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Mastering the Basics

» Objective

- Review The Uniform Solution’s core features so you feel
comfortable performing routine tasks

> Provide tips and tricks so you are faster and more efficient

» Topic Format
> Presentation followed by Workshop Activities
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Mastering the Basics

» The Application Menu

» Setting Up Your Inventory

» Creating Sales, Returns, and using Gift Cards

» Using Reorder Points*

» Creating Purchase Orders and Sending them EDI
» Receiving Merchandise from PO’s and ASN’s

» Working with Customers

» Delivering and Canceling Special Orders

» Recording Customer Payments on Account

» Using Contracts for Customers, Store Sales, and Group Sales
» Clocking In/Out

» Using Email

» Physical Inventory vs QuickLoad

» Getting Software Updates and Support Resources
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The Successful Uniform Retailer

» Knows what they are doing and what’s going on OR
» Looks like they know what’s going on OR
» Is trying to figure out what’s going on

» In the movie Wild Hogs, 4 friends that like to ride motorcycles
have different levels of knowing “what’s going on”

» So the question is, are you ...
- Doug - the fraidy cat (Tim Allen)
- Woody - the Poser (John Travolta)
- Bobby - mr. hen pecked (Martin Lawrence)
> Dudley - the newbie (William H Macey)

» Wild Hogs Introduction
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The Application Menu

» Presentation
> File Menu - Program startup settings and options like Backup/Restore and
Import/Export
> List Menu - “Lists” of Information like Vendors, Inventory, and Customers

> Activities Menu - Task oriented options like Sales Entry, Receiving
Payments on Account, Clocking In/Out, Customer Search, and Inventory
Search

- Reports Menu - Over 75 reports for Sales, Inventory, A/R, and much more

- Setup Menu - Setup options for the user, computer, store, system and
more

> Window Menu - Shows active windows, maximize all, close all
> Help Menu - On-line help, training courses, and the X-Charge Portal
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Understanding the Application Menu

) Workshop

What “Hot-Key” starts a new Sales Entry transaction?
- What “Hot-Key” logs off the current User?

- What two keystrokes will show me todays sales total?
Menu Option is Lists > Sales by Date and a button on the Sales List.
Menu Hot Key: ________ Button Hot Key: _________

> On the System Options Form (Setup > System Options > General Tab),
what is the most restrictive option for “Close Accounting

- What Menu and Menu Item do you access to update your credit card on file
for your Uniform Solution Subscription?
Menu (Circle One): File Lists Activities Reports Setup Help
Menu Item Name: ___________________ (Subscription and Services)
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Setting Up Your Inventory

-

. [£" Vendor List (= =]E=]
} P re S e n tat I O I I 1. AllVendors |2 Manufacturers | 3. Distributors B F4-5ales
ws Code Company Phone Tupe Connected  Ordering Entry & 7 FE-Adust Prices
- 511 5.11 Tactical [BEE)451-1726 hfg Yee Direct Catalog
o I h e Ve n d O r LI St B43 B45crubs-The Moors  [704]301-0713 Mfg Direct Catalog & Fitpply
W | BCO Barco Uriforms (31013237315 Mfg Yee Direct tdanual
- BD Banded [615)628-8159 Mfg Direct Catalog F3-Print Tags
. P ricin g fo rmu | as W CHE | ChemkeeUriforms | (30012837272 | Mig Yes Direet | Manual
W CHM | Carhart [B77)554-3306 Yes Diect | Catalog B Fi0Get Images
. . Cs Crocs. Inc [B01)851-0175 Direct Catalog —
- Applying New Default Settings A
" Horace Smal [675)565-5000 Direct Catalog = -
a n d P ri c i n W | KOl Kol [8001828-4526 Mfg Yes Direct Catalog R
g W | LaN Landau Liniforms (BO0)238-7513 Mfg Yes Direct | Catalog L
LMC Littmann By Cherokg  [300)283-7272 Mg Yes Direct Catalog
W | PCH Peaches Uniforms [800)272-3224 Mfg Yes Direct Catalog
© I n Ve n to ry Sta n d a rd S % | FRE Prestige Medical [800)762-3333 Mfa Yes Direct Catalog
W| FRK Fied Kap [615)565-5000 Mfg fes Direct Catalog  _
° S 0 rt Va I u e S ¢ _‘-\ Code: Show image
[7] Show inactive
- Size Groups
. C 0 d es [ nventory List [==re=]
Show: | By Yendor E Wendor: DKM %, Dickies Medical Uniforms
. 1 Styles |2 Stack for Color | 3 Products |
I m [ FSiltem Histon
o h e Ite LI St Wendor DKM Style: 80700C Color: HAH Ll ¥
Syl Color Description Depart Cost Retai - # FB:Adjust Prices
C 0 i n St I e S " a0700C SCRUEB 16.00 [
© o E F8:Show PO's
py g y W/| 80700C  |HHP [HsaitsDfHops]  |'WRAP REORD | SCRUE 7.50 15.00
W | (=] eo7ooC IHY (I Heart You) WRAP REORD | SCRUE 7.50 16.00
1 1 W | (=) eo7ooC LGF [Leaping Frogs] WRAP REORD | SCRUEB B0 1300
° U S I n g S I Ze G rO u pS W |l 80700C | OPU (Opulencs) WRAP REORD | SCRUE 7.50 15.00
" a07o0C Pl [Pink Pisie] WRAP REORD | SCRUEB B.50 1300
- . B W | [~ 8OF0OC POF  [Pop Floral] WRAP REORD | SCRUE B0 1300 @
o U th C t I L t d Ut I t W BOFOC | SWC (Swestlicks | WRAP REORD | SCRUR 650 1200
S I n g e a a 0 I S a n I I w| ez ALS [Alpha Star] WRAP REORD | SCRUE 7.50 15.00
W | =) sovoz AwWD  [Ancient Wisdom) | WRAP REORD | SCRUEB 7.50 16.00
- - H W | =] 80702 MRH  [Mariah] WRAP RECRD | SCRUEB 7.50 16.00
. D| S CO ntl N u N g Ite m S w| o2 MW (NavyVibrance] | WRAP RECRD | SCRUB 750 15.00
W | =) o070z ORB  [Orbitz] WRAP REORD | SCRUEB 7.50 16.00 —
. L. W[ 80702 |0SK (Osaka) WRAP REORD | SCRUE 750 15.00 elchziel] 118
° W eow2 SBB [Spiral Burst Black] | WRAP REORD | SCRUE E50 13.00 Prics Level 1=
U p d atl n g Prl c I n g w 810108 CBLZ [Ceil Blugl W-MECK REORD | SCRUEB B.15 12 [ Sh
o inactive
Show image
. . . [ swe =] ), ste Color Show vendor stack
- Adding new items and images B S
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Setting Up Your Inventory

