance of $7.50.  Since the total amount of the 

sale is $15.89, the gift card cannot cover the whole amount due.  Anthology applies the 

amount available on the card to the transaction (you can see a Tender line has been 

added to the Tape area on the right to reflect this). Then the program focus is returned 

to the list of tenders at the upper left so that you can select another tender.  Let’s 

choose to pay the balance with cash. To do so, press 1.  

4. The focus moves to the Amount Tendered field. The Total Due at this point is 8.39 (as 

shown in large red figures immediately above the Amount Tendered field). Probably in 

this situation the customer would give us a ten dollar bill, so enter 10.00 and press 

Enter. 

To enter a whole dollar amount like this one, you don’t need to type the 

decimal.  Simply enter a 1 followed by three zeroes. 

5.  Choose Complete to complete the Sale. 

As you can see, Anthology allows you to use more than one tender on a sale. In fact, you can 

have as many tenders as you l like on a transaction. 

You can also set 

rules for what 

kinds of change are allowed for each tender. For example, you can specify a change 

amount above which store credits are given. 

To see how useful and flexible house gift cards can be, let’s see how they can be used to 

minimize cash out on returns: 

1. If the Cash Register screen not already open, please select the Sales | Cash Register 

menu option from the main menu. The cursor will be blinking in the ISBN/SKU field, 

waiting for you to enter a SKU. 

2. Suppose our customer wants to return an item. Click on the button labeled F8 Accept 

Return at the bottom of the screen. Notice how the button color changes to highlight 

the fact that the next item scanned will be treated as a return.   

3. In the ISBN/SKU field, type in 1888889519 and press Enter. Note that the Total Due 

shown at the bottom right of the screen is a negative number. 

4. Click on F3 Take Tenders. The Take Tenders screen opens. 

5. Let’s choose to issue our refund in the form of an InHouse gift card. To do so, press 3.  
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6. At this point you will be asked if you want to activate a new card or increment an 

existing one. We might choose the second option if the customer already had a card; for 

now let’s assume they don’t. Choose the Activate option. 

7. The Activate Gift Card window will appear. At this point, you would pull a card from 

your stock of unused gift cards and scan, swipe, or hand-enter its number in the Card 

Number field. Let’s enter 9999 and press Enter to move to the Amount field. Since the 

amount to be returned to the customer has been pre-filled for you, simply press Enter 

again to move to the F12 Process button, and once more to accept the values entered.   

8. The Complete/Edit/Cancel dialog will appear, allowing you to complete the sale and 

print a receipt. You then give the card to the customer to be used on a future occasion 

at your store. 

Gift cards are popular with both customers and retailers. For customers, they offer an attractive 

and convenient way to store credits. For the retailer, they minimize cash refunds and, with the 

Anthology InHouse gift card, ensure that the customer will return to your store to use the card. 

And in contrast to other gift card alternatives, the Anthology InHouse cards do not carry 

transaction fees of any kind apart from the cost of the cards themselves. 

Other Cash Register features 
Staying secure at the Cash Register  
Especially at larger stores, managers may want to control which employees are able to perform 

which kinds of operations at the Cash Register 

and elsewhere. For convenience’s sake, we have 

turned off the security settings in this copy of 

Anthology, but the program gives managers a 

powerful set of tools to control who can do what 

at the cash register and elsewhere. 

The Users screen allows you to assign privileges to 

system users, optionally using templates to define 

shared sets of privileges for common roles like 

sales clerk.  

Receipt printing options 
Anthology gives you options when it comes to 

printing receipts at the Cash Register.  You can 

print a gift receipt like this one by selecting Gift 

Receipt from Actions menu at any time during the 

sale: 
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The barcode printed at the bottom of the receipt makes it easy for your clerk to pull this 

transaction if an exchange is made. This ensures that you don’t issue a full-price refund for an 

item purchased at a discount! 

Attaching a note to a sale 
It can be handy sometimes to associate a note with a sale—for example, when taking special 

orders.  Selecting Attach a Note from the Actions menu lets you attach a comment which you 

can optionally print on the receipt and which is permanently associated with the sale: 
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Sales on account 
Anthology allows you to accept sales on account for those customers to whom you want to 

grant this privilege. If you have added the QuickBooks Accounting Links for Accounts 

Receivables, information about sales on account can be exported to your QuickBooks® software 

or to an Excel® spreadsheet. This allows you to track and age your customer accounts without 

the hassle of entering the data a second time. 

If you choose, you can print the receipts for account sales in a full-page invoice format on your 

report printer. 

In addition the Sales History Report gives you the option to filter on Account Sales, allowing you 

to see only those sales where Account Sale was used as a tender.

 

Suspending and resuming sales 
Sometimes it can be useful to put a sale on hold.  You may have experienced a customer 

realizing they have forgotten their checkbook in the car after you have just finished ringing in 

their purchases. In this situation you wouldn't want to cancel the sale and you surely don't want 

the other customers in line to wait while the first customer retrieves their checkbook. Anthology 

allows you to temporarily suspend sales and come back to them at a later time. 

Let’s take a quick run through the process and see how it all works. 

1. Enter SKU # 0060094737 for the book Claws. 

2. Press enter to accept the default quantity of one (1). 

3. Press F11 function key to suspend this sale. A message asking, "Do you want to suspend 

this sale?" appears. Choose Yes. This sale is removed from the Cash Register screen and 

you are ready to begin another sale. For this example we will not start a new sale at this 

time. 

4. Press F12 function key to resume a sale. 

5. The Resume Suspended Sale screen appears. 

You may suspend more than one sale at a time.  When you resume a sale you 

will be shown a list of the suspended sales to choose from. 

6. Select the sale you’re interested in from the list and press F12 or click the Select button. 
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7. The selected sale is now in the Cash Register ready to continue. 

8. Go ahead and complete the sale. 

Accepting returns 
It's a regrettable necessity.  Sometimes customers will bring an item back for exchange or 

refund.  You have to deal with it.  Anthology makes the process as painless and accurate as it 

can be. 

One thing you never want to do is to accept a return at full-price of an item that was sold at a 

discount or marked down.  Even when the customer has the original receipt for the purchase, 

it's all too easy to miss.  (And though you will always read the receipt carefully, will your 

employees?) 

Let’s see how the Anthology Returns Manager helps. 

1. If you don’t have it open already, open the Cash Register. 

2. Click on the Actions menu and select Returns Manager. 

If the customer has their cash register receipt, there will be a barcode printed at the bottom.   

 

Scanning the barcode will bring up the original transaction.  Simulate the scan by taking the 

following steps: 
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1. In the Transaction Number field located at the bottom left of the Returns Manager 

window, enter the transaction number: 101991 

2. Click on the Set button at the right of the screen. 

Transaction 101991 will appear in the Returns Manager window.  Reading across, we can see 

the item (or items) on the sale, the customer name, and the discount that was given, if any. 

If there had been a discount associated with the original sale, that discount 

would be automatically applied to the return as well.   

3. Select this sale by pressing the F12 key or clicking on the F12 Select button at the 

bottom of the screen. 

We are returned to the Cash Register screen, with the selected return ready for entry. 

The F8 Accept Return button at the bottom of the buttons, providing a visual 

cue about the action that is about to be performed 

Sometimes you may want to allow a return from a trusted customer who does not have their 

sales receipt.  The Returns Manager also allows you search for past sales by customer or by 

ISBN/SKU. 

Giving discounts at the Cash Register 
Anthology gives you powerful tools to manage a variety of discounts at the Cash Register.  You 

can apply discounts to a whole transaction or to individual line items.  In addition, you can set 

up permanent or temporary discounts for individual Inventory items, or for Departments or 

Sections of merchandise. 

To see how discounts work, please take the following steps: 

1. Open the Cash Register from the Sales menu if it is not already open. 

2. If you have a sale in progress, please cancel it using F9 Cancel Sale. 

3. Enter 0671042742 and press Enter. 

The book The Honourable Schoolboy should be added to the tape.  Notice that there is no 

discount associated with the line as yet. 

4. Click on the down arrow button next to the Discount field 

in the upper right of the screen.   A list of discount 

schedules will drop down. 

5. Choose Preferred. 

When you do, the Preferred discount (10%) will be applied to the line you already entered. 

You can specify a discount schedule at any point in the transaction—at the 

beginning or any point thereafter. 
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6. Let’s add another book to the transaction.  To do so, key in 0060254920.  Notice that 

the new item receives the 10% discount that was specified in the header. 

Often, a particular discount will be associated with a customer.  Anthology automatically 

assigned the discount when the customer is specified.  To see this: 

7. Click on the Lookup button  located to the right of the Customer field.  When the 

Customer Assistant screen appears, type in JEAN in the Search field at the bottom of the 

screen and press Enter.   

8. The Assistant will find and select the customer Amanda Jean.  Notice in the header area 

of the Customer Assistant screen that Amanda is entitled to the Student discount.  

Students are entitled to a 15% in this example. 

9. Press F12 to select the customer Amanda Jean. 

10. When you do, you will be returned to the Cash 

Register screen.  Notice that now the discount schedule for the transaction has changed to 

Student, and 15% has been assigned to both line items. 

On occasion, you may want to assign discounts at the line item level.  Perhaps you want to give 

a discount on an ad hoc basis for a single item, or perhaps you want to exclude an item from 

being discounted.  To see how this is done: 

1. Use your mouse to click on the line for Where the Wild Things Are in the ”tape” area on 

the right of the Cash Register screen. 

2. Notice that this line gets a blue highlight and notice also that it has become available for 

editing in the data entry area to the left. Click once in 

the Disc % field in the data entry area on the left of the 

screen.  

3. Type 0 and press Enter.  

4. The line will be entered with a 0.00% discount on the tape area, and a small lock icon 

 will appear next to the discount to show that it has been locked in at the line 

level—that is, that any discount assigned to the transaction as a whole will not affect 

this line.  

Anthology gives you other tools to manage discounts as 

well.  You can specify that a given Inventory item never be 

discounted, or a discount which it will always receive.  

You can even put a whole category of merchandise (a 

Department or Section) on sale for a specific time.   

Discounts applied and taken can be tracked in a variety of 

reports and are reflected in calculations of margins, 

profit, and other sales metrics. 
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Dealing with sales tax 
What’s that they say about death and taxes?  Anthology can’t make you immortal, but it can 

make dealing with collecting and reporting sales tax a little easier. 

Anthology can support an unlimited number of local, state, national and other taxes.  

Departments of merchandise can be defined in terms of their 

taxability or non-taxability, and persons or institutions that enjoy 

special tax statuses can easily be handled by using Anthology’s tax 

profiles.   

Of course, Anthology can help with your tax reporting as well, since 

all information about every aspect of your sales is saved until you 

decide you don’t need it any more. 

Customizing the Cash Register  
The Anthology Cash Register, like the rest of the program, is highly 

customizable.   To see some of the options available, open the 

Options screen on the Tools menu.  As you can see, there are 

dozens of Cash Register behaviors that you can control and modify, 

including: 

a. The message that prints on sales receipts 

b. Whether invoices for account sales are printed to the receipt printer or to a 

report printer 

c. Whether to track customer sales history 

d. Default deposits and other options for handling special orders 

e. Elements of the Cash Register screen to show or to hide. 

You can also control not only which tender types you accept, but rules for the kinds of change 

allowed for each type.  

To view the Tenders 

management screen, 

please take the 

following steps: 

1. Click on the 

Master Files 
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menu and select Tenders. 

2. Click on the record for GIFTC (Gift Certificate).   

3. Click on the Details tab. 

You can see that when a gift certificate is used for payment on a sale,  if the face value of the gift 

certificate is less than one dollar more than the sale total, the program will suggest returning 

change in cash.  It will suggest using a store credit or house gift card for amounts above one 

dollar in change. 

Specifying rules in this way reduces confusions and mistakes at the Cash Register. 

Building relationships with your customers  
For independent booksellers, it’s all about building community. When customers feel that they 

are known and appreciated, they will come back again and again.  Anthology offers a number of 

ways to help you build loyalty among your customers.  In this section, we will explore some of 

these ways. 

Frequent buyer clubs 
For many retailers, the keystone of their customer relationship marketing is their Frequent 

Buyers Club (“loyalty program”). By giving rewards to your 

best customers, you encourage them to return again and 

again to your store, and you give them an incentive to 

identify themselves to you at the time of the sale. In 

Anthology you can have multiple clubs, with rules that you 

define yourself.  You can count items sold, dollars spent, or 

number of sales. You can give rewards either in the form of 

dollar premiums or discounts. And you can either print 

coupons or let the program keep track of and apply rewards 

at the time of sale. 

The Frequent Buyer Club that is set up in the program, 

customers will get a reward of a $10 premium once they 

spent $100 dollars in the store. The program is set to “remember” such rewards and to apply 

them automatically on the next eligible sale. To see how this all works, let’s make a sale to a 

customer participating in this Frequent Buyer Club. 

1. If the Cash Register screen not already open, please select the Sales | Cash Register 

menu option from the main menu. The cursor will be blinking in the ISBN/SKU field, 

waiting for you to enter a SKU. 

2. To reach the Customer field at the top of the screen, either click in the field with the 

mouse or press Shift-Tab twice. 

If most of your sales begin with identifying a customer, you can set the Cash 

Register to begin each new sale with the cursor waiting in the Customer field 

instead of ISBN/SKU.  Please note that you can identify your customer at any point 
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during the sale—not just at the outset. 

3. Let’s suppose the current customer is Jay Buffington. To select him as the current 

customer for the sale, simply type all or part of his last name in the Customer field and 

press Enter. 

Anthology gives you several ways to identify customers. If you have customer 

cards printed with serialized numbers, you can simply scan the code; or you can 

use the customer’s phone number (full 7-digit number or the last 4 digits only) as an 

identifier. Although you can configure Anthology to make one or the other of these 

methods the default method of searching, you can 

always fall back to one of the others for hard-to-

locate customers. 

