


InfoTouch - Basic Operations








If you desire to track purchases by customer number, always start a transaction with the member’s number REGARDLESS of whether it will be tendered in cash, check, or credit card. This will ensure that the customer gets merchandise at the proper price level and also that his/her purchases are logged to the customer sales history.


If you are discounting over and above the current price of an item, you may use the LINE % DISCOUNT or the LINE $ DISCOUNT, or use EDIT ITEM. If you use any other method in applying discounts, they will be off the subtotal of the whole ticket, which in most cases you won’t want to do.


3.	Department Sales Reports:


SHOP CREDITS should always be zero at the end of a day. If it is not, you need to find out why. Somebody has either used someone’s credit or applied credit without the other offsetting half of the transaction.


GIFT CERTIFICATES will show the amount outstanding (a liability) if the value is >0. If <0 then you have redeemed more gift certificates than have been sold (issued). Problem area!!!


EVENTS should show the net of entry fees and prizes paid out. If >0 then your events are a profit center; if <0 you’re paying out more in prizes than you’re collecting in entry fees and/or subsidies.





4.	Backing up - NETWORKED SYSTEMS:


Buy a bunch of diskettes. They’re cheap. You can buy 100 pre-formatted diskettes for $30.


Back up EVERY DAY. Label 2 or 3 diskettes for each day of the week; use the Monday disks on Monday, Tuesday disks on Tuesday, etc. This will give you plenty of redundancy and protection.


ONLY the register from which the backup is to be made may be at one of the Touch menu screens. It doesn’t matter which register you backup from as long as NO other registers are at a Touch menu screen of any kind – this includes the server unit in the office. (Why? If you’re at a Touch screen, the InfoTouch system holds some files “open;” the backup procedure can’t access files which are in an “open” status.)


Touch BACKUP and follow the prompts on the screen.


Backups will likely be very quick at the beginning of the year and will take longer (and likely more diskettes) as you generate sales transaction data throughout the year.  You should expect comments from users that “something’s wrong, it’s taking longer than it did earlier this year.” Actually nothing’s wrong: it’s only logical that as you generate more data, it will take longer to back it up.


Store your backup disks in a safe place away from the computer and pro shop. After all, if you have a disaster such as a fire and your backup disks burn up with the computer, there’s no benefit to making the backups in the first place.
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At the end of a month, just before doing a month-end close out, make a special, separate backup and label it with the month and year, such as “JUNE 97 EOM” or some such thing. Then store these off-site – you’ll likely never use these, but in the event you ever need or wish to return your system to the end of the month for that particular date, you’ll be able to do it. 


Make a full-system backup at least once a year. This backs up EVERYTHING on the computer – ALL programs and data, whether InfoTouch or not. Consult your DOS manual for information on using the MSBACKUP utility program, or the manual of the backup program of your choice if not using DOS’s backup utility.





5.	Backing up - SINGLE-USER systems: 


a)	The only difference is that you don’t have to worry whether other registers are running when you make the backup! Otherwise, keep procedures the same.


    


6.	Inventory procedures - In general, this is the order one should follow:


Create inventory records & items inside the INVENTORY module


Use ADD TO INVENTORY to alter the quantities you have received. Do not use the CREATE/EDIT facility to adjust inventory quantities.


Use ADJUST INVENTORY QUANTITIES to change the quantities on hand after taking a physical inventory. Do not use ADD TO INVENTORY to do this.


Make sure the SALES TAX or NON TAXABLE flags are set appropriately for each piece of inventory. They should likely be the same for all items in any particular department, although this isn’t absolutely necessary. (Note: if you are exporting sales data from InfoTouch directly to an external accounting system such as Club Data’s, consult with the accounting system’s vendor on taxes as they relate to departments.)


Make note of how you spell inventory items—the register buttons must be made to read EXACTLY THE SAME or they will not “find” the inventory. Example: SOCKS is not the same as SOX


Price Labels - this is a 2 step process for you:


1)	Print the LABELS to DISK. Make note of the name of the disk file you create.


Start Windows, then the Labels Unlimited program


Load the same file you created when you printed the labels to disk from InfoTouch.


4)	Print the labels. When done, exit Windows


5)	You can restart the register now if you like.


Don’t take shortcuts when creating inventory items—the more detail you put in, the more meaningful the reports will be later on.


Don’t use the ITEM NUMBER “department” to create inventory.
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7.	General Register Procedures


Never turn the receipt printer “OFF” (upper left corner of the register screen).


If the register doesn’t come up on the screen when you try to run it, check to make sure the receipt printer is powered on and is “on line.”


Do daily close outs at the true end of the day; don’t close out at 3:00 pm and then ring up more sales that same day.


At the end of the month, run the MONTHLY CLOSEOUT.


NEVER, NEVER, NEVER run the yearly close out in the middle of the year unless you’re on a fiscal year and it is required.


PASSWORDS - keep them private. Change them often if you suspect someone is “playing” with the system.


At the end of the day, make sure you completely exit the InfoTouch system to the DOS prompt. For you, it’s likely the D:\TNS prompt.


Before a close out, make sure you have enough paper in the report printer.


Periodically, check your paper and ribbon supplies. Always keep a month’s supply on hand. Ribbons: always keep at least 3 on hand. Barcode labels: these are heat-sensitive and don’t have a long shelf-life. Buy enough for 1 season but no more. Reorder in plenty of time for the next season.


For the most part, a transaction follows this order:


1)	Get member number


2)	Ring up the items of the sale


3)	Select tender type (cash, check, charge, etc.)


4)	Print receipt








8.	General Coordinating Procedures


Keep in touch with the business office on member database changes, such as member number, address, phone number, etc. Especially be aware of new members.


Always know when the office is going to do a master backup so that you are not using your system while they do it.


Make a booklet of written procedures for ringing sales, doing returns, exchanges, member tournament credit, etc. Write the procedures in step-by-step fashion. Train your people with the written lists and check them out afterward. Keep the procedures book handy.