» Workshop

> Set up Cherokee to use a pricing formula that multiplies the cost
by 2 and adds 2. Round that number to a “Fixed” .95 cents. After
saving the changes, apply the pricing formula when prompted.
What is the price of a CHE-2074-ALOB-M? ____________

- Go to the Catalog List and Update Barco using F2-Copy Sync. On
Step 2 - Discontinued Styles or Products Step, how many colors
are discontinued for the style 411017 ______ If you print the list,
how many pages are there? _______ :

You can cancel the rest of the Catalog Utility if you wish

> Activate the Connected Features for Healing Hands. Circle the

features they provide: Product images EDI ASN’s VStock
Hint (some are disabled)
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Creating Sales, Returns, Special Orders,
and Using Gift Cards

- Creating new Sales and Returns e — =

- Modifying transactions and voiding sales | i w5 i 5 o

> Using the Scan/Qty field (this very important) ;

> Adding Customers to Sales Entry e E"“
transactions et ——L

> Creating Special Orders and using Scan/ty: | =
Vendor Stock Levels (VStock)

- Selling and redeeming Gift Cards
- End-of-Day Reconciliation and o RER—
Monthly Cash Flow Reporting [,

(& L3 J
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Creating Sales, Returns, Special Orders,
and Using Gift Cards

) Workshop

Start a new Sales Entry transaction ( Ctrl + I) to handle a Purchase, Return,
and Special Order

> Add the Barcode “4145" to the transaction (a new purchase)
> Lookup item “BCO-0619-10-34" and set the item as a “Return” - The
balance should be Zero

- Add the Barcode “4145” to the transaction and indicate it’s a “Special
Order Item” by pressing “S <Enter>" in the Scan/Qty field.
How many items does the Vendor have in-stock? _______

> Enter “578-5068" to lookup a customer by phone number. The customer
had a discount assigned to their profile.
What % that has been applied to the items? ________

> Press F5 to complete the Sale. 20% of the Order Total is recommended as
the Deposit Amount. Complete the Sale by Tendering $80.
How much change is given back?

> Cancel when prompted to print

ojoszota I i THEUNIFORM
iamond Data Systems, Inc. SOLUTION
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Using Reorder Points

» Presentation

o Qverview

o Reports

- Vendor Comparison
- Top 40 by Vendor
- Max/Min Sales Analysis

o Settings Max/Mins

10/05/2014
Diamond Data Systems, Inc.
Mastering the Basics

J’ Changing Stock Levels (CHE-190-WINE-M])

1. General |2. boare |§. Salesz |

Stock, in the Store On Order

Stock: 1 Stock: 1]

Huold: Specials: 1]

Dezired Stock Levels Apply Max and Min To

M i 5 i : I Thig zize and colar anly
o @ Al zsizes for this colar

Minimum: 3

(7 &) colars for this size

(71 All colors and sizes faor thiz style

Cancel

{1

Hest




Using Reorder Points

» Workshop

> On the Inventory List, set the Max/Min values for CHE-190 (All

colors and sizes) to the values of Max=4 Min =2
Hint: Highlight CHE-190-CIEL and Go to the Stock for Color Tab, press Enter on a
Size and use the option “All colors and sizes for this style”

- Set the Max/Min values for all XS, 4XL, and 5XL sizes in 190 to:
Max = 0 and Min =0

Hint: use “All colors for this size”

o Set the Max/Min values for all S sizes in 190 to:
Max = 2 and Min = 1

Hint: use “All colors for this size”

o Check CHE-190-NAVY to see if it matches the above values

2)9/05/310[1)4; o\ | iI'-ITHEUNIFORM
Mastering the Basics =9OLUTION
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Creating Purchase Orders and
Sending them EDI

» Presentation

> Special Orders not Placed
> Using Auto-Create

> Using EDI to Send Orders Electronically

10/05/2014

Diamond Data Systems, Inc.
Mastering the Basics

[ Auto-Create Purchase Order Options - Store# 1

BELX

1. Options | 2. Advanced

Inciude

[#] Irventory below desired stack levels!
Special orders that need fulfillment
Drop shipments