4. The Customer Assistant screen pops up. The record 

for Jay Buffington is ready for selection, as indicated by the tick mark in the leftmost 

column next to his name.  As you can see, all the search 

methods mentioned above are available at the 

bottom of the window. In this case, however, the 

program was able to successfully locate the 

customer based on what we typed in the Customer field of 

the Cash Register screen, and we can select Jay by 

pressing the F12 key or clicking on F12 Select with the 

mouse. The focus will return to the main Cash 

Register screen, ready to accept an ISBN or SKU in the 

ISBN/SKU field.  

We can see in the FBC Total field in the upper part of the screen 

that Jay’s current total is 83.89. Since he does not currently have 

any reward on file, his FBC Balance is zero.  Now let’s sell him another book.  

5. Key in 0307264238 and press Enter. 

 If your computer is equipped with speakers, you may hear a “ta-da!” when this 

line is entered.  This reward sound a good way to let your customer (and other 

customers in the store) about the rewards earned in your program.  You can customize 

the sound that plays (or specify no sound at all) on the Options screen. 

6. When the line has been added, the FBC Total value on the top of the screen will change 

to reflect the new total Jay will reach at the completion of the sale; and the number 

turns red so that you can give Jay the good news that he 

has passed the $100 threshold set for this club and will be 

entitled to $10 off on his next sale. 

If we complete this sale, the program will remember that Jay is now entitled to a reward, and 

the next time he shops that reward will be automatically applied to his total. 

The next time we make a sale to Jay, the FBC Balance 
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field in the header will show the reward in store for Jay.  

To complete the sale, take the following steps.  Or, if you prefer, you can simply press the Esc 

key to cancel the sale. 

7. Click on the F3 Take Tenders button at the bottom of the screen, or just press the F3 

key. 

8. Let’s accept a check as payment.  To do so, you can click in the box next to the CHECK 

tender type; or just type 2, as indicated to the left of the 

tender name.  Press Enter or click on the Enter Line button. 

9. Choose to complete the sale, and wait for the receipt 

if you have a printer set up.  

 

Viewing customer sales history information 
Knowing what your customers have purchased in the past is good for you and good for them.  

Customers may want advice on what to purchase next; or a good customer may want to return 

an item but have lost their sales receipt. Let’s see how Anthology can help. 

1. If you are following on directly from the previous exercise, you should still have Jay 

Buffington identified as the current customer. If not, please open the Cash Register from 

the Sales menu. Click with your mouse in the Customer field, and type in BUFF. Press 

Enter. When the Customer Assistant opens, press F12 to choose Jay Buffington. The 

focus will return to the ISBN/SKU field on the main Cash Register screen. 

2. To find out about Jay’s sales history, please click on the Actions menu. Locate Customer 

Sale History near the bottom of the menu.  

Every screen in Anthology has its own Actions menu, providing you with easy 

access to the many actions and features of that screen. Please note that when a 

hotkey combination is associated with a given function, Anthology shows that hotkey 

combination on the Actions menu to help you learn these time-savers. 

3. Choose Customer Sales History, either by selecting it from the Actions menu or by 

pressing Alt-F11.  The Customer Sales History screen will open, showing you a list of all 

of Jay’s purchases. 
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Like all such “grid” displays in Anthology, you can easily rearrange 

this one to help you find what you are looking for. For example, 

clicking once on the Date column heading will sort the display by date, 

while clicking on Title/Description will sort on that column.  

Suppose that Jay wants to return a copy of Most Wanted Man that he 

recently bought, but does not have a receipt. Since Jay is a good 

customer, we would like to accommodate him. Viewing the Customer Sales 

History display we can see that he did recently buy the book.  

You may need to scroll down in the list to find Most Wanted Man. 

Note also that when he did, it was at a 20% discount. To accept this return, please take 

the following steps: 

1. Use your mouse to put the cursor on the line for Most Wanted Man. 

2. Choose F12 Accept for Return. You will be returned to the Cash Register screen, with 

Most Wanted Man showing in the data entry area to the left.  

3. Press Enter or click on the Enter button to add this line to the transaction. 

The book will be added to the Tape area at the right. Note that the line Type is Return, and that 

the extension for the line is a negative value. Most important, notice that the correct discount 

was carried over from the original transaction: 

 

Please note that different types of lines can all be handled in a single Anthology 

Cash Register transaction, which can contain lines for sales, return, and special 

orders—no need to do a separate transaction for each. 

You can complete this sale using the F3 Take Tenders option as shown above, or you can cancel 

it by pressing Esc. 

Customer relationship marketing 
The information you capture at the point of sale can help you communicate better with your 

customers about sales, book signings, and other store events. 

Let’s take a look at the Customer Relationship Marketing Tools (“CRMT”), on the Reports menu.  

To open the screen, take the following steps: 

You don’t have to close the Cash Register screen in order to open another 

screen in Anthology.  You can have multiple screens open at the same time on 

your Anthology desktop, and you can resize and arrange those screens for your 

maximum convenience. 

1. Click on Reports on the Anthology main menu at the top of the screen.   
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2. Note the wide variety of reports available to you in Anthology.  Many of these reports are 

highly customizable; and you can create your own custom reports using the powerful Query 

screens associated with the Inventory, Custom, and Vendors screens. 

3. For now, please choose Customer Relationship Marketing Tool, located fourth from the 

bottom of the Reports menu. 

The CRMT screen allows you to select groups of customers based on their sales history, 

geographical locations, and other criteria, including User Defined Fields (UDF) which you can 

define for your own special needs.  Below you can see a selection of all customers who have 

purchased a J.K. Rowling book during the last two years being prepared.  You could also prepare 

a list based on a particular title or Section (shelving category): 

 

 

Once you have defined the group of customers you want to communicate with, you can print 

mailing labels or prepare an export file to provide to a popular email marketing program like 

Constant Contact®: 
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There are many ways in which Anthology lets you use the information it collects to better serve 

your customers and promote your store.  For more ideas, you can visit the Customer Zone at 

www.anthology.com , or discuss these and other ideas with your fellow booksellers at the 

Anthology Message Board.  

You can take some time now to explore the Customer Relationship Marketing Tools screen if 

you choose.   When you’re done, please close the screen by clicking on the X  in the upper right 

hand corner of the screen. 

Summary 
We’ve only just scratched the surface of the Anthology Cash Register. Among other functions, 

the Cash Register lets you: 

 Take and sell special orders (covered below) 

 Apply sophisticated discount and tax scenarios 

 Print multiple receipts or gift receipts, and print receipts from earlier transactions 

 Sell gift certificates 

 Charge for shipping 

 And much more 

Feel free to explore these and other functions found on the Cash Register Actions menu. For 

more information on them, consult the Help system (available from the Help menu), or contact 

Anthology Sales (at 800-819-0095 x103; sales@anthology.com) with specific questions. 

 

http://www.anthology.com/
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Using the power of the Internet: The example of special 
orders 
Overview 
There’s no doubt that the internet is changing the way booksellers do business.  On the supply 

side, it provides a wealth of information about books, vendors, and stock availability.  On the 

customer service and sales side, it greatly increases your ability to stay in touch with customers.  

More than that, email and other tools help you to build communities of readers and customers 

centered on your store. 

In this section, we will illustrate some of the ways in which Anthology lets you leverage the 

power of the internet by showing you how Anthology helps you manage the crucial business of 

taking, managing, and filling special orders for your customers. 

Introduction to Fetch 
Before we dive into SPOs, let's take a look at one of Anthology's richest and more powerful 

features: Fetch.  Please take the following steps: 

1. Open the Cash Register screen from the Sales menu if it is not already open. 

2. In the ISBN/SKU, let’s enter the ISBN of a book that is not in the Inventory file of the 

sample store of the copy you are working with, 0393312445, and press Enter 

Remember, entering an ISBN in this way is just like scanning the book's barcode. 

You could have entered this book using an ISBN-13 as well -- Anthology 

understands and converts freely between the two formats 

After a moment a dialog will appear: “ISBN found in external inventory, add to your inventory?” 

Let’s take a moment to stop and understand what has happened here.  When you entered the 

ISBN 0393312445, Anthology searched the Inventory file of the sample “Your Bookstore” data 

that comes with the training copy of Anthology. 

Your Inventory file is the authoritative list of all the items that you stock or have 

stocked in your store. 

When 0393312445 was not found in the Inventory file, Anthology switched over to search the 

specified external database of books in print.  (Please see the section on Set Up Fetch on p. 2 

above for more information on databases of books in print.) 

3. Choose Yes by pressing Enter. 

When you do, the Fetch screen will open.  The Fetch screen gives you a chance to review and, if 

necessary, to edit the record you are about to enter into your Inventory. 

Let's stop and take a look at the Fetch screen a little more closely: 
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The Fetch screen is the gateway through which information from your external database enters 

your system.  Although it is possible to set Anthology up so that books which have been found in 

the external database are entered directly and automatically into the Anthology Inventory file, 

most users prefer to have a chance to review and edit this data first.   

This is, among other reasons, because the categories of the external database may not 

correspond exactly to the categories you use.  For example, the Ingram content@ingram 

database we are now using (assuming you have not changed over to Bowker or Simple Fetch) 

provides a Subject category of “Fiction | Historical | General” for this title. (You can see the 

values that come from the external database along the bottom of the Fetch screen).   

 

Most stores will not have a separate shelving category for General Historical Fiction. In smaller 

stores, there may only a single category of Fiction. The Fetch screen allows you to make 

adjustments of this kind, keeping your data clean, consistent, and useful. 

In the case at hand, you can see that Anthology has already pre-selected "Fiction" in the 

Section1 field in the center of the Fetch screen.   It was able to do this by using an Anthology-

exclusive technology called Learning.  Just as the 

name implies, when you assign the Anthology 

Section label of "Fiction" to a book whose external, 

native Ingram Subject value is "Fiction | Historical | General ", Anthology learns and remembers 

that association.  The next time you import a book with that Subject value (as in the present 

case), Anthology is able to suggest the appropriate Anthology Section label so that you do not 

have to enter it again.  The same holds true, as you can see, for Publisher, Department, and 

Media/Binding. 

Another tool for rapid, accurate data entry is provided by the lock icons that you see next to a 

number of fields on the Fetch screen.  When you are doing sustained data entry of new 

inventory, certain settings will typically carry over from item to item.  Clicking on a lock 

icon (go ahead and try one now) "locks" that setting so that it will reappear on all new records 

until you unlock it.  Just one more way Anthology makes data entry easy. 
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A few other fields and features: 

 Anthology supports both the ISBN-10 format which is still common on most books in 

print as well as the ISBN-13 that will eventually 

replace it.  You can decide which form to make 

primary, either for individual books or for your 

inventory as a whole.  Try clicking on the "Make 

ISBN-13 primary" checkbox in the center of the 

screen to switch back and forth between the two forms. 

 If you are importing a book whose Publisher is not already in your database of vendors, 

simply check the “Add Publisher” checkbox immediately above the Publisher field.  

Anthology will create a record for the publisher in the Vendor file automatically. 

 Anthology handles non-book items as well as books.  The Item/UPC field allows you 

specify a UPC barcode number or manufacturer's part number for such items. 

 Retail, List, and Web prices can all be specified. 

 Web prices are adjusted according to criteria you specify on the Options screen. 

 Anthology allows you to categorize items as used books or 

remainders, to distinguish them from new copies you may own.  For more 

information on specialized functionality for used and remainders 

booksellers, see below. 

Fetch is a feature that is available to you throughout Anthology.  Any place you can enter an 

ISBN, you can Fetch.  As you’ll see below, Fetch simplifies and enhances the process of taking 

special orders or creating purchase orders, receiving books and a host of other important tasks.   

Now that we’ve reviewed the Fetch screen, let’s add this item to our inventory:   

4. Select F12 Save . 

You will be returned to the Cash Register screen.  You can go on to complete the sale as 

described above or cancel it by pressing Esc. 

Taking a special order: Finding books and checking availability 
with Web Resources, Fetch and Internet StockCheck 
Special orders are important tool for building a strong customer base for independent 

bookstores.  It’s important that your customers know they can get any book from you, and 

quickly.  And special order customers tend to be good customers, who come back again and 

again. 

But special orders have traditionally been difficult for booksellers.  They involve tracking 

detailed information not only about the books ordered and the customers ordering them, but 

also stock availability, order status, deposits, etc.  
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In this section, we’ll show you how Anthology can make the process of dealing with special 

orders easier, with special emphasis on the internet tools and resources that Anthology gives 

you access to.  To see how easy it can be, please take the following steps: 

1. If you don't have the Cash Register open, please open it now from the Sales menu.  The 

cursor should be blinking on the ISBN/SKU field. 

Your good customer, Donna Milton, greets you at the register.  She has been searching the 

shelves of your fiction section for Patrick O’Brian’s novel Post Captain. 

Your instinct is that you don't stock this title, but you want to make sure whether the title is 

perhaps simply out of stock but on order.  To do so, let's use the Inventory Assistant: 

2. Choose the F2 Lookup button at the bottom of the screen, either by clicking the button 

with the mouse or by pressing the F2 function on the top of the keyboard. 

The Inventory Assistant opens a sortable, searchable list of all the items in your Inventory.  The 

easiest way to look for a book like this is via the Quick search. 

The Inventory Assistant provides you with several ways to search your 

Inventory.  In addition to the Quick search, you can search by Title, Keyword, 

Author, or Reverse ISBN.  The last search lets you enter the last few characters of the 

ISBN to do a quick lookup. 

The cursor should be blinking in the coral-highlighted field at the bottom of the screen, and as 

you can see Quick has already been selected for you as the default search. 

