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INTRODUCTION

Welcome to the CoPOS Manual. This manual is a great tool for learning CoPOS as well as a
reference for the CoPOS expert. Care has been taken to document all available options.

There are two ways to use CoPOS. The first is the Main Menu. The second is CoPOS Help. The Main
Menu and CoPOS Help have the same functions, but they are organized differently. Use the arrows
and enter key to choose a menu item. As a shortcut, type the number of the menu and press enter.

In the future, CoPOS Help will become the primary menu for CoPOS.This manual is organized using
the CoPOS Help menu paths. A green box will note the Main Menu Path. Here is an example:

Main Menu Path 1.2.3

FORMAT

This manual contains visual elements useful in quickly finding information.
¥ Type- Type this text in CoPOS

¥ - Text on CoPOS screens

Note: Quick tidbit that makes CoPOS easier

Important: Brief explanation or warning of a 1 e [ VoLt e e ellony e

common missed step is formatted as a red
box.

System Constant 000: Administrative option to customize CoPOS behavior at your store.

RESOURCES

The Resources chapter contains many useful guides, best practices, and answers a lot of frequently
asked questions about CoPOS. Learn about CoPOS hardware, additional labeling options, power
tips, ordering supplies and release notes that detail the changes in new versions of CoPOS.

THANK YOU

Thank you for using CoPOS. Your feedback and support help make CoPOS a great product. If we
have missed anything, please submit ideas and questions to support@copos.com or call
1.855.77.CoPOS26767).
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1) REGISTER

The register is where all parts of CoPOS meet to perform a series of actions using item and
membership information. All aspects of processing a transaction happens in this menu. Items are
tracked through the various register options as is membership sales information. Locate sales from
the inquiry section of this menu. Use other options to set up preferences for receipts, check
performance statistics, print register tapes, and perform simple tasks like price checks.

1.1) RECORD SALE
Main Menu Path 1.1

Record a sale is the most interactive option of CoPOS. When recording a sale, type ? or press F10in
any field to display useful tips.

Note: Quickly access Record a Sale by
typing O at the main menu.

MEMBER/CUSTOMER LOOKUP

¥ ####HE - Member number

¥ Last - Search for last name

¥ ,First - Search for first name

¥ *N - New member (see below)

¥ *C - New Non-member customer (see below)
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¥
¥
¥
¥

C/name- Non-member customer lookup

.D - Remove Member from sale

.E - Display all member names/Edit member info (if allowed)
EMPTY Non-member sale

MEMBER FIELD TIPS

¥
¥
¥
¥
¥
¥
¥

BARCODE - Price check

.C - Change cashier initials

.Gl#### - Use gift card number

.R - Print receipt for last transaction

.S - Recall a sale placed on hold CTRL-Go hold sale)
.T - Determine Tare Weight

.V - Show today's voided sales for quick editable re-ring

ITEM LOOKUP

¥
¥
¥

K K K K K K

Note: Scanning a barcode in the member

BARCODE - Scan the barcode of an item , ; )
field will look up the price.

#### - Enter PLU of an item

=apple - Hotlisted item starting with apple or keyword
apple

tomato - Starts with tomato or keyword tomato
+tomato - Contains tomato in the name

-cherry - Exclude items with cherry in the name (use with above)
tomato/2 - Starts with tomato and in department 2

peas/groc - Peas in the grocery department

peas/1.99 - Starts with peas and costs $1.99

ITEM FIELD TIPS

¥

K K K K K K

Note: Search terms can be combined:
+tomato -sauce/grocery - Contains the
word tomato, doesn't contain the word

+ - Deposit in
- - Deposit out

.BC - Bag charge sauce and isn't in the grocery department.

-.BC - Bag credit

.G - Purchase gift certificate
.D - Delete item

/' - View Departments

PRICE FIELD TIPS

K K K K K

10%- Discount item by 10%

1.99D - Apply member discount to this price
F - Full price

C- Cost

C+10- Cost+10%

QUANTITY FIELD TIPS

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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+ - Use scale weight

-# - Use scale weight minus tare weight, i.e. -.03
S - Single (break pack)

T- - Remove tax from item

T+ - Add tax to item

##### - Use as PLU on next line

C- Case

K K K K K K K

10U

Short for 'l Owe You,' an IOU lets a customer buy now and pay later.When a customer has an

existing IOU they may pay some, none, or the entire IOU. Some stores require a customer to pay I0Us
within a certain amount of days. This is called IOU aging, and is available when a customer has
outstanding IOUs. Cashiers can view customer I0Us and select specific IOUs for payment. Specify
member credit limits in Receivables/IOU > Credit Limits or by individual in the member or employee
database.

ADDING A NEW MEMBER AT THE REGISTER
Enter *N in the member field. For details on adding a member see Database > Member.

ADDING A NEW NON-MEMBER CUSTOMER AT THE REGISTER

Enter *C in the member field. Maintaining a Customer database is useful mainly for tracking special
orders and gift cards.

FUNCTION KEYS
Additonal options are available using the function keys F1-F8.

F1 - Enter more items

F2 - Accept payment. Press twice for split payment window.

F3 - Adjust discounts

F4 - Special orders, sales tax, dues, IOU, gift cards, and hold sale
F5 - Record Sale

F6 - Quit without recording a sale

F7 - Return to member field

F8 - Apply coupons

K K K K K K K K

Note: Recording a Sale will automatically
start a register session if one does not exist.

Note: Only one sale at a time can be placed
on hold at each register.
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1 2) VOID SALE Important: If a screen becomes frozen during
Record a Sale press CRTL-Go release the
Main Menu Path 1.2 screen and hold the transaction. Type .S to

recall the sale and resume activity.

Remove a sale from the day's transaction data. To
ensure accuracy, sales should be voided on the register
where the original sale took place. You will be able to view the sale before voiding it.

At the (XM= prompt, press Enter to select the most recent sale for voiding or type: last - View the
most recent sale F1,list - View a list of sales# - The number of the sale you wish to void

SELECT A SALE

¥ last - Last sale recorded

¥ list - List all sales with optional filters
¥ - - Previous sale

¥ + - Next sale

1.3) ENTER RETURN
Main Menu Path 1.3

A return allows a portion of a sale to be returned. Returns can be member or non-member. If the
item should be spoiled, enter Yes toBEE. Adjust discounts and sales tax if necessary. Print a
receipt when done.

System Constant 127: Prompt for name and Ph# of Non-Member Returns.

1.4) GIFT CARDS

CoPOS makes a distinction between Declining Balance Gift Cards (DBGCs, Gift Cards, or GCs) and
Paper Gift Certificates.

DECLINING BALANCE GIFT CARD

¥ Linkable to a member, non-member customer or can remain unlinked
¥ Balance is tracked by CoPOS
¥ Different gift card types can be created in Database > Gift Card Type

PAPER GIFT CERTIFICATE

¥ Not linkable to any member or customer
¥ Balance is not tracked by CoPOS
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Note: All gift cards/certificates are included

1.4.1) GIFT CARDS ENTER/RECHARGE in in the Sales Recap
Report.

Main Menu Path 1.4.1

Gift cards allow customers to buy credit. Gift card types are defined in Database > Gift Card Types,
where it is determined if a gift card type is rechargeable or not. Gift cards can be attached to
members, or to customers which requires customer information. To add a gift card that is not linked
to any member or customer, enter *N in the (ifSESShaad field. Link a gift card in 1.4.5.

System Constant 69: Allow 'G' Syntax at Register without a Declining Balance Gift Card. Sell this type
of gift card by typing .G as an item while recording a sale.

System Constant 122: Collect cash when DBGC is purchased in a sale.
System Constant 123: Use DBGC when DBGC is purchased in a sale.

System Constant 150: Prompt for Paper Gift Certificate# when Recording a Sale.

Important: This option is for gift cards whose
sales are to be tracked by CoPOS. Sales
involving Paper Gift Certificates are NOT

1.4.2) GIFT CARDS VOID tracked by CoPOS.

Main Menu Path 1.4.2

Gift cards linked to members can be voided. Enter the member/customer or select from the list by
pressing F1. View information for the selected gift card.

Note: Gift cards must be voided individually.

1.4.3) GIFT CARDS REFUND

Main Menu Path 1.4.3

Refund a gift card to a member or customer. Specific gift cards can be referenced by typing G/#H#H##
where # is the serial number of the gift card. Refund amount can be edited.
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Important: Deduct the refund amount from

1_4_4) GIFT CARDS INQUIRE (SlNGLE GC) the total monies in, cash in, and gift cards

purchased totals on the sales recap to
Main Menu Path 1.4.4 ensure accurate record keeping.

Inquire on a specific gift card for a member. Press Flto
list. View sales, payments, refunds, transactions, and inactivations.

1.4.5) GIFT CARDS LINK TO MEMBER/CUSTOMER

Main Menu Path 1.4.5

Assign unowned gift cards to an owner. Enter the gift card serial number and the member/customer
to link it with. Transaction tracking is available with linked gift cards.

Note: Gift cards can not be linked to
members who already have a declining
balance. Choose Enter/Recharge instead.

1.4.6) GIFT CARDS MERGE

Main Menu Path 1.4.6

Merge two gift cards into one. All data involving the Merge gift card will be applied to the Into gift
card. Before merging, you will have an opportunity to view transactions involving both cards. When
done, the Merge gift card number will be deleted.

1.4.7) GIFT CARDS INACTIVATE

Main Menu Path 1.4.7

Gift cards can be inactivated and reactivated. Inactivated gift cards will not display at the register
until reactivated.

1.4.8) GIFT CARDS INQUIRE (MANY GC)

Main Menu Path 1.4.8
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Search all gift cards that match the filters. View sales, payments, refunds, and transactions. Print or

export details.

1.4.9) GIFT CARDS ACTIVITY

Main Menu Path 1.4.9

Search gift card activity within a set of dates. View sales, payments, refunds, and other
transactions. Print or export details.

1.5) CASH PAYOUT

Main Menu Path 1.5

Record cash taken from the till NOT associated with returns or voided sales. Attach a note and print a

receipt for easy tracking. View notes in Register > Search > Cash Payout (Main Menu Path 1.10).

1.6) MONIES IN
Main Menu Path 1.6

Record cash collected at the till for non-sales. Attach a note and print a receipt for easy
tracking. View detalils, find an R/A, press F1 for more choices, and view criteria. View notes in
Register > Search > Monies In (Main Menu Path 1.11).

1.7) INQUIRE ON A SALE
Main Menu Path 1.7

View a sale by number, last sale (default), choose from a list by pressin¢F1, or by member
number. View department summaries, discounts, tax summaries, or print receipts from a selected
sale.

LOOKUP OPTIONS

¥ SALE #- View Sale number entered
¥ LAST- Default option. View last sale
¥ LIST - View a list of sales
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¥ - - View sale immediately before the last sale

¥ +-View the sale after the last sale indicated

¥ M/name Lookup a sale by member name

¥ FIND- Search by member, date, time, sale amount, or sale number

1.8) QUERY

1.8.1) QUERY SALE

Main Menu Path 1.8

A more advanced sales search with date filters.

Compile the search and select a sale from the list. Respecify criteria if no list was
generated. Broaden criteria and dates if necessary.

1.8.2) QUERY RETURN

Main Menu Path 1.9
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Choose to include, exclude, or ignore a variety of criteria to find the desired return(s). View details of
the return and reprint a receipt.

Note: Leave criteria blank to search all
returns.
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Note: Department managers can choose to

1.8.3) QUERY CASH PAYOUT include EITCRCINSd to see what was

returned to a specific department.
Main Menu Path 1.10

1) REGISTER

Search for cash payouts using filters. Specify criteria for inclusion and exclusion. View details, find a

payout, select Next for more options, or view criteria. Print or export details.

1.8.4) QUERY MONIES IN

Main Menu Path 1.11

Search for monies in using filters. View details for each monies in.

1.9) SALES NOTES
Main Menu Path 1.13

Use sales notes to describe events that may affect a day's sales. Examples could include member
sales, promotional events, or inclement weather.

1.10) PRICE CHECK
Main Menu Path 1.20
Use an item name, PLU, keyword, or barcode for lookup. Item details are displayed.

Note: Items with a barcode can also be
looked up in the member field of the Record

1.11) OPEN DRAWER a Sale screen. Scan the item or enter the
UPC Code.
Main Menu Path 1.21

Open the cash drawer without recording a sale, void, or
return.

1.12) REGISTER UTILITIES

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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1.12.1) REGISTER UTILITIESOPEN SESSION

Main Menu Path 1.14

A register session records a day's sales for one register. Each session is unique from the previous
session. Enter cashier initials and starting value of the till. Sessions can also be started in Record a
Sale and by typing 0 at the Main Menu.

Note: Access the money counter with .M in

il=]leB”A Initial Cash on Hand |

1.12.2) REGISTER UTILITIESCLOSE
SESSION

Main Menu Path 1.15

Stop this register from recording sales. Printing a register tape (Z-TAPE) is encouraged for
bookkeeping.

Useful when switching cashier drawers. Open a new session with a new drawer and enter starting
balance.

1.12.3) REGISTER UTILITIESTALLY CLOSED SESSION

Main Menu Path 1.16

Enter a register and session number to tally all forms of payment for closed register sessions. Press
Enter or type Last in the session # field to close the most recent session. Edit, print, or save
details. Figures can not be changed after saving.

Note: Entering .M in (FhEINSES Ol N ETT]

displays a money counter, useful for tallying
coins and currency.
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1.12.4) REGISTER UTILITIESREGISTER TAPE (Z-TAPE)

Main Menu Path 1.17

Print tallies from the day's transactions.

1.12.5) REGISTER UTILITIESSESSION TAPE (X-TAPE)

Main Menu Path 1.18

Print a tally of transactions for all sessions on a register.

1.12.6) REGISTER UTILITIESSUMMARY REPORT

Main Menu Path 1.19

Prints all sessions for all registers for a set of dates. Specify one register to include summary by
employee. View sales and totals, as well as the average dollar amount per sale.

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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1.12.7) REGISTER UTILITIESCASHIER PERFORMANCE

Main Menu Path 1.28

View statistics for one or more cashiers. Filter by date, day of week and time. Select an employee to
view more details about their activity on the register.

Important: This option is password
protected.

1.13) BALANCE TOOLS

1.13.1) BALANCE TOOLS CHECKS IN

Main Menu Path 1.12.1

View transactions involving payment by check. Select a set of dates and register number, or press
Enter for all registers. Print or export details.

1.13.2) BALANCE TOOLS CREDIT CARDS IN

Main Menu Path 1.12.2

View transactions involving credit cards. Select a set of dates and register number, or press Enter
for all registers. Print or export details.

1.13.3) BALANCE TOOLS EBT IN

Main Menu Path 1.12.3

View transactions involving EBT (food stamp) payments. Select a set of dates and register number,
or press Enter for all registers. Print or export details.

1.13.4) BALANCE TOOLS GIFT CARDS REDEEMED

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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Main Menu Path 1.12.4

View transactions involving gift cards redeemed. Select a set of dates and register number, or press
Enter for all registers. Print or export details.

1.13.5) BALANCE TOOLS GIFT CARDS PURCHASED

Main Menu Path 1.12.5

View transactions involving gift cards purchased. Select a set of dates and register number, or press
Enter for all registers. Print or export details.

1.13.6) BALANCE TOOLS OTHER DISCOUNTS

Main Menu Path 1.12.6

View transactions involving discounts that are not basic member, worker, senior or employee
discounts. Select a set of dates and register number, or press Enter for all registers. Print or export
details.

1.13.7) BALANCE TOOLS I0OU CHARGES

Main Menu Path 1.12.7

View transactions involving IOU charges. Select a set of dates and register number, or press Enter
for all registers. Print or export details.

1.13.8) BALANCE TOOLS IOU PAYMENTS

Main Menu Path 1.12.8

View transactions involving IOU payments. Select a set of dates and register number, or press Enter
for all registers. Print or export details.
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1.13.9) BALANCE TOOLS PRICE OVERRIDES

Main Menu Path 1.12.9

View transactions involving a price override. Print or export details.

1.13.10) BALANCE TOOLS ITEM/DEPT TAX MISMATCH

Main Menu Path 1.12.10

View transactions where tax at time of sale does not match item/department settings.

details.

1.13.11) BALANCE TOOLS MONIES EXPECTED/RECEIVED

Main Menu Path 1.12.11

List transactions where monies expected was different than received.