[T items sold within a date range

Yendorz to Include

®al O one

Stores to Include

=) al ) Selected

Ok

14



Creating Purchase Orders

» Workshop

o Task 1 - Create Purchase Orders for all Vendors

Select Activities > Purchase Orders > F2-Auto-Create
Check: Inventory below desired stock levels
Check: Special Orders that need fulfillment
Check: Drop shipments
Vendors to Include: All
Open the Cherokee PO and take a look

How many purchase orders were Created? ______

o Task 2 - Create a PO of Items Sold for Cherokee

Select Activities > Purchase Orders > F2-Auto-Create
Check: Items sold within a date range
Uncheck the other options in Include
Vendors to Include: One
Vendor: CHE
Start Date: 10/01/14 End Date: 10/05/14
How many items were ordered for Cherokee this time? ________

10/05/2014

Diamond Data Systems, Inc.
Mastering the Basics =




Receiving Merchandise from PO’s

and ASN’s

» Presentation

> Receiving Merchandise from a PO and Advance Ship Notice (ASN)
> Adding Items not on a PO (scanning or ASN)

> Printing Tags (Carton or List)

> Matching Items to Special Orders

) Receiving and Transfer Lists

i
g
i

FE-Print Tags

’qF?—Print Specialz

" FaMworking Off
i F3Print
+J F10-Get ASN's

B F11-A5N List

7] Show deleted

10/05/2014

Diamond Data Systems, Inc.
Mastering the Basics

@9 Advance Ship Notices E] [
Show: | Available [  Store: 1%
e A 7] [ Expand&l
[k 7 white Swan Meta - 11 cartang(s]
= 716410 - 1 cartons Cortract Al
[=] 722610 - 2 cartons =
= 8/03110 - 1 cartons
= 81210 - 2 cartons
= 813410 - 1 cart
= 816410 - 2 cart
+H[= 841810 - 2 carh
Bemove
Remove Al
Dretail
i1 THEUNIFORM



Receiving Merchandise

» Workshop

- Select Activities > Receiving > List Button > New List

> In the Top Left Entry Fields

Type: Purchase Order Receipt
Vendor: CHE (Cherokee)

> Select F3 - Add ASN

Check Add each item to the tag queue - at the bottom of the window
Select Carton number ending in ..3974 and select Add

Select Carton number ending in ..3975 and select Add

Select OK to Save the cartons to the List, then Select OK to save the List.
How many tags are in the Tag Queue? ________

Select Cancel on the Tag Queue Options window
Note: tags are printed by carton and included a carton number tag

> Select OK to save the Receiving list

sz iT: THEUNIFORM
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Failure is a Prelude to Success

» If at first you don’t succeed, try, try, try again!
» Check out Dudley’s attitude!

101052014 ii» THEUNIFOR
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Working With Customers

7 Adding Custorner (Cade, Johnson) EI@@
> I h e C u S to m e r F O r m 1. General |2 Motes |§ Biling Information | 4. Sales & Taxes |§ Ship Ta |§ Credit Card & Contact | 7. W’ebStore|
MHame tare Information ok
. Last or Company: Cade Phone: Home [«
- Notes Review at POS and ==
Address: 5216 Edgewater Court Fan
O rd e r E n t r Address?: Contact
y Address3 Class: WALK o,
. . . City & State: Parker T, Proma: YELL 2
o C I a S S I fl C at I O n S Zip & Cauntry: 75034 Licenge: |
Email: cade@verizon net Eirthdayw: B
. . .
Created by the WehS it i
> Billing Information R ot
Discounts and Pricing Wk Location
. . " Pricing Discount off retail [ ] Amount: | 10+ Location:
o Credit and Allowance Limits reiot [
Contract: LRA &, Phone: .

» Customer History

© Sa I es H I sto ry | ltem Sales History for Blake Burger =5 [Eo )

o Paym e nt H i StO ry %“em [«]  [Cl5how Detai

o |tem History

4
4 15.00 E0.00

Tatal Oy 9 Totat $11210 i o0 05
I]D(')/OS/iIOE])“ ) | | I_THEUNIFORM
Mastering thO SN ASOLUTION




Working With Customers

» Workshop
o Task 1

Select “Ayers, Steve” from the Customer List

Add the following to the “Notes” for the customer:
“Please call and verify all purchases use a valid purchase order number”

Check the box below the notes:
“Review Customer Notes when selected in Sales Entry”

On the “Billing Information Tab”, select “Allow Sales on Account” and set a “Credit
Limit of$500.

Save the Record
o Task 2

Start a new invoice (Crtl + )

Enter “Ayers” in the Scan/Qty field and press Enter
What did you hear? __________ S
What is the “Credit Available” shown in the Title Bar?

Diamond Data Systems, Inc. I
Mastering the Basics =
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Delivering and Canceling Special
Orders

» Presentation
> Special Orders are NOT a Sale until Delivered
> How to Deliver Special Orders
- How to Cancel a Special Order

[ Al Special Orders = EoN ==
Showe: | By Number IZ‘
Lirnit List
Deliveny required [] Past due date
[ Itemns with a balance =
Show all stores StoreNo. | 1% [T Shaw Jocaly owned
1. Sales| 2 Special Orders |2, Lapawaps ”5 Gift Cert ”5 Quotes ”5 ‘WebStare
i .
n Process pen -
Order Mo, Date Sold To Need PO Work aty Ready
- ] - Pickup 3 ¢ =
4 31| 9/09/13 Thamas Jokrrson [Complete Dental Care] - Pickup [3 10 4
q 51| 841013 Christine St George - Pickup 10 14 4
31| 811413 James Harrington - Pickup 3 3
181] 841213 August Kesler - Pickup g g
- ] 191 9416413 Ammar Abuarja [Plana Surgery Center] - Pickup 12 12
S 2141| 341713 Paul Duckett - Pickup 5 5 [
- ] 1001| 941813 Blake Burger - Pickup 3 3
w® 1011 91813 Blake Burger - Pickup 2 2
- ] 106-1( 9420013 Lymando Chavez (B aylor Medical Center] - Pickup 2 2
q 1091| 972613 Renee Culbreath - Pickup 2 3 1
01| 9/26/13 Blake Burger - Pickup 3 3
q 1111| 8/26M13 Glen Estes [Baylor Medical Center] - Pickup 1 B 5
q 21| 9/26/M13 Cade Johnson - Pickup 3 4 1
® 114-1| 10/02413 Brian &bbey - Pickup 1 1 -

