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Introduction

This document outlines the workflow for processing 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 Repair transactions

Keying in a new repair

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

PLEASE CLICK SCREEN TO CONTINUE

Sparkstone Retail

Fully integrated 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:
o e s S S aa |

24228 ¥ @0

Cashup  Office

rowered | Spark’
oy 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:

| [ hecustemerseaed T T
@ m Total Net Value g g
€
Stock Customer 1 Lavaways | Settie
2 Misc Main
Lookup.
Grid Line
4 Refunds | Order
Other
6 More Discard
Go TaTop
Scan an item or select an option - —T
E ; d
T [Ordsr number 10001353 53 SR 15
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First of all, select ‘Repairs’ and the following menu options will be displayed:

New
1 Repair

&

2 Progress

R

3 Edit

B-

6  Back

3

Settle

ViU

Line

o 1
o
(]

&5 ¢

Discard

Select ‘New Repair’, then you will be prompted to attach a customer to the sale:

& prnt. Mrinencial P interests. O Emad. Searching in [Reading. -] B 1dentify & Clear
1 0nStop LI Credit Customer | yat Exempt _| Eactored _] PO No. Required
Ref No. } [.contact |[w/a | Notes. =
Sumame| | itial | Title|
Company |
Email|
Postode| [ eokup ]
Address| Mabile
[ Homel,
[ Work|
Town| . Fax, —
County | Imps _ITPs _IFPS _1EPS
® 1. No Request
dprevious Next P Addresses... © 2, Request Credit
| © 3. Create Cradit Account
cust. Group| (none) | From| To| |Member = ]
Sort 1] -l Sort 2| -] sart3] | |
Credit Limit| __ 0.00] Batance| _ 0.00] Reserve [ 0:00] avaiabie[ 0.000/s order[ _0.00]
dprevious Next P M End @ nsert T oooere  F gar ¥ oK. X, cancel o Satect . B, Scxd

If they are a new customer, go to ‘Insert’ and fill in the relevant information. If
the customer has previously purchased from you, go to ‘Find’ and type in the
customer’s name or postcode and press ‘OK’. Press ‘Select’” when you have
chosen the correct customer record. The below window will be displayed:

Item Description

o

LI under warranty _| Estimate Only

Date Req.| 2 APR 15| Est. Cost|

0.00| Est. Time|

0.00|

iﬁw

v ook

Scanning

]

pR.:
New

1 Repair Settle

=

2 Progress | Main
K]

2

e

2 Order

4

s Other

- &

6 Back Discard

g @

GoToTop

&

g Go To End
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Select a repair type from the left hand side, tab through the fields to get to
‘Stock code’ and select ‘Generate’ if a new item is being booked in. A stock item
will be created with the prefix ‘REP’ for a repair item.

Type in the item description and fault description, then specify the time (if
required). If you require further information to be listed, press the ‘More’ button
and further information can be added under the ‘Notes’ box.

‘ Mrs C Sparkstone

@ 2

Batley Mills

Total Sale Value will Hill
Botley
Stock Customer £ 000
| Select repair type Job: & Date TmeLeft
repair =
Guitar Repair
String Repair
Electronic Repair
Brass/Wind Repair -
Sort key 1/
Sort key 2‘

Eeriai‘

Stock Code REP-56-0004

Item Description
Guitar restring

"

Search

Fault Description
= Full guitar strings to be =
replaced.

L1 Under warranty _| Estimate Only

Date Req.| 2 APR 15| Est. Cost|

15.00| Est. Tims| 3.00|

l@cﬁamsaf

¥ ok ¥ cancel

Scanning

T

Press ‘OK’ and another display will open up, where the item can be added to a

category. Fill in the required field and press 'OK’ and the following window will
open:

Sale Order Number
10000089

Page |1 Repair Extra Info _-|

Case?

~ ok X gancel P pack

This is a compulsory field- the case needs to be selected from the drop down.
Select the item from the list and press ‘OK’. At this point the repair can be
settled- usually by taking a deposit or selecting ‘No money taken’.
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To do this, go to 'Settle’ and select the option from the list. At this point a

workshop order confirmation will print out which can be given to the customer as
a record of the repair.

Workshop Order Confirmation

Hickies Music

Job Ho. §

Date 26/03115
Sales Order No. 10000088

Name Mrs C Sparkstone Home Tel
Address Botley Mills Work Tel
Wil Hill Mobile

Botley
Your Ref

Account 10000022
Stock Code REP-56-0004
Description Item : Guitar restring Hotes
Fault : Full guitar strings to be replaced.

Serial Number
Date Req 02/04/2015 On Warranty NO

Code i Oty
LABOUR labour

-

To view the progress of a job, click on ‘Repairs’ and ‘Progress’ and the jobs will
be listed as follows:

| |
@ & Total Sale Value
Stock Customer £ 0 % 00
Jobr User Date
":' C MSTR 2 R1 EV REPAIR. [[] |=
Joblo Customer |
[ostse ¥ ok X Cancel {
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When the technician who is working on the job has received the repair, they need

to view it by going to the Back Office| Workshop | Job Sheet and the
following window will be displayed:

B a: Extrainformation  Posting to: 2015, period 12
Job Sheet d Job T Branch  Customer name Customer reference Resource Status

6 REPAIR  |HO Sparkstone. 10000022 -[newrerar |

iptic Order reference Sales order
ype |REP-56-0004 | Guitar restring ][ | 10000083
6 26MAR 15 REPAIR