3. Please enter "POST CAPTAIN" and press Enter.   

You don’t need to enter all the words in the title for a Quick or a keyword 

search, and the words need not be in any special order.  However, the more 

words you enter the narrower and more accurate your search result will be.   

A dialog appears, showing us that the item was never part of our inventory and offering us the 

options to add it now on the fly, cancel the search, or to search again.  

We would like to quickly and easily find out if the book is in print, and if so, how quickly we can 

get it for our customer.  To do so, let’s use Web Resources, one of the most powerful new 

features in Anthology v8. 

4. Choose Search Again, either by clicking on the button or by entering the letter S. 

Back at the Inventory Assistant screen, we should still have "POST CAPTAIN" in the search text 

box.   

5. Click on the F5 Web button at the right, or simply press the F5 key. 

Anthology supports several different Web Resources, including Goodreads and, if you have one 

of these sites, IndieCommerce or Anthology Webstore.  In this demonstration data we have 

enabled both Goodreads and IndieCommerce, and so we are given a choice here of which 

resource we want to search.  Let’s try Goodreads. 
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6. If it is not already selected (as indicated by the tick mark to 

its left in the list), click on the line for Goodreads and press 

F12. 

A browser window opens on a list of books in Goodreads, with Post Captain listed at the top.  

This looks like a good possibility. 

7. Hover your mouse over the title Post Captain (Aubrey/Maturin, #2).   

An underline will appear, indicating that this is a link to another page (in this case, the detail 

page for this listing.)   

8. Click on the title link. 

We are taken to a detailed page for Post Captain, with a cover image and a brief description of 

its content. If you have a monitor that swivles or are working on a tablet, you can show your 

customer the cover art for the book.  (Hover your mouse over the cover art in this display to get 

a larger image.) 

 

 

Let’s go ahead and bring it into our Anthology system for purposes of creating a special order.  

To do so, click on the Fetch icon at the top of the browser window. 

The Fetch screen will now appear, allowing us to edit the bibliographic 

information that will be added to our database.   

If you would like to try this same exercise with an IndieCommerce site (example 

provided courtesy of The Book Table of Oak Park, IL), simply press Esc here to 

return to the Inventory Assistant.  Choose F5 Web again, but this time select 

IndieCommerce from the list of Web Resources.  To learn more about Web Resources, 

please view our YouTube video at tinyurl.com/lql2r6t . 

Since Anthology's Learning technology has already suggested appropriate Sections, Publisher 

information and so on, we don't need to make any edits on the Fetch screen. 

9. Instead, choose the F3 Send to SPO button at the bottom of the window.   

http://t.co/zX09mjCrsD
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You will be returned to the Cash Register screen, with Post Captain shown in the "tape" area at 

the right of the screen.   

Note that the line Type (leftmost column in the Tape) is "SPO".  You could add other line types, 

including sales, to the same transaction.  The Ext column should show 7.98.   

 

This test data is set up to collect 50% of the retail cost of the book (in this case $15.95) as a 

deposit for special orders.  You can configure the 

program to charge 100%, nothing, or anything in 

between as the default amount for the deposit.  (You 

can also edit the deposit charged on any individual 

transaction.)  

The PrePay option on the Actions menu will calculate the total amount of the 

special order including taxes if any, so that customers can pre-pay the total 

amount of the purchase when placing the special order. 

At pickup, any deposit collected is automatically applied to the Total Due on the sale. 

10. To wrap up the transaction, choose F3 Take Tenders. 

When you do, you will be reminded that a customer must be specified on a Special Order.   

11. Press Enter to choose OK. 

The Customer Assistant will open, allowing you to choose a customer (or add a new one, if 

necessary).  We can locate our customer by searching on last name, on customer code, or by 

phone number.   

You can specify in the Options 

screen which default search 

will be pre-selected when you open 

the screen will be, but all the 

searches are always available to you.  

In this case, we are pre-selected to search by last name.  

1. Type the first few letters of our customer's last name--say 'MIL' and press Enter.   

The record for Donna Milton will appear selected in the grid area above. 
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Notice that if Donna provides us with updated information about her phone, email or other 

data, we could edit her record by choosing F6 Edit.  Or if it turned out that Donna was not yet in 

our system we could add her by using F4 New. 

2. Since this is the customer we want to identify, choose F12 Select.   

3. When asked to confirm that you want to take tenders, press Enter. 

4. Let's take a check in payment.  Either use your mouse to check the box to left of the 

CHECK tender, or simply press 2 on the numeric keypad. 

When you do, the amount of the Total Due will be pre-filled in the Amount Tendered field.   

5. Since the customer is writing her check for the exact amount, we can press Enter to 

accept. 

6. Choose Complete to conclude the sale. 

As you can see, Anthology gives you the tools to give your customers superior service on special 

orders.  You can: 

a. Using either Simple Fetch or a subscription to a database of books in print, 

quickly and easily find out whether or not a given title is in print. 

b. With Internet StockCheck, quickly find out in real-time the availability of titles 

you are interested in at major distributors or, for publishers participating in 

Instant Response, at the publisher's. 

c. Create a special order for the book, associating it with an existing or new 

customer 

d. Add the book to your inventory, making sure when you do that its bibliographic 

data will be useful in the future. 

Tracking and managing special orders 
Tracking and managing your special orders is essential.  In this section, you'll see how 

Anthology’s CBO Manager screen allows you to get full information on the status of all your 

special orders--new SPOs, those on order with vendors, and even those which are already 

complete.   
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“CBO” stands for customer back orders, which include not only special orders 

but also books ordered but not yet shipped through the Customer Orders screen 

that manages mail, telephone, and web orders. 

Along the way, you’ll see how Anthology helps you to stay in touch with your customers. 

To explore the CBO Manager, please take the following steps: 

1. Close the Cash Register or any other Anthology screens you may have open, and then go 

to the Sales menu and choose CBO Manager. 

The grid in the center of the CBO Manager screen shows all the items that match the 

checkboxes selected immediately below.  The top and bottom of the screen show detailed 

information about the currently selected item. 

You can see the special order for Donna Milton we took earlier at the bottom of the list.   

 

If the focus is not already on the line (indicated by triangular "tick" mark in the leftmost column) 

click on the line with Donna Milton's name to put it there. 

The Item Status of 'New' for Donna's book tells us that it has not yet been ordered.   Let's fix 

that right now. 

The toolbar at the top of the screen, immediately below the main menu, has buttons for a 

number of commonly used functions like opening the Cash Register or Inventory screens, 

printing, or querying Internet StockCheck. 

Two buttons to the right of the Internet StockCheck button is a button with two right-pointing 

arrows. If you "hover" your mouse over the button (that is, put the mouse pointer there 

without yet clicking), you'll see a label appear: "Send to PO".   

2. Click on the Send to PO button. 

The Pick PO window will appear, with all the current Draft (that is, unsent) POs listed.  At the top 

is listed the PO Corral, a special place to hold suggestions and other items whose ultimate 

disposition you haven't decided yet. 

In this case, however, we want to get this title ordered as quickly as possible for our customer.  

For most booksellers, the best way to do that is to place it on the next order to their distributor. 

Remember, our Internet StockCheck query on this item showed us who has the item in stock at 

this time. 
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Let's suppose that we order from Baker & Taylor as a regular practice.   

 

It's a good practice to keep a draft order for your main distributor available to 

hold special orders and other books you need quickly.  Of course, that 

distributor could be Ingram, Partners, or any other distributor you do business with. 

3. Click with the mouse to put the highlight on Baker & Taylor and choose F12 Select. 

You will be returned to the CBO Manager screen, but now the Item Status of Donna's order is 

Draft, showing us that the item is on a Draft PO waiting to be sent out. 

 

Once the PO is actually sent, the Item Status will change again to On Order, and when it is 

received it will be On Hand.  In this way, you can always see at a glance the current status of all 

your special orders. 

Looking over in the grid (or at the screen header, where the same information is available), we 

can see the PO number, vendor, and (once it has been posted) date. 

At the top of the screen, in the toolbar, you may notice a button with a green envelope. .  

When the email icon lights up in green in this way, it means that an email address is on file for 

this customer you can send them email directly 

from the CBO Manager from or from other 

screens where it will be useful to do so.  

You can use either Microsoft Outlook (but not 

Outlook Express) or an SMTP email provider like Gmail.  

You can select from a number of pre-defined templates or even define your own 

templates for the emails you send in different 

situations.  

Notes can be attached to special orders (or, indeed, 

to any sale); and these notes can be seen on the CBO Manager screen.  To see an example of a 

note: 

1. Click on the special order for Elena Gross, a few lines above Donna Milton’s. 

You’ll see a note in the header area at the top of the screen: 

 

You can also see in the Notified In field in the header when Elena was notified that her special 

order has arrived. (Please note: the date in your copy of the 

data may differ): 
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You can, if you like, experiment some more with the CBO Manager screen.  Sort by different 

columns by clicking on their headings; experiment with different filtering options available with 

the checkboxes below the grid; or send some more items to POs.   

When you are done exploring the CBO Manager screen, press Esc to close it, or click on the X in 

its upper right corner. 

Summary 
In this chapter, you’ve seen how Anthology helps you with the important task of dealing with 

special orders.  Along the way, we showed you some powerful and unique tools that Anthology 

provides to help you: 

 Quickly and transparently add new inventory items to your Inventory through Fetch 

 Instantly get real-time information on stock availability, order and back order status 

from a range of vendors 

 Communicate quickly and easily with your customers via email 

 

More ways to sell 
Successful booksellers have discovered that they need to reach outside the four walls of their 

bricks and mortar stores to find new markets. Anthology provides powerful tools for letting you 

make sales outside the box.  Here are a few: 

Web sales 
Anthology provides robust support for the IndieCommerce sites from the American Booksellers 

Association, as well as other third-party sites. 

 

Book fairs 
Schools, churches, conventions and other venues can provide lucrative opportunities for 

booksellers to bring their inventory to new markets. The Book Fair function in Anthology (Sales 
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menu) allows you to create lists of books to be taken offsite.  When these lists are checked out, 

Anthology keeps track of what inventory is out at which venue.  

The sample data set included with your Anthology program includes several book fairs in 

different stages of the process.  

To take a look at Book Fairs, take the following steps: 

1. Go to the Sales menu and select Book Fairs. The screen will open to the List page, 

showing you a list of all book fairs currently being prepared (Draft status) or out (Open 

status). 

2. Let’s view the details for the first book fair, currently checked out to Donna Milton at 

the Long Road High School. To do so, either click on the Details tab or press Alt-D. 

The display shows us all the books included in this Book Fair, with their quantities Sent and Out: 

 

Some titles, like Energy Projects for Young Students, may have fewer copies Out than were 

originally sent, either because some were transferred back to the store or because the book fair 

has already been updated with sales information. 

If we look at the Inventory file record for any of these books, we will see that the 

copies currently out to a book fair are treated as On Hold: that is, belonging to 

the store’s Inventory but not currently available for sale over the 

counter. 

When the book fair is completed, you can update the Anthology main system by counting the 

books returned or by entering sales. Book fair lists can be archived and cloned for re-use. 

The Book Fair screen’s Scan Mode option allows you to use a barcode scanner 

for super-fast counting. 

Book fairs can be made even easier with the optional Offsite Sales module described just below. 

When you’re done exploring the Book Fair screen, press Esc to close the screen.   

Offsite sales 
Booksellers who sell at book fairs, author signings, conventions, seminars and other venues 

away from the main store will want to consider the optional Anthology Offsite Sales module.  

With the Offsite Sales module in place, a laptop or other portable computer can be updated 

with information about the store’s current Inventory as well as inventory to be taken to the 

book fair or other venue. 
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 While at the book fair, you can make sales through the familiar Anthology Cash Register 

interface. New customers or even new inventory can be added, and you can take special orders 

for fulfillment back at the main store.   When the offsite computer is reattached to the main 

network on return from the event, the main system’s inventory, customer and sales information 

are updated automatically. 

Web, mail, and phone orders: The Customer Orders screen 
Orders placed when the customer is not physically present—orders from the web, mail orders, 

or phone orders—involve special challenges like back orders, multiple shipments and 

cancellations.  The Anthology Customers Orders screen has the specialized functionality to deal 

with these and all the other issues such sales entail.  Additional fields for separate billing and 

shipping information; invoicing information and special printing options, even special handling 

of deposits are all available in Customer Order.  To see what the Customer Order screen can do, 

please take the following steps: 

1. Open Customer Order by selecting the Sales | Customer Order menu option, if you have 

not already done so. 

2. The screen opens on the List page.  The List page provides a sortable overview of your 

Customer Orders.  By selecting the checkboxes at the bottom right of the screen, you 

can choose to see Draft, Open, or All Customer Orders.  You can also sort for a particular 

order by Customer Name or Code, or by an item contained 

on the CO.  A few more noteworthy features on the List 

page:  

 Orders that have not yet 

been reviewed (for 

example, an order just 

downloaded from your 

website) are shown in bold 

face.   

 The Summary section at the bottom of the List page gives a quick overview of totals 

for COs in the status or statuses selected.  
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3. Select CO#000010 and click on the Header tab to move on to the Header page. This 

page shows detail about the order as a whole and the customer who placed it.  In 

addition to standard information like billing and shipping addresses, historical 

information is also available. There are fields for Creation, Printing and Cancellation 

Dates, along with document and internal notes fields. 

4. Click on the Details tab to move to the Details page.  

The Details page shows essential 

header information about the 

order as a whole at the top of 

the screen.   

Below the header, the grid area shows a list of all the items on the order, including quantity 

ordered, shipping, back ordered, etc.   

 

The data entry area just below the grid allows us to add items to the order or to edit existing 

items.  To see how this works, please take the following steps: 

1. If necessary, click on the F5 New Line button at the bottom of the screen.  

 

2. Enter 0809324180 in the ISBN/SKU field and press Enter. 

3. The cursor will move to the Ord (ordered) field, and a quantity of 

1 will be suggested.  

