Getting Started Guide
Crafter’s Edition

The purpose of this document is to guide you through some of the first steps to set up TRS after installing the
software. It includes information on setting some of the more important options, as well as some hints/tips on
things that should be done before beginning serious data entry or running live with the system.

This is not an installation guide. This guide assumes that you have already installed the TRS software and/or
hardware, and that everything is up and running. This guide makes reference to chapters of the TRS User’s Guide.
If you do not have a printed copy, you can be find the document on the TRS CD or on the JMM website, which you
can print out for reference. The references are made to chapters only, as the page numbers may change. Use the
Table of Contents to find the specific reference.
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Set Up Security

Many functions of TRS are protected, and require a security code to access them. TRS comes set up with a default
administrator user. Initially, you can access any protected function by entering the following security code: admin-
5555. This means the Clerk ID is admin, and the password is 5555. It is recommended that you change the
password as soon as possible. At that point, you can also define new security levels and add additional users. From
the TRS menu, go into Security>Edit Employees/Clerks/Salespeople. The explanation of how to set these up can
be found in the TRS User’s Guide in Chapter 18.

Tips for Security Settings during Initial System Setup

When initially setting up your system, you can save many keystrokes by temporarily turning off the security
levels. There are two recommended options for turning off the security:

1 - Create a Continuous Login
Go to Security> Continuous Login from the TRS menu. Using this method, once you put in the
password, it will be in effect until you go to Security>Log Out or exit TRS.
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2 - Turn Off all the Security for Now and Re-enable it Later
Go to Security>Edit Security levels (enter the admin password when prompted). Click "Select
Unprotected Functions" and click OK. Click "Check All" then "Update Now".
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Check the functions that employees with this security level are allowed to perform.
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006 Access Tab: Sections
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Turn Off Module Tabs Your Business Does Not Use

From the TRS menu, go to Edit>Configuration Wizard. When the initial screen displays, click the “Click Here to
Begin” button. The following screen displays.

File |-£d'rt Special Searches  Edit Lists Beports  Maintenance  Securty  POS  Inventory  Intemet  Help
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"-"'H Label Spacing TRS Configuration Wizard

{“' Screen Designer
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Which of the following features will your store use?

r store el products with serial numbers and/ar ather high-ticket items that we want to track with extra detail
r store performs repair/maintenace wiark. on products, or performs other services with materials and labor,

@ would like to track sales leads and keep notes about product demonstrations and quotes.
v Our store teaches classes, and we would like ta use TRS to enoll customens in these classes, print confirmations, supply lists, etc.
v Our store does lavaways, takes deposits, has stare charge accounts, and/or gives store credit

W We would ke to use TRS to create purchaze orders for the products that we sell, and/or track special orders for customers.

< Back

I'm done for how, but come back here the next time | start TRS, |

( I'm dore. Save my changes, and don't automatically shaw this wizard anpmore. D Cloze this wizard and abort any/all changes that |'ve made.

Note: You can always come back to this wizard at any time by selecting
Edit=Configuration Wizard from the TRS menu.

To turn off the tabs in TRS you will not be using, click the checkboxes to de-select them. The features listed below
(circled in the screen above) are the typical ones your store will not use.

e Our store sells products with serial numbers and/or other high-ticket items that we want to track with extra
detail.

e Qur store performs repair/maintenance work on products, or performs other services with materials and
labor.

e We would like to track sales leads and keep notes about product demonstrations and quotes.

When you have finished making the selections, click the “I’m done. Save my changes, and don’t automatically
show this wizard anymore.” button.
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Set System Options and Preferences
From the TRS menu, go into POS>Options.
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These settings customize and define the various options available in TRS. These options are divided into module
tabs as follows:

e Hardware — defines printer, cash drawer, and pole display options.

e Taxes — defines tax rates and applications.

e Department Options — apply department codes to repairs, classes, and so forth.
e Printing — define numerous options for receipt and label printing.

e [nventory — define parameters for generating bar codes, set defaults for new inventory items, and options for
ordering.

¢ Customer Rewards — define specifics of accumulating volumes, dollars, and reward goals.

e Miscellaneous Options — define numerous options such as clerk login parameters, using POS categories,
calculating commissions, discounts and more.

The explanation of these options can be found in the TRS User’s Guide, in Chapter 2.

Another area of TRS with system options is Edit>Preferences.
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Here, you can add additional contact information that prints at the top of receipts, define options for the customer
screen (such as setting a default state and naming spare fields) as well as browser and monitor options. Also set
here is whether to show the Reminders when the system starts. The explanation of this screen is found in Chapter
2 of the TRS User’s Guide.

