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Introduction

This document outlines the workflow for processing 2" sales within the Sparkstone Retail EPOS
System. These notes are designed to complement the training that you will have received on the
Sparkstone Retail EPOS from a Sparkstone training consultant or system administrator. They are
not intended to be a complete overview of the software but are designed to assist you at a later
stage when you are away from the training session.

These notes have been compiled to reflect the configuration of the Sparkstone EPOS system at
your site and as such may only contain information pertinent to the operations that you require.
If additional modules are purchased at a later date, training notes will be provided as appropriate
on completion of the associated training course.

Objectives

To provide an overview of the processes involved in creating sales for second hand items.
Conventions Used

Menu paths will be indicated throughout this training manual in bold.

For example:

Back Office | Product file | Stock Records

Indicates that you should access Stock Records window from the Back Office using the Product
File on the drop down navigation menu.
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Keying in new transactions

When opening Sparkstone, you will be greeted by the splash screen:

PLEASE CLICK SCREEN TO CONTINUE

Sparkstone Retail

Fully infegrated software solutions for the retail,
e-commerce, mail order & wholesale sectors

spark*

www.sparkstone.co.uk
+44 (0) 1489 795000 v4.6.3

Click the screen using a mouse or the touch screen and the following login screen
will be displayed:
P R

424848 ¥ @0

Ay User

powered | spark”
by Technology

Either select the icon that corresponds to you on the top left hand side or click
‘Any user’ and this will list all users. Select the required user and press ‘OK’. The
tilling screen will then be displayed:

u No customer selected T
@ m Total et Value e
£
Stock  Cusfomer 1 Layaways | Sattle
2 Misc Main
Lookup
3 Grid Line
4 Refunds | Order
Other
5 More Discard
Go To Top
Scan an item or select an option E —
- ; d
T [Ordsr number 10001353 53 T
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For buying in a second hand item- Select ‘Other’ and then select ‘Second

Hand’ and it will ask you to add a customer to the sale. The following window will
be displayed:

| & o Binege T imemess @ cnsl Serching in TS N - B identty G cloor
Jonstop | Cradt Customer | yat Exampt. | Eactored _| PO to. Required
Ref ho. [ Gontact J ] Motes H
Sumane il e ]
company ]
Email ]
Pastcads] | oy
Adavess| 1 Mobie
| Hame
| work
oun| | e
county, | JMes 1TPS LIRS _IEPS
® 1. o Request:
A previous  Wext b Acdresses... © 7. Request Credit
© 3. Greate Credit Account
Cust. Graup tnone) -] #rem T Mermter o
sorta| -] somaz| o] samal -] -
cronst Limt|__0.00] atance| 0.00] Roserva[__0.00] avaiable[__0.00]0yS order|_0.00] points| W] vaue| WA
| dprevious mext b M gnd B et Boose J oo Voo Xocaced ¥ seecr B N
T G mamber 6501353 &3 EWRE

If the customer is an account customer they will most likely already have been

entered into the system. To search for them click ‘Find” and type in either their
company name or postcode.

If there is more than one record with the same name or postcode then a window

will be displayed titled ‘your search matched more than one customer’. Select the
relevant one from the list and click ‘OK":

L3y

4l

Refine search criteria
a

The rest of the customer details will then show in the customer record screen:

& pint  Mrinancial  Yinterests @ Email  Searchingin Readng - B 1dannty &5 ciear
i J onstop _J Credit Customer _J Vat Exempt | Eactored :.IPBO;).MM
Ref No.[ 990000525 | | contact [ w/n % Notes g |
Sumame| How | itial Tom

cmpmy[éparkstcne Technology Ltd [
Email tomh@sparkstone.co.uk

Postcode[SO30 2GB || Leakup, |

Address|Mill Hill Mabile| 34557657
[Botley Home| 01493454657
[ Work 01489 795000
Town Southampton Fax|
County | IMps _1TPs _IFPS _|EPS

® 1. No Request
4 previous Next P Addresses... © 2. Request Credit
e © 3. Create Gredit Account

Cust. Group|(none) _-| From| [To| |Member #|
sort 1 -l sorz| -] son3| ~|
Credt Lt 0.00] Balance| -47.01 Reserve] 0,00 Avaiable| _ 47.01]0/5 order[ 47,01

4 provious Next P #4 gind O joset @ polete £ gt < ox

=

X concel ¥ select P Decad
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Alternatively- if after searching for the customer and they do not have a record
and no information is populated, go to ‘Insert’ and type in the details manually.