Job description Qty Serial number

| Repair of REP-56-0004 [ 1

Item i ault descripti Order notes

Guitar restring ~| | Full guitar strings to be replaced. -

Sort key 1 Sortkey 2 Sort key 3 Sort key 4 Sort key 5 Sort key 6

©® Budget O Actual | History
Time | Cost | Completed Created |26 MAR 15
GUITAR R Guitar restring oo 000 M - start
Required by |2 APR 15
Expected
Complete
4 1>
Show Profit 100 0.00 Estimated time
Phase detail L
Code Desarption Type Qty |Tme |Each |Cost Brice Bl Fixed price
LABOUR |labour Process o/ 00| 0.00] 000 K
Gross 0.00
< 15 Net 0.00
® All O Al VAT 0.00
O Repair @ Live
O Assembly / PDI ) Estimates B under warranty
O Refurbishments ol
Update Update Complete Cancel Send To 3 o % = ‘
|||t o ok e ¥ edic oK X cancel  Back B

The buttons in the bottom left hand side can be toggled to view all live jobs by
going to ‘Live’ or all jobs (including those which have been completed by going to
*All").

Also, the buttons can be toggled to switch between ‘Budget’ and ‘Actual’.

Print  Navigstion View  Extrainformation Posting to: 2015, period 12

Job Sheet d Job Ty Branch _Customer name Customer reference Resource Status
6 REPAIR HC 10000022 » | NEW REPAIR ;j
[ ~ 9] B T [newneAr

descrif Order reference Sales order
|REP-56-0004. | Guitar restring [ | 10000089

Job ipti Qty Serial number
|Repair of REP-56-0004 [ 4
i ault descripti Order notes
Guitar restring =] | Full guitar strings to be replaced. =

Sort key 1 Sort key 2 Sortkey 3 Sort key 4 Sortkey 5 Sort key 6
e

[ © Budget O Actual | | History
Created [26 MAR 15
Scheduled start
Required by |2 APR 15
Expected
= Complete
< | »
Show Profit 10 0.00 Estimated time
‘Phase detail —_—
Code Description Type Qty |Tme |Each |cost Indude Price Bl Fixed price
LABOLR labour Process o] 100| o000 oo0| K A
Gross 0.00
il 15 Net 0.00)
® Al o Al i ol
O Repair @ Live
QO Assembly / PDI O Estimates > Bl uUnder warranty
O Refurbishments 4 | i
Update  Update  Complete  Cancel  SendTo = e |
Lo o e e gm s ce e smr

The stock used to complete the job and the time taken to do the job can both be
updated by going to ‘Update Stock’ or ‘Update Time’'.

Update Update
Stock Time:
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For example, selecting ‘Update stock’ will show as follows:

dos i e
|| Navigation  Posting to: 2015, period 12

Job | Allocate
C—
Phase
GUITAR RESTRING =% Guitar restring
Stock
L e
Qty Unit cost Total cost  Unit sale Total sale Notes I
0 0.00 0.00 0.00 0.00 \ -
|StockCode | Matrix | Job Sheet|Phase Qty | Cost Sale Date Notes Serial Number b
OX
i
| [« | » :
I Add New |
o 'y
Load All Save and Save and |
Stock Return Allocate Time: ® Back

Either type in the stock record, or select the magnifying glass on the right of the
box ‘stock’, press ‘tab’” and select the stock code from the list. Then press tab and
enter the quantity, tab through the rest of the lines so that the line shows at the

bottom:

StockCode | Matrix | Job Sheet| Phase

Date

Motes

Serial Number

M140 GUITAR RESTF 2,38

6.99

26 MAR 15

| »

| Add New

Then the time can be allocated by going ‘Save and allocate time’ and press ‘YES’
to allocate the stock to the job. It might need the stock to be allocated to the
job, or to be ordered. Either selec ‘Allocate’ or Order Stock’ and a transfer
document will then be printed. The allocate time window will then be presented:

Job

6 ]
Phase

(ot TG

Repair of REP-56-0004

Guitar restring

Process
LABOUR &

Time/hrs

Iabour

Unit cost Total cost _ Unit sale Total sale Descriptic

| ow0|[ o000 000 000 0.0

Resource Job Shest Phase. Process Cost Sale. Date Desaription
6| GUITAR RESTF |LABOLR 1.00 0.00 0.00 | 26MAR 15 |abour =%
| Lo
| Add New
| Save and Save and |
et Allocate Stock P Back
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Select a resource who will complete the work and press tab, then tab through to
enter the time spent on it, the cost to the business and the sale for the customer

to pay. Tab through until the line is located at the bottom and press ‘Save and
Return’. Then press ‘YES' to allocate the time and resources.

When the work is complete, the technician can select ‘Complete Job’ and the
status at the top right hand corner will change.

For the sales assistant to retrieve and process the job- go to the front end of the
till, select ‘Repairs’ and ‘Progress’ and select the job from the list, then press ‘OK’
and the lines will be shown on the tilling screen:

‘ ‘ Mrs C ?park_ﬁtqna
Botley Mills
@ @ Total Sale Value | il Hill ﬁg
£ EBotley
stock Customer 1 699 t  Void Settle
" 1 REPAIR s f 7
0‘00 guitar restring : Guitar restring £0.00
Sl e @00 2 Quantity Main
T s
labaur £10.00
18 £10.00 e y

3 H140 s Line
[Martin M140 Bronze Ligh ht 12-5% £6.53 3 Discount Line

- é 8

4 FOC Order

¢ @

5 Details Other

“ $§

6 More Discard

g ©

] 3 6

Go To End

Enter any more items that the customer might be purchasing, then settle the
order by going to ‘Settle’ then select the type from the list.
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