1.14) SETUP

1.14.1) SETUP CASH REGISTER TABLE

Main Menu Path 1.22

Specify lanes attached to CoPOS. Use as directed by CoPOS Support.

1.14.2) SETUP SALES RECEIPT MESSAGE

Main Menu Path 1.23

CoPOS Manual

Print or export
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Enter a message to print on the bottom of receipts. To edit the message on the top of receipts (ie,
store name, address, ph#), see System Maintenance > System Constants.

1.14.3) SETUP OPEN REGISTER MESSAGE

Main Menu Path 1.24
Enter message to appear when a register session starts.

Example: Attention Cashiers, Today is Senior Discount Day.

1.14.4) SETUP DEPOSIT IN/OUT

Main Menu Path 1.25

Specify defaults for bottle charges and credits. Charges and credits are applied in Record a Sale.

1.14.5) SETUP BAG CHARGE/CREDIT

Main Menu Path 1.26

Specify defaults for bag charges OR credits. Type .BCin Record a Sale to apply a charge (customer
without bags) or -.BC for a credit (customer with bags).

System Constant 22: Prompt for Bag Charges at the End of Qualifying Sales.

1.14.6) SETUP SALES TAX HOLIDAYS

Main Menu Path 1.27

Some state governments will occasionally specify a Sales Tax Holiday. After the specified date the
sales tax reverts to the default setting. Log off and on all logic boxes for tax holiday to take effect.
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1.15) MONEY COUNTER

Main Menu Path 1.29

Enter quantities of each bill and coin. CoPOS will do the math for you. Enter the number of coins and
bills, NOT the values. If there are unbroken rolls of coins in the till, CoPOS can count these, too.Type
the # of rolls followed by R+the # of loose coins.

Example: 3R+6

CoPOS will calculate a total of $31.50 for quarters. Each roll of quarters is worth $10.00, and 6
quarters is worth $1.50. $30.00 + $1.50 = $31.50.

After pressing ESC you may print a tally and total on the receipt printer.

Note: The money counter can also be

accessed by typing .M in @RlEIReES K]yl

in Register Utilities > Tally Closed
Session.
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Receivables (I0Us) are amounts of money owed to the store. All IOU inquiries happen here. View
I0Us with aging, as summaries and details, with dates, and select members. Enter payments on
I0Us and specify credit limits for members and employees. Print overdue statements to mail.

2.1) INQUIRY (AGED)
Main Menu Path 2.1

Use this inquiry to view a member's IOU history. View all sales with an open balance or include I0Us
paid in full. The overdue total is aged (ie, broken down into 0-30, 31-60, 61-90, and over 90 days
overdue). View repayment methods, sales, and reprint individual receipts.

2.2) INQUIRY (CHARGES ONLY)
Main Menu Path 2.2

View IOUs of members, customers, and employees without the aging information. View outstanding
or paid off IOUs. A summarized list is generated where you can view details.
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2.3) PAYMENT SUMMARY
Main Menu Path 2.3

Generate a list of IOU payments from all members within a set of dates. View in list form or retrieve
more details associated with payments.

2.4) PAYMENT DETAIL
Main Menu Path 2.4

View a history of IOU payments within a set of dates for one member. Select a transaction from the
list to view payment details. View payments, IOUs covered by a payment, repayment amount, check
number, date, sale number, and amount applied.

2.5) LIST BY DATE
Main Menu Path 2.5

List IOU transactions chronologically for all members. Set a less than value to include IOUs that are
less than a certain amount. Enter O to include all IOUs. Enter 0.01 to include all OPEN IOUs. Select
a sale to view details.
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2.6) LIST BY MEMBER
Main Menu Path 2.6

Set an date to view members with IOUs and the date they last paid. Press Enter for today's
date. Restrict to members whose 10U total is over a certain amount. Choose to only view employee
IOUs. View IOU and member details from the list.

2.7) ENTER PAYMENT
Main Menu Path 2.7

Enter IOU payments for a member or employee. Choose which IOUs to pay, oldest or newest. View
sale details of the IOU transactions. After applying payments, press ESC

Important: You must SAVE to apply the
payment.

2.8) PAYCHECK SUBTRACTION
Main Menu Path 2.8

Generate a list of all employees with IOUs. Deduct all or a partial amount of their IOU total from their
paycheck. After entering the payment amount, choose a method of recording the payment. When
done entering payment subtractions, press ESC Print in list form or export to another computer.

Note: You must save the payment
subtractions.

2.9) CREDIT LIMITS

Main Menu Path 2.9
Note: Remember to subtract the amount

Specify credit limits for multiple members from a paid from the employee's paycheck.
list. Specify credit limits for all or some membership

types. Type *ALL in the credit limit field to use a default

credit limit. To specify ONE member's credit limit you can also go to Database > Member and edit
field 17. To view member info, type V in the credit limit field.

2.10) PRINT STATEMENTS
Main Menu Path 2.10

Use filters to generate a list of all members with IOUs. Flag for printing overdue statement letters, find
a member, sort, or print statements for all members listed.
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2.11) MEMBER INQUIRY
Main Menu Path 2.11

Enter a member to view charges, payments, and dues/equity.
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3) REPORTS/LABELS

Retrieve information collected from recording sales and other register options. Generate reports and
graphs for sales information and view sales statistics.

Print address labels, shelf tags, bulk bin labels, bulk repack labels for bulk and produce items, and
preparation instructions.

3.1) SALES RECAP
Main Menu Path 3.1

Use this feature to look at detailed sales data within a set of dates. Display tax summaries by
department, sales by hour, and print a sales recap report for the whole time period or a separate
report for each day.

3.2) SALES BY DEPARTMENT
Main Menu Path 3.2

Press Enter for the current month or select a previous month. Departmental information is printed
for the month entered, as well as the previous two months. The total of these months, as well as the
same period last year is given. The highest and lowest months in the previous twelve are displayed
as well.

3.3) SALES TAX
Main Menu Path 3.3

Use this report to retrieve information regarding sales tax. View the report in summary or detail
form.

3.4) MONTHLY SALES (MOVEMENT)
Main Menu Path 3.26

Specify criteria, use a query, or enter individual items to create a list of items whose sales data you
wish to view. Quantity and dollar amount is displayed.
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Select an item to view its sales by month, broken down by member and non-member sales in terms of
dollars and percentage of sales.

3.5) ITEM SALES BY MONTH

Main Menu Path 3.4
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View comparisons between the current year's sales to last year's sales.

3.6) VOIDED SALES
Main Menu Path 3.5

Track voids at the registers and details of voided sales.

3.7) RETURNED ITEMS
Main Menu Path 3.6

View items that have been returned within a set of dates.

3.8) CASH PAYOUT
Main Menu Path 3.7

Print cash payouts for a set of dates from the register for bookkeeping and reconciliations. Cash
payout notes are included.

3.9) MISCELLANEOUS R/A
Main Menu Path 3.8

Print a list of all miscellaneous monies coming into the store. Miscellaneous R/A notes are included.

3.10) COUPON USAGE
Main Menu Path 3.9

Use this report to reconcile coupons that will be redeemed to the coupon-issuing entity, and examine
member and non-member use of manufacturer and store coupons.
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3.11) DEPT SALES BY HOUR
Main Menu Path 3.10

Enter a set of months and select departments whose hourly sales you'd like to print. View each
department's gross sales and percentage of total for each hour of the day and each day of the week.

Note: One page will print for each
department selected.

System Constant 66: Track Sales By Hour Within Department.

3.12) INQUIRY

3.12.1) INQUIRY SALES RECAP INQUIRY

Main Menu Path 3.18

Use this feature to look at detailed sales data within a set of dates. Display tax summaries by
department, sales by hour, and print a sales recap report for the whole time period or a separate
report for each day.

3.12.2) INQUIRY SALES BY HOUR

Main Menu Path 3.19

Print a report of sales by hour for a set of dates showing totals in terms of dollars and number of
sales. Sales are subdivided into member and non-member sales and shown in terms of percentage.

3.12.3) INQUIRY DAILY SALES FOR ONE ITEM

Main Menu Path 3.20

Enter an item and a set of dates to print daily sales information. Print data for member and non-
member sales, percentages of member sales, and quantities sold and returned.
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3.12.4) INQUIRY DAILY SALES BY ITEM

Main Menu Path 3.21

Enter a set of dates and specify criteria, use a query, or enter individual items to display a list of each
item's sales info.

This report is especially helpful for tracking sales after a special event (ie, gluten-free tour or sample
day) or holiday so they can be referenced the following year to assist in ordering.

View detailed information about a particular item, such as how much was bought by members and
non-members.

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu. 41



42

3) REPORTS/LABELS

View detailed information about categories as well.

Average SRP, quantity sold, and profit for each item will

be displayed on the screen. A printed report will display ~ Note: CoPOS will not allow a date before the
more information including cost of goods sold, achieved most recent purge date.

margin and that item's percentage of total sales of items
on the list.
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3.12.5) INQUIRY WEEKLY SALES BY MONTH

Main Menu Path 3.22
Enter a set of months and a department (or press Enter for all departments) to view a list of sales by
week. Net and adjusted gross sales are displayed and a breakdown of member vs. non-member

sales is shown. Totals for the period entered is displayed as is a projected 52-week total. The report
prints as a connected point graph.

3.12.6) INQUIRY MONTHLY SALES BY

3.12.6.1) INQUIRY MONTHLY SALES BY ONE ITEM

Main Menu Path 3.23

View sales for an item broken down by month. Specify the item and a set of dates to view sales
subdivided into member vs. non-member sales, and quantities sold and returned.

3.12.6.2) INQUIRY MONTHLY SALES BY ITEM CATEGORY

Main Menu Path 3.24

Filter by department to view sales by categories for a selected month. View the items in a category
to get more sales information.

3.12.6.3) INQUIRY MONTHLY SALES BY DEPARTMENT

Main Menu Path 3.25

Sales by month can be viewed one or several months at a time. The sales information is separated
by department.
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3.12.7) INQUIRY BEST/WORST SELLING ITEMS

Main Menu Path 3.27

Get information on the best, worst, and non-selling items for your store.

View Detailed movement information by item.
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3.12.8) INQUIRY SALES BY MEMBERSHIP TYPE

Main Menu Path 3.28

See what types of members are shopping within specified times.

3.12.9) INQUIRY AVERAGE SALES DEPT/DAY

Main Menu Path 3.29

See averages of sales for each department by the day in a time frame.

3.12.10) INQUIRY SALES BY BASKET

Main Menu Path 3.30

Sales by basket is a good way to see how many transactions occurred with a specified time. You can
also see information for basket sizes and their details.
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3.12.11) INQUIRY SALES BY UNIT

Main Menu Path 3.31

This inquiry lets you see how many units each department sold within a period of time. Sales data for
those units is also shown.

3.12.12) INQUIRY SALES BY ZIP CODE

Main Menu Path 3.32

System Constant 4: Prompt for Zip Code During Sales/Returns.

3.12.13) INQUIRY TOP SALES DATES

Main Menu Path 3.33

Generate your store's top sales days using date, department, and how many days you want to
consider.
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3.12.14) INQUIRY SALES STATISTICS

Main Menu Path 3.34

Get information regarding member and non-member sales trends for a specified month. See the
percentages of sales belonging to members vs non-members.
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3.13) LABELS

All sizes and varieties of shelf tags/labels are available for purchase at copos.com or call us at:
1.855.77.CoP0OS26767).

3.13.1) LABELS MEMBER ADDRESS

Main Menu Path 3.11

Print mailing labels for part or all of the entire member database.

3.13.2) LABELS RETURN ADDRESS

Main Menu Path 3.12

Edit and print return address labels for mailings. Label size and number of sheets can be indicated.

3.13.3) LABELS CUSTOM LAYOUT

Main Menu Path 3.13
Lay out your own labels for items that don't have barcodes. This can be very helpful in the produce or

bakery (example, house-made baked goods) departments. Include the name, price, and PLU
number on the custom label.
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3.13.4) LABELS BULK BIN

Main Menu Path 3.14

Print labels to affix to bulk bins with simple, easy-to-read fonts and prices. Ingredients and
descriptions can be added.

3.13.5) LABELS BULK REPACK

Main Menu Path 3.15

Affixing labels to bulk repack items makes the shopping and check-out process much

easier. Printing labels lets the customer and cashier know how much the item sells for by its
weight. Enter + to take a reading from attached scale. CoPOS will automatically subtract default
tare weight (if any). If tare weight differs from default, enter manually (ie, -.03 ).
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Note: Set up default tare weights for bulk

3_13_6) LABELS PREPARATION repack items with option 5 in Database >
Item (
Main Menu Path 3.16 Main Menu Path 4.1).

Print preparation labels for items in the bulk
department. Specify the preparation notes in the
Database > Item (

Main Menu Path
4.1). Select [Save (and
Continue) and choose 6

Specify
Ingredients/Allergens/
Prep/Notes .

3.14) GRAPHS

3.14.1) GRAPHS NET SALES BY MONTH

Main Menu Path 3.17.1

Enter a set of months to view Net figures. Compare to last year's figures and specify member and
non-member inclusion. Print as a connected point graph or a bar graph.

3.14.2) GRAPHS NET SALES BY CATEGORY

Main Menu Path 3.17.2

Similar to net sales by month but with the addition of category specification.

3.14.3) GRAPHS GRAPH FIGURES BY WEEK

Main Menu Path 3.17.3
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Dozens of graphs are available here including sales information for membership types, discount
types, inventory loss, and labor statistics. Select a year and view statistics by week. Select a two or
three-year scope to compare weekly statistics over time.

Note: Exact dates are only printed when a
one-year scope is selected.
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4) DATABASE

Welcome to the database, the heart of your CoPOS system. This is where all information regarding
items and members is stored. The item and member database are usually installed by CoPOS
Support. Categories, brand names, vendors, and item groups are helpful for item lookup and CoPOS
recommends having accurate information. Keeping a database filled with up-to-date and accurate
information helps to maintain effective and efficient data retrieval. It is especially important to keep
your member and item database accurate and up-to-date. If newsletters have a return to sender
notice on them use member notes and messages to convey the importance of address changes on
file.

4.1) ITEM
Main Menu Path 4.1

The Item Database is where items are stored for sales and other transactions. Items can be added,
edited, deleted, and merged. When entering new items the use of a naming convention is
recommended to ensure ease of item lookup.

Some examples:
P8l Soup Vegetable Lentil L/S

P8l Apple Cortland Local g 4 Conti
M Shampoo Lemon Clarifying s_creen.. Select E.-lve (and Continue) to
view/edit these (Discounts, EBT and WIC

ADD ITEMS status, Special Order Only Status, Supplier,
Brand Name, Location, Groups, Keywords,
Hotlist Status, Green attributes, Minimum
Age Requirement, Shelf Tag Status,
Inventory Figures, Bottle Deposit,
Consignment Status, Default Tare Weight,
Ingredients, Allergens, Preparation
Instructions, Notes, Cost/Margin).

Note: There are more attributes to an item
than what first appears on the

Scan an item or enter a PLU (price look up) number. Add
a description (use a naming convention) for the

item. Enter the brand name. If the brand name is not in
the database an option to add it appears. Specify the
item units (ea, Ibs, oz) or pres<F1to choose from a

list. Enter the department under which the item is

sold. Categories help distinguish types of items from
each other and should be set up prior to entering

items. Each department has a default setting but it can
be changed for individual items. If the item is sold by Note: CoPOS recommends naming items by
weight value, enter Y. Random weight applies mostly to item type description

produce and bulk items. To calculate a price based on

cost and margin, type P in the Item Price field.
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EDIT ITEMS
Single Item, Multiple Fields

Scan barcode, or enter PLU or item name. Enter the field
to edit or delete, or enter P for a price calculator.

Multiple Items, Single Field

4) DATABASE

Note: In Field(R)REEIEE ¥ answer Yes

if selling items that usually come in a pack
but you're selling them as singles. Example:
Virgil's Root Beer, select Yes and indicate
the quantity of the original pack size.

Note: Enter P in Field 8 (Item Price) for a
price calculator.

Important: Be sure to select Save (and
continue) to make changes permanent,
AND to be able to edit more of the item's

details (Discounts, EBT status, WIC status,
Special Order Only status, Supplier (Vendor),
Brand Name, Location, Groups, Keywords,
Hotlist, Green Status, Minimum Age, Shelf
Tag Status, Inventory Figures, Bottle
Deposits, etc.).

