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Introduction

Although your Rapidstock system contains all the programs and framework
necessary for controlling your stock, every retailer has different ideas on how to
classify stock in report form for analysis and comparison. You therefore need to
carefully plan how your stock should be categorised. Also you should decide which
items are to be grouped together for comparisons and analysis both within and
between the stock categories.

General Tips & Recommendations for Rapidstock Users

In most cases clicking the column header in a report will sort the report by the
clicked column.

On most reports, a right click of the mouse will provide you with the Print
options, including Advanced Print options for emailing the report.

Holding your mouse still over a button/icon will show a tooltip describing the
use of that button/icon.

The printer should always be switched on, loaded with paper (or
tickets/labels), and ready to print before the computer is switched on.

Always keep at least two back-up copies of your data and it is advisable to
produce these copies for each working day. The safest method is to keep a
separate backup for each day, and to label each day’s media accordingly.

Always make back-up copies of data before producing Weekly or Period
Reports.

Never turn the computer off while it is working - always exit programs in the
correct manner.

Windows allows you to perform the same task in various ways. It is impossible
for a manual to show all the options, so the following pages will show the
basic steps. As you become more familiar with the Rapidstock package you
may develop your own methods and shortcuts for doing particular tasks.

This manual has been produced purely as a beginners guide. As your
knowledge and individual needs become more sophisticated you can contact
Touchretail's help desk for advice on more specific needs.
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Your Main screen should be similar to the one above. The box
on the left tells you both the current date and the number of days
your System has reached into the current sales period. The date
should be correct as this is taken from the computer’s internal
clock.

The number of tickets waiting to be printed (spooled) is always
on display.

The various options shown left direct you to the general areas
within the program. Feel free to experiment but always make a
backup of your data if you are not sure about a particular
process before you start. If you want to have a practise on a
‘demo’ system contact Touchretail for the current password to
access the demo system on Touchretail’'s data server.

If you are performing several different actions in a short space of
time Rapidstock will allow several task windows to be open at
once. However it is good practice to close down each window or
section before moving to a different one.

To exit from this package just click the "X’ on the top right-hand
corner of the Touchretail screen.




Backing up Data for non-Hosted systems

In case of machine fault or failure, you should always make backup copies of your
Data every time you have finished working on Rapidstock at the end of the day. If
you have done a long session of work on the system it's always worth doing a
system backup. You should have a backup for each working day so that you can
always return to an earlier disk. So that if a fault occurs in the computer and you do
not detect that the data is corrupted in some way until the following day, you still
have access to your valuable data as you have the previous day’s data.

After 4.00 p.m. the Backup Message shows
at the top of the main screen menu which
prompts you to backup your data. Just click
on the message when you are ready to do a
backup.

Alternatively, to make a backup of your data at any time before leaving Rapidstock
select the Utilities option then BACKUP existing data and follow the prompts. The
Quick Backup selects current stock and period to date sales information. To back up
all information including historical data select the Complete Backup option.

Touchretail holds 10 slots to backup your entire FS data for a given period. This can
be very useful during Stock-takes, Period resets etc. Do remember that they are held
on the hard disk so a hard disk failure could mean you also lose that information.

Always have copies of your data on media that can b e separated from your
computer.

You will notice an option to Restore Previous Data. If you have a disaster then the
restore will take you back to the previously chosen data. Be very careful that you
select the correct backup to restore  and remember that the Quick Backup does
not hold all historic data. Every time you restore, a safety backup will be created.
Please do not rely on this because only one safety backup resides on your system.
So if you restored twice without thinking, the safety would then hold the first restore
and not the original data.

If in any doubt about backups and restores please contact the Touchretail Helpdesk
for guidance.

If your Rapidstock system is a Hosted System all Data backups are performed by
Touchretail as part of the managed service. Touchretail operate multiple Data
Servers, and cross backups are done automatically between pairs of servers every
night. Additionally, you can have an additional backup of the data sent to your
specified local PC or server daily.




Planning Rapidstock Groups

The Rapidstock system has a 3-tier hierarchy: Category (Groups), Sub category
(Departments) and Stock Records.

Your business type and the main reporting requirements will determine how you
structure the Groups and Departments. For instance most fashion retailers carrying
branded merchandise require summary information quickly and easily by Brand or
Supplier, in which case the Groups would be by Brand. Within Brand the
Departments would be by type of garment e.g. suits, jackets, shirts, etc.

If Brand is not as important as the sales and stock levels by type of merchandise
then it would be better the other way round. A camera shop for example would
probably have Digital SLR’s, Digital Compact, Lenses etc as Groups then either
subsets or Brands at Department level.

