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Chapter 14 – Sales  

Sale Program - SALE 
Using the Sale Program, you can post a sale, look up previous sales tickets, and 
process sale refunds (if you have security authorization to do so).   
 
To post a sale from the Store’s Home Menu, select “Sales” from the Daily Customer 
Service Menu or press the F10 key and at the command line type in “SALE” and 
press the enter key.  A screen similar to Figure 14-1 will appear.   
 

 
Figure 14- 1 Customer Maintenance Screen 
 
At the Customer Name/# prompt you have the option to select a customer by name 
(last name first), account number, address, drivers license number, telephone 
number or social security number (use the corresponding function keys).  See 
Figure 14-2. 
 

 
Figure 14- 2 Customer Maintenance Screen w/Customer Listing 
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To select the customer, make sure your cursor is on the highlighted customer you 
want to select and press the F9 key or enter to move to the Sales Entry screen.  
Many customers have similar names.  To determine whether the existing customer 
information is the same, you can use the F4-key to view the customer information. 

Adding a sales customer 
If the customer is not in the system, you can press the F6-Add key while you have 
the customer listing up on your screen.  The add screen will appear, see Figure 14-3. 
 

 
Figure 14- 3 Customer Add Screen 
 
Some of the following fields may require you to enter data in the field. For social 
security number and driver’s license number (if your company does not require this 
information be completed, enter a 1 in the field).  A valid account manager may be 
required along with the customer type.  Be aware when entering in the customer 
Social Security Number or Driver’s License Number, if it matches a current customer 
you will receive the message  

 
This message is to advise you of potential fraud.  You may need to reverify the 
number entered. 
 
Once you have entered the customer's information, press the F9 key and you will get 
the “Any More Changes” prompt.  When you accept the default of N at the “Any More 
Changes” prompt, the cursor will go to the comments box.  Here you may enter up 
to 50 lines of comments on this customer, such as directions to the house, etc.  This 
is information you will want to keep permanently on this customer’s account.  When 
you are done, press the F9 key and you will be taken to the sales screen to begin 
entering the sale.  Please see Changing Customer Data for more information on 
adding or changing customers.  Whether the customer existed or was added, your 
screen should now resemble Figure 14-4. 
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Figure 14- 4 Sales Entry Screen 
 
Note the screen prompts at the bottom of the screen. 
 
F1-CUST CHGS  Allows employee (with proper security) to change customer 
information such as address and phone number. 
F3-PREV TICKETS  Allows the employee to review the customer’s previous sales 
tickets and process refunds. 
F6-COMMENT  Allows employee to post a permanent comment about the customer. 
 
Your cursor will be at the prompt “Right Customer”.  If this is not the right customer, 
enter an N.  You will be returned to a screen similar to Figure 14-1.  When the “Right 
Customer” prompt is answered with a Y, the screen will change slightly as shown in 
Figure 14-5.   
 

 
Figure 14- 5 Sales Entry Screen for the right customer 
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Posting a Sale 
Your cursor will be under the “Model Number” prompt.  You can scan in a UPC code if 
your company has included this information in the model file using an RSSS 
approved Scanner or enter the entire model number or you can search by partial 
model number using the (*) key to replace the first few characters, or search by 
product description.  If you are doing a search either by model or description, type a 
few characters in at “Model Nbr”  and press enter.  See Figure 14-6.   
 
Note that you can also leave the model number field blank, then press the enter key 
to move the cursor to the “Serial #” field and enter the serial number instead of a 
model number to bring the information into the Sales Entry screen. 
 

 
Figure 14- 6 Sales Entry Screen with model/description prompt 
 
After choosing the appropriate model number from the list, press enter.  The model 
number will now be shown on the Sales screen.  If you need to look up a serial 
number associated with this model number, type in AA in the “Serial #’ field to do a 
look up based on your criteria.  See Figure 14-7. 
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Figure 14- 7 Sales Entry Screen Serial # prompt 
 
Press enter after you enter the “AA” in the “Serial #” field and you will see a screen 
similar to Figure 14-8.  Press enter through this screen and press F3 to find by Model 
Number, then select the serial number of the item you are selling to this customer. 
 