Determining the Order in Which to Set Up the Modules

There is no “correct” order in which to set up the modules or screens in TRS. Since the system revolves around
your customers, probably starting with the customer database is the most logical step. From there, you could set up
“generic” Items IDs in POS Products (see the Entering Your Inventory “Tip” below) so you can start ringing up
sales immediately. Next, you could implement Classes and/or Repairs. You can also start using the Sales module
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right away. Until you have the Serialized Inventory entered, you can simply type the serial number of the machine
in that field.

Ideally, having more than one person entering this initial information will speed the process immensely. Entering
the products in the inventory database is usually the biggest project, so having additional staff members doing that
can move the process along much quicker.

Before implementing each module, there are certain lists that must be set up first from the Edit Lists menu. These
are discussed in the next topic. Refer to the TRS User’s Guide for more information on setting up each of the TRS
modules.

Set Up Lists

Lists contain the values that will display in the drop-down field entries throughout TRS. In many instances you can
type the entry for the field; however, for consistency in storing and reporting data, selecting from the drop-down list
is important. (When selling or setting up serialized inventory it is imperative.)

Set these values up from the “Edit Lists” menu in TRS.
hes | Edit Lists Reportts Maintenance Securty POS  Inventory

g | Cities J
Customer Types

3 Re Demo Lengths ec‘tiunsl 7 AccountsiLayaways
——  Department MNames

- Instructors - -
J— Lead Statuses | | Credit Limit SI
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garcr  Methods of Payment 3arch|
= Dollars 5|
Models
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s Ii“ POS Categories

Repair Accessories Cust #l
Repair Service Requests
Repair Work Performed
Sale Types

| Stores ‘| Lﬂb'ﬂl
Technicians
3 Vendors (Sources) EI

Zip Codes

| |

divity  Birthday Clazsification

L cokup

Instructions for entering data in these lists can be found in the 7RS User’s Guide, in Chapter 2.

The following table summarizes which modules of TRS use these drop down lists. As you implement each module,
you can use this table to determine which lists must be set up first.

Module Tabs Lists Used for Drop-Down Options
Customers Customer Types (Classification)
Cities

Zip Codes
Classes No drop-downs
Sections Instructors
Methods of Payment
Accounts/Layaways No drop-downs
POS POS Categories (optional)
POS Inventory Preferred Vendor
Department Names

Total Retail Solution V.10 Getting Started Guide Page 5
1/08 Crafter’s Edition



JMM Software, Inc.

Module Tabs Lists Used for Drop-Down Options
POS Vendor Products | Vendors
Orders Vendors

Ordered by (Salesperson)

Stores

There are other lists on the Edit Lists menu that only apply to the modules that are not applicable to your business
(Repairs, Sales, Leads and Serialized Inventory).

Because of the impact on your records, several of these lists require special attention and planning. Following is a
discussion of those lists.

Department Names

It is important to decide on your department structure before you enter your inventory or begin entering sales in
POS.

Departments are used to categorize and accumulate sales totals (like “profit centers™) and to export sale totals to

Quick Books(optional). In addition, they allow you to easily search by department and run reports, set up sale
specials or perform “mass edits” on products.

TRS departments are numeric and can be assigned a name. The name will appear in drop-down lists for easier
data entry. When running reports based on Departments, they will be subtotaled in sets of 100. More

information about how departments are named and grouped can be found in Chapter 2 of the 7RS User’s
Guide.

Vendors (Sources)

It is very important to set up this list of vendors before you begin entering inventory. At the very least, enter
the vendor names here. Later, when you are entering your inventory, select your vendors from the drop-down
list for consistency. Although you may be allowed to manually type vendor names in the fields, using the drop-
down list assures consistency in reporting, source listings, and ordering.

5 Edit Vendors O] =]

IFindByName ]| =] 2] ]| e MaiLabe |

Mame Lizt Order IAddress ITerms IAc:c:t H \ﬂ

Bernina
Brewer
Brother
C&T PUBLISHING
{Checkers

1 of

@ndm MHame |? Gypsies ) Fhane | - Electronic Order Sending [Flease See User's Guide]
Address Fax I Electranic Format I
: Email | Electronic [nfo 1 I
| \i/eh Site Electranic Info 2 I
Electronic Info 3 I
Temsz l—
Acct # I Al Electranic Info 5 I

List Order | Beport [Frint] |
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The Electronic Order Sending section is discussed in the “Sending Orders Electronically” section of Chapter
14 of the TRS User’s Guide.

Zip Codes

While not absolutely necessary for data entry, it is nice to set these up. These are used for the “Fast Zip
Lookup” feature in the Customers module. When entering a new customer, if you fill in the zip code in the
“Fast Zip Lookup” field and press “Tab”, it will automatically look up and fill in the city and state if you have
that zip code set up here (see Chapters 2 and 3 of the 7RS User’s Guide).

POS Categories

If you need to categorize entire sales, set up those categories here. One typical use of categories is to separate
store sales from web sales. You made not need to use this feature of TRS.