The Rapidstock system has a capacity of 99 Groups, and within each Group 40
Departments.

Within each Department you are able to hold up to 99 individual Stock Records.

Planning Rapidstock Departments

Unlike Groups, Departments have certain parameters which must be adhered to.
When deciding on which stock lines to allocate to various Departments remember
these points:

Each Department must be allocated a size scale of up to 13 sizes.

All merchandise to be included in any Department must be able to be
governed by the size scale which you have allocated to that Department.

You should not change the size scale of a Department once it contains stock
information, otherwise the existing information would become incorrect.

Each Department contains up to 99 different stock lines or styles (Records).

If there are more than 99 Records for a Department, you would then start a
second Department which would have the same parameters and details.

Planning Rapidstock Size Scales

The System can hold up to 80 different Size Scales, each one of which will be
represented by a character. You are given the choice of characters that can be used
when the Size Scales are being set up. As mentioned above, all Size Scales that
you use will have up to 13 different sizes. You can have less than 13 in a scale, but
not more. When deciding on Size Scales, it is important to remember that correct
cost/selling/margin reporting assumes the same cost/selling prices across all sizes of
the same stock record.




‘Fit’ Sizes

Some merchandise has a second size parameter, such as the leg length for jeans or
the length dimension for suits, jackets, trousers, or the cup size for bras, or the width
fitting for shoes. This can be allocated at Record level and (like Colour) Fit is a filter
field for most reports.

Planning Rapidstock Records

Normally each Record will represent a stock line. If stock lines are bought in several
colourways you will probably want to identify each colour separately — one of the
filters on reports is the Colour field. Each different colourway takes up a separate
Record, though when creating the Records the stock details can be set up once and
all colourways added as a ‘matrix’. See later for details about this facility.

Supplier Code

Usually the supplier will have a style reference or reorder code — this is referred to as
the Supplier Code, and has its own field on the Record. There is a search facility that
uses the Supplier Code field both in Rapidstock and on the Touchretall tills. When a
Supplier Code is located in either of these system searches, all attributes belonging
to a specified Supplier Code (e.g. all colours and/or all fits) will be displayed.

To Create new Groups and Departments
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The new Group will now be displayed in the browser.

Within the main categories (Groups) sub categories (Departments) are created.
Each Department is allocated a Size Scale, which determines the size scale of all

Stock Records created within that Department.

To create a new Department follow the instructions below.
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Highlight the line number on which
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then Click Create

Enter new department name then

Click to display Size Scales

Double Click the required size scale
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New Stock Lines

For new Stock Lines, the details required to set up a
- Record are best taken from the copy order. Packing

notes do not usually have prices and invoices do not
always have size breakdowns or descriptions. It is good
practice to insist that the salesperson puts a brief
description by each line purchased on your copy order.
This is also useful in the case of non delivery or incorrect
deliveries.

We will assume therefore that you are using a List of
Stock Lines for existing lines, and copy orders for newly
arrived stock. On arrival, stock should be validated
against the copy orders

Click STOCK then Click Stock Browser

Highlight an empty group (extreme left column in the
browser)
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Double Click a Supplier or
Click New to create a new supplier. i e

Enter the specific detail (Supplier code) to the right of the abbreviated supplier
name.
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The Options button at the top right of the Create Record screen can be used to modify the
data that you include as sort criteria on the Stock Record.

If you have colour ranges of the same product, select the option to ‘Use Colour in
Description’, which will provide the colour table to select/add/edit colour ID’s and names —
the colour ID will then form the first 3 characters of the 16-character description field. These
colour ID’s can be used as a filter for most reports on the system.

To use the full 16 character description field without including a colour ID from the table,
ignore the ‘Use Colour in Description’ box.

Similarly, select the Option to ‘Use Supplier Code’ to include the supplier ID as the first 4
characters of the supplier item code (or style reference). The supplier ID is a filter field in
most Rapidstock reports.
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Attributes — User Definable Fields

Fashionability, Print Type, Fabric Type, Style Type and Bin Location are
examples of what you may create for the User Definable Fields at the right hand side
of the Stock Record Create screen. To utilise a User Definable Field, right click on
the Field name box and enter a field description.

Left click on the Field name to bring up the list of options — new options can be
created by adding a 3-digit ID and a matching Description.

These fields are entirely optional, but if used may be used as filter fields in most
reports, so can be a useful additional analysis tool.