 
Figure 14- 8 Sales Entry Screen Serial # inquiry  
 
If you are doing a layaway, you can enter the full model number and press enter.  
Go to Posting a Layaway in this section. 
  
If you are selling miscellaneous inventory go to Sale of Miscellaneous Inventory in 
this section. 
 
Once you press the enter key, the model number and serial number will be placed 
under the appropriate prompts on the Sale Add screen.  Your cursor will be at the 
prompt “Price”, see Figure 14-9.  If this is the correct price, press the enter key; if 
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not, enter the correct price (if you have the security authorization to do so) and 
press the enter key.  Your cursor will now prompt at “Qty”.  The quantity should be 
“1” when selling a serialized item.  Press the enter key.  Your cursor will now move 
to beneath the prompt “Spiff”.  If there is a spiff assigned to this item in Item 
Maintenance, it will be displayed.  If it does not appear here, and one is to be paid 
you may enter it here with proper security.   
 

 
Figure 14- 9 Sales Entry Screen with items being sold 
 
Press the enter key, otherwise your cursor will now move beneath the prompt “Del 
Date”.  This will default to today's date but can be changed if necessary.  Your cursor 
will now move beneath the model number.  You can sell more inventory items 
following these same steps.  The number of line items you can sell on one sale ticket 
is limited to what prints on our company’s unique sales invoice.  When you have 
entered all the inventory items you wish to sell on this ticket, press the F9 
key.  You will be prompted "Any More Changes: N".  When you press the enter key 
to accept this default of N, your screen will change to resemble Figure 14-10. 
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Figure 14-10 Sales Entry Screen with items being sold 
 
At this point the system will drop you down to the “Pmt 1" prompt.  If you need to 
change any of the previous fields listed below, use your arrow up key to edit them (if 
you have the security authorization to do so). 
 
Previous field descriptions are: 
CONTRACT  Enter the contract number you want to assign to this sale.  This field is 
a free form field and generally not used.  However, if you are selling your paper to a 
finance company and their contracts are numbered, you can enter that number here. 
 
TAX CODE  Leave blank and the system will automatically calculate taxes for you 
based on settings in Sales Control for your store or based on ZIPCODES if you are 
required to pay sales tax based on the customer’s jurisdiction. This field is only 
changed if; (1) customer lives in a different tax jurisdiction not noted in ZIPCODES, 
(2) this is a non taxable customer   Enter 999 to list available tax codes.  To get to 
this field, you will need to arrow up to get here.  
 
DATE  Defaults to today's date.  Press enter.   
 
STORE  This field will default to your current location.  Press enter. 
 
SALESMAN  The system will automatically pull your salesman number from the 
security entry screen.  If you know the salesman number of the salesman who made 
this sale, enter it here.  If you do not know the number, enter zero or 99999 and you 
will get a window of all the salesmen.  Just arrow down to the one you want and 
press the enter key.  Your cursor will then go to the next salesman field.  Sales can 
be split up to three ways.  They will be split evenly.  If there is no other salesman, 
press the enter key twice.  If there is another one, enter this number in the field 
after the first salesman or type in 99999 to get a listing.  Choose the correct one off 
the listing and press the enter key.  Repeat the procedure again if there is a third 
salesman.  If there are no other salesmen, press the enter key to move to the next 
field. 
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TOTAL PRICE  This is the total price of all items without tax.  Generally, you will just 
enter through this field. However, if the customer has made you an offer of a lower 
price that you are going to accept, you can enter the amount they have offered here.  
Once you enter that amount, the retail price and tax on each item will adjust 
automatically based on settings in Sales Control under the heading “RDPrice” 
Redistribute prices in SALE based on % of: (C)ost or Original (P)rice..  As a result, 
this also adjusts the gross profit proportionally. 
 