Set Up Footers

From the TRS menu, select File. The options for editing several footers will display.

File Edit Special Searches FEdit Lists BRepors Maintenance Secunty POS  Inwvent

Frirt Movies |
Prirt Setup... s

Edit sale footer ds I 5 Classes I § Sections I T Accounts/Layaw
Edit repair footer :
Edit quote footer + | -| Lo | i | £ | Fl CI’-BdH.L'H‘nﬂS!
Edit class footer

-Accumulations

Edit Special Order Footer
Edit Layaway,/Account Footer ch w Dollars $I

Edit Point Of Sale footer E—

Authonze New Database Logon Jump to Cust #I
Manual SQL Update Fast Zin Loakis
Custom Query Report R
View Logs |
ZpCode
WMail Label

BExport Mailing Labels for Found Set

Email Ligt for Found Set p—— ﬂarcndel

Send Bulkk Email to Found Set fre)  enone (work)

Register TRS
Bxit Classification

|l | | o |

These are footers that print at the bottom of receipts and forms. You might use these to explain your return
policies, class cancellation policies, etc. You will only need to edit those that apply to your store, so you can skip
the sale, repair, and quote footers. The TRS User’s Guide describes the footer(s) that correspond to each tab in the
corresponding chapter — for example, the point of sale footer will be described in the “Initial Setup for POS” topic
of Chapter 10.

Import Vendor Product Lists

Many vendors make their product lists available for import into TRS. This feature can save a lot of time and effort
when you are setting up your inventory. Many of these vendor files are available from JMM Software. You can
download them from the JMMSoftware.com web site in the “Customer Only” area.
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» Products » Order » Updates » Support || B Contact

For over & years JMM Software has provided the Sewing, Craft,
Scrapbooking and Yacuum retail industry with POS(point of sale}, customer

To access this portion of the web site, you will need your store’s user name (the JMM Customer Number) and
password (initially set to your store’s zip code, but can be changed later).

The import feature is found by selecting Inventory>Import Vendor Products from the TRS menu.
Import Options |

Fill in the necessary fields on the Import Options screen. JMM recommends that you “Do not add” items that are
not yet in your POS Products database. Refer to Chapter 12 of the TRS User’s Guide.

Once the vendor product list is in TRS, you can then select the items you do carry in your store and have the system
add them to your POS Products Inventory. This leaves your inventory product list less cluttered.
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Entering Your Inventory

Adding Items from Vendor Products to POS Products

Once you’ve imported the desired vendor products, you can indicate those items you have on hand and add
them into the POS Product Inventory. Begin by selecting Inventory>Edit Vendor Products. Use “Quick
Search” to select a vendor. Then, select the Part # to add to inventory and use the “Edit” button to make any
changes to the fields on this screen. Then click the “Add/Edit in POS Products” button.

7 Vendor Products H[=]E3
i Dptian
| o] #|=]a] | ]|e] € Al Records/Add/ERDERte Loy Search|  Guick Search| MassEdt | Done |
Search
Wendor IF'art # IUPCHBalcode # |D38t iS'ugg. Retail |Descr|'ption |¢|
J C&T FUBLISHING | 80051 734817300514 $0.00 $8.95 Pattern Brght Garden - Armstrong,
|_|C&T PUBLISHING | 80055 734817800552 $0.00 $8.95 Pattern Star Flower - Camphbell,
] C&T PUELISHING | 80087 734817800576 $0.00 $8.95 Pattern Modified Mine-Patch - Intemnational Guilt Festival Collectic
I C&T PUBLISHING | 80058 734817800583 $0.00 $8.95 Pattern Roze of Sharon with Pomegranates - Intemational Quilk F
|_|C&T PUBLISHING | 800323 734817200530 $D.DU. $28.95 Pattern Lover's Knaot - International Quilt Festival Collection,
C&T PUBLISHING 80080 734817800606 $D.DD_ $8.95 Pattern Touching Stars - Intemqtional Guilt Festival Collection, _|

T PUBLISHING SITIEER] 7455101454 $12.97 $25 95 BOOK-BRILLIANT BAGS by DEENA BEVERLEY
| |oF 2967 FATI0192957 3450 $8.00 QUILT PATTERM - FIVE STARS
[ |Bemins ART730E 730E $350000  $7.000.00 BERNINA ARTISTA 730 EMBRDIDERY SEWING MACHINE
[ Brother N200 N200 $300.00  $600.00 BROTHER Nx200 SEWING MACHINE
| Jar 32935 FATI0192936 $6.00 $12.00 QUILT PATTERN - OCEAN WAVES
RI _>I_I
Verdor [C&T PUBLISHING Drescripfior Qty per Part 4 | T Sugg Retail| $25.95
BODK-BRILLIANT BAGS b s
|ca7 PUBLISHING =] |nEENa BEVERLEY = g

Start Date I Prices Expire |

Part # [iorase
Min Gy I Cost | 1297
UPC/Bacnde # IW [r-Stare or Wendor Motes G2 I— Cost2 I_
Aty 3 | Coszt 3 |
OEM Pait i [

( Add/Edit in POS Products D
Manutacturer Part # | Bt B |

The Edit Products screen will display the selected item. Adjust the Current Inventory and any other fields as
necessary. A full discussion of these fields can be found in the “Adding New Products” section of Chapter 11
of the TRS User’s Guide.