4. Press Enter again.  Now the focus has moved to the Ship field, and the program has once 

again suggested a quantity of 1.  To see why, take a look at the InfoPanel area at the 

bottom of the screen.  The InfoPanel provides detailed information about the current 

item; and as we can see from the OnHand field, we have 5 in 

stock—enough to fill this order.  Press Enter one more time to 

move to the Enter line button and then Enter once again to 

add this item to the grid and to the order. 

5. Now let’s see what happens when we don’t have the stock to fill 

an order.  The cursor should be waiting for the next item on the ISBN/SKU field.  Enter 

0671042742 and press Enter. 

6. Once again the focus moves to the Ord field; accept the default offered of 1 by pressing 

Enter. 

7. Now the cursor moves to the Ship field.  However, this time the Ship quantity suggested 

is 0.  If we look down to the On Hand field in the InfoPanel, we can see why: this item is 

out of stock. 
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Note that the next field to the right B/O (back order) shows a 1 value.  The program assumes 

that we (and the customer) want to back order this book.  Of course, on some orders the 

customer may specify that no back orders are allowed, or it may be that this item is no longer 

available.  In such a case, we could enter a 0 in the B/O field; the Cancel field 

would then show a value of 1.  Please note also that there is an Allow B/O 

checkbox in the header; if this box were unchecked then all out of stock items would be 

cancelled by default.   

8. Let’s finish adding this item as a back order.  To do so, press Enter twice to add the line 

to the order. 

Anthology manages every aspect of complex orders including back ordered and cancelled items.  

You can ship the items you do have, while keeping the order open until the back ordered items 

become available; or you can put the existing stock On Hold while you wait to ship the entire 

order at once.  The entire history of an order, including all its associated shipments, is always 

readily available.  

The 

Customer Orders screen also provides for a wide variety of printing options.  For example, you 

easily accommodate those cases where your customer needs a pro forma invoice or quote. 

Shown below is an example of a Pro Forma Invoice. Notice that item number two is a back order 

item.  
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Whether your order comes from the web, or via phone, email or fax, Anthology offers printing 

options for every stage of the order. You can print invoices for billing, pick lists for pulling 

orders, packing lists to accompany your orders, or address labels to affix to packages.  

Anthology allows you to print labels on special, dedicated label printers or on 

your laser printer. 
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These printing options may be selected individually or combined to suit your needs.  To see the 

Print options: 

1. Click the F11 Print button on the screen. 

  

 

 

2. To close the CO Print screen, click on the Cancel button.   

If you have Microsoft Outlook on your computer, you can also communicate with your 

customers via email.  When the customer for a given order has an email address on file with 

you, the email icon in the Anthology tool bar lights up green .  When you select the email 

option, you can choose among customizable templates to inform your 

customer about back ordered items, shipments, or an order 

summary.   

Finally, let’s post this order so that all our changes are recorded. 

3. Press F12 Post, and when queried say that you don’t want to ship now. 

If you are done exploring Customer Orders, press the Esc key to exit the screen. 

Inventory control 
Having books available when your customers want them and returning slow moving items to 

their publishers or other vendors is vital to maintaining a healthy inventory. Anthology has the 

tools you need to keep your inventory stocked up and to evaluate the productivity of the items 

already on the shelf. 

In the next sections we’ll be talking about building Purchase Orders and how to get them to your 

vendor. We’ll be looking at the Auto-generate and Manual generation methods and point out 
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some useful features to make life a little easier. We’ll also discuss electronic ordering, including 

sending your orders via the internet.  Then we’ll talk about how to receive items into inventory 

as well as how to most efficiently prepare overstock returns to your vendors.   

Purchase orders 
Let’s begin by constructing a PO from scratch.  Although Anthology gives you a number of ways 

to automate restocking or frontlist POs, building a PO from the ground up is a common 

operation; and creating a simple PO will give us a chance to see some of the important basic 

functionality in the Purchase Order screen.  To see how it works, please take the following steps: 

1. Open the Purchase Orders screen from the Inventory Control menu if you have not 

already done so.   

2. Press the F4 function key or click on the F4 New PO button at the bottom of the 

screen  to create a new Purchase Order.  You will 

be given the option to accept the next number in Anthology’s stack or to create a 

number yourself. Choose Apply to accept the number suggested by the program. 

3. The “Ord by” field should be highlighted blue.  You can click on the button with a 

down-pointing arrow  to the right of the field to see a list of users of the system, 

or you can just type Bob.  The system will suggest Bob Buyer as the creator of the 

PO.  Press Enter to select, and then Enter again to move the focus to the Vendor 

field.   

You maintain the list of users of the system, assigning them different privileges 

as you choose.  See the section on Staying Secure at the Cash Register on p. 11 

above for a fuller discussion.   

4. Since we will send this PO to Baker & Taylor, simply type baker in the Vendor field 

and press Enter.  Anthology will suggest Baker & Taylor (Test Account) as the 

vendor.  Press Enter to select your choice.   

5. There are a number of other fields that you can use in the header area: shipping 

instructions, a note to yourself about the PO, discount and shipping information, 

and so on.  Since we are creating a simple PO, you can simply press the Tab key or 

the Enter key to move through the header fields until the focus reaches ISBN/SKU 

below; or you can simply click into the ISBN/SKU field with your mouse. 

6. Let’s begin by entering a book that is already in the sample inventory.  Key in 

037540516X and press Enter.  The cursor moves to the Ord (Order) field, and a 

quantity of 1 is suggested.   

When making purchasing decisions, it’s important to have up-to-date, accurate 

information about the titles you are considering.  This is provided on the Purchase 

Orders screen (and many other Anthology screens as well) by the tabbed InfoPanel 

display located at the bottom of the screen: 

 The Inventory page shows 
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general information about the current title, including On Hand, On Hold and On 

Order quantities; how many sold Last Week, Last Month, etc.; and when last 

received and last sold.  The CustBO field shows us that there is a special order 

outstanding for this title. 

 The Sales page shows more detailed information about the sales history for this 

title on either a weekly or a monthly basis.  You can see the Sales page by 

clicking on its tab, or by pressing Alt-E. 

 If we have this book on order or if we want to see more detail about current and 

past purchase orders containing this book, we can press Alt-P to see the POs 

page, or just click on the tab header. 

 Overstock returns history (did we already have this book and return it as a poor 

seller?  If so, when?) is available on the Returns page (Alt-N). 

  Information about current and past customer back orders (including special 

orders) can be found on the CBOs tab (Alt-C). If you go to the CBOs page, you 

will see that we have special order outstanding for this book for Diane Vance.  

To get more detail about this special order, right click with your mouse on the 

line for Diane Vance, and select Go to Parent.  You will be taken to the CBO 

Manager page, where you can see all the details concerning this special order.  

Close the CBOs Manager screen to return to your PO. 

This ability to jump to a parent transaction is available in many other places in 

Anthology.  For 

example, you 

can jump to a 

parent PO from 

the POs tab on 

the InfoPanel. 

7. Suppose that we want 3 copies of this book.  Click into the Qty field, and simply 

enter 3 from the numeric keypad, or when you are in the field use the Up and Down 

arrow keys to change the quantity to be ordered.   

8. There are still a number of values that can be set for this line item.  We can change 

its list price, the discount we expect to receive, or whether or not back orders are 

allowed for this line; these fields can be reached using the Tab key while the focus is 

on Ordered.  Typically however these values have already been set correctly in the 

header or by default settings.  Press Enter once to move to the Enter Line button 

and then Enter again to actually add the line to our PO. 

Notice that the discount field in the Detail Grid shows 40%. 

This value is automatically supplied based on the discount 
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schedule entered in the Vendor master file record for the Baker &Taylor.  

Now let’s add an item that is not in the inventory, and see how Anthology’s powerful 

Fetch technology can make the job of entering new titles easy.   

1. In the ISBN/SKU field, type in 067003469X and press Enter. After a brief pause, a 

message box appears informing you that the item has been found in the external 

database and asking if you want to add the item.  Choose Yes.   

What just happened? Anthology looked at your inventory and could not locate the ISBN 

for this book, War and Peace.  The program then searched the external database and 

found it. This new title is now displayed on the Fetch screen.   

 

As you can see, the Learning functionality in Fetch has matched the external database’s 

Publisher, Binding, and Subject data with our test inventory’s Publisher, Department, Media 

and Subject categories.  No edits need to be made there.   

There are a variety of settings available on the Fetch screen, and some of these 

settings can be “locked” for future titles imported in this session.  For example if 

you were entering the day’s special orders you might choose to lock the setting 

for Stock Item as unchecked.  All items entered in this way will go into the Inventory as 

non-stock items and thus optionally excluded from inclusion when auto-generating POs 

based on sales (see below for more on the auto-generate process).  

2. You may often find it useful when making purchasing decisions to be able to get up to 

minute stocking information from your vendors.  You can always do so in Anthology 

simply by clicking on the Internet StockCheck icon on the toolbar —or, on the Fetch 

screen, by pressing F6 or clicking on the F6 Internet Stock Check button.     
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3. Close the Internet StockCheck screen either by clicking on the F9 Cancel button at the 

bottom of the form, or by pressing the Esc key.   

The Esc (“escape”) key will close most Anthology screens. 

4. You will be returned to the Fetch screen.  Let’s add this record by choosing 

F12 Save.  As you can see, the book has been added to the PO; at the same time, a 

record has been added to the Inventory master file with a zero on hand value.  

5. To specify the quantity you want to order, press Enter to move to the Order field.   

6. Suppose that we want 3 copies of this book.  You can simply enter 3 from the numeric 

keypad here, or you can use the Up and Down arrow keys to change the quantity to be 

ordered. 

7. You may want to experiment a bit more with Fetching and adding to your PO.   

You may want to check the Skip Initial Screen checkbox on the Fetch screen to 

suppress the “ISBN found in external inventory, add to your inventory?” 

message on future Fetches. 

8. Here’s a list of ISBNs not in the current Inventory and thus available to be Fetched: 

141657168X 

9781416594987 

9781416549994 

1439152926 

1439129657 

If the PO screen is not ready to add a new line, simply choose F5 New Line 

Of course, you can enter any ISBN here, either from books you have in hand or from a 

publisher’s catalog. 

9. When you are done adding records, you can press the F10 function key to save your 

changes.  

Although we have saved our changes, our PO has not yet been sent to the vendor.  The best way 

to send your orders is via electronic ordering (discussed below; see p. 47); but some vendors 

don’t yet support electronic ordering.  For such vendors, you can send the order via email  if 

you have Microsoft Outlook and an email address on file for the vendor:  



Purchase Orders 

44 

 

   

 

 

 

 

 

 

 

Or, of course, you can print the PO and fax or mail it. 

Auto-generating purchase orders 
Creating a frontlist or other PO with Fetch and the other Anthology data entry tools is fast and 

easy, but nothing compared to auto-generating purchase orders.  PO auto-generation does just 

what the name implies: creates suggested purchase orders for so that you don’t have to do the 

laborious research and data entry of creating your POs from scratch.  You can create restock-

type POs based on sales history or you can create POs based on a comparison of your on hand 

quantities with Min and Max values that you set for each item.  You can also create POs that 

contain all your currently unprocessed special orders and other customer back orders.  To see 

how auto-generating POs works, please take the following steps: 

1. Close any Anthology screens that you may have open from an earlier exercise. 

2. From the Inventory 

Control menu, choose 

Generate Purchase 

Orders. 

3. Choose the Generation 

Method “Restock 

based on sales” from 

the drop-down list. 

4. Choose a vendor to order from.  Let’s suppose we want to order from the Ingram Book 

Company. 
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5. Click with the mouse in the Choose a Vendor field.  

6. Key in ING and press Enter. 

7. Press F12 Select to select Ingram Book Co. 

Instead of specifying a vendor to order from, we could have selected to place 

the titles we need to restock on POs for their publishers or for the last vendor 

they were received from; or for their preferred vendors as specified on the Inventory 

master file record for the title.  

8. Now select a date range for your restock.   

9. You can either type dates directly into the fields, or you can select dates by clicking on 

the Assistant controls  for the two date fields just below “Restock with qty sold 

between”.  This will bring up the Anthology calendar control. 

 

10. Enter a range of dates using either of the methods described above.   

Choosing today’s date for the ending date and a date a month or so earlier for 

the beginning one will usually give a good result.  If your Anthology program 

was installed some time ago, you may have to set the beginning of the date range back 

further.  Or contact Anthology Sales (sales@anthology.com) for a fresh copy. 

Let’s also specify that we only want to reorder Stock items (that is, don’t want to include titles 

that have been flagged as non-stock items; and of course there’s no point in trying to reorder 

used books from a distributor like Ingram).  Put a checkmark in the “Stock item only” checkbox. 

11. To create the PO, choose F12 Run.   

12. Confirm that you really do want to auto-generate a PO and the click on the OK button 

when the Process Complete message appears. 

13. When the process has completed, close the Generate Purchase Orders screen by 

pressing Esc or clicking on F9 Cancel.  Then open the Purchase Orders screen from the 

mailto:sales@anthology.com
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Inventory Control menu.  Our new PO should show up on the bottom of the List, with 

today’s date and perhaps a different PO#: 

 

14. Double-click with your mouse on the line for the PO you just created for Ingram Book 

Company (Test Account). 

15. The details for the PO we just created will be shown on the Details page. 

You may have to scroll up to see all the titles on the PO.  Simply use the Pg Up 

key, or move the scroll bar at the right of the grid to the top. 