TRADE  If the customer has a trade-in, enter the amount here and press enter.  The 
trade-in amount will be taken off of the total price and tax will be adjusted 
automatically based on your settings in Sales Control under the heading “Tax Trade-
in Indr”, you will be prompted to enter the information for the trade-in. 
 
DISCOUNT  If you are giving the customer a discount off of the total price, enter 
the amount of the discount here and press enter.  The discount amount will be taken 
off of the base price and tax will be adjusted accordingly. 
 
TAX  This is the sales tax amount.  It is automatically calculated based on how you 
have the sales tax set in Sales Control or tax code if entered in the field TAX CODE. 
 
TOTAL AMOUNT  This field will be filled in automatically by the system.  This is the 
total price of all items with tax.  Generally, you will just enter through this field.  
However, if the customer has made you an offer of a lower price you are going to 
accept, you can enter the amount they have offered.  Once you enter that amount, 
the retail price and tax will be adjusted automatically based on settings in Sales 
Control under the heading “RDPrice” Redistribute prices in SALE based on % of: 
(C)ost or Original (P)rice.  As a result, this also adjusts the gross profit 
proportionally. 
 
At this point, your cursor will be on the Pmt 1 field.  This is where you are 
going to enter the payment collected and in what form you are taking it (cash, 
check, credit card charge, etc).  There is also a field on the screen called “Amt to 
Allocate”.  This is the amount of money you still have left to allocate through these 
payment fields.  It will decrease as you post the various payments.  When the 
amount to allocate is zero, you can move past the payment field.  You must allocate 
the exact amount of the sale or you cannot move on.   
 
PMT 1  Enter the amount they are paying and press enter.  You will now be 
prompted to enter a payment form.  If you do not know the payment form, press 
enter and you will get a window of all the available payment forms, see Figure 14-
11.  Using your arrow keys, take your cursor down to the one you want, when it is 
highlighted press enter to choose it.   
 
If you choose cash, check or money order and you have set up the system to 
calculate change in Sales Control, you will be prompted to enter an amount 
tendered.  Once you enter the amount tendered, the amount of change you need to 
give the customer will display on the screen and also print on the receipt.  If you 
have allocated the entire amount due, your cursor will move to Ticket number, 
otherwise it will go to the field PMT 2.   
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Figure 14-11 Sales Entry Screen with payment form window 
 
PMT 2  If the total amount was not paid with the first payment, follow the same 
procedure as you did for Pmt 1 to enter the second payment.   
 
PMT 3  If the total amount was not allocated in the first and second payment, follow 
the same procedure as you did for Pmt 1 and Pmt 2 to enter the third and final 
payment. 
 
You must allocate the total price of the sale or the system will not let you 
continue. 
 

 
Figure 14-12 Sales Entry Screen prompting for Advertising Source Codes 
 
TICKET NBR  Enter through this field to let the computer assign the ticket number.   
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CUST CARRYOUT  You may get this prompt based on settings in Sales Control “Ask: 
CO/Adv:”.  This is a Yes or No question.  This is a field that is tied to the gross profit 
commission table.  If this is answered with a Y, the salesman will receive a higher 
commission than if answered with an N when you are using the table to pay 
commissions.  
 
ADVERTISING SOURCE CODE Depending on your setting in Sales Control “Ask: 
CO/Adv:”, you may be asked for an advertising source code.  Press enter at this 
field and a list of codes will be displayed here.  You may enter up to four codes, see 
Figure 14-12.  These code(s) are very important for tracking how effective various 
forms of advertising are.   
 
Once you have entered the advertising source codes, you will be prompted “Any 
More Changes:N”.  At that prompt the prompt message may read “F1 To Enter 
Customer PO or Manual Invoice Number”, see Figure 14-13. 
 