When editing lots of items filter by vendor, brand, category, group, department, and location. Choose

which item attribute to edit from the criteria list:
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While you are in the field to be edited, pressF10to view some of the special functions available to
you. Some of these could include:

¥ ALLor *ALL - Apply value to all items

¥ .D - Delete (D may mean return the value governed by item's dept.)
¥ .E - Edit item info

¥ .F - Use the on-file value

¥ H,? or F10- View help

¥ Vor.V - View item info

¥ Wrong amt”- Restore original amount, and re-enter

¥ . - Display checklist of options

DELETE ITEMS

Items with sales history in the past year can be
inactivated, but can not be deleted. Merge items with
double entries into one if there is sales history attached to
both entries.

Note: Changes will not be made permanent
until Saveis selected.

MORE CHOICES

Once an item is entered or edited, select Save (and
Continue) to examine further details about the item, such
as sales and discounts, keywords (up to 7), hotlist status,
green info, age restriction, brand, vendor, location,
groups, EBT and WIC eligibility, special order status,
bottle deposit, tare weight, ingredients/allergens, prep
notes, cost and margin, shelf tag printing, and inventory info.

Note: When entering new items it is
important to add the brand name and
vendor information for future item searches
and filtering.
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4.2) ITEM CATEGORY
Main Menu Path 4.2

Categories help organize items within departments. They are groups of similar items in a
department. The hierarchy of data structure is: Department (broad) -> Categories (general) -> Items
(specific).

When entering categories it's helpful to code them numerically instead of by abbreviations. For
example, in the Bulk Department the code for Grains and Cereals is 1001, Flours and Sweeteners is
1002, Dried Fruits 1003, etc.

Merge two categories by selecting the MERGE and INTO categories. The MERGE category becomes
the INTO category and all associated items are transferred. Print the category list from 4.2 and keep it
at the server for reference when entering new items.

If your store gets the majority of it's items from UNFI it's convenient to use their item category
numbers.

Note: An item can only belong to one
category at a time.

4.3) SPINS CATEGORY
Main Menu Path 4.3

SPINS is a company that specializes in gathering sales data throughout the natural products
industry.

SPINS Categories are another way to segment your Item Database. SPINS Categories can
correspond directly to Item Categories, contain multiple ltem Categories or both. Their use is
optional.

If SPINS Categories are to correspond Item Categories we provide a service that lets you use the
SPINS database to make your Item Categories (along with their Items) correspond to the SPINS
Categories.

Contact Support for more information on converting your item database to include SPINS
categories.

4.4) MEMBER
Main Menu Path 4.4

Add new members here or from Record a Sale. Use CoPOS to generate the next member number by
typing *NEXT or choose your own. Enter all contact information, specify newsletter status,

installment options, credit limits, senior discount, active status, and tax-exempt status. Press Flto
set membership type if it differs from the default type.
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System Constant 17: Generate the Next Member Number Randomly.

System Constant 110: Generate the Next Member Number From the FIRST Member Number in the
Sequence Gap. Use this if you have odd sets of numbers and want to fill in the gaps.

System Constant 129: Prompt for Member Number when Signing up a New Member.

To remove a member's discount, select Edit , then select Specify Discount
Messages and notes can be added to display in Record a Sale the next time the member is making a

purchase. Members can also be merged.

Note: Only members with NO sales data and
I0Us can be deleted.

4.5) MEMBERSHIP TYPE
Main Menu Path 4.5

Establish membership types and their benefits. Enter/edit settings for discounts, default status,
equity and non-equity, fees, renewals, and repayment schedules. Also setup membership
information for employees, seniors, and eligibility for patronage refunds. Enter qualifications for
member only sales and member day discounts.

After saving, other options include working member discounts, department specific discounts,
variable discounts for days of the week, and exemptions.

System Constant 36: Allow Differing Member Discounts by Department.

System Constant 44: Link Hours Worked to Working Member Discounts.

System Constant 105: Allow Different Basic Member Discounts on Different Days.

REPAYMENT SCHEDULES

Enter a repayment schedule instead of the number of days when renewal payment is due. The first
number is the number of months after signup that the payment is due. The second number is the is
the dollar amount due. For example: 0/25, 6/25, 12/25, 18/25.

Edit and delete membership types as needed. Only membership types with no members attached
can be deleted. Merging is not yet available.
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4.6) LOCATION
Main Menu Path 4.6

Assign locations to help with item lookup, ordering and

inventory. Locations are subdivisions of your store, Note: The use of locations is optional.
usually fractions of aisles. Determine your store's

locations and make sure to document the titles for each

location on the shelves. This will help new staff find the locations when looking up items for
customers. Locations can be defined by numbers, letters, or descriptions. For example, Tomato
Products, Condiments, Cold & Flu, or 1A, 1B, 1C where 1 is the aisle and A is the location within the
aisle. Some stores use 'L' and 'R’ to designate the left and right sides of aisles.

4.7) UNITS OF SALE
Main Menu Path 4.7

Units of sale define how an item is sold. CoPOS comes set up with the following unit types.

UNIT TYPES

¥ EA- ltems sold individually
¥ LBS- Items sold by the pound
¥ OZ- Items sold by the ounce

When adding a new unit of sale, be sure to indicate it's random weight status.
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4.8) VENDOR/SUPPLIER Note: COEOS does not allow deletion_ of units
of sale which are already attached to items.
Main Menu Path 4.8

Enter the vendors/suppliers for your store. This will help filter data when compiling queries or using
filters in menu options. Add codes for vendors and print a list for reference when entering items. Set
preferences for electronic invoicing and SRP/margin calculation for each vendor. Enter vendor
account numbers, contact info and minimum order dollar amounts for placing orders.

Note: UNFI is an example of a vendor
(supplier). AMYS is an example of a brand

4.9) BRAND NAME name.
Main Menu Path 4.9

Add brand names and link them to items. Brand name information helps with compiling queries and
using filters in menu options. Using brand names helps with data accuracy. Give brand names
abbreviated codes and print for reference.

Note: AMYS is an example of a brand
name. UNFI is an example of a vendor

4.10) CITY/STATE/ZIP (supplier).
Main Menu Path 4.10

Enter cities, states, and zip codes for the membership database here.

System Constant 4: Prompt for Zip Code During Sales/Returns.

4.11) EMPLOYEE
Main Menu Path 4.11

Choose employee codes for clocking in and out. If employees are also members their member
number can be used. Enter all contact info and their initials for register access. Specify their security
levels (only if turned on) and their duties. Duties must be indicated to allow the use of IOU benefits.
Delete employees as needed.

4.12) CREDIT CARD

Main Menu Path 4.12
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Specify which types of credit cards are accepted at your store. For example: Visa, Mastercard,
Discover, American Express, or Debit. Give each type a code and keep it at each register for
reference during Record a Sale or press F1 for a list of credit cards.

4.13) GIFT CARD TYPE
Main Menu Path 4.13

Establish gift card types and set the default type. Give each type a code or press F1 when selling a
GC.

Examples:

¥ DB- in-house declining balance
¥ PGC paper gift card
¥ NCGANCGA issued

Recharge status can also be set.

4.14) ITEM GROUP
Main Menu Path 4.14

Groups allow an additional way to group items. Unlike categories, items can be a member of multiple
item groups.

EXAMPLES

¥ Gluten-free

¥ Vegan

¥ Manager specials
¥ Local products

4.15) CUSTOMER
Main Menu Path 4.15

Customers can be added here or in Record a Sale. Add non-member customers who place special
orders regularly, have gift cards, or who wish to receive newsletters.
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5) SPECIAL ORDER

Use the special order features to take and track orders for items not carried in your store or for items
carried but purchased in larger quantity. Using CoPOS to track special order information allows you
to retreive data regarding sales for special order items.

5.1) NEW ORDER
Main Menu Path 5.1

Enter a special order for a member or customer. If a customer is not in the database they can be
added here. Sales tax is computed when the item is sold in Record a Sale.

Note: this feature only works with items that
are in your database. If the member/
customer is ordering a case type G in the
quantity field.

System Constant 3: Allow Expanded Case Discount Syntax. Setto Y to aIIow in Record a Sale
when purchasing a case.

Add the Qty/Case in the pricing calculator in Database > Item. Perform a query in Inventory > Iltem
Query to view items missing (O£ .

After entering the order, you will be asked to:

¥ REENVEANORIENS
I8l Receive SOME Item
I8l Receive ALL Items

Of course, this can be done in Special Orders > Receive, but real world experience has demonstrated
that sometimes a customer comes in to pick up an item that has not been entered, and the frantic
cashier is left to enter, receive, and ring up the order. So we offer the option here to receive no, some,
or all items.

5.2) EDIT
Main Menu Path 5.2

Edit special orders, add items to orders, request dates, and enter deposits.
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5.3) DELETE SINGLE ORDER
Main Menu Path 5.3

Delete special orders for members or customers. Orders that have received items attached to them
can be deleted after confirming.

5.4) DELETE MANY ORDERS
Main Menu Path 5.4

Establish purge times to delete outdated special orders. Avoid deletion of active orders by using a
cut off date AT LEAST 30 days before today. The default setting for prepayment status is No. If set
to Yesall outstanding orders with deposits are forfeited. Type Y in the delete field to delete one
order, type *ALL in the delete field to delete all listed special orders. Save when finished for deletions
to take effect. Type Vin the delete field to view the special order.

5.5) INQUIRE
Main Menu Path 5.5

Enter a member or customer to view a history of special orders. View received items, notes, and
other orders.
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5.6) INQUIRE BY VENDOR
Main Menu Path 5.6

Specify a vendor to view a list of order numbers, dates, members, and items. PressF1 to list vendors
with special orders. Select View Detail to view order details, received items, notes, and member/
customer info.

5.7) RECEIVE
Main Menu Path 5.7
Find a special order and select to receive items. Enter the quantity received and select Record

Changes The special order with received items will display at the register when the corresponding
member or customer is entered.

5.8) DISTRIBUTE ITEMS
Main Menu Path 5.8

Distribute items over several orders. For example, if two members want to split a 50# bag of oats, the
item can be disbursed over the two orders.
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5.9) CALL QUEUE
Main Menu Path 5.9

View open orders for a specific date. View phone numbers and call dates to members/
customers. Add them to the call queue by typing ﬁ in the Call field. Set call status for all orders with
Y* or N*. To view the order, type V in the Call field.

5.10) REPORTS

5.10.1) REPORTS SUMMARIZED LIST

Main Menu Path 5.10

Print a list of special orders recorded within a set of dates. Show notes, item order dates, and phone
numbers. Filter by department.

5.10.2) REPORTS ORDER SHEETS

Main Menu Path 5.11

Print sheets to record special orders by hand. Keep at the register for easy order taking.

5.10.3) REPORTS RECEIVED

Main Menu Path 5.12

Print a list of special orders that have received items. Filter by department, dates, and received
status.

5.10.4) REPORTS OVERDUE

Main Menu Path 5.13
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View orders that are overdue for a set of dates. Filter by department and received status.

5.10.5) REPORTS DEPOSITS

Main Menu Path 5.14

View deposits for special orders for a set of dates.

5.10.6) REPORTS SALES BY ITEM

Main Menu Path 5.15

View sales for special orders by item. Use vendor, brand name, category, date, and department
filters.
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6) INVENTORY

Track inventory movement, take inventory counts, and generate reports with these options. Receive
shipments to maintain active inventory if using System Constant 5. Track items that have been
spoiled or transferred to another department. Assign locations for easy item lookup.

System Constant 5: Maintain an Active Inventory.

6.1) PERIODIC

6.1.1) PERIODIC ENTER MANY COUNTS

Main Menu Path 6.1.1

Periodic inventory counts can be done on a CoSAT, server, weigh station, or register. Select the
current month for the inventory and set filters. This option is useful if taking regular inventories of a
department, vendor or brand. From the list, specify the quantities on hand and save when finished.
Figures are added when processing the valutation details and summaries.
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6.1.2) PERIODIC ENTER SINGLE COUNTS

Main Menu Path 6.1.2
This is similar to taking inventory with CoSAT. Use this for doing an inventory count of your entire

store. Scan an item and enter its quantity on hand. Save after each item. Inventory figures are
compiled when processing the detail and summary.

6.1.3) PERIODIC EXPORT COUNT

Main Menu Path 6.1.3

Export the inventory counts to a PC or Mac to view information in spreadsheet form. Make sure the
month for the inventory count matches the month on the CoPOS screen, save to a Zip disk, and
proceed. The file name looks like INYYYYMM.TXT where Y is the year and M is the month of the
count.

6.1.4) PERIODIC UNLOCK ITEMS

Main Menu Path 6.1.4

Unlock items for adjustments that have been locked after taking a count. Once the items are
unlocked they can be edited.

6.2) LOCATION

6.2.1) LOCATION ASSIGN LOCATIONS

Main Menu Path 6.4

Assigning locations to items makes it easier for inexperienced staff to locate items for customers, and
can facilitate inventory.
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6.2.2) LOCATION VIEW ITEMS IN LOCATIONS

Main Menu Path 6.5

View a list of items for a location. Filter by vendor, brand, and department to generate the list.

6.2.3) LOCATION LOCATION FOR ONE ITEM

Main Menu Path 6.6

Enter an item code to view it's location.

6.2.4) LOCATION RENAME LOCATION

Main Menu Path 6.23

Change Location names here. All items associated with that location will be automatically updated
with the new location name.

6.2.5) LOCATION DELETE UNUSED LOCATIONS

Main Menu Path 6.24

Delete item locations that are not being used and are subsequently empty.

6.3) SHIPMENTS

6.3.1) SHIPMENTS PROCESS SHIPMENTS

Main Menu Path 6.8
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Process scanned shipments here. Enter a date to view a list of scanned shipments. Select from the
list of shipments and begin processing. Record any mispicks or damaged items. Save to add items
to inventory levels.

System Constant 5: Maintain Active Inventory.

6.3.2) SHIPMENTS RECEIVE SHIPMENT

Main Menu Path 6.7

Receive shipments only if using active inventory. Scan items not processed via electronic invoice to
add them to the item inventory levels.
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System Constant 5: Maintain Active Inventory.

6.4) TRANSFER/REDUCTION

6.4.1) TRANSFER/REDUCTION ENTER

Main Menu Path 6.10
Record items that have spoiled, been donated, or used in the store. Inventory figures can be updated

after entering items. Save when finished and press ESGo return to main menu.

Note: CoPOS assumes there is more than
one item to transfer. Press ESGwvhen
finished to avoid double entries.

6.4.2) TRANSFER/REDUCTION SUMMARY

Main Menu Path 6.11

Print a summary of items transferred/reduced within a set of dates. Get more information by
selecting View Transfer Detail  from the bottom choice bar.
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6.4.3) TRANSFER/REDUCTION DETAIL

Main Menu Path 6.12

CoPOS Manual

Get details about item transfers and reductions. There are five Transfer/Reduction types in CoPOS:

¥ Spoilage

¥ Consumption

¥ Demo

¥ Dept. Transfer (ie, the Deli may require items from Produce)
¥ Donation/Comp
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6.5) REPORTS

6.5.1) REPORTS PRINT INVENTORY SHEETS

Main Menu Path 6.13

Print item sheets to take a physical count not using CoSAT. Tally the front and back amounts on the
sheet with SRP or cost.

Note: CoPOS assumes there is more than
one item to transfer. Press ESGwyhen
finished to avoid double entries.

6.5.2) REPORTS VALUATION DETAIL

Main Menu Path 6.14

After inventory count information has been compiled from work stations and CoSAT units, retrieve the
inventory details from here. Make sure the month corresponds to the inventory count month before
selecting filters.

The default item query defaults to active items only. To clear the exclusion of inactive items, move
the cursor to the box labeled and press the space bar.
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6.5.3) REPORTS VALUATION SUMMARY

Main Menu Path 6.15

Select a month and view a summarized list of that month's inventory. Departments are listed with
totals for their costs and SRPs.

6.5.4) REPORTS STATUS

Main Menu Path 6.16

Check the inventory status of items in the store. View by selecting filters, a query, or items. Make
sure that shipments are received and processed to ensure accurate results.

System Constant 5: Maintain Active Inventory.

Note: If not using active inventory the QOH at
the last inventory count is displayed.

6.5.5) REPORTS INQUIRY BY ITEM

Main Menu Path 6.17

Check the inventory status for one item.
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System Constant 5: Maintain an Active Inventory.

Note: If not using active inventory the QOH at
the last inventory count is displayed.

6.5.6) REPORTS ITEM INVENTORY INFO

Main Menu Path 6.18

View movement for items over a 12-month period.