Then click ‘Select’.Once the customer is selected, the tilling screen will be
displayed with the customer details at the top:

‘ ‘ Sparkstone Technology Ltd
Mill Hill
@ @ Tatsl Sale Value Batiey ]
Southampton

e — £ 0.00 Hampshire L et
Reference Type @ Standard
5H-56-0001 0 Sale or Return -
Description

Serial Number

4 hand Order

5 Other

‘ ~ ok ¥ eancel

Second hand ;1 I

Go To End

The second hand stock code will be created under the ‘reference’ field and it is
then possible to enter the description and serial number (if required). Once this
has been done, press '‘OK’. The following window will be displayed where the item
can be assigned to a category and other information can be assigned to it:

@ m Total Sale Value
Stock Customer £ 000
Category
Top-Level |(none)
Level 2 I (none)
Level 3+ I(none) _,]
Sort Keys
Sort 1 I v]
Sort2 | -
Sort 3 v l
Sort 4 - ’
Sort 5 vI
Sort 6 > l
Sort 7 vl
Sort 8 - ]
Sort 9 - l

When all of the required information has been filled in, press ‘OK’ and a keypad

will appear asking you how much you are buying the item in for. Type in the
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amount and press '‘OK’. The line will be added to the sale and the window will
show as follows:

[ . 3
@ o S @ |
Stk Customer £ 1.00/ e’ &
e ! S Cash Settie
e p
18 100 Cheque Main
L, - = o o
I ! 3 Line
1, Cash 2. Cheque 3. More Items @ Q
Second |
_'_ _‘ « “hand Order
6. Discard ﬁ
Other
| Al | | ’
|6 Discard | Discard
e = — ,@?;w
- J I g Go To End

If there are more items to add, select ‘More items’ and repeat the process.
Alternatively, if you would like to settle the buy in, select which form of
settlement the customer is going to receive the money back in from the left hand
side of the screen. Then a message will be displayed asking you to pay out the
relevant amount to the customer and a receipt will be printed. Press '‘OK’ to this
message and the sale will be saved down, creating the new stock item & booking
1 item into stock. To view this go to the Back Office | Product File |Stock
Record | Type in the stock record in the box at the top left and press tab

Refecance

 SH-56-000 ], Shortdescripion [Violin

e — Yo" ‘

Aactive: 1 o veloe A 2nd hand Bl Toiored B protrs L] assartly B et 3 27 ()
—

e v i —)
|y e O

q Purchase Details |

‘Supalies | Tom How | susplier et
Untrane  Uitawntly  Cost Bucode

=l k]
Uik ety
ey

2

» Dotk | _SetCost.|

# pnd @ anset 7 pat B polets

Ao

ok ¥ cancel

P gack

At this point, it is possible to change the gross sell price by going to ‘Edit’ and
putting the cursor in the ‘Gross Sell Price’ box, then tab through to change the
Net. Press ‘OK’ to save it down.

Please Note: Stock quantities can also be viewed from the front end tilling screen
by going to 'Stock” and searching for the items and the quantity is displayed on
the right:

1 match(es) found

Stock code Stock description
mi04 Astrea Violin G String

Qty Gross
0 3.40 4]
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To sell the second hand item- Log into the till as before, then find the
customer and add it to the sale and either scan the code or type it in to the box

at the top of the window:

I |
@ @ Total Sale Value

Stock Customer £ ‘ 000‘

Then press ‘Enter’ and it will appear in the tilling list:

| Mrs C Sparkstone
Botley Mills
@ & Total Sale Value will Hill ‘K (?
£ 5.00 - o
Stock Customer - L e s
1 SH-56-0001 s @ E
Violn £5.00
e 2 Quantity Main
Line
3 Discount Line
4  FOC Order
Extra i
5 Details Other
6  More Discard

Key in the rest of the sale, then select ‘Settle’ and choose the method for
settlement. Once the settlement has been keyed in, the cash drawer will open
and the receipt will print out. The next customer can be served.

Page 7 of 7