 
Figure 14-13 Sales Entry Screen prompting with F1 
 
If your company ties the sale to a customer purchase order or a manual invoice 
number, you can press the F1 key and the screen will change slightly where you may 
enter the PO number or Manual invoice number here as seen in Figure 14-14.  Your 
control records can be changed to reflect the PO or Manual invoice number, if one 
exists, instead of the ticket number in the Take Payment screen. 
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Figure 14-14 Sales Entry Screen prompting for PO# 
 
You will now be prompted for “Any More Changes: N”.   
 
When this is answered with an N or you press enter to accept the default of N, you 
may be prompted to “Trans Serialized Inv to:” a location.  Press enter to accept the 
default. 
 
Next you are prompted again for “Any More Changes:N”.  Press enter to accept the 
default. 
 
You are prompted to “Print a Delivery Receipt”.  If you answer Y you will then be 
prompted to enter delivery notes to print on the delivery receipt.   
 
Once you have entered your delivery notes, you may be prompted for the delivery 
form you want to print to.  Press enter to accept the default delivery form or select 
the form you want to change to.  You are then prompted for delivery receipt printer.  
Press enter to accept the delivery receipt printer or change it to the code for your 
delivery receipt printer.   
 
Next you are asked if you want to print the delivery receipt.  If you answer Y, one 
will print with your sales ticket.  You can print as many as you need.  Enter an N to 
continue.  You may be prompted for Invoice Form.  Accept the default or select the 
Invoice Form you want to change to.   
 
Next enter the receipt printer or accept the default by pressing enter. 
 
Next it will prompt you for reprinting the receipt.  Print as many as you need and 
enter an N to continue on. 
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If you used an accounts receivable payment form that has a contract to print out, 
the last question you will be prompted to answer is "Print Contract." If you answer 
yes, a contract will print on the printer you have designated. 
 
Other options when posting a sale: 

Sale of Miscellaneous Inventory 
If the Company has been set up to sell Miscellaneous Inventory, when you are at the 
“Model Nbr” field in the Sales Add screen of the item you are selling, type it in and 
press enter.   
 
If you are unsure of the model number and you need to search for it, enter the first 
couple of characters of either the model number or description and press enter.  In 
this example, looking up model number beginning with FOASH.  Press enter after 
you type in your model number information.  Please note that serialized inventory 
can be sold with miscellaneous inventory on the same ticket.  See Figure 14-15. 
 

 
Figure 14-15 Search for miscellaneous item using partial model number  
 
Your cursor will move to the bottom of the screen at the “Select Sequence” field 
prompt.   Press enter to search by description or enter an M and search by model 
number.  A window listing inventory will populate beginning with the first few 
characters you typed in to search on.  See Figure 14-16. 
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Figure 14-16 Search for miscellaneous item by model number/description prompt 
 
Using your up or down arrow keys, highlight the item you wish to select for the sale 
and press enter.  If the item is not listed on this screen use your F1-Forward or F2-
Back keys to move forward and back in the listing to find the item you are looking 
for.  See Figure 14-17. 
 

 
Figure 14-17 Inventory by model number window listing 
 
Once you highlight the item and press enter, the screen will change and appear 
similar to Figure 14-18. 
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Figure 14-18 Sales Entry Screen with model number populated from window 
listing 
 
Your cursor will be under the “Serial #” field and MISC will be in the serial # field.  If 
you are going to sell this item and give it to the customer at this point, just press 
enter and continue on through the sale.  If this is going to be a layaway sale, type in 
LAYAWAY and go to Posting a Layaway in this section.   
 
As in the sale of a serialized item, the “Price” defaulted will be the regular price on 
the model number.  If the amount shown is the price you are going to charge, press 
enter.  You can change the price (if you have the security authorization to do so); 
otherwise, press enter (the return key).   
 