Details of the type of information that can be recorded on these fields are listed
below:
Fashionability - can be used for recording how fashionable the
stock item is, e.g. mainstream, high fashion;

- Print Type - this field obviously relates to the type of print of the
Tarc i stock item e.g. floral, stripe, check;

. Fabric Type - again this field is self explanatory and relates to
the type of fabric of the stock item;

=l . Bin Location — can be used to record the warehouse Bin

o Location (Aisle/Bay/Shelf). This Field can then be linked to the
; : Replenishment Report to enable picking lists to be printed in Bin
Location order.

Style Type - can be used to store a general description of the
stock item;

Accept Click Accept when you are happy with the record detail.
—




Adding Stock to your Records

Click Finish to accept your stock entry and they will be added to Ticket Manager
(See separate details on Ticket Manager and it's use).

The screen above shows the highlighted record has been added to the stock
browser.

At this point the stock will automatically be added to the stock quantities in Branch
one on the system.

** See Transfers for information on how to transfer stock from branch to
branch **




Looking up Existing Records

Click on Stock from the main menu

You have three choices:

Stock Browser will guide you through Groups & Depts.
Look up Record asks directly for a record number.
Search requires specific supplier detail within a record.
We will choose the direct Look up Record option

Enter number and Click Ok

This takes us you to the stock record screen

This shows the location of Stock, Sales (If any), and Orders . A button to view More

Options .

Buttons to Add Stock & Modify. These take you to virtually
the same screens as you were in when creating a new
record and adding stock.

You can simply add a Graphic Attachment of a digital shot
you may have taken and click on it to enlarge if needed.

You can add a Word document via the small folder shown
(this might be a letter to the manufacturer about the
garment).




Transfers Introduction

This section shows you how to transfer stock within your business from branch to
branch. An in-built facility of Touchretail Software is that it can automatically
produce a permanent printed record of every such transfer of stock. In addition to
this, it provides an option to produce a delivery note to accompany the transferred
stock ensuring that no goods are "mislaid".

How Internal Goods Transfer Works

If your business consists of more than one shop, the simplest way of controlling
stock is to have all goods delivered to a warehousing site and then transfer goods
internally to your various shops. Your warehousing point will probably be where your
administration is based, and in most businesses this head office also has a retail
function. We will always refer to your head office/warehouse as the sending branch
(From). Your other shops may be referred to as the receiving branch (To).

Transfer Procedure

Click on Transfers

Choose the Branch
Details

Click on Manual
Transfer

Tick the date of Transfer

Key or scan in the individual items
that you wish to transfer. The full
barcode will transfer a specific item.
The record number only, will give
you a size scale to fill in.

When you accept you will be able
to print as many copies as you
require.




How to find a Record number within a Barcode

This will be a number between 1 and 9999. You may only have the Barcode and
therefore need to extract the record number from the Barcode. Refer to one of the
table below for details. For demonstration purposes, the record number 234 has
been used for.

A barcode number 90234925 the first digit is a system identifier.

Digits 2 to 5 are the record number. Digits 6 and 7 represent the Size Position, and
digit 8 is a check digit.

Delivery Notes

The following is a suggestion on the use of ‘delivery notes’ and no doubt you will
use or adopt it to suit your personal requirements. Give both copies of the delivery
note to the person who will pick the goods and if necessary pack them, who will then
tick off all goods packed and sign both copies. One ticked copy is returned to you
and the other copy is sent with the goods. The receiving shop staff accepting the
transferred goods then checks them against the delivery note, signs it returning it to
you. Finally you should check the returned note against the original to ensure that
the receiving shop received all the stock correctly. If you wish, you could print up to
three extra copies so that the receiving branch could retain one of the two copies for
their records.

Remote Transfers
Transfers can take place at a remote site by using the Touchretail EPOS system.

They can also be done with the aid of a Hand Held Terminal.

Please ring Touchretall if either of these options are of an interest to you.




Enter Sales

Sales may be processed either from EPOS terminals or by manual entry to the
Rapidstock back office.

Manual Sales Update

The single most important point about entering sales is that you need the information
in the first place. Your sales staff MUST remember to tear off and keep the sales
stub section of the computer printed garment ticket for every item sold. It is in their
interest to do this because missing stubs will lead to discrepancies and may require
extra physical stock checks.

Do not worry if the stub section does not tear cleanly from the top section of the
ticket - the all important stock number is printed twice on the stub.

We will assume that you have a day's sales stubs which need to be entered. You
can enter sales at any time as long as you do it at least once a week. Most people
have their week ending on a Saturday, so all sales up to Saturday evening are
usually entered on a Monday morning before doing the Weekly Report Reset for
Saturday’s date.