10/05/2014
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Delivering and Canceling Special
Orders

» Workshop
o Task 1 - Delivering a Special Order

Select the “Orders” button on the Toolbar or press Ctrl + 0
Find Order #21, highlight it on the list, and Press F8-Deliver/Adjust
Select OK to Deliver all received items
Add the Barcode 4145 to the transaction as another purchase today
Select F5-Payment
Tender $90 Cash to complete the transaction

- Cancel Sales Entry

> Task 2 - Canceling a Special Order with a Deposit

Find Order # 1, highlight it, and press Enter to Edit the Special Order

Delete each line item off the special order by right-clicking each line item or by
pressing the Delete key while highlighted

Press F5 to Refund the original Deposit made in Cash. How much refund is due to
the customer? ___________

10/05/2014> AN TTHEUNIFORM
SOLUTION
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Recording Customer Payments on
Account

» Presentation
- How To Enter a Payment
> Sorting Options for Unpaid Invoices
> Using Auto-Apply and Clear

[Z% Adding Payment (New) Store#1 - Acct Mo.57-1

FPayment Action

[F=5 eh =X
@ Payment () Paid Out Apply Credits Date: 917414 B
Lustomer:  Baylor Medical Center &, Amaunt: 7578
Only lockup billed accounts PaidBy: | Check Iz‘
CoN—
Notes: RefMo. |
Tranzactions with Balances to Show
@ Sales () Special Orders () Lapaways () Gift Certificates () All ltems ity
[Fayment to apply to the selected transaction) m Payment: D F4-Clear &l
Date Type Fef Mo. SoldTo Total Amt Due Fayment
81213 | Invoice 14-1| Chavez, Aimando 224 B8 224 B8 0.0o
9/2013 | Invoice 104-1| Chavez, Amando 11908 11308 0.0
/2013 | Invoice 105-1| Chavez, Amando 7a.78 7578 7a.78
10402413 | Irwoice 117-1| Baylor Medical Center 19.49 1949 oon
10702413 | Irwoice 124-1) Estes, Glen 356 F356 0.0
10/02413 | Irwoice 1251| Chavez, Amando EF12 E7 12 0.0
1/07114 | Invoice 1321| Chavez, Aimando 10825 10825 0.0
42714 | Irvoice 137-1| Baylor Medical Center B7.12 6712 0oo
9416714 | Irwoice 147-1| Baylor Medical Center 100.00 10000 0.oa
Totals £15.08 7078
Reference Mumber: <L
Unapplied Armaunt 0.00 Frint receipt

0/05/2014
Diamond Data Systems, Inc.
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Recording Customer Payments on

Account
» Workshop

- Select Activities > Receive Payments or Press Ctrl + Y
- Enter “Baylor Medical Center” as the customer

- Enter a Check payment in the amount of $419.54

> Enter the Ref Number as the Check No. 219471

- How many invoices does that payment get applied to?
> Select Ok to save the payment

Diamond Data Systems, Inc.

01052004 il THEUNIFORM
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Using Contracts for Customers,
Store Sales, and Group Sales

» Presentation

- Contracts contain lists of items with a preset price or discount
> Can be assigned to a customer, the store, or a Group in the

WebStore
° Have an “active”

date range

| Changing Contract (Contract No.2 Store No.1)

Mame Spiing Sale fctive Egnlrac.l Purchases .
uantity:

Cat SaLE

S Iz‘ Aot 0.0o0
Start Date: 100114 = Retait 0.00
End Crate: 101214 = Cost: 0.o0
1. Items |2 More | 3. WebStare

Seanddmt: | E] F7-Lockup [&lt + F7 Search) Always use the conbract price

Discourt Item

CH-190 [&ll Colors and Sizes)

Item DKM-210106 [&ll Colors and Sizes)
Itern LAMN-7502 [l Colors and Sizes)
Item LAN-8320 (&l Colors and Sizes)
Item

PCH-0248Ww [All Colors and Sizes)

Sold PFricing

20% off retail
10% off retail
20% off retail
25% off retail
20% off retail

ltem

] Review contract notes at the point of sale

Mates

Cancel

[7] Show deleted

o F9-Fiint

Uniforms USA

Dallas's Source for Uniforms

S CARD A

Home Shop My Account Contact Us
Shop

Items for My Group

Shop By Brand

TR A

Search for.

UNIFORM RETATp pog
Best Medical Wear = \SSOCIXHO\ =
Carhartt il
Cherokse
Dickiss You have successfully signed into the Group "Uniform Retailers Association"
Kol V=g P
Landau Items will now reflact the pricing for this Group. Click here to ses the items for "Uniform Retailers Association”
Peaches
Prestige Medical
in,

i

4
T

Sian In | Group Sian Out
TEAREN AETFR

10/05/2014
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Using Contracts

» Workshop

o

o

I]Z)(')/OS/?:IOI;)“t A N\ I mTHEUNIFORM
iamond Data Systems, Inc. SOLUTION
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Select Lists > Contracts and Edit the “Fall Sale” Contract

Add a new item by pressing “F7” and enter the item WKS (Vendor)
and 6016A (Style). Leave the color and size blank. Set the discount
to 20% off Retail

Save the Contract

Select Setup > Store > Update Store Setting > Pricing Tab. Set
“Fall Sale” in the Contract field.