Your cursor will now be below the prompt for “Qty”.  This will automatically default to 
1; if you are only selling one, press enter.  If you are selling more than one, enter 
the correct number and press enter.   
 
The “Spiff” will automatically appear in most cases.  If a spiff does not appear, but a 
spiff is to be paid or you want to change the spiff amount that appears (requires 
security authorization to do so), enter it and press enter.   
 
Your cursor will now be under “Del Date”.  This defaults to today’s date for delivery 
date, but you may change it if necessary and press enter.  You screen will appear 
similar to Figure 14-19. 
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Figure 14-19 Sales Entry Screen with miscellaneous item entered 
 
Your cursor will now be on the next item line.  If this customer is buying additional 
items, follow the above procedure again.   
 
When you have entered all the merchandise the customer is buying, press the F9 key 
until you get the prompt “Any More Changes”.  When this is answered with an N, the 
screen will change to the screen where you post all the money you are collecting, see 
Figure 14-20.  Please go to page 7 of this section for details on the money screen. 
 

 
Figure 14-20 2nd Sales Entry Screen (Money Screen) 
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Posting a Layaway  
If the company has been set up to process layaways, when at the “Model Nbr” field 
in the Sales Add screen, if you know the model number of the sale item you are 
putting on layaway, type in the model number field and press enter.   
 
If you are unsure of the model number and you need to search for it, enter the first 
couple of characters of either the model number or description and press enter.  
Refer to page 10 for information on how to look up by model number or description. 
 
Using your arrow keys, highlight the correct model number and press F9.  This will 
put the model number on the screen for you.  Press enter and the screen will change 
to resemble Figure 14-21.   
 

 
Figure 14-21 Sales Entry Screen serial number entry 
 
Enter LAYAWAY in the “Serial #” field. This will allow the sale to be processed 
without a serial number. This will not take a unit out of inventory when the sale is 
processed but will put the item(s) on layaway instead. Items will still need to be 
transferred upon delivery. 
 
After you enter the word LAYAWAY as seen in this example, and press enter, your 
cursor will reside on “Fab/Mat” field.  Press enter through “Fab/Mat” and “Color” 
fields.  If you company uses Color and Fabric Code (and the color and fabric codes 
are maintained in Color and Fabric Code Maintenance) you will need to update these 
fields. 
 
Your cursor will reside on “Price” next.  The regular price on the model number will 
show up here.  If there is no price, enter it here (if you have security authorization to 
do so). 
 
Your cursor will now be below the prompt for “Qty”.  This will automatically default to 
1; if you are only selling one, press enter.  If you are selling more than one, enter 
the correct number and press enter.   
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The “Spiff” will automatically appear in most cases.  If a spiff does not appear, but a 
spiff is to be paid or you want to change the spiff amount that appears (requires 
security authorization to do so), enter it and press enter.   
 
Your cursor will now be under “Del Date”.  This defaults to today’s date, but you may 
change the delivery date if necessary and press enter.  Here, you will enter the date 
you anticipate delivery will take place.  This date is especially important for special 
orders and layaways. 
 
Once you have entered the delivery date, a “Sales Comment” box may appear as 
seen in Figure 14-22.  Press enter till your cursor resides on the next line for you to 
enter the next item.  If you are doing another layaway for this customer, follow the 
instructions above for each item, then continue the sale process.   
 

 
Figure 14-22 Sales Entry Screen for special ordering when model number does 
not exist 

Refunding a Sale (Security Required) 
To refund a sale, you need to use the SALE program.  To get to the SALE program 
select “Sales” off your Daily Customer Service Menu or press the F10 key and at a 
command line, type in “SALE” and then press enter, see Figure 14-23. 
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Figure 14-23 Customer Maintenance Screen 
 
At the Name/# prompt you can enter the customer's name (last name first), account 
number, address, drivers license number or social security number (use the 
appropriate function keys to list the customers in the order you wish to view 
them or press  to list them in alphabetical order).  You can enter any of these 
in complete or partial form. 
 