6.5.7) REPORTS REORDER INFORMATION

Main Menu Path 6.19

Generate a list of items that need to be reordered.

6.6) SPECIFY REORDER LEVELS
Main Menu Path 6.2

Enter reorder levels and quantities for items, so that you will know when items are to be

reordered. When the number is reached, the number in the (@@} field represents the quantity
to be reordered. Use the left and right arrow keys to toggle between the and fields. If you
start entering a value in one of these fields, and realize you have made a mistake, type”, then Enter ,
and the original value will be restored. Type .D to delete the value in the field.

6.7) ADJUST FIGURES BY ITEM
Main Menu Path 6.3

Enter an item, it's current QOH (quantity on hand), reorder level and reorder quantity. When an item's
QOH gets down to the reorder level, the reorder quantity is the amount that should be ordered.

System Constant 5: Maintain an Active Inventory
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6.8) ITEM QUERY
Main Menu Path 6.20

The item query is an extremely powerful that can provide specialized information useful for reporting,
ordering, etc.

Choose to include, exclude or ignore a large variety of criteria.

Press ESGvhen you are done selecting criteria. For each criteria, there may be follow-up information
required to further refine your search.

SPECIAL CHARACTERS

¥ + - Contains
¥ - - Does not contain

¥ * - Wildcard (Example: (Bl3oglsli[e]iHIM BROJWill return all items beginning with 'broc’. This
could help include items that are misspelled.

¥ :© - Between (Example:(SSEa2:4) will return all items with a cost between $2.00 and
$4.00.

¥ >- Greater than

- Less than

'- Missing (useful for 'fleshing out' your database)

K K

Once a query is compiled, you have many options.
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The rightmost column can be set to display one of many item attributes by selecting Additional
Functions . Each item can be selected to view, edit, or print a shelf tag. The query can be saved for
future use in many CoPOS options. Where CoPOS asks for the name of an existing query,F1 will
display a list, including the date the query was created.

Note: When an existing query is used
throughout CoPOS, you will be prompted

6.9) EXPORT ITEMS whether you would like to refresh the
query. The date of the last refresh is
Main Menu Path 6.21 given. If the answer is Yes, CoPOS will

recompile the query based on the same
criteria, but will take into account changes in
the database since the last refresh.

Export items from the database to view in spreadsheet
form on a PC or Mac. The exported information is a
comprehensive catalog of sales statistics, margin
performance, profit analysis, and inventory data.

6.10) REPLACE TEXT IN ITEMS
Main Menu Path 6.22
Quickly change text in item descriptions, pack size, or receipt description by generating a list from

filters. This is a good tool for maintaining consistency in wording. After a list is generated, you will
have the opportunity to edit text, or unselect specific items to be changed.
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In generating the list, CoPOS ignores case, but recognizes case in generating the
RCIEAI G text.  You may use leading spaces in your search (ie, ' APPLE' will not return items
containing the word [GIN=AGH).

6.11) INACTIVATE ITEMS
Main Menu Path 6.25

Inactivate items that you no longer carry. Inactivation can also occur in Database > Item (

Main Menu Path 4.1). If
the item has sales
information attached to it
it can not be deleted and
you will be asked if item
should be inactivated
instead.
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7) MEMBERSHIP

The member database and the item database are probably the two most frequently used in the
CoPOS system. All information regarding membership is tracked, compiled, and organized
here. Generate reports regarding sales, equity, dues, patronage, and active member counts.

7.1) POST/UNPOST PAYMENTS
Main Menu Path 7.1

Post or unpost member payments if their equity needs adjusting. Press F1to list members. Posted
payments can be added to the till or entered as credit.

Important: The post/unpost date must be a
day after the member joined.

7.2) INACTIVATE/REFUND EQUITY

Main Menu Path 7.2
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Refund member equity or inactivate members here. Indicate if money is being remitted from the
till. The inactivation date should usually be T for today. Confirm refund or inactivation when
done. You can also inactivate members from Database > Member (

Main Menu Path 4.4) in
field 14 if no equity is being
refunded. If equity is
being remitted, the
amount refunded will need
to be deducted from the
amount of member equity
in the Sales Recap.

Important: Using a date other than {{sJs:\Y will
cause an imbalance between the daily sales

7.3) MEMBER DAYS recap and the membership payments

reports.
Main Menu Path 7.3

Set up member sales days and customer appreciation days. Set preferences for discount capping
and percentages. Departments can be edited to include or exclude discount extentions. To delete/
remove a member day sale enter the date for the upcoming sale and select Yesto delete the
member day. As with member day setup, logic boxes must be reset for changes to take effect.

Important: Logic boxes must be reset for
member day activations and cancellations
to take effect. Member days can not be set
up on the day of the sale; they must be set
up at least one day in advance.
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7.4) SETUP DISCOUNT DONATIONS
Main Menu Path 7.4.1

Set up donate options for members who wish to eternally donate their discounts. Select from store
fund (new roof, new equipment?), employee fund (scholarship, party, new stuff for breakroom?), or
other (anything you want).

System Constant 86: Allow Donations to be Accepted at the Register. Type * in the items field in
Record a Sale. Member or customer can choose a donation amount or use a default amount.

7.5) DONATED DISCOUNT INQUIRY
Main Menu Path 7.4.3

Enter a set of dates to view totals contributed to donation funds and the number of members that
have made donations.

7.6) NEWSLETTER STATUS
Main Menu Path 7.5

Inquire on members receiving newsletters via email and regular mail. Restrict overdue members from
receiving newsletters. Filter by status and delivery method (email vs. reg mail). Set preferences by
last purchased date and joined on or after dates. After generating, select indivdual members to edit
or set status for all members with *ALL in the newsletter status field. Enter V to view member.

Note: Newsletter status can be set in the
member database or when signing up a new

7.7) VOTING STATUS member.
Main Menu Path 7.6

View a list of members with voting privileges. Edit voting  Note: Changes will not be made until Saveis
status if needed, type *ALL to change status for the selected.

entire list. Type V to view member information. Enter

individual members to change status or edit from the

member database.

7.8) LETTERS
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7.8.1) LETTERS WELCOME

Main Menu Path 7.23.1

Coming Soon

7.8.2) LETTERS CONTRACTS

Main Menu Path 7.23.2

Coming Soon

7.8.3) LETTERS DUES

Main Menu Path 7.23.3

Coming Soon

7.8.4) LETTERS DATA

Main Menu Path 7.23.4

Coming Soon

7.9) SALES

7.9.1) SALES BY DATE

Main Menu Path 7.9

Generate a list of members who have shopped within a set of dates and view the amount of their
sales.
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7.9.2) SALES BY MEMBER TYPE

Main Menu Path 7.10

Select a membership type to view sales for each month. Press F1to list membership types. View
the department summaries for more information.
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7.9.3) SALES BY VOLUME

Main Menu Path 7.11

Member sales by volume can generate several lists. Specify criteria, use a query, or enter individual
members. Then enter a set of dates to view the highest spenders (1-250), members that makeup N
percentage of sales, members that have not purchased anything, or view all members and their net
sales.

7.9.4) SALES INDIVIDUAL BY MONTH

Main Menu Path 7.24

Enter a member number and a set of months to view total sales and discounts for those months.
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7.10) REPORTS

7.10.1) REPORTS STANDING

Main Menu Path 7.7

View equity, payment, and sales information for individual members.

7.10.2) REPORTS OVERDUE

Main Menu Path 7.8

Generate a list of members overdue in their equity or annual dues. Set basis dates, grace periods,
membership types, as well as balance and join date preferences. Inquire on member status and
details from the list. Print address labels from the list to mail overdue notices.
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7.10.3) REPORTS NEW MEMBERS

Main Menu Path 7.12

Enter a set of dates to view a list of new members. View total dues paid.

7.10.4) REPORTS NEW MEMBER STATISTICS

Main Menu Path 7.13

Enter a set of months to compare this year and last year's new member signups.

7.10.5) REPORTS DISCOUNT INQUIRY

Main Menu Path 7.14

Select criteria, use a query, or enter individual members and enter a set of dates. View member
details, payments and schedules, and discount types.
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7.10.6) REPORTS PAYMENTS

Main Menu Path 7.15

Generate a list of members who have made equity and non-equity payments within a set of
dates. Select a member from the list to view payment and membership detalils.

7.10.7) REPORTS ACTIVE COUNT

Main Menu Path 7.16

Tally the active membership. Enter a set of dates or T to view the current tally as of today. View the
installment and overdue counts.

7.10.8) REPORTS MEMBER PERCENTILE

Main Menu Path 7.17

See how much of the membership made up X amount of your MEMBER sales for each month
indicated.
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7.10.9) REPORTS VIEW LAST TIMED DISCOUNT

Main Menu Path 7.18

View the current timed discount for your store.

Note: A timed discount is a discount that is
set to expire on a set date.

7.10.10) REPORTS ACTIVE/INACTIVE
INQUIRY

Main Menu Path 7.19
View a list of active or inactive members. Inquire on individual member details from the list.

Active Status varies with each store. Determine requirements for active status in your Database >
Membership Type.

7.10.11) REPORTS QUERY

Main Menu Path 7.20
This is an advanced search to create a set of members. Save queries to use again with other menu

options. For example, save a query of the active membership and use the query to print mailing
labels (3.11) to ensure that only the active membership receives a newsletter.

Note: Queries may be refreshed to reflect
changes in the database.
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7.10.12) REPORTS PATRONAGE

Main Menu Path 7.21
Distribute a year's rebate across your membership. Select the months to consider, the amount to

distribute, membership criteria, and the minimum rebate amount. View information about each
member, including their payment schedule and patronage basis.
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7.10.13) REPORTS EQUITY

Main Menu Path 7.22

Generate a list of membership equity. Select members with partial or no payments towards equity
and see their membership details.
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8) PRICING/MARGIN

Margin and cost information is crucial to sustainability. Use margins for accuracy in calculating
SRPs. Use the pricing and margin options to help ensure that target margins are being met for your
store. Process invoices from UNFI here and download promotion files from vendors via Zip disks.

8.1) ITEM PRICES

Main Menu Path 8.1

This is a great way to enter cost, margin and SRP for a group of items, including those in a recent
UNFI BID file, or any other vendor invoice.

FLOATING AND FIXING

You will periodically encounter options for or a margin, cost, or SRP when changing
prices. The ([SEugel) object of pricing changes when one part of the pricing equation is adjusted. For
example, when changing the cost, the margin OR the SRP must change as a result. The
object of pricing does not change when a part of the equation is adjusted.

MARGIN VS. MARKUP

You will notice that CoPOS calculates price using margin instead of markup. When using a margin to
calculate cost it means that the cost is divided by the reciprocal (expressed as a decimal) of the
PERCENT you wish to achieve in your price.If the cost of an item is $1.00 and the item is sold at a
40% margin the reciprocal by which you divide is 60% expressed as .6. The equation would be:

$1.00/ .6 = $1.66 (SRP)
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Markup is the product of the cost and a percentage to arrive at a price. A markup of 40% on a $1.00
cost equals $1.40. You are not selling that item at a margin of 40%; you are simply marking up its
price by 40%.

$1.00 * 1.4 = $1.40 (SRP)

Visit the CoPOS Website www.copos.com for videos on Markup vs. Margin.

8.2) SALE PRICES
Main Menu Path 8.2

Assign sale prices for one or many items. Specify criteria, use a query, or enter individual
items. Enter a set of dates, a default percentage off, and choose whether to round up prices. Set up
member only sales and choose whether to apply member discounts to sale prices.

After selecting Assign Prices , there are some special functions you can access from the CEII =D
field:

¥ C- Calculator

¥ .D - Delete sale price

¥ .R - Remove existing sale prices from all items on list
¥ T - Print one shelf tag on thermal printer

¥ V- View item database information

¥ - Use sale price from line above

¥ + - Restore sale price to original value
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¥ Wrong amount™ Clear field (original value is still accessible by+)

Important: No changes will be made until
Saveis selected.

8.3) CASE DISCOUNT
Main Menu Path 8.3
Enter case prices by generating a list from criteria, a query, or entering individual items. If selling case

prices at a discount, you can use a default percentage off. Edit the number of items in a case from
the list and calculate the case price. The case price can be adjusted if necessary.

8.4) DEFAULT MARGINS
Main Menu Path 8.4

Enter/edit the default margins for each department. Adjust shelf prices automatically to reflect the
changed margin and print new shelf tags.

Note: An item's margin can be overwritten in
Database > Item (Main Menu Path 4.1).

8.5) COSTS

8.5.1) COSTS PER ITEM

Main Menu Path 8.5

Enter costs for items using this feature. Once the cost is entered you can 'float' the SRP or the margin
to reflect the changed cost.

Note: Cost can also be edited in Database >

Item.
8.5.2) COSTS ENTER DEPT PURCHASES
Main Menu Path 8.11.1 Note: Costs can be changed for multiple

items in Database > Item by editing Multiple
Track spending for each department by entering Items, Single Field  or by performing an
purchase information from invoices. The control figure Item Query, and selecting Edit Item .
on the right subtracts the shipping costs from the total to
determine the amount spent on product.
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Enter amounts for each department if an invoice is for multiple departments.

8.5.3) COSTS LIST DEPT PURCHASES

Main Menu Path 8.11.2

View information regarding purchase totals for each department. This report can be exported or
printed. Each invoice entry is viewable.

8.6) FUTURE CHANGES
Main Menu Path 8.6

This is a quick way of entering a few items whose cost/price information will change in the
future. When a price is changed you can 'float' the cost or margin to reflect the new price.

8.7) PROCESS FILES
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8.7.1) PROCESS FILES UNFI

8.7.1.1) PROCESS FILESUNFI INVOICE

Main Menu Path 8.7

Visit UNFI website to download invoice(s) as flat or tab-delineated file(s). Each invoice will appear as a
fil file. Rename each fil file as UNXXXXXX.txt where XXXXXX is a unique identifier for each

invoice. Copy file(s) to a Zip disk. Additional download format information is available on UNFI
website.

Insert Zip disk into CoPOS server. Select one of the invoice files and begin processing. To derive the
SRP from cost and margin choose YES; to use the SRP on the invoice choose NOOn the bottom
choice bar there are items indicating information changes. If an item is highlighted in red it has no
information changes. After saving the updated information the inventory figures can be added if
using active inventory. Shelf tags can be printed for items with price changes.

Important: UNFI Electronic Invoice
formatting issues should be reported to a
UNFI sales rep immediately.

8.7.1.2) PROCESS FILESUNFI HEALTHY
ADVANTAGE

Coming soon.

8.7.1.3) PROCESS FILESUNFI MONTHLY SPECIALS

Coming soon.

8.7.1.4) PROCESS FILESUNFI NATURAL CONNECTIONS

Coming soon.
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8.7.1.5) PROCESS FILESUNFI BODY CARE CELEBRATION

Coming soon.

8.7.2) PROCESS FILES CAP

Main Menu Path 8.8.1
Process Co-op Deals Plus bi-weekly specials after downloading the file from the NCGA

website. Load the disk into the server and begin processing the file. Set parameters for date, flyer
type (A or B cycle), and member discounts.

Important: Contact NCGA to report file
format changes or with questions.

8.7.3) PROCESS FILES TPR
Main Menu Path 8.8.2
Process monthly Temporary Price Reduction files from NCGA. After downloading the file from

NCGA's website load the disk into the server and begin processing the file. Set the dates and
discount types. After saving print a list of all the items on TPR for your records.

Important: Contact NCGA with file format
questions or to report file format changes.

8.7.4) PROCESS FILES SPC

Main Menu Path 8.8.7

Coming soon.

8.7.5) PROCESS FILES PRICE CHANGE

Main Menu Path 8.8.8

Coming soon.
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8.7.6) PROCESS FILES VITAMER

Main Menu Path 8.8.9

Coming soon.

8.7.7) PROCESS FILES CDS PRODUCE

Main Menu Path 8.8.9

Contact Mel Braverman from the Cooperative Development Services at melbrave@msn.com for
permission to use the Produce spreadsheet.

Adjust cost and price information in the produce spreadsheet at a PC or Mac. When finished save to a
Zip disk and load into the CoPOS server. Process the updated cost and price changes here.

8.7.8) PROCESS FILES COPOS BULK/PRODUCE

Main Menu Path 8.8.9
Contact Support to access the pricing spreadsheet. Once information is entered into the

speadsheet it can be uploaded here. Work on the spreadsheet for random weight items at a PC or
Mac and load it into the database when you are done.