The books selected for this PO include titles from Random House, Simon, and other large 

publishers.  Many booksellers prefer to order directly from large publishers because they can 

get a better discount by ordering directly instead of through a distributor.   Let’s move the 

Random House titles on this auto-generated Ingram PO to one for Random.  To do so, please 

take the following steps: 

1. The Publisher column should be visible in the Details grid on the Details page.  If it is not, 

drag the scroll bar at the bottom of the grid to the right until you can see the Publisher 

column. 

2. The PO should already be sorted by Publisher, as indicated by the italicized Pub column 

heading.  If it is not, just click once with your mouse on the Pub column heading. 

3. There should be 2 Random titles (Pub code “RANDO”) on this PO.  If they are not visible, 

you may have to scroll up or down in the alphabetized list of Publishers to find them. 

4. Hold down the Control key, and click on the first Random House title.  Then, continuing 

to hold down the Control key, click on the next Random title.  The selected titles should 

show a 

dark blue 

highlight 

like this: 

1. Click on the Actions menu at the top of the screen and choose Move to Another PO 

(about halfway down the list).   

2. When you do, a screen will appear allowing you to select the PO you want to move the 

currently selected items to.  Double-click on the line for the Random House PO#000003.   

The selected items are removed from the current Ingram PO and added to the selected Random 

PO.  The process can be repeated for other vendors from whom you order directly.   

As you can see from the Actions menu, in addition to Move to Another PO there are a number 

of functions that Anthology provides to allow you to manage and reorganize your POs: 

 Merge allows you merge the entire contents of the current PO into a selected PO; the 

current PO goes away. 
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 Copy to Another PO sends copies of the currently selected lines to another PO without 

deleting them from the current PO; you can specify the number of copies to add on the 

new PO.  (This is useful if you want to get a couple of copies of a fast-selling title from 

your distributor but to order the bulk of your requirement from the publisher.) 

 Regroup takes all the items on a PO and reassigns them to POs for their publishers.  Use 

this function when a PO has gone through a process of cascaded electronic orders with 

several distributors; the books that are left must be ordered directly from their 

publisher. 

 

Anthology provides you with a host of tools for creating and editing purchase orders.  Please 

feel free to explore the purchase order functionality using the sample data provided.  Then, 

when you’re ready, let’s move on to one of Anthology’s most powerful and useful features, 

electronic ordering.   

Ordering electronically 
“Just in time” inventory management has transformed bookselling, and a key element is 

electronic ordering.  Placing orders electronically has many advantages for a bookseller:  

 Quicker turnaround times allow you to reduce inventory levels.   

 Orders transmitted electronically receive better discounts from the vendor.  

 Electronic ordering allows for faster turn-around times on orders.  Combined with 

Anthology’s knowledge about what you have, what you’ve sold and what you need, that 

means you don’t have to keep as many copies of a title in stock—instead, you can order 

them just in time as you need them. 

 And fewer copies of each title means you free up inventory dollars to increase the 

number of titles in your inventory.  

 Confirmation documents are received from the vendor and applied to the PO.   

Cancelled items are cascaded to a new PO so you can order elsewhere if needed.  

 And finally, electronic orders are just easier to do than old-fashioned print POs 

The electronic ordering process works as follows: 

 You create a PO in Anthology, either by entering it 

manually or by auto-generating it. 

 You use Anthology to send the PO to a vendor who 

supports electronic ordering: a big distributor like 

Ingram or Baker & Taylor or a publisher like 

Random House or Simon (either directly or via a service like Pubnet/Pubeasy).  

Anthology supports most major vendors providing electronic ordering 

services. 
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 In a short time—usually a matter of seconds or minutes—the vendor returns a 

confirmation file stating what they intend to ship, what to back order, etc. 

 Anthology applies this confirmation file at your command to the original PO and 

“cascades” the items that could not be ordered (or back ordered) to a new PO for you.  

You can merge this order with another or reorganize it or edit it as you please. 

 You electronically send the cascaded PO to another vendor, receive a confirmation file 

for that PO, cascade the balance, and so on until all books have been either ordered or 

cancelled. 

 When the books arrive at the store, a receiving memo has already been prepared by the 

processing of the confirmation file so that receiving can be done with little or no data 

entry. 

 

One area that is key in managing the cascading process in electronic orders has 

to do with whether or not back orders are are permitted.  Anthology provides 

you with fine-grained control at the line item level 

whether to allow back orders for a given title or not.  

Default values can also be set for the PO as a whole as 

well as for the vendor.  

 

Receiving inventory 
Receiving is detail work.  It needs to be done quickly and accurately, without tying up a lot of 

time on the part of you or your staff.  Anthology gives you the tools you need to manage your 

receiving tasks, including the new Quick Receive. 

Anthology Purchase Orders start life as drafts.  A draft purchase order (or other document) has 

no standing: the items on it are not yet on order (and may never be).  It’s only when a draft PO 

has been posted—either explicitly by the user or automatically as part of the electronic ordering 

process—that it becomes an open PO, ready to be received against.  In receiving, we work with 

open POs.  Purchase Orders that have been posted and are waiting to be received are referred 

to as Receiving Memos when we work with them through the Receiving screen.  

To begin with, let’s take a look at a PO that was sent electronically to a distributor, in this 

instance Ingram.   

(Anthology does electronic ordering with dozens of vendors, including major distributors Baker 

& Taylor, Ingram, and Partners as well as publishers like Random House, Hachette, and Simon)   

To do so, please take the following steps: 

1. Select the Inventory Control menu and then Receiving.  The receiving screen List page 

will appear. 

The Receiving screen opens with the Open POs only option already selected.  If 
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you want to research a PO that is completed, simply uncheck this box.  Note also that 

you can search for POs by Vendor, by PO #, or by the ISBN/SKUs contained on POs. 

When the Receiving List page opens, the focus is on PO#000010. 

The currently selected document is indicated here as elsewhere 

throughout Anthology by the small tick mark in the leftmost 

column of the grid. 

2. Click on the Details page tab to see the details of this purchase 

order.   

From the EO Sent field in the header, we can see that this order was placed electronically.  

Looking in the Notes, we can see that PO#000010 was created as the result of a cascaded EO at 

some earlier point.  

On the grid of purchase order details, we can see how the receiving memo has already been 

updated with information gleaned from the Baker & Taylor electronic ordering confirmation file.  

We can see, for example, that while most of the items on the order will ship in full, the first one 

shown, Human Clay (ISBN 6306864504) was not available and has been backordered. 

Remember from the discussion of POs above that you tell your vendors whether 

back orders are allowed or not on the POs screen before you send your 

electronic order. 

When the order arrives, if there are no exceptions you can simply post the receiving memo as it 

stands using the F12 Post button. All On Hand and On Order numbers get 

updated correctly, and information that Human Clay is on back order is saved 

away as well.  

Before going on to Quick Receive, let’s see how Anthology helps you manage your special orders 

and other customer back ordered items at this crucial juncture.  Please take the following steps: 

1. Open the Inventory Control | Receiving screen, and select PO#000010 by double-clicking 

on its line to see the Details page, if you don’t already have it open. 

2. Click once with the mouse on the column heading labeled CBO  

When you do, the display will sort with items with 

CBOs at the top:  

3. Click on the CBOs tab on the InfoPanel on the bottom of the screen (or just press Alt-C). 

4. Select the item with an associated CBO in the grid above, ISBN 037540516X. 

You will see detailed information about the customer, including contact information like phone 

number, as well as any notes associated with 

the CBO.  To see the full note associated with 

this special order, just click on the Assistant 

control in the Note column on the CBO tab 
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display.    

5. Click on the line for Diane Vance, if you have not done so already. 

Because this customer has her email address on file with us the email icon on the 

toolbar lights up green:  

6. If you have the option, click on the green email icon on the toolbar. 

7. Click on the Template box at the bottom left of the message screen and select Special 

Order notification.  Then click on the Generate 

button.  You will see editable email that looks 

something like this: 

 

 

 

 

 

 

 

 

 

 

 

You can edit individual emails like this one if you like; and you can also redefine 

the email templates themselves on the Email Templates screen on the Master 

Files menu. 

Or perhaps you prefer to phone your customers when their special orders arrive.  To do so: 

1. If you still have the email message screen open, close it by press the Esc key or clicking 

on the F9 Cancel button.  

2. Click on the F11 Print button or just press the F11 function key on the keyboard.   

3. Choosing CBO Info 

from the list of 

options will 

generate a compact 

list of crucial 
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information about each CBO on the order: 

 

 

 

 

 

 

 

 

While we’re here, you might want to note a few other printing options: 

 The Receiving Memo is a paper document detailing everything about what was 

received on this shipment.  Although all this information is stored and readily 

accessible in Anthology, some booksellers still like to have a paper copy.  

  

  

 The Receiving 

Worksheet can be 

marked up by your 

receiving clerk to make 

the process of 

receiving easier 

 

 Barcode Labels can be 

printed to sticker merchandise that does not come printed with a scanable 

barcode. 

 SPO Wrappers print with a special barcode that makes it easy for clerks at the 

front counter to process the pickup of special orders. 

Quick receiving 
Now let’s take a look at another tool for receiving built into Anthology, Quick Receive.  Quick 

Receiving is a good tool for all receiving, but it especially shines in the following situation.  It is 

not uncommon for vendor shipments to include items that were originally on different POs.  

Nevertheless, all the items shipped are grouped together in a single shipment on a single 

invoice.   

Here’s how it works: 
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1. Please close any Anthology screens you may have open, and then choose Quick Receive 

from the Inventory Control menu. 

2. Click on F4 New QR 

3. Let’s suppose we are receiving a shipment from Baker & Taylor.  Enter baker in the 

Vendor field and press Enter.  When the Vendor Assistant screen opens, press F12 to 

select Baker & Taylor. 

4. The cursor should now be blinking in the ISBN/SKU field, 

which should have a pale green background color.  The 

green ISBN/SKU field is used throughout Anthology to indicate that you are in scan 

mode. 

Scan mode is a method of data input optimized for use with a barcode scanner 

which greatly reduces the amount of keyboard data entry that must be done, 

leaving both hands free to scan and handle books 

5. Quick Receive is optimized for use with a barcode scanner.  Since you probably don’t 

have one of these devices available, we will have to simulate its behavior.  You can do so 

by keying in 188539456X and pressing Enter. 

6. When you do, the item is added to the Quick Receive memo grid above.  Please note the 

OrigPO column, which shows that this item was originally on PO# 

000004.   Note also that the Recd (Received) column shows 1. 

7. Let’s receive a second copy of the same book.  Once again, key in 188539456X and press 

Enter.  If you look closely in the grid, you’ll see that the Recd quantity has changed to 2. 

Of course, keying in ISBN numbers in this way is not particularly fast.  But you can easily see that 

with a bar code scanner in hand, you or your employee can go through a pile of books in a hurry. 

8. Now let’s add another book from another PO.  Key in 0060394420 and press Enter.  The 

item is added to the grid with a quantity of 1 but with PO# 000005 shown in the OrigPO 

field. 

When we post this Quick Receive, both PO# 000004 and PO# 000005 will be updated to reflect 

the fact that these books were received.  If a PO is completed as a result of Quick Receiving, its 

status changes to Complete. 

You can see that Quick Receive simplifies receiving, making what was a relatively skilled and 

time-consuming task one that can be performed by almost anyone, in very little time.   
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Overstock returns 
Efficient inventory management is not just about ordering and receiving the books you want.  

It’s also about trimming out the deadwood—sending those books that haven’t sold back to your 

vendors, thereby generating valuable credits that reduce your accounts payable obligations. 

Let’s begin by taking a look at how to create an Overstock Return memo in Anthology.  To do so, 

please take the following steps: 

1. Close any Anthology screens that you may have open. 

2. On the Inventory Control menu, choose Overstock Returns. 

3. The Overstock Returns screen will open on its List page.   

The Overstock Returns screen is almost identical to the Purchase Order and the Receiving 

screens and functions much the same way.  

Anthology uses a consistent interface throughout that conforms to familiar 

Windows standards.  This approach makes it easier for you and your employees 

to learn to use the program. 

4. On the List page select return invoice #000002 and click on the Details tab. 

8. In the ISBN/SKU field enter 0023150602 and press Enter. The cursor will move to the 

Qty field. If you look down at the InfoPanel at this point, your will see that the On Hand 

field to right shows you have 12 on hand. Let’s return all copies of this book. In the Qty 

field, enter 12.  Press Enter. 

Some vendors require that a list be sent and permission granted before books 

can be returned.  When the “Vendor permission required” field is checked  and 

the return memo is posted, Anthology puts the quantities set aside On Hold until 

permission is granted and the books are 

actually sent out to the vendor. 

9. The cursor will move to the Reason field.  We can choose here from a list of possible 

reasons to return this book.  Click on the Reason field and 

select OVR (Over Stocked) as the reason for the return.  Press 

Enter.  

10. The cursor will now move to the Invoice field.  Many 

vendors will provide better terms if the bookseller can 

specify the vendor invoice number and date on which this 

book appeared.  Fortunately, with Anthology you have this information at your 

fingertips.  Move to the InfoPanel and select the Invoices tab. You should see three 
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invoices that this book was received on. Let’s select Return Invoice 4000-10 from the 

list. Right click and choose “Associate this Invoice” or simply double click the line.  

11. Please note the Del checkbox.  If you select this option, then the book in 

question is not only returned to the vendor, but also removed from your 

Anthology inventory.   

Click the Enter line button.   You can now experiment with adding more lines to the return 

memo if you choose.  When you are ready to move on, please press Esc to close the screen. 

Auto-generating overstock returns 
Creating a return memo as described above is quick and easy if you have a pile of books you 

know you want to return.  Sometimes you will want to use the power of Anthology and the rich 

data store it has accumulated about your inventory to suggest items for return.  The Generate 

Overstock Returns screen does just that.  To see how, take the following steps: 

Choose Generate Overstock Returns from the Inventory Control menu. 