Start a new Sale (Ctrl + I). Notice next to the item button it says
“Store Contract Active”
Enter 113340 in the Scan/Qty field

What is the price of the item?



Clocking In/Out S

Pleaze enter pour usernarne and passward
Employee: | Clerk E‘

. Password; ||
> P resen tat Telg! Action:  Clack In @ %5012 &M

> The Time Clock tracks employee time
- Clock In/Out records “Work” time

- Time Clock List can record “Holiday”, “Sick”, “Vacation” and “Personal” time that can
be set to “Unpaid” if desired

> Time Clock Summary and Detail Reports
- Calculate Overtime for you

ee— oy

¢ Report Criteria EI = @
Feport Mame: Time Clock Summary
0917114 Uniforms USA Page 1 2 Geth =
9:57 AM H H 2. Settings
Time Clock Detail
September 14 - 20, 2014 - All Stores - Overtime > 40 Hours Per Week .
Date Time Hours ) Semimonthly
Employee Type In out In out Unpaid Paid ) Manthly

Clerk Work 9/14/1¢ 9/14/1¢ 9:48 AN 500 PV 720 ) )
Clerk sick 915114 9115114 8.00 First Day of Week: | Sunday [=]
Clerk Vacation 9117114 9117114 8.00
Clerk Holiday 9/17/14 9/18/14 16.0C
Clerk Personal 9/18/14 9/19/14 16.0¢ X
Total Hours foClerk Total 55.2( Calculate Overtime )

Regular 40.0C ) None () Per Period @ Per'week

Overtime 15.20 ) .

Owertime begins at 40 hours

Grand Total Hours Total Hours 55.2

Regular 40.0 Hour Format

Overtime 15.2( Hourkama

@ Decimal ) Tirne

toj0s2014 Wi il THEUNIFORM
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Clocking In/Out

» Workshop

o Task 1

Select Activities > Clock In/Out or Press Ctrl + K
Set the user to “Clerk” and enter the Password “OK”
What “Action” is displayed?
Select the OK button

> Task 2
Select Activities > Clock In/Out or Press Ctrl + K
Set the user to “Clerk” and enter the Password “OK”
What “Action” is displayed?

- Task 3

Select Lists > Time Clock to view the entry you just made

10/05/2014
Diamond Data Systems, Inc.
Mastering the Basics




Using

Email

» Presentation

o The Uniform Solution
- Email Invoices, Account Statements, and Reports

o The WebStore

- Used to create new accounts, receive order notification, and more..

#* Changing System Options

ok

Options

[ Enable multiple retail pricing levelz
] Report inventony costs using FIFO

Ernail
Enable autgaing email features Ize S5L for
Outgoing Mail Server [SMTP] smitp.gmail.com

Ermnail Part: 485 (25

1. General | 2 Inventony | 3. More | 4. Country | 5. Professional

oK.

Secure Email [rormally off]

< Printer and Output Selection - Special Orders

M=l %

Uszer Mame *: david.johnzon

Password * testemail

*Some SMTP servers do not require a user name or
settings blank, if thiz iz the caze [or if you cannat get

10/05/2014
Diamond Data Systems, Inc.

Mastering the Basics

Mate: To install additional printers or ta change port
assignments, use the Windows Contral Panel.

Print on: Feceipt Paper [Cantinuous] [»]
Prompt before printing  Copies: 18
[] Prompt before printing from S ales Entry

1. General |
Frinter: HP Lacer)et 4050 Series [w] - :
Type: Receipt (]
todel: Epson [vl

I Creating Email (Invoice) for Customer (Blake Burger)

M=

X

1. General | 2 More

FErom: D avid Johnzon

To blake@verizon. net E]

Subject:

Attachments: (11 Special Order #101-1 - October 22, 2009.pdf [attachment_1_00071. pdf) | E]
Format Settings
Font: [&rial [w] 10 [+] [Regular [+] [Black  [+] Background: [white  [v]
Message

Your order is attached. Please call with any questions.

Signature

David Johnsan
Uniforms USA

0 Send

Save az Default

ii: THEUNIFORM
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Physical Inventory and QuickLoad

» Presentation

> Use QuickLoad to print tags and add stock
> Use Physical Inventory to Take a Physical Inventory

- Clear any existing count

- Scan the store or a vendor

- Run Physical Inventory Comparison/Exception reports

- What is a “Cycle Count”? It only updates what you enter.

