


INFOTOUCH GENERAL DAILY CLOSEOUT PROCEDURE








NOTE: This general procedure should be reviewed and modified to suit the user's specific needs.








1. Finish all transactions for the day including any hold sales which are outstanding but which should be rung up today, and any inventory transfers made from store to store.





2. Make a backup; label the disks BACKUP BEFORE CLOSEOUT along with the current date





3. Go back into the register; run whatever REPORTS you need which do not automatically come out during the close-out.





4. Go to CLOSEOUT, DAILY. (Note: always make sure the report printer has an adequate supply of paper and is ready to print before selecting a close-out.)





5. When done, make another backup; label the disks BACKUP AFTER CLOSEOUT along with the current date.





	Note: The close-out procedure automatically performs a batch credit card settlement (if credit


	cards are processed through InfoTouch). Prior to closing out, make sure the modem is plugged


	into the phone jack so the settlement can happen. If for some reason the batch settlement 


	doesn't go through, the credit card report notifies the status of the card transactions, and you


	can note which were settled and which were not. If the whole settlement wasn't successful,


	as in the case of a busy line or the phone system being down, InfoTouch will attempt to settle


	when the next close-out happens.





	For this reason, unless the computer crashes because of a power outage BEFORE the batch


	settlement happens during close-out (you'll see the settlement progress on the screen as


	it tries to settle), you'll NEVER use the BEFORE CLOSEOUT BACKUP disks to restore the


	system. The BEFORE CLOSEOUT BACKUP is only a precaution in the event a total disaster


	happens during the close-out process. Luckily, this is extremely rare, much like making a


	double-eagle..





6. OPTIONAL: If the user has a tape drive, it's always a good idea to perform a full system backup on a daily basis. This should happen only after the daily close-out has been performed and no users are in Touch at all -- each register should exit InfoTouch to a DOS prompt before powering down. This will ensure that no register has any files open, thus allowing the tape backup software unlimited access to every file so that it may be backed up to tape.