Locate the customer and using your arrow keys, highlight the correct name and 
press enter.  At the “Right Customer: Y” prompt, press F3, see Figure 14-24. 
 

 
Figure 14-24 Sales Entry Screen display previous tickets 
 
You will then be prompted to enter the ticket number, see Figure 14-25.  If you don't 
know the ticket number, PO number, or manual reference number, press enter 
through all three fields and you will get a listing of previous tickets for this customer.  
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Use the arrow keys to highlight the ticket you want to refund and press enter, see 
Figure 14-26. 
 

 
Figure 14-25 Sales Ticket Maintenance Screen 
 

 
Figure 14-26 Sales Ticket Maintenance Screen with data 
 
Once you have selected the correct ticket, notice the prompts at the bottom of the 
screen; press the F6 key to enter Refund Mode.  See Figure 14-27.   
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Figure 14-27 Sales Ticket Change Screen F6 Refund 
 
Press the F3 key to refund an item, or press the F4 key to refund all.   
 
If you pressed F3 to refund an item, you will be prompted to enter the quanitity of 
the item to be refunded and at the “Rf” column, enter a Y on the items you want to 
refund.  
 
If you pressed F4 to refund all items, then the Y’s will automatically show up in the 
“Rf” column.  See Figure 14-28. 
 

 
Figure 14-28 Sales Ticket Change Screen 
 
If everything is correct, press the F9 key for “Any More Changes”.  See Figure 14-29.  
If you need to make changes, enter a Y and make your changes.  Otherwise press 
enter to accept the default of N and your screen will change to resemble the top 
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portion of the screen displayed in Figure 14-30.  The cursor may be residing on the 
“Contract” field. 

 
Figure 14-29 Sales Ticket Change Screen completion 
 
Use the enter key to move through the fields.  The refund amounts will default to the 
original sale ticket values, except they will be negative because this is a refund.  If 
you are only refunding an item, you may need to change Payment Form 1 to reflect 
that total refund amount for that item with a minus behind the dollar amount.  Note 
that the total amount in the Payment 1, 2 and 3 areas must equal the “Total Amt” on 
the screen and must be negative before you can complete the transaction.  Once all 
is correct, press F9.  Be sure to transfer the refunded inventory to the correct 
location, see Figure 14-30. 
 

 
Figure 14-30 Sales Ticket Change Screen completion 
 
Press the F9 key.  You may be prompted for the Customer’s PO# and Manual Receipt 
#.  Complete these fields if applicable or press enter through to the “Any More 
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Changes” prompt.  If you need to make changes, enter a Y and make your changes.  
When the prompt “Any More Changes” is answered with an N, you may be prompted 
for an Invoice Form.  In most cases, this will default to the type accepted by your 
receipt printer.  Press enter to accept the default or you can change the form type 
then press enter.  You will then be prompted for the printer number where the 
receipt will print.  You can accept the default by pressing enter then the refund will 
be completed and a receipt will be printed.  You will be prompted to “Reprint the 
Receipt:N”.  If you need another copy of the receipt, answer with the Y, otherwise 
press enter to accept the default answer of N. 
 
Once you have exited the Sale Maintenance screen (press F8 to backout) and then 
re-enter the customer to proceed back to the Sale Maintenance screen, you will see 
how your ticket listing will look after you have refunded the sale.  See Figure 14-31. 
 

 
Figure 14-31 Sales Ticket Maintenance Screen listing tickets for customer 

Sales Audit Report - PSALEAUD  
To run the Print Sales Audit Report (depending upon your Menu setup), select the 
option “Report Menu” off the Store Home Menu, then select “Print Audit/MGMT 
Reports” off the Report Menu, then select “Retail Sales Audit – PSALEAUD” off the 
Auditing Reports Menu or press the F10 key off any menu and go to the command 
line and type in “PSALEAUD”.  You will be prompted for the printer or file pathname.   
 