10/05/2014
Diamond Data Systems, Inc.
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|”" Physical Inventory List =N EoR~
[/l QuickLoad - Add Scans to Inventory (Scanning Active) \EI = @ Operation: |Physical Inventary Sound Set [Defaut [+ % F2Clear List
1. Scanning | 2. Optiong 1. Scanning |2 Dptiong o F5-Update
Sgan | F7-Looku L Sean/iy: F7Laokup 4k + F7 Search
= P canlly: || [1.] F7-Lookup [4lt + F7 Search) Ferlipload
Barcode Item Stop Stare Barcode Itemn Ireventony Secanned
4145 BCO-0619-10-32 Juln}] 3254 wHS-14000-078%5 (TOF) 1 .+ FS-Print List
4190 BCO-51124-108-L 4,145 BCO-0619-10-32 [LABCOAT] 1
E541 A Invalid Scan* oo 4,150 BCO-0519-10-42 [LABCOAT] il 1
3265 ‘wHS-14000-080-4
Tatal Scans: 3 Current Scans: 3 .
T2 Frinting price tags ewery 20 scans Y Barcods: H Import
&
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Software Updates and Support Resources

MERCHANTPORTAL

» Update Your Software Monthly

> Maintenance > Updates > Check v |

for Program Updates DRI =
» X-Charge Merchant Portal

4 g
> Access X-Charge transaction history

Hide  Eack  Print Options

z
Cortterts | Index | Search WhatNew Overview |

Q Accourting Inteface - Each year we make The Uniform Solution an even better product
@ Contracts B by adding new features that you will find useful and
o Help > X—C harge Merchant Portal @ Customers empowering. To see what was added during each major
@ Inventory release, just select one of the links below.
. . A0 Other What's New for 2010/2011/2012 Summary
} O n —_ LI n e H e I I n @ Appiication File Meru 2010/2011/2012 Detailed Feature Listing
58 Gloszay Wha's New for 2009 §
-4 Cash Drawer Shit In/Out Fom 1Yhal s Hew Tor 2802 Summary
. . @ Ciock In/Out Fomn 2009 Detailed Feature Listing
'he Uniform Solution > Scini s ewtor2008 ummar
-8 Email List L 2008 Detailed Feature Listing
(-8 Information T .
What's Hew for 2007 Summary
> Hel p > Contents @ Logn Fom 2007 Detailed Feature Listing
0 Program Standards
.. @ Time Clock List What's New for 2006 Summary
o Hel p > Tral nlng Courses - What's New 2006 Detailed Feature Listing

The Uniform Solution

_ _
> O n _ LI n e D O C u m e n tat I O n QuickStart Guide June 2013 The Uniform Solution

The QuickStart Guide is essential for new users. It provides a QuickStart .pdf

> F1 from any active screen

detailed review of Goncepts and program navigation plus a “Quick

o www.theuniformsolution.com

Multi-Store Guide June 2013 The Uniform Solution Multi-
The Multi-Store Guide s essential for companies with muitiple

© S u p p O rt > D O c u m e n tat i O n stores. it explains the concepts and functionality for multi-store ot = J

and the data synch ion process

. Gett| ng Started Gu |de WebStere Guide June 2013 The U
The WebStore Guide provides an in-depth review of concepts. Webs

. Multi—store Guide setup, and deployment of the iy integrated W

component of The Uniform Solution

. We bStO re G u |de Keyboard Shortcut Guide June 2013 Keyboard Shortcut Guide.pdf

The Keyboard Shortcut Guide provides a quick reference of
different keyboard shartcuts designed to enhance speed when

KEYboa rd S h O rtc ut G u i d e using The Uniform Solution.

I]Z)(')/OS/iIOIZ])“t AN I I_ITHEUNIFORM
iamond Data Systems, Inc. -S L U N

Mastering the Basics



http://www.theuniformsolution.com/

Conclusion

» | hope you have learned quite a bit today

» Maybe you have “got it” more than you did when we started
(like Dudley seems to in this next clip)
» The Wild Hogs conclusion as they reach the West Coast

10/05/2014 I
Diamond Data Systems, Inc. I
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Tips and Tricks Appendix

Keyboard Navigation
Procedure Hot Keys
Date Entry Fields
Inventory Search
Customer Search
Work Order Forms
Working with Images
The Scan/Qty Field
More

v Vv VvV VvV VvV VvV V9V Vv Vv

10/05/2014 ' i, THE
S
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Keyboard Navigation

» The Mouse is convenient
» The Keyboard is fast
» List Options

Key

Ctrl + L Select the List box

Ctrl + Page Up Go to the top of the List

Ctrl + Page Down  Go to the bottom of the List
Insert Add a record the List

Enter Change the highlighted record
Delete Delete the highlighted record
Alt+ Down Display the List Popup Menu
Alt+ # Select the Tab with the #

Diamond Data Systems, Inc.

00520141 ii» THEUNIFORM
ASOLUTION
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Procedure Hot Keys
T hem | Hotkey

Gift Card Balance Ctrl + G
Create Invoices Ctrl + 1
Inventory List Ctrl + N
Purchase Order List Ctrl + P
Receiving List Ctrl + R
Customer Search Ctrl + A
Inventory Search Ctrl + F
Open Special Orders Ctrl + O
Clock In/Out Ctrl + K
Log Off (Hint File Menu) Ctrl + F10
On-Line Help Fl

Diamond Data Systems, Inc.

10/05/2014 ﬂTHEUN
=90OLU

Mastering the Basics



Date Entry Fields

» Date entry fields use hot keys to set the date to frequently used

values

[ ate: 1014/12| =

Key Resulting Date

M 10/01/12

H 10/31/12

T 10/14/12
Numeric Keypad+ 10/15/12
Numeric Keypad - 10/14/12

Y 1/1/12

R 12/31/12

Arrow Down Pops Calendar

10/05/2014
Diamond Data Systems, Inc.
Mastering the Basics

Date set to first day of month
Date set to last day of month
Date set to today

Date incremented 1 day

Date set to first day and moth of
year

Date set to last day and month of
year

Calendar is popped up

ii: THEUNIFORM
AsoLu N
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Sales Entry Tips

=l Adding Sale (Mew) Store# 2

BEX]