8.8) WORKSHEET
Main Menu Path 8.9

Calculate pricing and margins for a set of items. An option to distribute shipping charges makes it
easy to calculate the true cost of the product.

8.9) DELETE FLYERS

Main Menu Path 8.10
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If sales have been entered as flyer types (ex: NCGA) they can be deleted if necessary.The current,
future, or all flyer sales can be deleted for one, some or all departments. Sales can also be deleted by
performing a query or for specified items.

8.10) INQUIRIES

8.10.1) INQUIRIES ITEM PRICES

Main Menu Path 8.12

Check item prices by generating a list using filers, a query, or items. Selec/ltem Detail and Viewto
access more sales data.

8.10.2) INQUIRIES ITEMS ON SALE

Main Menu Path 8.13

View items currently on sale. Filter items by member only status, departments, sales flyers, and
expiration dates.

8.10.3) INQUIRIES ITEMS ON FUTURE SALE

Main Menu Path 8.14

View items on a future sale or promotion here.

8.10.4) INQUIRIES FUTURE PRICE CHANGES

Main Menu Path 8.15

Generate a list of items whose prices will change on a future date. Filter by criteria, a query, or items.
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[DEVL]
Description

For VUendor =*ALL

8) PRICING/MARGIN

>>> Uiew Item/Case Exceptions <<<

Page 1 of 1
6 Items
ALL Vendors

For Brand Name:

For Category

Restrict to Certain Departments : N

Tolerance (%)

[I TEMS WITH CASE D I

Item Code
8337350808080841
834183881116
72689741813
7186871008183
6474
688228830861
>End

[View Detaill

*ALL
*ALL

ALL Brand Names
ALL Categories

18 18% Above or Below
SCREPANC
Description Unit Price
CUTLETS, CHRN,MEAT FR,HERB 4.99
FRIES, JULIENE, SUT POT,SLT

ICE CREAM,CHOCO CHOCO CHIP

PALAR PANEER

SEA SALT, COARSE

VEGGIE TURREY SLICES

[Find] [Next ] [Sort] [Print/Export]

I E
Qty/Case

NO Department Restriction

S1

12
12
3
12
80
1

April 2012

8.10.5) INQUIRIES ITEM/CASE EXCEPTIONS

Main Menu Path 8.16

Price
391
25.

[QUIT]

View items whose unit price, gty/case, and case price do not match the formula for price X gty/case

= case price . Edit these items in the item database.

[DEVUL] >>> Enter Future PricesCost Changes <<X
1) Item Code 833735088489
Item Description CUTLETS GRUYERE
Item Unit(s) : EA Each
Department H Frozen
Item Price - 6.49 Prep Ch:
On Sale Price 5 Begins
2) Date Price Chnges:
3) New Item Price

Location: Margin:
Brand
Supplr:
S/Code:
Original Cost
Ends:
Feb 86, 2812
5o 28]

Monday
New Item Cost
[NOTEI]

NOTE: Changing the Price from $6.49 to 5.29 will either:

Change the COST to

2 $3.25
Change the MARGIN to:

24.57%

[Change the Cost to $3.251 [Change the Margin to 24.57% 1 LB 3]
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8.10.6) INQUIRIES MARGIN EXCEPTIONS

Main Menu Path 8.17

View items whose actual margin differs from their default margin.

View detailed margin information about an item.
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8.10.7) INQUIRIES ITEMS MISSING COST

Main Menu Path 8.18

Generate a list of items whose cost is missing. This report can be very helpful to run before inventory,
where items missing cost can cause margin issues.

8.10.8) INQUIRIES CONTRIBUTING MARGINS

Main Menu Path 8.22

View items retail price, cost, net, and margin.
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[DEVUL]1

Net (Profit)
From Month
Thru Month
For Uendor

For Brand Name:

For Category
Use

Pre-Discounted

>>> Contributing
(Descending)

281101

281201

*ALL

*ALL

=*ALL

Item Price

Include Spoilage Costs

Include
Restrict

Item Code
940811
94846
94875
94870
94874
93328
94876
93332
94088
>More
[View Detaill

8.11) LABELS

Inactive
to Certain Departments
[M ARG

Items

I N
Description
BANANAS ORGANIC
AVOCADO 0G

LETTUCE RED LEAF

CELERY 0G
YAM GARNET 0G
MESCLUN 0G
LETTUCE
SPINACH BABY 0G
PEPPERS RED 0G

[Find]

GREEN LEAF

Y/N:

CONT

0G

0G

[Next]

8.11.1) LABELS SHELF TAGS

Main Menu Path 8.19

Jan
Jan
ALL
ALL
ALL

Y

Y
|
Y

R

Margin

2811
2812
Uendors

Inqui

Brand Names
Categories

ry <«<<

Achieved Margin:

Page 1 of 26

231 Items

41.87

Use Pre-Discounted (Adj Gross-Tax)

Margin

I BUTII

[Sort]

0N

Retail
5642.
4228.
2969.
2517.
2458.
2454.
2197.
2484.
2369.

INCLUDES Spoilage Costs
Active Items ONLY
Produce

B Y I

[Print/E

Print shelf tags from criteria, a query, or items that you enter individually.

8.11.2) LABELS ONE SHELF TAG

Main Menu Path 8.20

Scan a barcode or enter a PLU for printing.

8.11.3) LABELS ITEM LABELS

100

T E

Cost
3321.
2322.
1501.
1267.
1342.
1369.
1128.
1412.
1457.

port ]

M1

2321.
1897.
1467.
1258.
1116.
1885.
1877.
1872.

912.

Margin

[QUIT]
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Main Menu Path 8.21

Print adhesive labels showing an item's name, UPC number, and price. Use the labels for ordering or
as shelf labels. Specify the number of labels to print.

8.12) REPORTS

8.12.1) REPORTS ITEM MARGIN ANALYSIS

Main Menu Path 8.23

Use filters to view margin achievements for individual items. The average achieved margin is
displayed on the right side of the screen.

View detailed sales information about a specific item.
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8.12.2) REPORTS DEPT MARGIN ANALYSIS

Main Menu Path 8.24

Use dates to see margins for each department. Discount and spoilage figures are included in the
results.

[DEVL] >>> Margin Analysis By Department <<<

From Date: Jan 18, 2812 Hed Thru Date: Jan 38, 2812 Mon

Department Adj Gross Discnts Net Spoilage

Groceries 6791. 5 6596.87 218.

Produce 3644. 5 3558.64 q.

Refrigerated 2324. . 2268. 04 43.

Milk 738. . 789. 17.

Cheese 751. 5 358 26.

Frozen 1175. ; LIl

Meat/Fish 1394. . 1366.

Bulk 3524. . 3463.

Bulk Herbs 494 . . 487.

Bulk Packaged a. : a.

Bakery 1329. : 13084.

Meals 1895. . 1865.

Body Care 928. . 9688.

Supplements 2732. . 2664 .

Household 633. . 621.

Books/Mags 7. . 6.

Gifts 299 3 2O .

Dept Totals --> 27825. . 27150.08 552. . .

[Print a List] [Export] [BACR1]
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8.12.3) REPORTS COST OF GOODS BY DEPT

Main Menu Path 8.25

Track cost of goods sold (COGS) by department for bookkeeping. Set up tracking in

Constants > Other Options > 1. Specify Tracking the Cost of Goods Sold  }

8.12.4) REPORTS DEPT PERFORMANCE REPORT

Main Menu Path 8.26

This print-only report shows margin statistics and inventory reductions and transfers.
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9) SYSTEM MAINTENANCE

Use the System Constants to customize CoPOS for your store. Locate information about hardware

and device configurations. Many of these options should be used with CoPOS Support.

9.1) SYSTEM CONSTANTS

Main Menu Path 9.1

CoPOS Manual

System constants customize CoPOS for your store. Access using Option 9.1 >EEWENElleNeLelali]a[i]:))

> el EI@VISelio]s S > RS LleACI @Y SHelailoliiSll. Make selections and save. System

constants can be printed. Press F8to search and toggle between results. Press F10to enter a new
keyword in your search.

K K K K K K K K K K K K K K K K K K K K K K K K K K K K «

1 - Set the Default to the 'Print Receipt' prompt yo 'Y’

2 - Prompt for EBT Sales Tax Removal at Register

3 - Allow Expanded Case Discount Syntax

4 - Prompt for Zip Code during Sales/Returns

5 - Maintain an Active Inventory

6 - Use Sale Prices Along With Member Discounts

7 - Print Member # on Receipt

8 - Show Non-Discounted Prices on Sales Receipt

9 - INITIALLY Suppress Member Discounts at the Registers

10 - Enable Check Validation at the Register

11 - Show Repayment Schedule on Receipts for NEWLY Signed Up Members
12 - Allow Cach Back WITHOUT Purchasing Items

13 - Allow Cash Back for Overdue Members

14 - Show IOU Balance on Sales Receipt

15 - Show $Paid Toward Purchase Discount on Sales Receipt

16 - Check Net Sales Against Extensions When Sales are Saved

17 - Generate the Next Member# Randomly

18 - Prohibit the Overriding of EBT Eligibility

19 - Show Working Member Discount Expiration Date on the Receipt
20 - Require Members Dues to be Paid in Full prior to Discounting
21 - Block Entry of Inactive Items at the Register

22 - Prompt for Bag Charges at the End of qualifying Sales

23 - Prompt for Cashier's Initials when Entering Cash Register

24 - Suppress IOU Prohibited Prompt on the Enter a Sale Option

25 - Print the Department on the First Line of the Shelf Tags

26 - Show Pre-Discounted Prices on Sales Receipts

27 - Show Pre-Discounted Prices on X/Z Tapes and Sales Recap Export
28 - Always Print a Sales Receipt (without asking)

29 - Prompt for an Additional OK if Member Discount is Taken
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30 - Default Shelf Tag Printing to NO

31 - Allow for Extra Equity Payments at the Register

32 - Allow the Use of WIC Coupons

33 - Allow a SIX Digit PLU Code in UPC Codes (on Bulk Repack Labels)
34 - Scan the Price Instead of the Weight (on Bulk Repack Labels)
36 - Allow Differing Member Discounts by Department

37 - Allow Due Date Extention via Partial Dues Payments

38 - Compare the Net Sales to Sum of Extentions At End of EACH Sale
39 - Perform a Balance Check at the End of EACH Sale

40 - Sort Items By Name when Looking Up Items when Entering a Sale
41 - Reserved for Future Use

42 - Keep Sales Tax on EBT Purchases

43 - Wait for ONE TENTH of a Second while Weighing Iltems

44 - Automatically Link Hours Worked to Working Member Discounts
45 - Allow EBT to Include Bottle Deposits

46 - Allow for Tallying when Closing a Register

47 - Sort Items on the Receipt by Department

48 - Allow Ingredient Change while Printing Bulk Repack Labels

49 - Allow Barter as Payment for Declining Balance Gift Cards

50 - Prompt at Register if more than 24 Items Purchased on a Line
51 - Check IOU Balance Discrepancies at the Register

52 - Allow Selective Member Discount Eligibility by Member Types
53 - Prohibit IOU Cash Advances at the Register

54 - Use Digits 7 through 10 for the Price (on Bulk Repack Labels)
55 - Skip the Extra Read while obtaining the Weight from the Scale
56 - Prohibit NEW Members from having an IOU

57 - Allow Non-Members to Receive Cash Back

58 - Prompt for Separate Equity and Dues for Member Payments

59 - Disable the Overdue Message at the Register

60 - Allow Payments to create Gaps in Member Installments

61 - Display Test{ZIICRONE at Register

62 - Suppress Initial Prompt for Member Discount at Register

63 - Block ALL Discounts for Non-Members - INCLUDING Seniors
64 - Block ALL Discounts for Non-Members - ALLOW Seniors

65 - Block Discount Adjustments For Members

66 - Track Sales By Hour WITHIN Department

67 - Force Entry of Cashier's Initials for EACH Sale

68 - Skip the Initial Member Prompt at the Register

69 - AIIOW@ Syntax at Register without a Declining Balance Gift Card
70 - Skip the Finalizing Prompt when printing Bulk Repack Labels

71 - Show the Packed Date on Bulk Repack Labels

72 - Enclose Ingredients with a Box on Bulk Repack Labels

73 - Supress the (FI24epy Text on Bulk Repack Labels

74 - Supress Store's Name and Address on Bulk Repack Labels

K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K K «K K
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75 - Include Sales Tax in the Adjusted Gross Sales Figures

76 - Require Members to be Current in Order to ACCRUE Patronage
77 - Accrue Patronage on a Per Sale Basis

78 - Allow Cashiers to Autofix Member Dues Balances

79 - Ignore the 7th Digit when scanning Bulk Repack Labels

80 - Request the Member Type when Entering a Member at a Sale
81 - Keep Sales Tax on In Store Coupons

82 - Block the SALE and USE of Paper Gift Certificates

83 - Automatically Reserve a Gift Card when Signing up a Member
84 - Allow Autofixing of Member Dues at the Main Menu

85 - Case Price is ALWAY'S Unit Price x Qty/Case

86 - Allow Donations to be accepted at the Register

87 - Use ONLY the PLU Code on Bulk Labels (Ignore Price/Qty)

88 - Exclude Overdue Members From Member Only Sales

89 - Autocut Receipts

90 - Prompt for Department When Clocking In

91 - Start Week on Sunday Instead of Monday

92 - Make NEW Members AUTOMATICALLY Eligible for Member Only Sales
93 - Allow Member Discounts ON TOP of Case Discounts

94 - Use the Large Font Size for key fields on the Receipts

95 - Use Bold Font for the Custom Message on the Receipt

96 - Track Labor Hours By Department

97 - Print Chits when Clocking In or Out

98 - Prohibit the Maximum IOU Balance from being superceded

99 - Include Coupons in X-Tape Department Totals

100 - Include Bottle Deposits in X-Tape Department Totals

101 - Triple Beep when an Item is NOT Found during a Sale

102 - Show the NON-SALE Price on Bulk Repack Labels

103 - Skip the Finalizing Prompt when Receiving Items

104 - Suppress the Member Savings Statement on Receipts

105 - Allow Different Basic Member Discounts on Different Days

106 - Required Exchanged Cash in order to Open Cash Drawer

107 - Allow Adding Items From Receive a Shipment (Option 6.7)

108 - Force Entry of Cashier's Initials when VOIDING a Sale

109 - Display Brand Name Instead Of Sale Info When Looking Up Items
110 - Generate the Next Member# From the FIRST Member# Sequence Gap
111 - Tally #Members with Fully Paid Equity At Start of Day

112 - Specify Newsletter Delivery Method (email vs Regular Mail)
113 - Require Members to be Current to Receive Discount

114 - Record SIMPLE Open Register Drawer Events

115 - Indicate Reversals in Payment Summary

116 - Automatically Load the Paste Buffer When Viewing

117 - Allow Remote System Shutdowns

118 - Maintain Leading Zeros in UPC Codes when more than 5 Zeros
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119 - Show $Amt Due on a Sale in Different Video Attributes

120 - Use the Smaller Bulk Repack Label

121 - Allow Canadian (US if in Canada) Currency

122 - Prompt to Collect Cash when a DBGC is Purchased in a Sale
123 - Prompt to Use DBGC when a DBGC is Purchased in a Sale
124 - Word ALL Savings Messages on Receipts (X EINEININD
125 - Have a Weigh Station Option at the Kiosk

126 - Show an Item Count on Sales Receipts

127 - Prompt for Name and Ph# for Non-Member Returns

128 - Block Display of Inactive Items at the Register

129 - Prompt for Member Number when Signing up a New Member at Sale
130 - Require Members to be Paid In Full to RECEIVE Patronage
131 - Enable Unit Weight (or Volume) Processing

132 - Show Department Macro Categories on the X and Z Tapes
133 - Enable the Mis-spell Checker

134 - Allow a 30 Day Grace Prd for Patronage Accrual (Req #76=Y)
135 - Use CoPOS Custom Tags on Shelf Tag Printer (3844Z Only)
136 - Always Prompt for Brand Names when Looking Up By Name
137 - Always Prompt for ALL Other Files when Looking Up By Name
138 - Print PLU Codes as 12 Digit Zero Padded UPCs in Shelf Tags
139 - Always Show the Base (Non-Sale) Price On Shelf Tags

140 - Prompt for Age (Example: When Purchasing Alcohol)

141 - Display File Path Info When Prompting For the Export Path
142 - Reverse the Print Orientation of Large Bulk Repack Labels
143 - Show Green Info on Sales Receipts

144 - Show Member Notes on the Returns Screen

145 - Require Entering the Check# When Paying via Check

146 - Allow Item Reactivation When Entering Special Orders

147 - Allow Entry of Items NOT Found From Pricing Options (8.N)
148 - Automatically Clear Shelf Tag Print Flag AFTER Printing a Tag
149 - Show Declining Balance Gift Card# On Sales Receipts

150 - Prompt for Paper Gift Certificate# When Recording a Sale

151 - Show the Remaining Available IOU on the Receipt

152 - Release a Register AUTOMATICALLY When Exiting Record a Sale
153 - Start Logic Boxes With The Field Editor ON

154 - Show a Tally of Locally Purchased Items on the Receipt

155 - Print a Receipt AUTOMATICALLY For IOU Sales

156 - Bypass the Logic Box Firmware For Drawing and Clearing Boxes
157 - Allow Editing of Member Information Outside of Option 4.4
158 - Password Protect External Member Information Edits

159 - Show the Weight in Grams on the Bulk Repack Labels

160 - Allow the Display of Cost in the Qty Field of Enter a Sale

161 - Display the Print Date and Time on the Sales Recap Report
162 - Reserve the Bottom of Bulk Labels for a Logo
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¥ 163 - Allow a Smaller Shelf Tag/Label Size (1 1/4 x 1 x 3/8)
¥ 164 - Issue a Confirmation Prompt when Employee Discount is Taken

9.2) ENTER DEVICE TABLE
Main Menu Path 9.2

The device table configures what printers are attached to the server, weigh stations, and checkout
lanes. The device table also maintains the lane number of each checkout lane. This option should
be run with the assistance of CoPOS Support.