Press enter to accept the default printer or type in another printer number or 
pathname.  See Introduction to Reports for additional information about the 
printer/file pathname screen.  You will now be prompted for “Separate Locations”.  
Press enter and accept the default of N for no. 
 
This report program allows you to run a sales audit report in many different ways, 
for many different purposes.  Please read through to see the different select and sort 
options available, see Figure 14-32. 
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Figure 14-32 Print Sales Audit Report Screen 
 
REPORT ORDER  Select the sort option you would like on this report. 
    1 = Sale Date 
    2 = Ticket Number 
   3 = Customer Number 
   4 = Salesperson Number 
    5 = Daily Transaction Report by Customer 
 
PO ON HOLD REPORT  Enter a Y for yes if you want this report to show only those 
sale tickets that have the word HOLD in the PO# field.  HOLD prevents statements 
from being generated for these invoices.  
 
PAID BY  Select which type of sales you would like on this report. 

C = Cash Sales (only sales that were paid in full by cash, check, money order 
or debit/credit card) 
A = AR Sales (only sales that charged all or some of the dollar amount owed) 

           B = Both (to get all the type of sales) 
 
PRINT DETAIL LINES  Enter Y for yes if you want the report to print the detail lines 
of the sale, including the inventory, otherwise accept the default of N for no by 
pressing enter. 
 
TOTALS ONLY REPORT  Enter a Y for yes if you want this report to show a grand 
total sales amount only, otherwise accept the default of N for no by pressing enter. 
 
TYPE INVENTORY   

1 = Misc - will print only non-serialized, accessories inventory sold. 
2 = Serialized – will print serialized inventory sold. 
3 = Movies – will print movie inventory sold. 
4 = MC (Movie Club) Sales - will print sales that were transacted using the 
<F5-Sell Misc>, <F6-Sell Movie>, or <F7-Sell Serialized> feature found in the 
“MP” (Movie Payment) program. 
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5 = All (No Movie Club Sales) - will print any sales that were transacted 
using the program “SALE”. 
6 = All - will print all sales, no matter what type of inventory it was or what 
program was used to transact the sale. 
7 = Sales Rental Inventory – will only print type O (on rent) & R 
(reused/rerental) rental inventory sold. 
8 = All (No Movie Club Sales or Sales Rental Inventory) 

 9 = Service 
 
STARTING SALES DATE  Enter the earliest sales date you want for this report.  
(Sales beginning on date). 
ENDING SALES DATE  Enter the last sales date you want for this report.  (Sales 
ending on date). 
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type Y for yes and enter the respective number here to 1) SELECT BY 
LOCATIONS or  2) SELECT BY LOCATION GROUPS.  Then choose the option to 
1) SELECT BY 10 LOCS/GROUPS 2) SELECT RANGE OF LOCS/GROUPS.  The 
report will only print information about the requested location(s) or location 
group(s).  Enter up to ten store numbers.  If all stores are needed, press enter to 
accept the default of N for no.  If you have selected to run the report for more than 
one location, you will see the prompt “SORT BY LOCATION”.  This gives you the 
option to run all stores together or have the report separate them.  Accept the 
default of Y for yes to sort by location, otherwise change it to an N for no to NOT sort 
by location. 
 
SELECT BY ADV CODES  If answered Y for yes, you may enter up to six different 
advertising codes.  The report will include only the sales with those selected 
advertising codes.  Select N for no to NOT select sales based on advertising codes 
used.. 
 
SELECT BY DESCRIPTION  If answered Y for yes, you may enter up to three 
different descriptions.  If you select Y to enter description(s), enter the description or 
“*” followed by the description search string.  The report will include only the sales 
with those descriptions selected.  Select N for no to NOT select sales based on 
descriptions. 
 