Return Invoices can be merged with other Return Invoices to pad shipments and reduce costs. 

 

 

 

1. As with the Generate Purchase Orders screen, we can make the focus of this operation 

as wide or as narrow as we choose.  For 

example, we could choose to thin a given 

subject category by selecting it in the Sections field.  Or we may choose to return to a 

particular vendor to improve our payables status with them.  Let’s do a return to Baker 

& Taylor.  In the “Return to” section let’s select the “One Vendor” option. Click on the 

ellipsis button  and choose Baker & Taylor from the Vendor Assistant. 

2. In the section labeled “Vendor Source”, select the All Vendors option.  This means we 

will be considering books from all publishers for return to this distributor. 

3. We won’t be defining a return window at this time, so we can leave the fields in the 

“Return window” section of the screen blank.  

You can define your vendor’s return window (the period, usually defined in days, 

during which a title can be returned at the best terms) on the vendor’s master 

file record.  The Auto-generate Overstock Returns screen 

can use this information to define which of your books are 

eligible for return.   

The Auto-generate Overstock Returns screen can use 

either of several options for deciding which books should be returned: 
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 It can select for books that have not sold since a certain date (while filtering out recent 

arrivals) 

 It can compare the current on hand quantity with a requirement based on sales history 

 It can compare the current on hand quantity with a Max (maximum) value defined on 

the inventory screen 

You can also define your own conditions for selecting books for return by using 

the powerful Query feature described elsewhere in this manual. 

4. Let’s choose the “On hand > Max” and “Reduce to Max” options. 

 

5. Press the F12 function key to run. 

6. Answer Yes to confirm that you want to generate Return Invoices. 

7. Click OK on the “Process Complete” message box. 

8. Click F9 Cancel to close the Generate Overstock Return screen. 

Let’s take a look at the newly created Return Invoice.  To do so, please take the following steps: 

1. Choose Overstock Returns from the Inventory Control menu.   

2. Locate the newly created Return Invoice. It should be #000003. If not, it will have the 

current date listed as the creation date. 

3. Click on the Details tab.  

4. In the grid, click on the line with the title Geography Club. The program has suggested 

that we return 16 copies of this title.  As we can see from the Inventory tab on the 

InfoPanel, we currently have 26 of this title on hand.  By returning 16, we will reduce the 

on hand quantity to 10—the Max value which has been established for the title on its 

master file record.  Of course, you can edit this or any other record on the return memo 

before posting. 

5. To see more detail about this title, including 

its Min and Max settings, click with your right 

mouse button on the title in the grid, and choose 

Edit Inventory from the shortcut menu that 

appears.  

Anthology uses shortcut menus throughout the program to give you 

fast access to important functions.  In this case, the Edit Inventory screen allows you not 

only to see more detail about the current record, but also to make changes to it. 
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6. Click F12 to post our changes.   The program will offer you an opportunity to print if you 

have done so already.  Choose No. 

7. Close the screen. 

We have only scratched the surface of this versatile and powerful tool. A complete discussion of 

this screen can be found in the Anthology help system. To view this please select the Help menu 

option and locate Using Anthology | Inventory Control | Overstock Returns | Auto-generating 

Overstock Returns.  

 

 

Other inventory control tools in Anthology  
In addition to purchasing, receiving, and managing overstock returns, Anthology provides you 

with a number of other tools to manage your inventory.  Here are a few other screens also 

found on the Inventory Control menu: 

Transfers in and transfers out 
Merchandise can come in and out of your inventory without passing through a “normal” process 

like sales, receiving, or overstock returns.  For example, you may receive promotional copies of a 

book at no cost; or you may make a donation of merchandise to a local library or charity.  In the 

former case, the Transfers In screen lets you specify the items and quantities you are adding: 

 

 

 

 
In the 

same 

way, the 

Transfers Out screen helps you track stock that is leaving the store without having been sold or 

returned to a vendor.  A useful application is the case where you want to restock a book fair 

currently in progress: 

 

Physical inventory 
Making sure that your on hand quantities are 

correct is essential.  Shrinkage, mistakes, and 

other factors can all result numbers that are 

incorrect.  Many retailers’ business rules 

require that they periodically count their 

inventory for accounting and other purposes.  



Transfers 

57 

Anthology’s built in Physical Inventory module makes the task of counting your books as easy as 

it can be, with support for small, portable scanners, partial inventories, etc., as well as a wizard 

to guide you through the creation of the physical inventory. 

Anthology has portable scanners suitable for taking physical inventories for rent 

or sale.  Please contact Anthology Sales for details.   

Master files 
Anthology’s master files store essential information about your inventory, customers, vendors, 

and a number of other important business entities.  All the Anthology master files are available 

for viewing and maintenance on the Master Files menu.  

 

All the master files screens share certain features: for example, each 

has a List page and a Details page.  Some, like the Inventory screen, 

also have a number of other pages offering information on sales 

history, POs and PO history, overstock returns and so on.  Many have 

links allowing you to “drill down” for more information about 

purchase orders, special orders and the like. 

 

The Inventory screen 
The Inventory master file screen is one of the system’s most 

important.  To begin exploring it, please take the following steps: 

1. Choose Inventory from the Master Files menu.  The screen 

will open to the List page. 

At the top of the page is a header area with essential details about the current record.  Below 

the header, a row of tabs allow you focus in on specific aspects of your inventory, such as Sales, 

POs, CBOs and the like: 
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When you first open the Inventory screen, you will be on the List page.  The List page presents a 

sortable list of your entire inventory.   

2. Click once on the Title/Description column 

heading.  When you do, the heading will show as 

italicized, and the titles will sort in ascending 

order. 

3. Click again on the Title/Description column 

heading.  The heading will show as underlined, 

and the titles will sort in descending order.  

4. Try clicking and sorting on some of the other 

columns, like Author.  Note that they all behave the same way: 

you can always choose either ascending or descending order, and 

you can always move around in the list by using the type-ahead 

feature.  

In addition to sorting columns, you can also resize them and even change the 

order in which they appear in the grid.  Anthology remembers your preferences and 

restores them the next time you 

open the screen  

Sorting and using the type-ahead 

feature is a quick and intuitive way to find an item, but sometimes you will want the power of a 

more robust search.  

The Search field, 

located at the bottom 

of the screen, allows you to search by keyword, title, author, ISBN and even reverse ISBN—or to 

use Quick search, which includes all of the above.  

For most users of the program, the keyword search is the easiest and most-commonly used 

search.  With a keyword search you can enter any combination of words (or part of words) from 

the title, in any order.  To try the keyword search, do the following: 

1. Click once in the long field at the bottom of the screen, below the caption “Search 

by:”  

 

 

The field will show a coral color that means it is ready to accept a search. Quick search should be 

selected by default.  Suppose we want to find David Sedaris’s book When You Are Engulfed in 

Flames. 
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2. Enter the following: YOU FLAMES and press Enter.  The grid displays with When You 

Are Engulfed in Flames as the selected item. 

The use of the Author and ISBN searches is apparent.  The Reverse ISBN is not as obvious, but 

very useful in this ISBN-13 world.  To see it in action, take the following steps: 

1. Click on the Reset button to get ready for a new search. 

2. Enter 004 and press Enter.  The display will show those items whose ISBN/SKUs end 

in 004.  Entering 

more numbers will 

result in a smaller 

and more accurate 

search result. 

If you want to specify that only keywords, author names, titles, or reverse ISBN numbers be 

searched, simply select the search type desired by clicking on it. 

In addition to the keyword and other searches, you can create complex 

searches and queries by using the Construct a Query function on the Inventory 

screen Actions menu described below. 

Now that we’ve explored the List page, let’s take a look at some of the information available on 

the Inventory screen.  Please take the following steps: 

1. Click on the Reset button to clear your last search, if you have not already done so, and 

select the Keyword search again.  Enter ROSSL and press Enter.   

You should see two records for Rosslyn: Guardians Of The Secrets Of The Holy Grail.  One, 

ISBN/SKU 0007133073-03, is a used copy of the title.  We’ll discuss used books in more detail 

below.   

2.  For now, please click on the line for ISBN/SKU 0007133073, the new, unused version of 

Rosslyn: Guardians Of The Secrets Of The Holy Grail.   

3. Click on the Details tab. 

Let’s take a look at some of the features of the Inventory screen, starting with the header area 

at the top.  In the topmost left corner of the screen are a series of identifiers for your items.  As 

shown in our demo data, the ISBN is given as 0007133073.  Immediately below in the Alt ISBN 

field we see the ISBN-13 equivalent form, 9780007133079. 

Anthology switches freely between ISBN-10s (still the predominate form found 

in the bookselling world) and the newer ISBN-13s.  We have referred mostly to 

ISBN-10s in this manual simply because they are easier to type.  If you would like to see 

the data with ISBN-13 as the primary form and ISBN-10 as the Alt ISBN, you can do so 

for this book by choosing Make ISBN-13 Primary from the Actions menu; or you can 

globally change the entire inventory from the Options screen.      
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The third identifier available is labeled Item/UPC .  This field is available for the cases when, as 

often is the case with non-book 

merchandise, the barcode printed on 

the packaging encodes a UPC number 

instead of the manufacturer’s own identifier.  This field lets Anthology recognize a scan at the 

Cash Register, while reserving the primary identifier (used on POs, etc.) for the vendor’s SKU. 

You can assign a web price distinct from the standard retail price, as 

well as the list price that is used on POs and other vendor invoices.   

You can also manage more complex pricing allowing for multiple units of measure (UOMs).   

4. Click on the 

UOMs/Prices tab. 

UOMs allow you to buy by 

the box and sell by the 

card (or to sell by the box 

or by the card).  (For more information on UOMs and how to use them, see the topic “Setting Up 

Units of Measure” in the Help system.) 

5. Click on Details to return to the Details tab. 

Inventory items can be assigned a Department 

(Books, Toys, Café, etc); two Sections (Religion, 

History, etc) and a Media value (paperback, 

hardcover, e-book, etc).   

 Departments, Sections, and Media are user-defined, so that you can categorize 

your store’s inventory in a way that makes sense to you. 

Books that are on reserve (held for special order pickup, committed on a customer order, 

waiting to permission to return, etc.) are shown as On Hold.  These are 

deducted from the quantity owned (“On Hand’) to show the quantity 

Available for sale.  

Looking down on the Details page proper, we find key dates:  

 The date the record was created 

 The publication date for the book 

 When it was first received 

 When it was last sold 

 When it went out of stock 
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Detailed information about the last receipt of the book is also available, including date, cost, 

discount received, vendor, and invoice number. 

For more detailed information on the purchasing history of this item: 

6. Click on the POs tab   

7. Check the box labeled ‘Shipments’ at the bottom of the screen  

A sortable list of all shipments including this book shows in the grid. 

You can, if you 

choose, see the whole 

receiving memo 

associated with each 

of these shipments.  To do so, please take the following steps: 

1. Right-click with your mouse on the first line, the Baker & Taylor shipment associated 

with PO #000008. 

2.   Choose Go to Parent from the shortcut menu 

that appears.  

3. You will be taken to the receiving memo that 

documents this shipment, with the line item you are researching selected.  When you 

are done looking at the RM, press Esc to close the Receiving screen and return to the 

Inventory screen. 

Depending on the checkbox selected on the POs tab, you can view draft POs, 

open POs, or all types of PO activity. 

4. When you close out the Receiving screen, you will be returned to the 

Inventory, POs page.  Click on the Details tab.   

 

At the bottom right of the Details page, you can see summary 

information about the sales history of this item.  

 

The figures you actually see in this display will vary according to when you run 

the software. 

Once again, we can get more detailed information elsewhere on the Inventory display.  To do 

so: 

1. Click on the Sales tab. 

2. The Sales page shows information about sales in both spreadsheet and graphic form, on 

either a weekly or a monthly basis.   
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There are many other ways to get sales historical information which we’ll be discussing below.  

For now: 

3. Click on the Details tab to return to the Details page of the Inventory screen. 

Continuing our exploration of the Inventory Details page, we can note three user-definable 

fields at the bottom of the page.  While the Inventory screen has fields to 

store most kinds of information that most booksellers want to track, it 

also allows for the possibility that users will want to create their own 

categories of information.  For example, you might want to track which of 

the newsletters from your regional booksellers’ association a title 

appeared in.  In that case, we would want a field labeled “Regional newsletter” or something of 

the sort.  To see how we would create such a field, please take the following steps: 

1. Close the Inventory screen, either by pressing Esc or by clicking on the X in the upper 

right hand corner.   Also close any other Anthology screens you may have open (but not 

the Anthology application itself). 

2. On the Tools menu, choose Options. 

3. Click on the tab labeled “UDF”.  

The UDF page allows us to specify the names we want to use for user-definable fields on the 

Inventory, Customers, and Vendors screens.  The cursor should be blinking in the “User defined 

field 1” field under Inventory.  

4. Press Ctl- A to highlight the contents of 

this field, and then assign a name of your own choosing to the user-defined field: for 

example, “Regional newsletter”.   

5. Press F10 to save your changes, and then Esc to close the Options screen. 

You will be warned that you must close and restart Anthology for your changes 

to take effect.  In a real, production environment we would take this step, but 

today we can ignore it. 
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6. Return to the Inventory screen by choosing Inventory from the Master Files menu. 

The focus should still be positioned on the record we were looking at when we 

last closed the Inventory screen.  Anthology “remembers” this kind of 

information about selected records and documents to make it easier for you to pick up 

where you left off. 

7. Click on the Details tab.  You should see the label you assigned 

on the Options screen now attached to the first user- defined 

field.  

You can use the information stored in the user-defined 

fields in sales history reporting, queries, and other 

reports. 

There are a number of other noteworthy fields on the Details page (publisher and vendor 

information on the left, web information on the right), but let’s take a look at some of the other 

pages on Inventory screen. 