DEVICE ID
The Device ID for each lane is located on the main menu of that lane's display. In the upper-right

corner it reads, QEEllaE1 RE:====3

¥ 1isthe CoPOS Server (PC Console)
¥ 100 and above are reserved for checkout lanes and weigh stations

9.3) ENTER DOS PATHS
Main Menu Path 9.3

File system paths are set up to make exporting files easier. By default, paths include:
¥ C:\POS - Hard drive of CoPOS Server

¥ D: - Zip drive of CoPOS Server

9.4) DEVICE MAP
Main Menu Path 9.4

The device map is used to modify your show your hardware devices. Contact CoPOS support with
questions.

9.5) TESTS
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9.5.1) TESTS COMMUNICATIONS

Main Menu Path 9.5

This option is usually run from the server and is intended for use by individuals with a working
knowledge of the underlying operating system. Please contact support before proceeding.

9.5.2) TESTS SCALE

Main Menu Path 9.6

Place weight on scale and view data sent in ASCII and character text.

9.5.3) TESTS SCANNER

Main Menu Path 9.7

Test scanner and view actual characters sent.

Note: Scanner must be attached to this
device.

9.6) HALT PROCESSES
Main Menu Path 9.8

Halting processes may help to reset a frozen terminal.

9.7) DATABASE

9.7.1) DATABASE BACKUP/RESTORE

Main Menu Path 9.10

Execute backup or restoration here instead of from the DOS Shell.
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9.7.2) DATABASE TRANSFER DATA

Main Menu Path 9.11

Copy the last backup of your CoPOS Database to a Zip disk without shutting down CoPOS.

9.7.3) DATABASE DISK USAGE

Main Menu Path 9.12

Display free space on the CoPOS Server hard drive.

9.7.4) DATABASE VERIFY DATASET

Main Menu Path 9.13

Use this as directed by CoPOS Support.

9.7.5) DATABASE VERIFY APPLICATION

Main Menu Path 9.14

Use as directed by CoPOS Support.

9.8) DATE/TIME
Main Menu Path 9.9

Set date and time without having to shutdown CoPOS.

9.9) HIDDEN OPTIONS
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9.9.1) HIDDEN OPTIONS BIND .A

Coming soon. XY S X=$$OL"UCA(2,1) G SEL

9.9.2) HIDDEN OPTIONS CLEAR SCREEN

Clear the screen with .B (B for blank) from the main menu. This is helpful for cashiers in a one-lane
store when working with limited number of staff.

9.9.3) HIDDEN OPTIONS CALENDAR

Type .C at the main menu to generate a calendar. X:@S Arg=geyauksgdil D "UCLN G INI

9.9.4) HIDDEN OPTIONS DATE & SPACE

Type .D to check today's date with the percent of free space and space used on your hard drive.

9.9.5) HIDDEN OPTIONS CURRENT PATH

Type .P to see what path is being used on the hard drive. X=fg) D PATH"UDOSEE] ($G(VD)+5)) G
SEL

9.9.6) HIDDEN OPTIONS ADDING MACHINE

Coming soon. X4 S Arg=1 W /CLR D "UTAPE G TOP
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9.9.7) HIDDEN OPTIONS VERSION CHECK

Type .V to check the latest version of CoPOS and its install and release dates.

9.9.8) HIDDEN OPTIONS ITEM COUNT

Type #ITEMS&t the main menu to view the number of active and inactive items in the item
database. Total Item Count is also displayed.

X=ERE S X=$$NI"F18ULIX D NMI(X) G SEL

9.9.9) HIDDEN OPTIONS MEMBER COUNT

Type #MEMBERSthe main menu to view the number of active and inactive members. Total member
count is also displayed.

X=-EIENEE S X=$$NM"F18ULIX D NMS(X) G SEL

9.9.10) HIDDEN OPTIONS CLOCK IN/OUT

Type Clock at the main menu to clock in or out. Confirm action with (&8 or (8 from the bottom
choice bar. X-{¢]eJé D "F18EEC G TOP

9.9.11) HIDDEN OPTIONS DEFAULT TAX STATUS

9.9.12) HIDDEN OPTIONS FIX TEXT BOXES

Type DISPLAYat the main menu to fix text boxes drawn with ps and gs. X-{SJEIgEA W: $P>9 *27(]i)
G SEL
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9.9.13) HIDDEN OPTIONS INSTALL DATES

Check dates and times of upgrade installations by typing INSTALLATION{ the main menu.

9.9.14) HIDDEN OPTIONS LAST BACKUP

Check the last successful backup with LAST BACKUWi*the main menu. Time and date is displayed.
Please check programming node

9.9.15) HIDDEN OPTIONS MARGIN ADJUST

Type RECALCULATE MAR€atto-fix items to their default margin for their department.

XAR=OZAKAV N RN D MGCF18ULISA G TOP

Important: There is no way to view which
items have been recalculated. Use with
caution.

9.9.16) HIDDEN OPTIONS TIDY
MEMBERSHIP

Use this to auto-configure all member files into the same format. For example, when a member's
information is entered in all lower case letters CoPOS will correct this and re-format the member's
entry. X=giA@YISYIes ! (X=TIDY MEMBER FILE) D MTF*F18ULIZ G TOP

9.9.17) HIDDEN OPTIONS VIEW SYSTEM CONSTANTS

Type VIEW MISC SYSTEM CONST#N#Sv the current settings of all system constants. XY=

Sl gyl =vReelNey) D SHONF18USCX G TOP
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10) OTHER

Options that don't directly relate to membership or sales are located here. Explore the timekeeping
options for employee and member volunteers, use the hotlist options to change hotlist settings, and
set up a lending library. Use CoSAT options for inventory counts and set security levels here.

10.1) TIMEKEEPING

10.1.1) TIMEKEEPING EMPLOYEES

All employee timekeeping options take place here. Generate reports, set department status, and
enter/edit hours worked. Enter, edit, view, and delete employees as needed.

10.1.1.1) TIMEKEEPING EMPLOYEES ENTER/EDIT

Main Menu Path 10.1.1
Enter employees into the database and give them codes for clocking in and out. If the employee is a
member, their member number can be used. Link employees with departments or tasks. Enter

notes about that employee and set security levels. Set pay rates to track department labor
margins. Contact CoPOS Support for more details on how to set pay rates.

10.1.1.2) TIMEKEEPING EMPLOYEES ASSIGN DEPARTMENTS

Main Menu Path 10.1.2

Assign departments for employees for labor margin data inquiries. To view hours worked for a
department or task use Hours Worked > By Department and Hours Worked > By Task (Main Menu
Paths 10.1.7 and 10.1.8).

Employees must be assigned departments in order to clock in and out.

System Constant 96: Track Labor Hours by Department.
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[DEVL]
Employee Name

Name

) Flans

>More

[Assign Tasks (Departments)]

>>> Assign Tasks (Departments) to Employees <K<

Page 2 of 3
45 Employees

[EMPLOYEESI

Number
3

38

22

4
6
18
32

[Next ]

Tasks (Departments)
Produce

Other, Produce, Meals
Cashier
AdMin
Cashier
Cashier
Cashier
Cashier
Cashier
Other
Other
Produce,
Admin
Cashier
Body Care, Supplements
Refrigerated, Frozen
Cashier

Other

Meat/Fish

[Prev] [Page Dnl [Page Upl [BACR1

10.1.1.3) TIMEKEEPING EMPLOYEES ENTER HOURS BY DAY

Main Menu Path 10.1.3

This option is password protected. Enter a day for entering or editing. Choose an employee from the

list and specify their clock in and out times. Save when finished.

10.1.1.4) TIMEKEEPING EMPLOYEES ENTER HOURS BY EMPLOYEE

Main Menu Path 10.1.4

This option is password protected. Enter an employee's code and select a date to edit hours
worked. Specify the hours worked and save when finished.

10.1.1.5) TIMEKEEPING EMPLOYEES HOURS WORKED

April 2012
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10.1.1.5.1) TIMEKEEPING EMPLOYEES HOURS WORKED BY DAY

Main Menu Path 10.1.5

Select a day to view a list of employees who worked on that day and their number of hours
worked. Enter or Edit their clock in and out times. Sort by name and print; use Find to locate a
specific employee. Remember to save when finished.

10.1.1.5.2) TIMEKEEPING EMPLOYEES HOURS WORKED BY EMPLOYEE

Main Menu Path 10.1.6

This option is password protected. Select one employee at a time to view hours worked within a set
of dates.

10.1.1.5.3) TIMEKEEPING EMPLOYEES HOURS WORKED BY
DEPARTMENT

Main Menu Path 10.1.7

Select a department and a set of dates to view the number of hours worked by employees assigned
to that department.

System Constant 96: Track Labor Hours by Department.

10.1.1.5.4) TIMEKEEPING EMPLOYEES HOURS WORKED BY TASK

Main Menu Path 10.1.8

Select a task (cashier, admin, other) and a set of dates to view the number of hours worked for that
task.

System Constant 96: Track Labor Hours by Department.
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10.1.1.6) TIMEKEEPING EMPLOYEES CLOCK IN/OUT

Main Menu Path 10.1.9

Clock in and out. Each employee can clock in or out up to seven times in a 24-hour period. Enter a
number and select Yesor Nofrom the bottom choice bar. Employee numbers are not displayed on
the screen for privacy protection.
System Constant 90: Prompt for Department When Clocking In. If an employee is assigned to more
than one department or task, activate this to track labor hours. When an employee switches to

another department or task, bakery to cashiering for example, have that employee clock out to
switch.

Use hidden option Clock to clock in and out quickly.

10.1.1.7) TIMEKEEPING EMPLOYEES REPORTS

10.1.1.7.1) TIMEKEEPING EMPLOYEES REPORTS HOURS WORKED

Main Menu Path 10.1.10

Print a report of all hours worked for employees for a set of dates. Print in summary or detail form.
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10.1.1.7.2) TIMEKEEPING EMPLOYEES REPORTS NOT CLOCKED OUT

Main Menu Path 10.1.15

View employees who did NOT clock out within a set of dates and need editing to their timeslots.

10.1.1.7.3) TIMEKEEPING EMPLOYEES REPORTS CURRENTLY CLOCKED
IN

Main Menu Path 10.1.16

Generate a quick status report to view which employees and members are clocked in.

10.1.1.7.4) TIMEKEEPING EMPLOYEES REPORTS LABOR COSTS BY DEPT

Main Menu Path 10.1.17

Specify a set of dates to track cost. Make sure system constant 96 is set to Y.
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System Constant 96: Track Labor Hours by Department.

10.1.1.7.5) TIMEKEEPING EMPLOYEES REPORTS OVERTIME ALERT

Main Menu Path 10.1.18

Enter a number of hours worked threshold and view all employees who have worked at least that
number of hours. This will help determine who is already into overtime status, as well as who is
approaching overtime status.

10.1.1.7.6) TIMEKEEPING EMPLOYEES REPORTS EXPORT PAYROLL

Main Menu Path 10.1.19

Export payroll figures to process them in spreadsheet format.

10.1.2) TIMEKEEPING MEMBERS

Member timekeeping functions similar to Employee timekeeping. Generate reports, link discounts to
hours worked, and track overall member volunteer information. Set up eligibility for discounts
associated with hours worked by member volunteers in the membership type database. Use Save

and Continue to access the (gl El /IS INEW. Specify the discount resets

(weekly, calendar month, 30 days, or 90 days).

System Constant 44: Link Hours Worked to Working Member Discounts.

10.1.2.1) TIMEKEEPING MEMBERS ENTER HOURS

Main Menu Path 10.1.11

Enter hours worked by members for a specified week.

System Constant 44: Link Member Hours Worked to Working Member Discounts.
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10.1.2.2) TIMEKEEPING MEMBERS HOURS WORKED BY WEEK

Main Menu Path 10.1.12

View the number of hours worked for a specified week for a given member.

10.1.2.3) TIMEKEEPING MEMBERS CLOCK IN/OUT

Main Menu Path 10.1.13

Members can clock in and out to keep track of their volunteer time.

System Constant 44: Link Member Hours Worked to Working Member Discounts.

In Database > Membership Types (

Main Menu Path 4.5),
select Save (and
Continue) , then select 1

Specify the Hours
Worked Discount
Increment Table .

10.1.2.4) TIMEKEEPING MEMBERS HOURS WORKED

Main Menu Path 10.1.14

Print a report to view the hours worked by members for a set of dates. Print in detail or summary
form.

10.1.2.5) TIMEKEEPING MEMBERS NOT CLOCKED OUT

Main Menu Path 10.1.15

View members who clocked in but not out for a set of dates. Members will need editing to their time
slots.
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10.1.2.6) TIMEKEEPING MEMBERS CURRENTLY CLOCKED IN

Main Menu Path 10.1.16

View members who are clocked in.

10.2) HOTLIST

10.2.1) HOTLIST SPECIFY DEFAULT HOTLIST

Main Menu Path 10.2.1
Specify the default department to be used with the hotlist. Type =item to locate an item in the
default hotlist department. For more information on hotlists see Resources > Best Practices >

Hotlists. Often the most handy department to set as the default for hotlist is the produce department
because of the seasonality of items. Instead of looking up the PLU for bananas, type =banana

An item's hotlist status can be changed in Database > Item by selecting Save (and Continue) , then
selecting option 3 ... Specify Keywords/Hotlist/Green/Age Minimum .

10.2.2) HOTLIST VIEW/PRINT HOTLISTS

Main Menu Path 10.2.2

View a list of items currently on the hotlist for a selected department. Print it for reference.

10.2.3) HOTLIST MAINTAIN BY DEPARTMENT

Main Menu Path 10.1.3

Select a department to generate a list of items for hotlist status editing. Each department can have a
hotlist of current items in the store or active items in the database. To find an item from a different
department's hotlist, type =#=item where # is the department reference number.
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10.3) LENDING LIBRARY

10.3.1) LENDING LIBRARY ENTER/EDIT/LIST ITEMS

Main Menu Path 10.3.1

Establish a lending library at your store for books or other items of your choosing. Add or edit items
here.

10.3.2) LENDING LIBRARY CHECK OUT

Main Menu Path 10.3.2

Enter a member name or number to check out an item. Scan the item and enter the due date. Type
+# where # is the amount of days the item can be on loan.

10.3.3) LENDING LIBRARY CHECK IN

Main Menu Path 10.3.3

Enter a member name or number and process the return of a checked out item.

10.3.4) LENDING LIBRARY MEMBER SUMMARY

Main Menu Path 10.3.4

Enter a member and generate a list of items that member has checked out.

10.3.5) LENDING LIBRARY ITEM STATUS

Main Menu Path 10.3.5
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Enter an item to view its current checkout status.

10.3.6) LENDING LIBRARY OVERDUE ITEMS

Main Menu Path 10.3.6

Enter a member to view any overdue items they have on loan.