Q|

Bext

10/05/2014
Diamond Data Systems, Inc.
Mastering the Basics

Type: Sale [v]
Clerk: Crwner [1]
Customer:  [(Cash Sale
1. tems |2. hore
Scan/Oty: E] F7-Lookup {Alt + F7? Search)
T lterm
P MISC  [MISCELLANEOUS)
P LABCOAT  (BCO-0E13-10-32)
P LABCOAT (BCO-051310:34) 1 Ctrl+ Up
Ctrl+ Down
— [Taszsn | Ctrli+ Arrow
I I I R0
F6
F7
Alt+ F7

o

Cancel

Move an item on a transaction up
Move an item on a transaction down

Copy the billing address to the shipping
address

View or enter item notes
Lookup an Item

Use Inventory Search to find an item or
items on a Contract

37



Inventory Search

» This utility may be the one of the most valuable

and under-utilized options in the program

o Performs Price and Stock level checks (for all stores)

> Finds items matching styles descriptions and sizes

- Enables item selection from Sales, PO, and Receiving Entry

10/05/2014

Diamond Data Systems, Inc.
Mastering the Basics

|=" Inventory Search

M=%

Quick Seaich ¢ Price Lookup

1. General | | 2 More | 3 Pricing | 4. Contract

Yendar CHE
Style/Product:

Colar:

Calor Desc:

Desc:

Detailed Desc:

Code:

Diepart:

[] Only require a partial match

*required for fastest searches

Size:

[ Show stock levels [increases searc

h time:

]

-4, F25earch

Search Fesults

EH

L e

s Found

Styles

[=F "% CHE - Cherokee Unitorms

) 1031 [FANT]
~ | 190 (PANT)

[" " F4GoTo
.7 Expand Al
J | Cantract Al

—+ B4 [PANT]

b | ALOE [Alos)

v} || BLKE (Black)

v} || BMTE [Blue Mist)
t| || CHOB [Chocalate 'w/chkk)
vF | CIEB [Ciel)

v || CRME [Creme Brules]
v | KKCH [Khaki)

v || PERE [Pe)

v} || PNKE [Firk Blush)
+}- || REDE [Red)

v} || RYLE [(Rayal)

¢ || SHPE (Shacking Pink]
v || TROB [Tuquaoise |

k- WHTS  [white)

[*} | 2875 [WMECK)

[ e B g ooy B oy B ey 8 oy B8 e B e B e B B g g W o B

B
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Customer Search

» Quickly locates customers by name, account number,
alternate account number, employee id, and phone number

» Partial matches and auto-select
» Activities > Customer Search or Ctrl + A

@1 Customer Search E]@
1. Search | 2. Quick Add
Search Options
Last W amne:; Johnzon &, Search B M arne [w]
Eirst Name: Show partial matches
Fiesult
Cuiztomer City Acct Mo, Phione ad
Johnzon |l, Gamy Planao TO01 [214)923-3283 | =
Johnzon [, Paul Richardzan B2-1 [214)923-3283
Johnzon, Big E 781
Johngon, Cade Parker 711 [972)235-2800
Johnzon, Charles 731
Johnzon, Christopher 751
Johnzon, Dawvid Parker EE-1 [972)572-8048
Johngon, Erica Plano T21 [214)923-3283 [V
(8 Fonew | (8] Fzedt | [ % Cear |

Diamond Data Systems, Inc.
Mastering the Basics
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Work Order Forms

» Collect Information about work required [FPevevine Woiorg ey BEX]
for items on sales and orders .
» Are User Definable with Customizable . B
Options S —— .
> Entry, Date, Notes, Drop Lists, Check = i
boxes Headings and Signature Lines
» Added to Sales Entry and Contract Items | ===
» Work Order Details are printed below the
item on the Sales Entry transaction
» Work orders can be added to WebStore
purchases and automatically have a
fee added to the item
| 855 &
- T e =
bramord Ota S eV NIFORM
Mastering the Basigs -S 0 L U T I 0 N 40




Working with Images

» The Image List is used to store images in the program

» Images are automatically resized to a maximum resolution - keeping

file sizes smaller

» Images in the Image List can be assigned to Items, Vendors,
Departments, Colors, Customers, Contracts, and Users
» Images are displayed throughout the program and in the WebStore

» Images are saved in data backups
(automatically downloaded vendor images are not saved in the backup)

/' Image List

8][=1 %

Eolders

_| AllStored Images
7 Colors

D.

ate
4/15/10
8/30A10
4/15/10

Name =
beo_loga_sm.png (6-1)
CHE-1446 jpeg (22-1)
che_loga_sm.png [7-1) F2-New Image

441510
4/15/10

(o3
415110 gos
441510 aos

i logo._sm.prg [91)

lan_logo_sm.prg (10-1]
pch_logo_sm.png (11-1)
pre_logo_sm.png [12-1]

10/05/2014

Diamond Data Systems, Inc.
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Activating Connected Features for
a Vendor

» For each “Connected” Vendor on the Vendor List,
select the company in the Connected Options
Company drop list

_xj? Changing Vendor (Barco Uniforms) El [=] @

1. Company |2. Nu:utes| 3. Purchasing |ii. Pricing |§. Catalog |§. WwiebStore |

General | PO Defaults | Connected Options |

ak,

Compary: | EETEEIGEE El

Dawnload and Show Product Images™
Enable Direct EDI*

Download Advance Ship Notices™
Check Yendor Stock Status®

Yendor Provided

1> Barco-

*Features that are dizabled are niot offered by the compary

[T] 5et inactive

o0s/z01a Wi ii» THEUNIFORM
iamond Data Systems, Inc. LUTION
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The UPC Barcode [[[f