Adding Items Directly to POS Products

For those items that weren’t imported as vendor products, go directly to POS Products Inventory
(Inventory>Edit POS Products) and enter them manually. Be sure the vendor information (Edit
Lists>Vendors (Sources)) is already set up so you can indicate the Preferred Vendor for each item. Detailed
information about POS Products can be found in Chapter 11 of the TRS User’s Guide.

Tip:  Because setting up your entire inventory can be a process completed over a period of time, it is
recommended that you set up generic items so you can begin using POS to track your sales
immediately. Start by setting up an item for each of your departments. For ease of entering items
quickly when ringing up sales, you can use the department number as the Item ID (then you can type in
the ID instead of scanning a generic barcode), such as 100 for Notions, 300 for Fabrics, 400 for
Adhesives, and so forth. You can keep a list by the register for easy reference. Click the “Don’t Track
Inventory” checkbox for these items. This keeps the system from accumulating a negative quantity on
hand and/or from alerting you that the item is out of stock.
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Some customers approach setting up inventory by entering new items as they receive them. Each time
an order arrives they set up those inventory items and then go back and input items already in the store
as time permits.

Adding Inventory Item in POS Sales

Another approach to entering inventory items that weren’t imported from vendor lists is when ringing up sales
in POS, select the “Enter Unlisted Item” button and enter the items as you go. Be aware, this can be time
consuming and cause the customer(s) to have to wait for the sale to be completed.

Same Items, Different Vendor

Often you can order the same item from more than one vendor. It is advantageous to have that item in your
POS Products Inventory only one time. All of the other vendors from which you may order that item will list in
the product record as Sources; however the Item ID/Barcode must be the same. If each vendor puts a different
barcode on their product packaging, you will need to decide which one you wish to use in the inventory
(typically the one the Preferred Vendor uses) and re-label the others with that barcode.

To make this whole process work, the UPC/Barcode much match exactly in each Vendor Product record — the
Vendor Product information is linked to the POS inventory through that field. Each Vendor Product set up
with the same UPC/Barcode will display as a Source in the POS Product. The vendor order quantities and
prices will be shown in the “Sources” grid on the products screen.

You can either double-click in the Sources grid on the Product Inventory screen or access the Vendor Products
module (Inventory>Vendor Products) directly to make these entries.

Tip:  Even though you may be adding a product in the POS Inventory, that Vendor/Part # may already be set
up in Vendor Products. Instead of trying to add the vendor/part, start by Quick Searching for the
product. If it already exists, just edit the UPC/Barcode # to correspond with the Product Inventory. If
not, then you can add the vendor/item. This can save you many keystrokes because you could enter all
the data as if to add it, only to find it already exists and you need to edit the existing record.

Backing Up Your Data

It is extremely important that you make frequent backups of your data. And, now during startup is a great time to
get in the habit! Losing all this important data and having to start over would not be pleasant or productive.

Backing up is fast and easy. Go to the Total Retail Solutions program group (Start/All Programs/Total Retail
Solutions) and select Backup Data Sender. Refer to Chapter 17 of the TRS User’s Guide for step-by-step
instructions.

Tip:  USB Flash Drives are a simple way to store your backups.

Customizing Your Screen Setup

TRS provides you with the ability to customize the way each screen displays on your system. Using the
import/export feature, you can even share designs with other users of TRS. Typically, this is something you might
do later, after you become familiar with the system and your particular needs.

You may also wish to customize your screen to take advantage of touch screen technology. If you purchase a touch
screen computer from JMM Software, your system will come pre-loaded with a layout that works best in a touch
screen environment.

For more information about customizing the screen setup, refer to Chapter 2 of the TRS User’s Guide.

Total Retail Solution V.10 Getting Started Guide Page 10
1/08 Crafter’s Edition



JMM Software, Inc.

Next Steps...

Once you’ve done these things, you should be ready to do some test sales and start playing around with the day-to-
day functions of the software. If you’d like training, contact JMM for information about our online training
sessions. Another resource is the TRS Training Movies. These can be viewed by clicking on the “Movies” button
at the top of the TRS screen. You can also join the TRS online Yahoo User Group (for details go to
www.jmmsoftware.com/forum.html). Of course, the User’s Guide is the most complete source of information

about TRS.
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