10.4) EBT

10.4.1) EBT ELIGIBILITY

10.4.1.1) EBT ELIGIBILITY DEPARTMENT

Main Menu Path 10.4.1

Choose which departments are eligible for EBT purchases. This is the default setting for all items in a
given deparment. Individual items can be overwritten in Database > Item, selecting Save (and
Continue) , then choosing 1 ... Specify Discounts/EBT/WIC/Sp Order Only.

10.4.1.2) EBT ELIGIBILITY ITEMS

Main Menu Path 10.4.2

Specify criteria, use a query, or enter items individually to generate a list of items whose EBT status
you would like to specify.

10.4.1.3) EBT ELIGIBILITY ONE ITEM
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Main Menu Path 10.4.3

Enter one item to change its EBT status. EBT status can also be changed in Database > ltem.

10.4.2) EBT VIEW BY ITEM REPORT

Main Menu Path 10.4.4

View items and their EBT eligibility status. Use filters for vendor, brand, category, and EBT
status. Items can not be edited from this list.

10.5) COSAT

CoSAT can edit cost, margin, price, location, category, green status, and also create and maintain
item groups, receive shipments, place items on sale, print labels and set shelf tag printing flags for
batch printing in CoPOS. CoSAT is also very useful for quarterly inventory counts. Transfer
necessary files before using to ensure fully accessable data.

GOOD TO KNOW

No information is lost if the computer is accidentally turned off.

All CoSAT changes must be transferred to CoPOS for changes to take effect.

Inventory File - ITEMSL.TXT - Only one version can exist on a Zip disk or COSAT unit.

Multiple CoSAT units can share a Zip disk so long as unique file names are used.For

example ITEMSIA.TXT, ITEMSIB.TXT, etc.

All inventory figures remain on the CoSAT Unit until a new item inventory is loaded or,

CoSAT 1.4 is used to reset inventory count.

¥ Print bulk repack labels with ingredients using CoPOS 10.5.2 - Send Existing ltems to
CoSAT.

¥ Use CoSAT to update inventory levels when you receive shipments.

¥ Eject Zip disks from the CoPOS server when not in use.ALWAYS start the CoPOS Server
and CoSAT Units with an empty Zip drive.

¥ Enlarge screen by holding the Fn key and pressing the F7 key.

¥ Always verify correct date and time by pressing F2 on startup. Use the arrow keys to
change the date and time.

¥ To start CoSAT from DOS prompt (C:\>) type the commands: C:\ cd SATC:\SAT>COSAT

K K K K

w

10.5.1) COSAT SEND

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.

CoPOS Manual

April 2012



CoPOS Manual

April 2012

10.5.1.1) COSAT SEND ALL ITEMS FOR COUNT

Main Menu Path 10.5.1
Use a Zip disk to send the item database from the CoPOS server to the CoSAT unit.Enter the month
for the count, choose the Zip drive (D:\), and set any item filters. Maximize flexibility by NOT setting
item filters. Restrict to active items to ensure only items that are active in the database are eligible for
counting.

ST:lalerL=Ie e NeIUIRIe NI - This sets all items back to zero before the count is taken.

10.5.1.2) COSAT SEND EXISTING ITEMS

Main Menu Path 10.5.2

Use this file for CoSAT tasks such as printing labels, price changes, locations, shelf tags, and
shipments.

10.5.1.3) COSAT SEND BACKGROUND FILES

Main Menu Path 10.5.3

Send this file along with the inventory file to CoSAT for an inventory count. Use 10.5.3Send the
Necessary Background Files to CoSAT .

10.5.2) COSAT RECEIVE

10.5.2.1) COSAT RECEIVE INVENTORY COUNT

Main Menu Path 10.5.4

Transfer the inventory count to CoPOS via Zip disk. Use a separate disk for each CoSAT unit. Only
lock items if no adjustments are needed. Replace figures for the FIRST inventory using

CoSAT. Increment figures for all subsequent inventory counts. Print prior to saving for a physical
record of each disk.
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10.5.2.2) COSAT RECEIVE EXISTING EDITED ITEMS

Main Menu Path 10.5.5

Send information back to CoPOS for items edited using CoSAT. You can edit information regarding
cost, margin, SRP, location, category, green status, or flag for shelf tag printing.

10.5.2.3) COSAT RECEIVE ITEMS PLACED ON SALE

Main Menu Path 10.5.6

Place items on sale in CoSAT and process the changed information here.

10.5.2.4) COSAT RECEIVE NEW ITEMS

Main Menu Path 10.5.7

Process new items added in CoSAT here.

10.5.2.5) COSAT RECEIVE ITEM GROUP

Main Menu Path 10.5.8

A CoSAT Unit can record a list of items to add to an item group. Once exported from CoSAT to a Zip
disk, use this option to load the new or updated group.

10.5.3) COSAT INITIALIZE A COUNT

Main Menu Path 10.5.9

This will create the necessary files on a Zip disk to initialize a CoSAT unit for this CoPOS Server.
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10.5.4) COSAT UNLOCK COUNT

Main Menu Path 10.5.10

Select an inventory month to unlock figures if adjustments need to be made.

10.5.5) COSAT INQUIRE ON QUANTITY

Main Menu Path 10.5.11

View an item's count for the most recent inventory.

10.5.6) COSAT VIEW PROCESSED FILES

Main Menu Path 10.5.12

CoPOS remembers the history of each import from CoSAT. Use this option to view processed files
from CoSAT.

10.6) FILE IMPORT
Main Menu Path 10.6.1

Import items, vendors or members from an external file. This option is compatible with CoPOS
Generic Exports. To better understand the format requirements it is recommended to first export a
Generic member or item file.

10.7) FILE EXPORT
Main Menu Path 10.6.2

Export files for SPINS reporting, item files, member files, spreadsheets, and sales figures for
NCGA. Generic files exported by CoPOS can be imported by CoPOS.

10.8) CALCULATORS/CONVERTERS
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10.8.1) CALCULATORS/CONVERTERS MARGIN/MARKUP

Main Menu Path 10.7.1

A handy tool for converting margin to markup and vice versa. See Pricing/Margin > Item Prices for
more details on margin vs. markup.

10.8.2) CALCULATORS/CONVERTERS CANADIAN TO US$

Main Menu Path 10.7.2

Convert Canadian to U.S. dollars using an exchange rate you define.

10.8.3) CALCULATORS/CONVERTERS ANNUITIZED PAYOUT

Main Menu Path 10.7.3

A handy calculator to compute compound interest payments.

10.8.4) CALCULATORS/CONVERTERS COMPOUND INVESTMENT

Main Menu Path 10.7.4

An investment calculator to help with compounded term of investment calculations.

10.8.5) CALCULATORS/CONVERTERS MORTGAGE

Main Menu Path 10.7.5

Know how much you might pay for owning your physical store. Enter loan amount, length of loan,
interest rate, and annual taxes and insurance to determine monthly payment.
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10.9) DEPARTMENT LIST
Main Menu Path 10.9.1

View departments and their default settings such as food item, bulk item and eligibility for discount,
tax, EBT. Default margins are also listed.

10.10) LOOK UP ITEM BY KEYWORD
Main Menu Path 10.10

Find an item by using keywords to search. Specify keywords for items in Database > Items (Main
Menu Path 4.1). Select Save (and Continue) and select option 3 ... Specify Keywords/Hotlist/Green/
Age Minimum.

10.11) SECURITY

10.11.1) SECURITY ASSIGN PASSWORDS

Main Menu Path 10.11.1

Assign passwords to users.

10.11.2) SECURITY USER SECURITY LEVELS

Main Menu Path 10.11.2

10.11.3) SECURITY SECURITY OPTIONS

Main Menu Path 10.11.3

Create custom rules for user access.
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10.11.4) SECURITY INCLUDE USERS

Main Menu Path 10.11.4

Grant access to specific menus.

10.11.5) SECURITY EXCLUDE USERS

Main Menu Path 10.11.5

Prohibit access to specific menus.

10.11.6) SECURITY CHANGE PASSWORD

Main Menu Path 10.11.6

Change the current user's password.

10.11.7) SECURITY SET DEFAULT PASSWORDS

Main Menu Path 10.11.7

Default passwords are required. Use security levels for more control over access to CoPOS options.

10.12) CUSTOMIZATION

On occasion, CoPOS Support will offer customized programs for your store. This option displays a
listing of available customizations.

130 Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu. April 2012



CoPOS Manual 11) RESOURCES

11) RESOURCES

This chapter focuses on how to use CoPOS within your store. Read 'Getting Started' for the basics of
CoPOS. Our 'Best Practices' contain useful information that will jump start your use of CoPOS. For
each version of CoPOS, we assemble 'Release Notes' that detail changes we made.

11.1) GETTING STARTED

CoPOS is a Point of Sale system that uses the keyboard. Select menu options by typing the number
or use the arrow keys. CoPOS tracks membership, patronage, inventory, gift cards, IOUs, sales data,
special orders, manages employee & volunteer timekeeping and has many other functions. Access
CoPOS Help by pressingF10at a menu or option. Additional help while in screens is often available
by pressing F10. If your screen freezes while using an option PressCTRL-Go release the

screen. CoPOS Help will help you become a CoPOS expert.

Thank you for using CoPOS.

11.2) BEST PRACTICES

CoPOS Support has lent a hand to many stores in the setup and maintenance of CoPOS. These are
some best practices to give you an idea of how other stores use CoPOS.

11.2.1) BEST PRACTICES BASIC SKILLS

To successfully operate CoPOS, a few basic computer skills are required. Before operating CoPOS
please be sure that you know how to surf the web, shop online, attach a file in an email, locate a file
from an external drive, and have a minimal knowledge of using spreadsheets (highlighting, filtering
data, etc.).

CoPOS also recommends designating one person in your store as the primary contact for all CoPOS
questions and concerns. This person should be responsible for CoPOS training, sending database
backups, installing upgrades, and overall CoPOS maintenance.

11.2.2) BEST PRACTICES BACKUPS

Backups should be done at the end of each business day to ensure survival of sales data on a daily
basis. CoPOS provides seven Zip disks (one for each day of the week) for the purpose of daily
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backups. Run the backup procedure from the CoPOS shell menu. Once finished, CoPOS
recommends offsite data storage. Use the Support tab at copos.com to load a backup file from the
Zip disk.

BACKUP PROCEDURE INSTRUCTIONS

11 to Quit

Yesto return to the Shell

B to Save your Database to REMOVABLE Media
Y Enter to save data

Dto select the D drive (Zip disk)

Y Enter to verify

K K K K K K

Congratulations! You have successfully created a backup file. You may Run R) CoPOS again to
clock out or keep working, OR you can Exit E) to DOS to turn off your machine.

Important: Always eject the Zip disk before
powering off/on the CoPOS Server.

11.2.3) BEST PRACTICES CASHIER
TRAINING

As a cashier, your primary job is to quickly and accurately ring up sales to customers. The first step is
to log in to the register by typing your initials. Next, ask the customer if they're a member. A
customer may give you their whole name, last name, or their member number. Type in their member
number or their last name. In a case where you only know their first name, type,mike to search for
member names that being with Mike. If you mistakenly add a member, type .D to remove. New
members can be added during a sale by typing *N in the member field. To enter a non-member sale,
leave the field blank by pressing the Enter key.

To ring up items, simply scan the barcode or enter the PLU. Items on the Hotlist (usually produce
items) can be accessed using the = key, for example, =tomato. Read more about searching and
shortcuts in the help for Register > Record a Sale. To read a weight from the scale, type +. Ifa
customer is using their own container, type - followed by the container weight. This is called tare
weight and is entered as -.03 where .03 is the weight of the container.

If the price of an item needs to be adjusted, make the necessary change in the price field. If the
customer is a member, type D after the price change to account for their member discount, for
example, 1.99D. If tax needs to be removed from an item type T- in the quantity column. When all
items are rung, the total can be read to the customer. Type F2to enter a simple payment. Typing
F2 a second time will show an advanced split payment screen. Enter all known amounts and then
type . to auto-fill the remaining amount.
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A Sale may be put on hold by typing CTRL-C To retrieve
the held sale, type .S in the member field. Only one field
may be held at a time. Additionally, sales that have been
voided are available by typing .V in the member field.

FUNCTION KEYS

¥ F1- Return cursor to Items field for editing/adding
items

¥ F2- Payment Method box (F2 twice to list ALL
payment options)

¥ F3- Adjust discount, process WIC Coupons (System
Constant 32), apply non-member surcharge.

¥ F4 - View special orders, view EBT-eligible items,
adjust sales tax, pay dues, pay IOUs, apply timed
discounts, purchase gift cards, put transaction on
hold (only one sale per register at a time).

FS - Record the sale

F6 - Quit (without recording the sale)
F7 - Return cursor to Member field
F8 - Apply coupons

K K K K

11.2.4) BEST PRACTICES DEPARTMENTS

11) RESOURCES

Important: With some sales, such as EBT
(food stamp) purchases, only the pre-tax
total may be used. This total is displayed in
the upper-right of the screen. CoPOS will
only allow EBT-eligible items to be used in
the EBT payment field. Type F in the (CHi2)
payment field first to separate out the EBT
eligible items then enter other forms of

payment if applicable.

Note: Type ONat the login prompt after
powering on a logic box.

Important: Press CRTL-Go release a frozen
screen and put the sale on hold. Type .S to
recall the sale and resume the transaction.

Department managers should be familiar with the best practices for their department.

11.2.4.1) BEST PRACTICES DEPARTMENTS BUYERS

CoPOS offers numerous tools for the buyer. Here are some of the most useful options to explore:

Reports/Labels > Monthly Sales (Movement)
Reports/Labels > Inquiry > Daily Sales By Item
Reports/Labels > Inquiry > Best/Worst Selling Items
Pricing/Margin > Inquiries > Margin Exceptions
Pricing/Margin > Reports > Item Margin Analysis
Pricing/Margin > Reports > Item Prices
Pricing/Margin > Sale Prices

Pricing/Margin > Inquiries > Items Missing Cost
Pricing/Margin > Inquiries > Contributing Margins
Inventory > Transfer/Reduction > Detail
Inventory > Item Query

K K K K K K K K K K K
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¥ Register > Query > Return
¥ Database > Item

11.2.4.2) BEST PRACTICES DEPARTMENTS OFFICE

CoPOS can be an effective tool for the office environment. Employee timekeeping, display and
graphing of detailed sales and inventory info, margin analysis, and the ability to print overdue and IOU
letters are extremely useful. Literally hundreds of reports can be printed and/or exported.

11.2.4.3) BEST PRACTICES DEPARTMENTS BULK

Helpful tools for the Bulk department include printing bulk bin labels, preparation labels, and repack
labels complete with a list of ingredients.

Bulk bin labels with PLU, item name, price/weight, code, and ingredients can be printed in three
different sizes and affixed to bulk bins.

Print preparation labels for repack or bulk items to help customers learn how to use the product; ex: 7
bean soup mix (soak, simmer, etc.).

Adding the ingredients list to your bulk repack items will help your ingredient-conscious shoppers
navigate the bulk aisle with ease.

11.2.4.4) BEST PRACTICES DEPARTMENTS DELI

Use Label > Bulk Repack (Main Menu Path 3.15) to print big labels for deli itemsList ingredients for
allergen sensitive shoppers. Put the Sell By and Made On dates on your deli labels for quality
control. Selling house-made deli items by their weight helps maintain margin targets within that
department. In the deli, achieving target margin goals is key to maintaining sustainability and
growth. Use the margin analysis tools to track margin by item and department. Include spoilage
figures in the analysis to get true margin feedback.

11.2.4.5) BEST PRACTICES DEPARTMENTS PRODUCE

The Hotlist is a tool that can quickly look up items specific to one department. The Hotlist is especially
helpful for looking up produce items during sales. Instead of relying on a sheet of paper, find an item
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by typing =tomato to see a list of all the items containing the word tomato ONLY in the produce
department.

Print shelf tags for the produce department from the active Hotlist. Run a query to include the
produce department and items on the Hotlist to maintain up-to-date shelf tags ONLY for items that
are in the store at the time.

Use Label > Bulk Repack (

Main Menu Path 3.15) to
generate labels for
produce items that are re-

packaged in the store.

11.2.5) BEST PRACTICES POWER TIPS

11.2.5.1) BEST PRACTICES POWER TIPS QUERIES

Coming Soon

11.2.5.2) BEST PRACTICES POWER TIPS HOTLISTS

Use the Hotlist to search for items with more precise results. When a department is set up with a
hotlist, find items in that department by typing =item. For example in produce, type =APPLEHo find
only items which contain APPLE within the produce department. Hotlists can also be used to print
new shelf tags. Run a query and select a department and its haotlist to print accurate and up-to-date
shelf tags only for items that are currently in the store.