1. If you are still on the record for Rosslyn: Guardians Of The Secrets Of The Holy Grail 

simply click on the Inv Hist tab.  

If you are on another record, click on the List tab and make sure Keyword search 

is selected.  Type in ROSSL and press Enter.   Then choose the Inv Hist tab. 
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The Inv Hist (Inventory History) shows just what its name suggests: all the Anthology 

transactions that have affected the On Hand quantities of this item.  You can focus in on one 

type of transaction by choosing Sales or one of the other checkboxes at the bottom of the 

display, or you can use All (the default) to see all types of transactions.  

 

Other Inventory screen pages worth exploring include: 

 Returns shows overstock returns history, including draft, open, and completed return 

memos. 

 CBOs shows information on all customer back orders, including special orders, for this 

item. 

 BFs shows information about all book fairs containing this item. 

 The Copies page is enabled when the optional used book module is in use and is 

discussed below in connection with used books.  It shows on hand and sales history 

information about all the serialized copies of the current title. 

Some special Inventory screen functions and actions 
Cloning Inventory records 
Fetch and Quick Inventory Add make adding new books fast and easy.  But what about adding 

large numbers of non-book items?  There are no standardized external databases of toys, cards, 

and other such items.  Anthology’s Clone function can help. 

Let’s suppose you entering a line of cards produced by a local studio.  Take the following steps: 

1. Go the List page on the Inventory screen, if you are not already there. 

2. Select the Keywords search, key in DOWN CARDS, and press Enter. 

3. Click on the Details tab. 

You should see the record for SKU #AC-203, Downtown historical photo cards, from Oakville 

Designs.  Let’s suppose we want to add some more items from the same line.  Most of the 

particulars of these items—the vendor, 

probably the price and description—will 

be the same or similar.  We should not 

have to re-type all this information! 

4. On the Actions menu, choose “Clone this record”. 

You will now have a new record which is an exact copy of the original, except that the ISBN/SKU 

field is blank.   

You can now enter a new SKU for the 
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new item, tweak the description and other information as necessary, and save your changes.  

You’re ready to create the next item in the series. 

Merging records 
It sometimes can be useful to merge Inventory records.  Suppose for example that you have 

stocked Frommer’s England 2008.  Now it is being replaced by Frommer’s England 2009.  You 

won’t be carrying the 2008 edition any longer; but you would like to carry its sales history and 

other information forward to the new edition.  To do so, take the following steps: 

1. Open the Inventory screen from the Master Files menu. 

2. Select the Keywords search if it is not selected already, and enter ENGLAND 2008 in the 

search field.  Press Enter.  

 Frommer's England 2008, ISBN 047013819X, will be selected. 

3. Open the Actions menu and select “Merge this record with another”. 

4. You will be asked for the idInv of the record you want to merge this one into.  Enter 

1706 and then press F12. 

The sales, purchasing and other history of Frommer’s England 2008 will now be associated with 

Frommer’s England 2009.   

The Customers screen 
The Customers screen on the Master Files menu is the central repository of information about 

your customers.  You can easily get information about every aspect of your customers’ business 

with you, including sales history, frequent buyer club status, special orders and the like.  You can 

also get information about groups of customers by using the Construct a Query tool on the 

Actions menu. 

To explore the Customers screen, please take the following steps: 

1. Select Customers from the Master Files menu. 

Click on Master Files, then Customers if you prefer using the mouse; or simply 

press Alt-M, then R to open the Customers screen.  All Anthology screens and 

most Actions can be opened using keyboard shortcuts in this way. 

The Customers screen will open on the List page.  You can search for customers by their last 

name, by a customer code, by their full phone number, or by the last four digits of the phone 

(very effective).   

You can specify on the Options screen which 

search should be pre-selected as your default 

search.   

2. Let’s look at the record for Sue Brown.  Since the customer search is already set to 

search by last name, simply key in Brown and press Enter twice.   
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3. Click on the Details page or enter Alt-D to see the details for this customer. 

4. As you can see, there is space here for important information, including: 

 Full billing and shipping address information, including phone and fax numbers and 

an email address. 

If you have listed an email address for your customer and if you have Microsoft 

Outlook installed, you can send emails to your customer directly from within a 

number of Anthology screens, using templates that you can customize and edit.  Please 

see the discussion at p. 37. 

 A discount schedule can be specified here and will automatically be selected when a 

sale is made to this customer.  

 A tax profile can also be specified and is applied by default on new sales.  

 A note of any length can be added.  

 As on the Inventory 

screen, there are three user-defined 

fields for your use.  

 You can specify whether or not a customer is to be included on your mailing list. 

 Customers can be categorized by Type.  The list of Customer Types is 

maintained by you; and sales history can be reported upon by 

Customer Type.  

Other pages on the Customers screen 
The Sales page 
The Sales page provides summary information about the current customer’s sales history in 

both spreadsheet and graphic form.  To view the Sales page: 

1. Click on the Sales tab; or press Alt-E. 

The Sales page shows a number of important metrics in a spreadsheet-style 

display, including units, dollars at retail, dollars at cost of goods sold, margin 

expressed in dollars, margin expressed as a percent value, and markup 

expressed as a percent.   

The display shown below graphs the currently selected row.  For example, if you 

click on the Margin % row, the area below will graph Margin %.  You can also view sales history 

by month or by week.  To change to see weekly data: 

2. Click on the radio button labeled “Weekly”.  To return to a month-by-by month view, 

click “Monthly”.  
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The Inv Detail page 
The Inv Detail (Inventory Detail) page shows all sales history for the current customer in detailed 

form.  To view the details of Sue Brown’s purchases, returns and other transactions, click on the 

Inv Detail tab.  

The “CR sales” (Cash Register sales), “CO 

sales” (Customer Order sales), and “SPOs” 

(special orders) checkboxes should be 

selected by default.  If they are not, please 

select them and check “Save settings”. 

Examples of each type of sale can be seen in 

the display. 

The Buyer Clubs page 
The Buyers Club page lists all the Frequent Buyer Clubs this customer is enrolled in, with their 

current and cumulative balances. 

The Trade Credits page 
If the optional used books module is installed, this page displays all transactions involving trade 

credits.  Please see p. 78  for more on this page and trade credits generally. 

Reporting and access to information 
Reports are essential.  Anthology provides you with literally dozens of different reports, many 

highly customizable.  It also provides information in a form that can be used—not just as printed 

reports, but also as graphs, spreadsheets, pdf files and other formats.   

We’ll begin by taking a look at the Sales History Report in some depth, so you can get a feel for 

how Anthology’s reports work.  Then we’ll look at the powerful custom report-creating 

functionality of Inventory, Customer, and Vendor queries. 

The Sales History report 
Without a doubt one of the most useful and powerful of Anthology’s reports is Sales History.  

With the Sales History report, you can: 

 Report on any range of sales history by date or even by time of day 

 Filter by department, section, customer, vendor, user defined fields, and many 

other options 

 Specify sorts with sub-totals up to three levels deep 

 Print in a variety of formats 

 Export reports to a spreadsheet or Anthology purchase order. 

 Use special bestseller, slow sellers and other options 
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Let’s take a look at what the Sales History Report can do.  To do so, please take the following 

steps: 

1. Open the Sales History report from the Reports menu.   

When the report form first opens, it should be set to report on a range of recent dates.  (These 

dates may vary, depending on when you installed the program.)   

2. Let’s change the ending date for the report.  To do so, please 

click on the ellipsis control  to the right of the later (“To”) 

date field.  

3. The Anthology Calendar control should open.  Let’s change the 

“To” date to today’s date by clicking on the Today button on 

the control, and clicking OK.   

You can even specify a given time of day for the beginning or ending period of 

the report.  This can be useful with quickly turning items, when you want to 

restock for all the merchandise sold since the last PO was created. 

The report should be set to sort first by Source (e.g., Cash 

Register, Web orders, or Book Fairs).  If Source is not 

selected as the Primary sort, or if you want to pick another 

category to sort on: 

1. Click on the down-arrow button    to the right of 

the Primary Sort field to pick from a list of sorts. 

 

2. The Secondary sort should be pre-set to Department.  If not, or if you prefer a different 

sort, you can change the selection as described above.   

3. Check the Total boxes next to each sort, so that we can see sub-total values on our 

report.   

4. Click on the Save Settings checkbox in the lower right corner of the screen.  This makes 

it easier to go back adjust our settings as we try to get a report just right. 

5. To run the report, click on the Print button at the bottom of the screen. 

The Print Report screen will appear.  You can choose “Report to printer” to send the report to 

your attached printer, or “Report preview” to see what the report will look like without actually 

printing it.  The 

Print Report 

screen also offers 

a number of options 

for exporting your 

reports, as we will 

see below. You 
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can choose “Report to printer” to send the report to your attached printer, or “Report preview” 

to see what the report will look like without actually printing it. 

6. For now, let’s choose “Report preview”.  Select that option, and click on the Print 

button. 

7. A preview of the report will appear on screen.  You can use the <Page Up> and <Page 

Dn> keys to navigate through the report.  When you are finished viewing the report, 

click on the red X in the upper right corner of the preview window.  

 

 

 

 

 

 

 

 

 

 

 

You should be returned to the Print Report screen.  Let’s explore some further possibilities: 

1. Please choose the “Output to” option.    

 

As you can see, you can send the report to a pdf file or 

an Excel spreadsheet, or even to a Anthology Purchase Order. 

 

Most Anthology reports and documents will have a similar set of Print options.   

2. Press Esc to return to the Sales History report screen 

As you can see, the Sales History report is highly customizable: not only in terms of the data 

reported upon and the format of its presentation, but also what you can do with it. 

An Anthology reports sampler 
The Sales History report is just one of the many customizable reports built right into Anthology.  

Here’s a sample of the other reports you can find on the Anthology Reports menu: 
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A/R Sales Summary report 
The A/R Sales Summary Report allows you to see those sales made on account to a customer: 

 

 

 

 

 

 

Customer Back Orders report 
The Customer Back Orders report can report on one customer or all customers; on customer 

order back orders or special orders only, or both.  

 

Daily Sales report  
The Daily Sales report gives a quick snapshot of the day’s sales.  Sort by vendor, section, ISBN, 

etc.; 

 

 

 

 

 

 

 

Inventory Status report 
The Inventory Status report can produce a wide variety of reports, including total value 

of inventory at both cost and retail; out of stock books, on order books; books received 

after a certain date, etc.  
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Purchase Order Status report 
Report on draft POs, open POs, or completed POs.  Report shows quantities and dollar values at 

both cost and retail.  

Filter by vendor, 

department and PO 

status.  

 

Overstock Returns 
report 
Track overstock 

returns; filter on draft 

returns, open returns 

(out to the vendor for 

approval), or 

completed returns.  

Reports show either 

summary or details, 

with units, value at 

cost, and value at retail.  

Historical Ztapes report 
The Historical Ztapes report allows you to reprint Ztapes for any day or any range of days; useful 

for sales tax reporting, credit card tenders reporting, and research.  

Receiving History / Co-op report 
The Receiving History / Co-op report can be used to report on totals received from any given 

vendor; it also can be used to generate direct and indirect totals for any given publisher (i.e., 

totals of a given publisher’s books purchase directly from the publisher and indirectly through 

distributors); these numbers will show the size of the co-op pool 

for the publisher 

 

Hourly Sales Graph 
The Hourly Sales Graph report shows averages in terms of average number of sales, 

average amount of sale, and total 

dollars per hour for any specified 

range of dates.  Very useful for 

planning staffing. 



Reports 

72 

Comparative Sales History report 
The Comparative Sales History report makes possible the comparison of year-over-year 

comparisons of a given department, section, or media type 

 

 

 

Business Center 
The Business Center provides a central focal point 

for tracking every aspect of your business: inventory 

levels, sales, receiving, and more 

 

 

 

 

 

 

 

And dozens of other reports, including Daily Sales, Inventory Levels, Used Books, Sales and 

Returns, Gift Cards, New Books, On Order, Sales and Receiving Analysis, and Book Fairs. 

 

Creating your own reports with queries 
Anthology has a wide variety of reports, able to provide information on every aspect of your 

business.  It also provides tools to let you create your own reports, and to create data sets that 

you can work with in a variety of ways: Queries. 

To see how Queries work, please take the following steps: 

1. Close any Anthology screens you may have open. 

2. Go to the Master Files menu and choose Inventory. 

3. From the bottom of the Actions menu, choose Construct a Query. 

You can also open the Inventory screen by clicking on the books icon  on the 

toolbar. 
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The Query screen will open.  On the Query screen, you can define the conditions that define the 

set of records you want to work with.  Let’s create a simple query that will show us all our used 

books currently in stock. 

1. Click in the “Used” checkbox in the lower part of the screen to select it.  

2. Click in the “On Hand” checkbox in the upper right.  

3. Since we want to see only those titles we actually have on hand, click in 

the operator control just to the right of the OnHand checkbox. A 

display of operators will drop down.  

4. Choose the “more than” symbol second from the top: 

  The OnHand control should now look like this. 

5. Click on the F12 Run button at the bottom of the Query screen. 

6. You will be asked if you want to name and save the query.  Since this is a query we will 

often want to use, answer Yes. 

7. The Save Query screen will allow you assign a name to this query to make it easy to find 

and run again in the future.  Let’s call this “Used books on hand”.  Click on OK. 

At this point, we are returned to the Inventory List page, with only those items that met the 

conditions of our query showing.  Note that the title bar of the Inventory screen shows us that a 

query is in force.  

Note that we can work with these records just as we ordinarily can work with 

records on the Inventory List page.  For example, we can select “Flag for Update on 

Web” from the Actions menu.  We can Reassign Department, Section, and other values 

for one or all of these records (for more on Reassign, please see below in the Anthology 

Toolbox section).  With a different selection of records, we could send them to a PO or 

to a return memo, or even delete the records.  More than a simple printed report, 

Query gives you a set of live records to use in any of many ways. 