» Definition
> Universal Product Code
> A universally unique number issued by GS1.org
- 12 or 13 digits (8 is common in grocery industry)

» Why it matters

> This number is used in EDI, ASN, and Vendor Stock reporting and
is key because it provides an exact match between an item in The
Uniform Solution and the vendor’s system

7 Changing Size (32) for Style (0619) g o 7 Changing Praduct (100) for All Stores - Stack for Stare 2 M [=
1. General | 2. M
1. General ||2M Product Inf Stock in the § oK
Product ID: (100 Cost [EE] Stock, ii
Vendor: Regsil 1: 198 @ | | Hoidt
Sort: 320 Desc STETHOSCOPE Retail 2 B
Settings for color 10 %::Tr.?nmn- DISPOSAELE STETHOSCOPE Retail 3 & Des\.red Stock Levels
Reetai & B || Masimum
I I Reetai 5 & | | Miimm
Al Mo: Code: REORD
D n, O Ord
= 78651100101 | Stock; i
Barcode: 4145 Bt No Specials: 1]
Yendor N
Vendor Pravided
[ This is & nonvinventory item Barcode: 106,840
Include in‘WebStors
i

10/05/2014
Diamond Data Systems, Inc.
Mastering the Basics =
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The Catalog List and Utility

» Features

- New Catalogs can be downloaded in just seconds

- Update prices, discontinue items, and copy new items to your
inventory list

> Product images are automatically downloaded after copying new
items to inventory

Diamond Data Systems, In
Mastering the Basics =

10/05/2014 AN rTHEUNIFORM
SOLU N

@ Catalog List E]@
1. Vendor |2 Styles | 3. Products
Vendor: BCO @ Catalog Utility =
T | Code Company I Category Updated [A "
BCd Barco Of Calfomia Medical 10/05/10 Catalog Ultiity Pracessing Options
B Best Medical Wear Medical 71340 | H
CHE Cherokes Unfoms Mol 10070 y “r'ou have selected to copy tagged wendars or items from the Catalag List ta your
R Classroom By Cherokee Other 1007410 Inwentary List. Thiz ulility can aleo be uzed to update the items in paur [nventary List
DK williarmson-Dickies Industrial TI2EAD that have changed in the Catalog List. Please select the options for proceeding:
DEM Dickies Medical Unifarms Medical 10/07/10
HEH Healing Hands Medical 10/05410 Current S elections
HS Horace Small Blue Goods 316410
ki kol Medical 303710 : 1eview new catalog items befare copying them ta inventory
La&M Landau Urniforms Medical 81340
L&R Loz Angeles Rose Medical 9/2240 heck inventory for items that need to be updated (i.e. pricing. discontinued, etc..]
LFT Loft Medical 9/09/10 [g
LMC Littmann By Cherokee Medical 1007410 Update Options to Skip [leave unchecked in most circumstances)
MDF MDF Instruments Direct, Inc. Medical 827110 D o et ezt s s e @ e g
MDL Medical Instiuments By Landau Medical 5/05/10 =
MEM New Balance Medical Ti22An [ Do nat check for discontinued [or re-ackivated] items
MNMS Sofft Shoe [Nursemates) Medical 10/07/10 ) .
NUD | NuDimension Heathcare Medical 8/03410 [ Do not check for items not matching the catalog
PEH Peaches Uriforms Medical 10/01/10 [[]Do not check for updated inventory standards
PGF Peppergate Footwear Inc Other R1410
FRE Prestige Medical Medical 10/08410
RE Red kap |nduistrial 31540
SPT Spectrum Unifarms Medical 1210409 I"
"4, Code:
[ Shaw item cest an list
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Receiving by the Carton

» There is no easier way to receive than using the ASN
» Get new ASN'’s for all vendors on the Receiving List or on the

Receive Cartons Window
» Receive a Box at a time

» Print tags by box with a carton number tag
» Missing or extra tags indicate a box was incorrectly packed

& Advance Ship Notices

Show |Available [v]  Store:

o New AENE 7

[=F 1 ‘white Swan Meta - 11 cartons(s|
[=] 74610 - 1 cartons
=] 7/2610 - 2 canons
= 80310 - 1 canons
= 81210 - 2 canons
= 81310 - 1 canons
= 2846410 - 2 catons
=] 21810 - 2 canons

Details

& Receive Cartons from Advance Ship Notices E] O
Show cartons for all stores
Cartons Feceived Cartonz Available
Carton Na. Oy Shipped Carton No. Qty

I Add each item in a carton to the tag queue [sorted by carton)] I

10/05/2014
Diamond Data Systems,
Mastering the Basics
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The Scan/Qty Field

» Quick Entry Actions and Results

Scan) Qry Resule

*10.00 + Enter Misc item added to transaction (i.e. * + number)
100004 + Enter Barcode entered and item added to transaction

S + Enter Iltem set to “Special Order”

2 + Enter Iltem quantity set to 2 (i.e. numeric value betwee 1 and 99)
Q125 + Enter ltem quantity set to 125 (ie. a value greater than 100)
.25 + Enter Iltem discount set to 25% off retail (i.e. numberOto 1)
..10 + Enter Iltem discounted an additional 10% off the current price
18.00 + Enter Iltem price set to $18.00 (number with decimal)

T + Enter Iltem set to non-taxable

578-7492 + Enter Customer lookup by phone number

Johnson + Enter Customer lookup by last name

Diamond Data Systems, Inc.
Mastering the Basics
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