MAKING THE CASHIER'S LIFE EASIER

A customer wishes to purchase an apple that has no PLU on it. The cashier types +APPLHEo bring up
a list of say, 50 items that contain the word 'apple’, including not only 20 varieties of apples, but
several types of apple sauces, apple pies, etc. An astute cashier will know that by entering +APPLE/
PRQwill bring up a list of items containing the word 'apple’ only in the produce department, perhaps 20
items. But in the store on that day, there may be only five varieties of apple. The cashier simply
enters =APPLEnNd the short list of five apples appears. A small amount of work on the produce
manager's part in maintaining the produce hotlist will enable the cashier to quickly and accurately

ring up produce items.
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DEFAULT HOTLIST

Each department can have a list of hotlist items, but only one can be the default department for
hotlist, and enjoy abbreviated syntax. It is generally recommended that this be the produce
department, because of great variety and seasonality of product. Many stores only maintain a
produce hotlist, and don't need to worry about other departments.

Let's assume that Department 2 is Produce and Department 9 is Deli in your store. In Other > Hotlist >
Specify Default Hotlist you set up Department 2 (Produce) as your default hotlist.

¥ =APPLE Searches item names, keywords in Produce
¥ =9=SOUPSearches item names, keywords in Deli

KEYWORDS

Each item can have up to seven keywords, which can be entered in Database > Item. CITRUSs often
a good keyword, as there may be subtle differences in appearance of oranges, tangerines, mineolas,
etc. It doesn't hurt to include common misspellings of words that a cashier may enter (Makintosh,
Macintosh, Mackintosh, for example). Does your store carry a few odd-looking items? WEIR[Rould be
a keyword. Distinguishing a Starfruit from a Mangosteen may not be so hard if they're the only two
items on the list.

11.2.5.3) BEST PRACTICES POWER TIPS DATE/TIME FORMATS

It is easy to enter dates in CoPOS.
ACCEPTABLE DATE FORMATS

0104 - January 4th of current year
01/04 - January 4th of current year
14 - January 4th of current year
010409- January 4th, 2009
01/04/09 - January 4th, 2009

-3 - 3 days before today

+3 - 3 days after today

F - First day of current year

FQ9 - First day of 2009

L - Last day of current year

LO9 - Last day of 2009

Y - Yesterday

T - Today

O- Tomorrow

ACCEPTABLE MONTH FORMATS- If the year is omitted, it is assumed to be the current year.
¥ JANO9 January 2009

¥ 0109- January 2009

K K K K K K K K K K K K K

136 Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu. April 2012



CoPOS Manual 11) RESOURCES

200901 - January 2009

1 - January of current year

01 - January of current year

-3 - 3 months before current month
+3 - 3 months after current month
F - First month of current year
FO9 - First month of 2009

L - Last month of current year

LO9 - Last month of 2009

T - This month

K K K K K K K K K «

11.2.5.4) BEST PRACTICES POWER TIPS FIND/NEXT

Throughout CoPOS there are numerous places to view many lines of data. Using and can
be a powerful tool to get the information you need.

Let's look at an example using Overdue Members:

Member Name $Currently Owed #Days Last Payment $Paid Pmt Due On
John Doe 80.00 385 Jul 01,2009 45.00 Oct 01, 2010

Jane Smith 60.00 400 Aug 10,2008 65.00 Sep 08, 2009
Aurelio Rodriguez 50.00 415 Jun 08, 2007 75.00 Apr 08, 2008

Select and type Doe

The first line will be highlighted. You have just used the Find feature in it's most simple way. In most
screens, the first or second field is the default field, and CoPOS was able to find an exact match for
Doein Field 1. Typing DOEwould have worked, too, since this feature, like most of the rest of CoPOS,
is not case-sensitive.

But Find's usefulness can be greatly enhanced by selecting a column, and, where appropriate,
numeric comparisons. Notice that there are 6 columns on this screen.

Select and type 3:>390.

In this case, CoPOS will highlight the second line, since 400 (the number in column 3) is greater than
390. Selecting Next will highlight the third line, since 415 is greater than 390. You can even use the
greater than and less than signs with dates and times, and CoPOS accepts a variety of date/time
formats as it does throughout CoPOS.

5:>010111- Find a date in column 5 after January 1, 2011.4:>2P - Find a time in column 4 after 2 PM.

Using and after a can be an even more powerful tool for transversing
data. Experiment for yourself.
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11.2.6) BEST PRACTICES PRINTING
CoPOS uses three primary types of printers: label, system, and receipt.

The label printer allows for printing of individual shelf tags and product labels with scannable UPC
codes and ingredient listings. Use with standard size shelf tags or adhesive labels.

The system printer serves as the main system printer for CoPOS, and is used to print all reports
except Register tapes (X-Tapes) and Session tapes (Z-Tapes) which are printed on the receipt
printer. There are hundreds of reports that can be printed using CoPOS.

The receipt printer lists the items and their prices that were purchased. Receipts can be programmed
with customized information. CoPOS offers two types of receipt printers: Impact and Direct
Thermal.

Faded labels? Make sure the power supply is fully functioning.

Reorder levels vary from store to store. Most stores reorder when two or three rolls remain, but if your
store goes through labels fast, you might want to consider ordering one case ahead.

Note: Order labels at copos.com or call
1.855.77.CoPOS26767).

11.2.7) BEST PRACTICES SECURITY

Security levels are designed to limit accessiblity of CoPOS to employees. There must be at least one
person with full access to establish the levels of security for others. Levels of access can be
restricted by employess or by options. Access to CoPOS can also be password protected to ensure
security against non-employee interference.

11.3) UPGRADE COPOS

Installing the latest version (release) of CoPOS is easy and only takes a few minutes.This should be
completed after hours when the store is closed. Make sure all logic boxes at lanes and weigh stations
are logged off.

NECESSARY FILES

CoPOS upgrades consist of a COA.LZH file and[{SEIIS 3 files supplied by CoPOS

Support. These files are downloaded to an office PC (Windows or Mac) and saved to a Zip disk using
an internal or external USB Zip drive. Once an Install Disk has been created only a new version of
COA.LZH is needed to upgrade CoPOS. The latest version of COA.LZH can be found at copos.com.

When ready, insert the Install Disk in the CoPOS Server.Exit to the CoPOS shell and typeE for exit. A
black screen indicates that you are now in the DOS shell and ready to install the upgrade.

DOS
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Type D: on the first line. At(BEEgtype CSETUPSelect the C drive for installation and install in the (6}
directory. When the installation has successfully finished you will return to the DOS prompt. Type
COMA¥S return to CoPOS. Congratulations! You have successfully installed the latest version of
CoPOS.

11.4) HARDWARE GUIDE

11.4.1) HARDWARE GUIDE LABEL PRINTER

HOW TO RESET LABEL PRINTER

Hold down the green glowing round button on the top of the printer until it starts to flash. It will flash
sequentially (one flash, two flashes, etc.) until it reaches FOUR flashes.At this point let go of the
button and the printer should return to factory defaults, auto-recalibrate, and save the new settings.

Label Printers are installed at a work or weigh station and are used to print shelf tags and scannable
product labels. Always load labels face up and remember to close the lid firmly when replacing
rolls.

If print is faded, check the power supply to make sure it is receiving full power.

REORDERING FROM COPOS
Shelf Tags - LPQO5 (compatible with all printers),LPQO06 (works only with 3844-z)

Shelf Labels - LPQ04 (compatible with all printers) Bulk Repack Labels - LPQO02 (2.4x3) or LPQO03
(2.4x2) (both are compatible with all label printers)

Reorder levels vary from store to store. Most stores reorder when two or three rolls remain, but if your
store goes through labels fast, you might want to consider ordering one case ahead.

Note: Order labels at copos.com or call
1.855.77.CoPOS26767).

11.4.2) HARDWARE GUIDE SYSTEM
PRINTER

The system printer (laser printer) serves as the main printer for CoPOS and prints all reports.When
printing at a station where there is more than one printer it is referred to as LP1.
LOADING PAPER

Perform a manual feed by pulling tray 1 open from the top panel and extend the support. Adjust
width settings and load paper one piece at a time. To load paper internally pull tray 2 out and place
paper in the tray below the tabs in the corners. Place paper face down in the tray.
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AVOID PAPER JAMS

When using labels on the system printer, make sure they are laser compatible and only use full sheets
at atime. Do not use damaged or wrinkled paper. When adding more paper, remove the entire

stack, combine new and old paper and tap the stack on a horizontal surface. Reload new stack in
the paper tray.

CHANGING TONER

Power OFF the printer. Flip the top cover toward you. Slide the printer cartridge toward you, out of
the compartment. Remove new cartridge from its package and shake it back and forth. Bend the
tab on the cartridge's right side to release it and pull out the strip of tape. Slide the new cartridge into
the toner compartment. It will snap into place. Close the top cover. Power ON the printer.

11.4.3) HARDWARE GUIDE RECEIPT PRINTER

CoPOS uses two types of receipt printers, Impact and Direct Thermal. Both types of printers are
available with tear bars or auto cutters and are available in black or off white.

IMPACT PRINTERS- Economical and flexible, impact printers use inexpensive ink ribbons to imprint
text onto the receipt. You can use single or 2-ply rolls of receipt paper. Impact receipts are not
affected by heat, making them ideal for the deli or other heat-intensive environments.

DIRECT THERMAL PRINTERS- Direct thermal printers use heat to create an image on special paper
(CoPOS offers BPA-free). The printer head activates the heat-sensitive coating on the paper to
create the image. Direct thermal printers are fast and quiet and do not require replenishing of ink
ribbons making them a low total cost option.

Important: Receipt Printers must be ON
during Record a Sale to ensure proper cash
drawer opening!

11.4.4) HARDWARE GUIDE SCALE

CoPOS uses two different types of scales, counter top or

in-counter, with three weight capacities (30,60,120 Note: Order receipt paper at copos.com or
pounds). There are 3 ports in the back of the scale, the call us at 1.855.77.CoPOS26767).
remote connection, data connection, and power

connection.

CHECK SETTINGS

Remove the stainless steel cover to locate the internal access port. The cover plate for internal
access is located near the leveling guide (small air bubble inside a black circle). Before calibrating,
power OFF the scale and check with CoPOS Support at1.855.77.CoPOS26767). Dip switch settings
may have to be changed. Dip Switches control the internal functions of a scale. Refer to the
hardware manual for more info.
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11.4.5) HARDWARE GUIDE SCANNER

Barcode scanners allow easy data entry of product UPCs.

TYPES

¥ Handheld - Scanner is off until trigger is pulled to scan item.

¥ Stand-alone - Operates from a base that is not comfortably held in the hand. These
scanners will be on nearly all of the time.

¥ Integrated Scanner/Scale - An always-on scanner that is integrated into the scale unit for
fast and easy checkout.

11.4.6) HARDWARE GUIDE SERVER

The CoPOS server acts as the brain and heart of your system. All systems processing happens at the
server and all data is stored here unless it is downloaded to a Zip disk for external storage. All

updates and backups must happen at the server.

PORTS

There are two locations on a CoPOS server that have ports (plugs) for different types of cables. The
first set of ports is color coded and is the plug-in location for a screen, keyboard, and system printer at
the server. The second location is a set of slots with ports and is where logic boxes connect into the
server. CoPOS servers use either a 4 or 8 port multi connector to run lanes and stations. USB ports

are not used with CoPOS at this time.

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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CoPOS Server (rear)

Power Plug

Keyboard

®
>

Eth

uUsB
COM!1 '
System Printer se——
Monitor l
Audio Ports

Optional Ports

comz2 COM3

Additional Printer

INTERNAL ELEMENTS

Motherboards, Memory Slots, IDE Ports, Disk Drive, Zip Drive, Power Cables (yellow, red, & black), Hard
Drive, Cooling Fan, Power Supply, Additional Serial Ports, Data Ribbons (usually grey), CPU Heat Sink,
and ISA Slots. A Solid State Drive can be added to your server for added data protection and

enhanced processing speed. This accessory drive gets inserted into one of the empty drive slots
under the zip and disk drive.
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COMMON TROUBLESHOOTING

¥ Keyboard Error: no keyboard input. Power OFF and connect keyboard.

¥ No Log On: check cables and connections; re-connect if necessary. Try using a different
port. Switch out logic box (CoPOS advises having an extra logic box for emergencies).

¥ Server Will NOT Power ON: check power supply and connections. Open server and check
all internal connections. Refer to comprehensive hardware manual or call System Support
at 507-205-4414.

outage and give staff enough time to shutdown CoPOS
properly. Important: CoPOS Server should be plugged

in to an uninterruptible power supply
(UPS). This battery backup will power the
CoPOS Server in case of an

11.4.7) HARDWARE GUIDE TERMINAL

Logic boxes are connected to the server via Cat5e shielded cable. A monitor screen plugs into a
logic box which acts as a nerve center for any weigh station,work station, or register. The CoPOS
server must be on and running in order to use logic boxes. Type ONat the login prompt when
powering ON a logic box.

LOGIC BOX PORTS

¥ Power - Connects to an external power source. This
must be plugged into a surge-protected outlet to
prevent damage to the device from power surges.

¥ Printer - Labeled Parallel on the logic box and
connects to a receipt printer, label printer, or system printer.

Important: If no login prompt appears when
starting up a logic box, press CRTL-C
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¥ Scale - Labeled AUX on the logic box, it connects the scale to the logic box on a register or
weigh station via Cat5e cable.

¥ Server - Labeled EIA, this pair of ports is comprised of one 8 pin jack and one 25 pin port
(looks like the one you connect to the printer). The 8 pin jack is left empty and the 25 pin
port is used to connect to the server.

¥ Video - This port is used to connect the monitor to the logic box.

¥ Keyboard/Scanner - This is a pair of ports labeled Keyboard. If using a scanner with a
keyboard connect the scanner into the port and connect the keyboard into the open end of
the cable on the scanner.

Logic Box

Power Parallel

2 ey
()
%, %,

HELPFUL HINTS

Type Screen at the main menu to reset oddly drawn text boxes. Refer to the Manual for Logic Box
Settings and Color Palette Settings. Always Log OFF the logic box prior to shutting down (choose
Quit from the main menu).

Important: If register drawer will NOT open
perform a complete terminal log off
11.5) ORDER SUPPLIES (including powering off the receipt
printer). Power ON the logic box, log in, then
power the receipt printer back ON. The
cash drawer should open.

If your store uses shelf tags AND bulk repack labels
consider having two label printers. This will allow you
more flexibility when printing labels and you won't have to
switch between rolls and subsequently lose labels when
swapping.

SHELF TAGS

¥ Item # LPQO5 (compatible with all printers), or LPQO06 (works only with printer 3844-2z).

Chapter numbers in this manual correspond to CoPOS Help menus accessed via F10 at the main menu.
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¥ Shelf Labels Item # LPQO04 (compatible with all printers). Shelf Tag Labels are used to
identify an item's price, brand, department, and description to the consumer. They are
placed directly below the item in the slot on a shelf.

BULK REPACK LABELS

Iltem # LPQO2 (2.4X3) or LPQO3 (2.4X2) both are compatible with all label printersBulk repack labels
are used at a weigh station and convey an item's price per unit, description, brand, and
ingredients. Labels are placed on packaged items and scanned at the register during checkout.

Note: Labels and shelf tags can be ordered
at copos.com or call 1.855.77.CoPOS26767).
11.6) COPOS COMPANY INFO

The CoPOS Company was created by Ken
Geiger. CoPOS is a point of sale system originally designed for Ken's local co-op, Bluff Country Co-
op, in Winona, MN.

After hearing about the new POS at Bluff, other food cooperatives became interested in CoPOS and
installed it in their stores. The co-op point of sale system known as CoPOS was born. Ken thanks his
wife, Kathie Geiger, for being gainfully employed while he took this 'one year' diversion.

MAILING ADDRESS
The CoPOS Company 902 E 2nd St Suite 301 Winona, MN 55987

11.7) COPOS SUPPORT

We're here to help.

CONTACT US
Office hours are 8am-6pm CT, Monday-Friday

¥ Email: support@copos.com
¥ Telephone:1.855.77.CoPOS26767)

STAFF CREDITS
Ken, Caylan, James, April, Lindsay and Dedrick.
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