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The main toolbar is active in ALL views

PL

Adding a PLU:
a) Click on the ‘PLU’ button in the middle of the sere The PLU view is in browse mode. Go to the

Main Toolbar and click on the Add Button.
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To add a new PLU number, place the cursor in the RRimber” field. Scan the item using the desktop
scanner. This is the white desktop that is conuetttehe computer.
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When entering a PLU Number manually, always emtetittle number to the left of the
barcode firs{the one circled in re¢ihen follow it with the numbers that are withiret
barcod€circled in green).

After scanning in the PLU#, the software will ckeo see if this PLU# already exists. If the
software finds the PLU# it will bring up the exiggirecord, to make any necessary changes.
If it does not find the record, then continue téeern the information for this record.

After the PLU# is scanned in, place the cursohandescription field. Type in the description of
the item.
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When typing in the item description, the Ruby wiitit be able to display the full length of this
description field. The Ruby will only display tfiest 19 characters in the Plu Description
field.

CHARCOAL LIGHTER FLUID 32 |
IMPORTANT- You cannot use the following charactergyour description field.
(1) Caret
(2) Quote -
(3) Tilde - ~
(4) Comma -,

In the Cost Field enter the Cost of the PLU#. i§ tALU# is a carton of cigarettes, then enter the
cost of the full carton of cigarettes.

Retail Field. Enter the retail of the PLU#. Ifghig a carton of cigarettes, enter in the Retathef
full carton of cigarettes.
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Sellable? Field. Place a 'Y’ in this field if thiem is sellable. Only those items that you list
as sellable will be sent up to the Ruby.

In the tax fields place a 'Y’ if this taxable. Péan ‘N’ if it is not taxable.

INVENTORY TRACKING :

a) After scanning in the PLU# it also shows up in fheacking PLU’.
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b) Tracking cigarettes by the Pack

HOW TO ADD A CARTON OF CIGARETTES:
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i. To add a carton of cigarettes, scan in the PLU rarrobthe carton.
ii. Move the cursor to the tracking PLU box and hightithe numbers.
iii. Scan in the pack of cigarettes and it will repleecarton number.
iv. Since there are 10 packs of cigarettes in eachrgastpe in 10 for the “Tracking Qty per
PLU” field.
V. Every time a carton of cigarettes is sold, 10 pafksgarettes will be deducted from the
inventory.

HOW TO ADD AN INDIVIDUAL PACK OF CIGARETTES
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i. To add a pack of cigarettes, scan in the PLU nurabtre pack.
ii. With the pack of cigarettes the PLU number is gdmbe to same for the PLU NUMBER
and the TRACKING PLU.
iii. Only the pack is going to be sold, so the TRACKIRGY PER PLU is going to bé.



d) Tracking soda by the 12 pack.

HOW TO ADD A PACK OF SODA
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i. Toadd a pack of soda, scan in the PLU numbereop#ck.

ii. The PLU number is going to be the same for botHPihd NUMBER and
the TRACKING PLU number.

iii. Since we are tracking by the 12 pack and we al@gel 12 pack the
TRACKING QTY PER PLU is going to be 1.

HOW TO ADD AN INDIVIDUAL CAN OF SODA
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i. To add a can of soda, scan in the PLU number ofdhe
ii. Move the cursor to the tracking PLU box and hightithe numbers.
iii. Scan in the 12 pack of soda and it will replacecéue number.

iv. Since we are tracking 12 packs of soda, we hatiguoe out what the quantity of
one caris of a 12 pack.

a. To do this we would také + 12 = .08333.

b. Inthe TRACKING QTY PER PLU fieldre going to pi@i833.
c. Ifselling 6 packs it would b& ~ 6 = .1666

d. If selling 4 packs it would b& + 4 = .25



