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To unlock to Pro or Pro Multi-Store levels:  
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Choosing the Right Point of Sale Level for Your Ret ail 
Customer 
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Chapter 2: Getting Around In Point of Sale  
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Using the Retail Navigator  
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Getting Started Guide  
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How Do I...?  
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Text menus  
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Main toolbar  
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Using the Dashboard  
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Customizing the Toolbars 
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To turn on/off the display of the main toolbar: 
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To add, delete, or rearrange icons on the main tool bar: 
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Learning Point of Sale  
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Working with the Learning Center  
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Accessing the Learning Center and view the video tu torials:  
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Using Practice Mode  
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To access Practice mode:  
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Using Point of Sale Help and Support 
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The Point of Sale User Guide 
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Using the QuickBooks POS Community  
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Viewing and Navigating Lists  
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Working with Lists  
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To rearrange all columns, or to add or remove colum ns:  
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To sort by multiple columns: 
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To make edits in the list: 
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Chapter 3: Selling In Store and on the Web 
 

Receipt Basics  
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Understanding the Effects of Saving a Receipt  
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Creating a Sales Receipt to Record a Sale: 
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Handling Returns 
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To create a return receipt: 
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Selling on the Web 
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Designing Your Storefront 
 

Basic Set Up  
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Chapter 4: Working With Inventory  
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Transactional Documents 
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How Items are Used in Point of Sale 
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Inventory Items  Most items sold are inventory items. These are items 
 that a retailer purchases from vendors, sells to 
 customers , and tracks on-hand quantities. Inventory 
 item quantities and/or costs are updated by 
 transactional documents. 

  

Service Items  Used for charging for repairs, alterations, warranty  

 work or other non-merchandise charges on  
 customer orders and sales receipts. The on-hand  
 quantity of service items is always zero, as they are  
 non-merchandise items.  

  

Non-inventory Items  Non-inventory items are also typically used to sell  

 non-merchandise items and their quantity is always  
 zero. Non-inventory items offer a way to use  
 non-merchandise items and have them posted to  
 QuickBooks financial software differently than  
 service items. Some retailers choose to use  
 non-inventory items for incidental merchandise for  
 which they do not wish to track quantities. Some use  
 non-inventory items for shipping and handling  
 charges.  

  

Assembly Items (Pro)  An assembly item is “built” from two or more other  

 inventory items. For example, a Christmas Ski  
 Package is built from of a pair of skis, bindings, and  
 boots, all of which already exist in inventory as  
 individual inventory items. Once an assembly is  
 built, the specific individual item units included are  
 no longer available for individual sale.  

  

Group Items (Pro)  A group item provides an efficient way to group and  

 sell two or more items, at a defined group price, by  
 entering or scanning a single item identifier. Group  
 items differ from assemblies in that they are not  
 pre-built and the component items remain in  
 inventory individually.  

  

Special Order Items (Pro)  Special order items are used to sell custom or  

  one-time merchandise that are not currently carried  
 in inventory and may never be carried. Special order  
 items can only be added to inventory while creating  
 a document to order or sell them. If a retailer decides  
 later to carry the special order item, it can be easily added . 



Understanding I tems Fields  
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·  Item Type  

This is a required field  
 

·  Dept Name 
      The department to which the item is assigned. Required.  

 
·  Vendor Name   
      The vendor from whom this item was acquired.  

 
·  Item Name 

Also a required field, this is the principal description of the Item and is    generally 
printed on sales receipts and other documents. 

 
·  Item Description 

An essentially unlimited field that allows more a more detailed description of   the 
item 

 
·  Attribute  

A field used to describe an item characteristic, typically color, material, pattern, a 
second size, etc.  

 
·  Size 

The size or any other characteristic of an item  
 

·  Item # 
Every item (except special order items) has an Item # assigned by Point of Sale when 
added to inventory. This Item # can be edited but cannot be deleted. Item numbers 
must be unique, duplicates are not allowed. Besides being used for item lookups from 
documents, item numbers are also used to print bar code tags from within Point of 
Sale. This allows you to look up and list any item in your inventory using a bar code 
scanner.  
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How Item Cost and Prices are Handled  
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You can view these fields in the item record list or form. The Order Cost field is located in the 
Price & Cost area on the Item Info tab of the item form.  

 

 
 

Entering and Editing Cost Values  
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Chapter 5: Purchasing and Receiving 
Merchandise 
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Creating Purchase Orders 
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 Receiving Merchandise  
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Creating a Receiving Voucher  

To create a voucher: 

$� 8��1������
���	�
���1��
(��������=�5�6���
!
�����
� �������=�5�6��
���
��
������

 

 
 

��  )������
!�2���
���1����	��
���	�	
����	��
���	����� ���(������������
���	���������
�
1-���
�������3�U��
����	���������C������:��
���8
 ����3�����������	��3����1���
��
������3��
������
��������������
���	��3(�-��	������ ��3�U��
����	�������������!������

��������������
���;��

>� �/
�������
��1��-�
�������
!���������
�����
�
���	� ��������������5
���������
���A�

·  ��
���	����
��������������
��1�����1�	������������� 3�5�������1������
·  C����������	����������U(� �����	���/���
�(����1�U(� �����	�������5�����
·  �����������������1����1�/
���������	���
��1��
��
�! �������:���	�������������<	���

)��1��
;�

,�  C����������
��&
	��
�
������������	����������
���
� ����������(�	��	���
�	-����

"�  C�����
����1	�
���
������'
���
��(�8��
�������8���� 
����(�	��	������
	����

#� �����
�5	��������
����	�����������
��1�(���
�����
� ��)	�������
��1��������	!��
����	���(�
	��	�����	���	��N��
�1	��5	��������!
�5����
��	���� �
����
����
��
�!�������-������
��
��
����	�����

+� ��
����	!��O���
�������	!��3��������
�
�������!�
�� ���	���
��	���
�!���������

�



41�

Understanding the Effects of Saving a Receiving Vou cher  
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Chapter 6: End of Day and Financial Exchange 
with QuickBooks Financial 
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Four essential activities make up the End of Day pr ocedure:  
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Managing Daily Financial Exchanges  
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Initiating Financial Exchanges  
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Running a Manual Update  
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Verifying the Exchange of Individual Transactions  
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Viewing Corresponding QuickBooks Transactions  
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To view a transaction in QuickBooks: 
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Viewing the Activi ty Log  
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To review the Activity Log for errors:  
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Handling bank deposits after financial exchanges  
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To handle “cash” payments: 
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Payment type  QuickBooks account  
Cash  Cash in Drawer  
Check, Credit Card, Debit Card  Undeposited Funds  
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Chapter 7: Supporting Point of Sale Clients 
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QuickBooks Point of Sale Certif ication for ProAdvis ors  
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Why Certify in QuickBooks Point of Sale? 
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Confidently help retailers set up their QuickBooks POS 
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Learn More About How to Become Certi f ied in QuickBo oks Point 
of Sale 
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Intuit QuickBooks Retail Solution Provider (RSP) 
Program  
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Learn More About How to Become a QuickBooks Point o f Sale 
Retail Solution Provider 
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http://quickbooks.intuit.com/product/accounting-software/small-business/pos-retail-
solution-provider-program-retail-pos/index.jsp�
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