Of course, we can print a report about this selection as well.  To see some of our options here, 

please take the following steps: 

1. Choose F11 Print. 

2. The Report Format screen will appear, allowing us to define how our report should look.   

3. We can begin by defining the fields we would like to see on our report.  In the “Fields to 

include” section of the screen, locate and click on “ISBN/SKU”.  

4. Now click once on the right-pointing arrow-head 
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button between the two windows.  

“ISBN/SKU” will be moved from the 

left window to the right.  

5. Back in the “Fields to 

include” window, locate 

and click on “Title/Description”.   

6.  Click on the arrow control  once more.  “Title/Description” will be moved to the 

right window. 

7. In the same way, select Author, Department Code, Media Code, and Section1 Code, and 

any other fields you might like to see.  Finally, double-click on “On Hand” to select it as 

well. 

Sometimes you will want to shorten a 

field’s default width so that all your 

selected fields will fit on a single line in a 

report.  You can do so using the Field Width 

control to the right of the screen. 

8. Click F11 Print. 

9. You will be given the option to name and save the format.  If we give it the same name 

as our query, “Used books on hand”, then the next time we run the query the report 

format will be automatically selected.  Click OK. 

The Print dialog will come up, allowing us to either send the report to the printer, to preview the 

report, or to send the report to a file in any of several formats. 

As you can see, Query is a powerful tool for creating your own custom reports and exports, as 

well as for working with sets of records you define.  In addition to the Inventory Query, there 

are also Construct a Query options available on the Actions menu for the Customers and 

Vendors master file screens. 

10. When you are done experimenting with Query, keep pressing Esc to return to the main 

menu. 

Optional modules 
Used books 
Used books are becoming more and more important for booksellers.  Even stores that primarily 

sell new books are finding that adding used books to their inventory can improve their sales and 

their margins. 
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Anthology's optional used book module provides a suite of powerful tools for booksellers.  With 

the used book module, you can: 

 Get real-time information about sales history, online pricing, and availability, enabling 

you to make the best decisions about buying used books 

 Track and price each individual copy of a given title as a "serialized" record.  See on hand 

and sales information for all serialized records sharing the same ISBN. 

 Track customer requests ("wants"), and receive notification about potentials wants 

when you consider whether or not to buy a title 

 Upload some or all of your used books to online marketplaces like Amazon or Alibris, or 

to services like Fillz 

 Issue, track and accept as payments trade credits 

Buying books 
Making good decisions about which books to buy and what to pay for them is crucial.  Anthology 

gives you key information about the books you are considering, including: 

 Onhand and sales information about any copies of a given title that you currently own 

or have owned, including sell-through dates 

 Real-time information about current pricing, availability, and sales rank from 

Amazon.com, the largest online marketplace for used books (requires Amazon sellers' 

account) 

 Information about outstanding customer requests for the book you are considering 

To see how the Anthology Book Buyer screen works, we will want to begin by doing some simple 

setup. 

1. After first closing any other windows within Anthology that you might have open, go to 

the Tools menu and choose Options. 

2. Select the tab labelled “Used Books / Remainders”. 

3. Enter values into “Cash buy price as a percentage of list” and “Credit buy price as a 

percentage of list” (for example, 20.00 and 30.00).  These can help serve as starting 

points for calculating the price you want to pay for a given Buy.    

4. Click on F10 Save.  A message will appear suggesting that you restart Anthology to see 

your changes.  In this case, a restart is not necessary. 

5. Exit the Options screen.   

6. Click on the Sales menu, and then choose Buy Books 

7. Click on the button labeled F4 New Buy.  The Buy Books screen is 

ready to enter books with the focus on the ISBN/SKU field. 
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8. Before we begin, please make sure that “Get web prices” is checked in the lower part of 

the screen.  If not, please check and check “Save Settings” while you are at it. 

Note that there is a Customer field at the top of the screen.  If your business model involves 

giving and tracking trade credits for customers, you would want to specify the customer here. If 

not, please skip to Step X below. 

9. To assign a customer, click on the Assistant button to the right of the Customer field and 

select Amanda Jean from the list that appears. 

10. The cursor will move to the Note field.  Press Enter one time to move to the ISBN/SKU 

field..  

Remember, entering an ISBN and pressing Enter in this way mimics the same 

behavior you would see if you scanned this book's bar code. 

11. If the coral focus color is not in the ISBN/SKU field, please put it there by clicking with 

your mouse.  Key in 0316043133 and press Enter 

The Quick Inventory Add screen will appear, showing the serialized SKU that will be assigned to 

this copy should you decide to buy it. 

5. Choose Save.  There will be a brief pause while information is gathered from the web on 

the ISBN you just entered.  

If you do not want or need this information, simply uncheck the "Get web prices" 

checkbox 

Let's take a moment to review the information we have at this point. 

At bottom of the screen is tabbed display known in Anthology as the InfoPanel.  The InfoPanel 

displays a variety of useful information about the current line item; there are InfoPanels for 

purchasing, receiving, overstock returns and many other screens. 

At the far right of the current, Inventory page of the InfoPanel, you should see information 

about offers of used copies of this title on Amazon.  Because the data is gathered in real-time, 

your display may differ from the one shown here, but will include: 

 The lowest price at which the title is currently offered on Amazon 

 The "Avg Low Price" -- really not an average, but the mean of the 10 lowest Amazon 

prices (using the mean instead of a true average prevents 

skewing by outliers like copies offered for $0.01 or $100). 

 The highest price offered 

 The Amazon sales rank 

You may want more detail about one or more of these offers.  To see that, simply click on the 

ellipsis button located the right of the Memo field. 
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Scrolling the window above the Amazon logo and 

disclaimer will let you see all of the details of all of the 

offers for this book.  

 

 

If you want even more detail, you can click on the link below the scrolling window to be taken to 

the main page on Amazon for this 

title. 

The same link is also available to 

the right of the ellipsis button on 

the InfoPanel page.  

6. When you are done reviewing the information on the Amazon Info window, just click 

the Cancel button 

Reading to the left of the display of Amazon information, you will see a spreadsheet-style 

display (a "grid") showing information 

about all the used copies of this title that you 

have already acquired, including their buy 

date, prices, sold date, and the number of days 

they took to sell. 

Finally, at the very left of the InfoPanel you can see a tab labeled Wants.  The fact that the 

Wants text is highlighted in red is your cue that you have recorded a request by a customer to 

be notified if and when you acquire a copy of this book. 

The Wants screen is maintained on the Master Files menu. 

7. Click on the Wants tab.  You will see a listing for our customer Larry Adams, who 

said on 3/17/09 that he was interested in the title.  

 

 

By this time we may have decided to buy this book, since it's both popular and wanted by one of 

our customers.  We need to decide how much we want to pay for this book and, optionally, how 

much we plan to sell it for 

The program suggests a Buy price as well as a Retail price to sell it at, depending on the percent 

values defined in the Used Books section of the Options screen.  Of course, you can adjust the 

buy and sell prices at the time of purchase.  To do so, please take the following steps: 

1. Click in the Buy Price field one time.  

2. Now you can enter a new price.  To make it $3.00, simply type 300 (no decimal needed) 

and press Enter 
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3. The Enter Line button now should have the dotted highlight. Press Enter once more to 

add the line  

To conclude the transaction, please take the following steps: 

1. Click on the F3 Payment button on the bottom of the screen or just press F3. 

A list of the pay types as defined in your Tenders screen will appear.  Let’s issue a trade credit to 

pay for this buy. 

When a customer has been identified for a buy and a trade credit is issued, 

Anthology will increment that customer’s trade credit balance.  When they next 

make a purchase, the trade credit can be applied as payment according to rules you 

define.  

2. Choose Trade Credit from the list of 

tenders, either by clicking in the checkbox next to “Trade Credit” or by typing the 

number 8. 

3. Press Enter to confirm the amount, and then Enter twice more. 

4. You will be given the opportunity to edit the transaction or to post (i.e., to complete) it.  

Press Enter to choose Post.   

A receipt for the transaction will print, and then you will be 

given the opportunity to print labels for the books you have 

purchased.   

If you choose to print labels, you will be given the choice of 

several pre-defined formats.  If you would like to view these 

labels without actually printing them, simply choose Preview on 

the print dialog. 

Serialized records 
With the optional used books module, you can track multiple copies of the same ISBN, assigning 

each its own price and tracking its 

buy and sales history.  The Copies 

page on the Inventory screen 

provides you with a convenient 

overview.  

Wants 

The Wants screen on the Master Files menu allows 

you to identify and track items that your 

customers have expressed in interest in 

purchasing.   
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When you buy a copy of a wanted title you will be notified; you can also print reports of all 

recently acquired books that match wants requests from your customers.  

 

Uploading items for sale on the internet 
Anthology allows you to upload your inventory to popular 3rd-party sites like Amazon, ABE, Fillz, 

or any other site that uses 

the standard UIEE or tab-

delimited formats.  You 

can control which 

inventory items get 

uploaded at the level of 

department, section, or 

individual inventory items; 

and you can choose to 

upload all eligible items or 

only those which have 

changed their on hand status since the last upload. 

Trade credits 
Many used book sellers offer their customers the option of trade credits rather than cash when 

buying merchandise.  Trade credits are good for your cash flow and good for repeat business. 

In Anthology, trade credits can be used as a payment type at the conclusion of a buy.  The 

amount of trade credit that each customer is entitled to is tracked on the Customers screen on 

the Master Files menu.  You can 

control how much trade credit 

can be used on any given 

purchase, and the program will 

show you how much trade credit 

is eligible for any given customer at the time of check out.  Trade credits can be given special 

sales tax treatment if your state’s laws allow this. 

 

Using the training data for my store 
Overview 
During this training session we have been using a fully functional copy of Anthology and a 

sampling of data that is typical for most independent bookstores.  Using this data in your “live” 

installation would have many benefits –  

 It can greatly decrease the time needed to configure Anthology for use. 

 You are already familiar with data from the training you have just completed. 
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 Training new staff with a copy of data that matches your own is invaluable. 

Let’s take a look at what we would need to change in order to use this data. 

Options 
In the options screen “Tools | Options” there are several tabbed pages with a lot of choices. 

Many of these may not apply to your situation. Let’s walk through the tabs and make some 

modifications. 

General 
There are a couple of things here that might be changed: 

 The “Default Customer Search” section. Choose the option that best suits your 

business. 

 Run Quick Backup after Ztape. We recommend that this be set to “Always” – it is 

purposely turned off for training. 

 Run Scheduler after Ztape. We recommend this be checked. 

 Populate Item with ISBN/SKU. We recommend this be checked. 

Addresses 
You should modify all three sub tabs with your store’s information. 

Cash Register 
There are few items of interest here 

 Receipt message.  You may modify this to something more to your liking. 

 If you’ll be using a Frequent Buyers Club you may want to check “Credit gift 

cards and gift certificates to purchaser” this way your customers will get the 

credit on the FBC. 

 You should look at the Special Order section. We recommend you review this in 

your Anthology help system for a full description of each option. 

CO’s 
This is pretty much the standard setup and most people don’t change anything except to set the 

Customer Service Contact to (None). 

PO’s 
This is also pretty standard. 

Accounting 
There is nothing to change here.  This screen is used if you are purchasing the AR/AP accounting 

links. 

WebStore  
This product is no longer available – this tab will be removed at point. 
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Credit Cards 
Your implementation technician will address this screen with you. 

UDF 
This does not require any immediate action. You may enter label values to any or none of these 

fields. 

External Data 
This is where you credentials for the different vendors you work with will be entered. You may 

not know any of these values at this time but will need to at least be familiar with where to 

enter them as you get them. 

Used Books / Remainders 
If you did not purchase the Used Book module then this page needs no attention. However, if 

you did, you should review this section in the Help system for a full explanation of each option. 

Email 
This is a very handy option to set up. If you have Outlook setup on your server simply check this 

option. If not you’ll need to modify this information to include yours. 

That’s if for this section – remember you revisit this any time. The Anthology “Help on the web” 

– Setup and Configuration section has a full explanation of these options. 

Master Files 
Now let’s move to the Master Files menu. Here you’ll find a number of sub-menus that you’ll 

use as you add and edit data.  Only a few require your attention today. 

Departments 
In the departments screen we included a standard set of BISAC department names. You may 

keep these, change their name, or delete them altogether. You can add new as well. 

Sections 
The same applies to sections. We have included many “typical” section names that may use all 

or part of. 

Media 
We’ve included a list of media choices – again you may use all, part or none. 

Taxes (tables and profiles) 
This is one that will most likely need to be changed. We recommend you read the section in the 

help system and make the necessary changes.  Again, if your store uses a single tax then all that 

is necessary is that you change the tax rate in the “Tax Table” screen to match your states tax 

laws. A full description of this is available in the help system. 

Tenders 
This is a standard list of tenders but your location may require additional options. If these tender 

options will meet your needs then there is nothing to change. You may add or remove them at 

any time.  
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Vendors 
This section is mainly about Electronic Ordering. When setting up the vendors you want to order 

from there are only a few steps left for you to do. We have filled in the data for you and you 

only need to change the account numbers to make them work. Naturally you’ll need these 

numbers and will be contacting these vendors to get them. 

Frequent Buyers Clubs 
You may use  or edit the one we have crated, which is fairly typical, or create a new one using 

this as an example. 

Final Steps 
This completes the basic set up of your Anthology software. Your implementation technician will 

move this over to the new server or stand-alone computer and run a special utility that will reset 

such data as Purchase Order, Sales, Inventory, etc. only the data we’ve modified here will 

remain. 

 

 