SELECT BY MODEL NUMBER  If answered Y for yes, you may enter up to six 
different model numbers.  Note: You may put in partial model numbers.  For 
example, enter FBASH to get all sales with product codes that are Furniture Bedroom 
and ASHley as the manufacturer.  Select N for no to get all sales of model numbers 
on the report.   
 
SPIFF EXCEPTION REPORT  If answered Y for yes you will see a report showing 
spiff exceptions, otherwise press enter to accept the default of N for no. 
 
USE TAX CODE FOR LOC  Select Y for yes if you want the report to use the tax 
code for the location instead of store location.  This is typically used for sales tax 
reporting.  Select N for no to have it report based on store location. 
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GROSS PROFIT EXCEPTION REPORT  If answered Y for yes, you will be prompted 
“GROSS PROFIT EXCEPTION PERCENT:    0.00”.  Enter the highest percent you wish 
to see as an exception for.  You will get a report with anything that was sold at that 
percentage or lower.  Select N for no if you want all profit types reported. 
 
PMT FORM WANTED  If you want the report to print only particular AR payment 
forms, enter them here.  If you want all AR payment forms, leave the zeroes.  You 
may enter up to four different payment forms.  Enter 999 to list the payment forms 
you can choose from for the report. 
 
PRINT COST  If you want the report to print the cost/book value, enter a Y for yes.  
If you select N for no, it will report all costs at $0.00. 
 
REFUNDED SALES INDR  Do you want the report to include, exclude or only print 
refunded sales? 

I = Include 
E = Exclude 
O = Only 

 
TYPE OF SALES  Enter the number reflecting the type of sales you want printed on 
the report. 

1 = Actual 
2 = Pending (Stock Orders, Special Orders and Layaways) 

 3 = Delivered Pending 
 4 = 1 & 3 (Actual & Delivered Pending) 
 5 = 1, 2 & 3 (Actual, Pending & Delivered Pending) 

6 = Open Pending.  Pending Partially Delivered (any sales where some items 
were delivered and others are still pending). 

 
INDIVIDUALLY PRC INDR  These are items that had a price entered in the 
individual serial number in Inventory Maintenance (INVMNT) instead of using the 
model number price in Item Maintenance (ITEMMNTS). 

I = Include 
E = Exclude 
O = Only 

 
TAX EXEMPT SALE INDR  This is typically used for sales tax reporting. 

I = Include 
E = Exclude 
O = Only 

 
SELECT BY CUST TYPE  If you want only particular customer types to print on this 
report, enter a Y for yes.  You will have the option to enter up to 10 different 
customer types.  If you want all customer types, enter an N for no. 
 
Once you have selected all options, press the F9 key.  You will then be prompted, for 
“Any More Changes”.  If you need to make changes, enter a Y for yes and make your 
changes.  When the prompt “Any More Changes” is answered with an N for no, the 
report will begin counting records and print to the printer or file pathname you 
specified. 
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See Figures 14-33 through 14-34 for Print Sales Audit (PSALEAUD) setup screens 
and resulting report examples. 

Example PSALEAUD Screens and Resulting Reports 
This report example will print a detail sales report for the month of January, for all 
model numbers beginning with “FBASH” in store 101.  See Figure 14-33 and Figure 
14-34. 
 

 
Figure 14-33 Print Sales Audit Report Screen with data changes #1 
 

 
Figure 14-34 Print Sales Audit Resulting Report #1 
 
This report will print a totals only report for all cash sales for store 101.  See Figure 
14-35 and Figure 14-36. 
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Figure 14-35 Print Sales Audit Report Screen with data changes #2 
 

Figure 14-36 Print Sales Audit Resulting Report #2 
 
This report will print a detail gross profit exception report for all sales sold with a 
gross profit of 20% or less for store 101.  See Figure 14-37.  Figure 14-38 is the last 
page of the resulting report. 
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Figure 14-37 Print Sales Audit Report Screen with data changes #3 
 

Figure 14-38 Print Sales Audit Resulting Report #3 
 
 