Click on Sales this takes you to virtually the same screen as
transfers.

Tick the day and the branch you wish to
complete manual sales for

Click on Add Manual Sales




The top of the screen has various buttons. Most of the time it
will be set on Normal Sale which means that you simply key
in or scan the barcode number. The sale will be displayed as
barcode 9001222 is above.

Click on Set Disc if the following items are all reduced by a set percentage (10%
perhaps).

Click Returns if the garments are coming back into stock (see notes on the
following page)

Remove Entry, Change Quantity and Price Change can all be performed once the
items have been screened. Each option will prompt you into the correct usage of the
button.

Click Accept and you will be asked if you require a paper copy.
After your choice the screen below will be displayed showing the value
of the sales you have just entered.




EPOS Sales
These are collected by one of these methods:

Online by broadband connection and Salespush data exchange software
overnight by modem

e-mail

disk or pen-drive (see separate information).

Once collected they will show on the sales screen above with a question mark and
the number of branch EPOS units collected. As with Manual Sales you simply tick all
the branches to be updated.

Click Update EPO S Sales and all your will sales will automatically be
updated in the same way as Manual Sales, together with paper report if
required

Returns (Including Faults and Credits)

Customer Credits (when an item is returned by the customer) are credited and then
put back into stock. This is dealt with in exactly the same way as Returns. As the
returned item will have only the stub of the computer ticket (if the customer has not
removed it), replacement tickets can be produced in the record screen under more
options).

If you operate a goods on approval system, you would use the Credits function for
all goods returned to the shop (providing that they were booked out as Sales in the
first place). So it is essential to follow the procedure correctly even though at first it
may seem complicated.

To enable returned goods to be put back on sale immediately, your staff should use
a temporary ticket until a replacement has been issued.

The details from the original stub still attached to the garment must be written onto
both sections of the temporary ticket. The bottom section of the temporary ticket is
then attached to the original stub on the garment, while the top section is put into the
sales stubs box.

Faulty Goods are returned into the system in exactly the same way (Manual or
EPOS), but make sure you deduct them off stock when agreement has been
reached with manufacturer.




How To Find Out The Stock Number

If the original stub is missing from the returned garment, your staff will have to use
an identical stock item of the same size and colour to get the stock number. Failing
this, they can use a garment of the same line and colour to get the Record Number,
not forgetting to also write the size and price on the Temporary Ticket.

If there are no other garments in stock of the same line, and if your staff do not have
access to old stock reports. Then a brief description of the supplier and the style
should be written on the Temporary Ticket, which will enable you to later obtain the
record number from your old stock reports. Again this is much easier with an EPOS
system because a search facility helps you find the item more quickly.




Ticket Manager Instructions

Click on Tickets from the main menu

As you can see the status box will
inform you of any tickets waiting to be
printed. To print the awaiting tickets
you simply make sure your printer has
the preferred tickets in the feed tray
and click on ‘Start Run’ button. If
there are no new tickets to print this
option will be faded out.

It is possible at all times to reprint any of the last 10 ticket runs by simply clicking the
‘Re-print’ button. You will be informed if there are no tickets to re-print.

Customise your Tickets

Your tickets can be customized to your individual requirements by clicking on the | Tag Setup

You have the option of setting up 10
different style tickets, either being a
mixture of swing tags or adhesives or
all of one or the other.

Double click the icon in the bottom
left-nand corner and you can then
assign which type of ticket you want
under each letter.




The first thing you can do is decide which font, style and size you wish to use for the

name on the ticket,

Clicking your mouse on the field and
then clicking the ‘font/colour’ button can
change any of them to your choice.

The same procedure applies to the
small adhesive tickets. Note: Colour
printing is slower than black and white
printing so ticket production may take
longer.

You can choose the different options and
click ‘ok’ to revert back to the example ticket
and get an idea of what you printed ticket
would look like.

Once you are happy with your design
click 'save & use’ and your ticket will be
stored against the selected lettered tab
along the bottom. This is now the default
ticket.

If you wish to use one of the other tickets you simply select the one you wish to use
from the lettered tabs and click ‘save and use’.




When you click to ‘start print run’ you will be asked at which ticket you wish to start
printing from.

This eliminates waste, so simply enter the number where prompted, click ok and
your tickets will be produced.

The ‘Page Setup’ screen is for making minor ticket adjustments for your own printer
model. They should not usually need adjusting and care must be taken when doing
SO as altering these settings can stop your tickets from printing correctly. The default
is zero so always revert to this if you have any problems.




