RECORDING LOCALLY SALES IN RICS

CREATING A ‘STRIPE’ TENDER

Prior to recording a Locally sale in RICS, store owners must create a ‘Strip’ tender to use at the POS. This tender will enable
stores to report on Locally sales and reconcile transactions.

Follow the steps below to create a ‘Stripe’ tender:

1. Inthe RICS Back Office from the Store Owner level, navigate to Setup :: Manage Store :: Tenders Setup
Enter your RICS Store Number in the yellow lookup field; click ‘LookUp’
3. Onthe ‘Edit/Create’ tab make the following selections:

e  Type: Other

e  Description: Stripe

Nt

NOTE: Make sure your selections match the screenshot below

Add Tender Cash Rounding
Type: Round cash tenders to nearest 5¢: []

Can Open Drawer: []
Is Cash Deposit: []

4. Click ‘Add’
5. Click ‘Save’

RECORDING THE SALE

When a shop owner receives a Locally order notification, they need to manually record a sales transaction using the RICS POS
following the steps below:

1. Navigate to the ‘Ticket Header’ tab
2. Select a cashier from the ‘Cashier’ dropdown menu
3. Lookup customer or create a new customer to attach them to the transaction

Reprint Ticket l Reclaim Ticket Suspend Ticket § Void Ticket

Ticket Header (F5) | Ticket Detail (F6) | Ticket Payment (F7) |
Sale Date: 8/17/2016 9:38 AM Name: Chris Smith
Ticket Number: 12 Address: 123 Rural Avenue
O Customer 3175950893
Promotion Code: City, State/Province:  CARMEL , IN
Ticket Discount%: [ | Postal: 46032
Tax Exempt: Country: Print Receipt  [] Email Receipt
Sale Type: Email: csmith12@agmail.com [] Print Gift Receipt
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4. Click ‘Ticket Detail’ tab
5. Scan or use the magnifying glass icon to search for Locally order items to add them to the sale

- - Reprint Ticket [l Reclaim Ticket | Suspend Ticket [ Void Ticket
Ticket Header (F5) | Tickst Detai (F6) | Ticket Payment (F7) |

Transaction Type Regular Sale - Price: 49.95 | sum: 4995

e ] Quentiy O I - S TR
5 sku: 00511156 TN BT Franklin Polo, in Black/White ~ Discount Amt: l:l

coL Polo2lev  ROW Perks: 0.00 a 0: %
yeol ISZ - Buergelin, Khija ~

SKU Comment:

Clear Item [l Add Item (F10) [ Sell by Grid (F8)

6. After all items have been added, click ‘Ticket Payment’ tab
7. Select ‘Stripe’, in the ‘Tender’ dropdown menu

| Ticket Header (F5) | Ticket Detail (F6) Ticket Payment (F7)

Promotion Code: Special Order Deposit: 0.00 Subtotal: 49.95  Issues:
None | Layaway Sale: 000 Sales Tax
Shopify Webstore Tax
Ticket Comment: Shopify WebStore Tax
Shipping to ZIP:
Total Due: 5345
e 3-Visa 5-AMEX Tender Amount  More Information
2-Mastercard 4-Discover Stripe X [stripe i 5345
x| - 0.00

End Sale(F3) Total Tender: 53.45

8. Click ‘End Sale’

Note: This transaction will now be recorded in RICS and no exchange of tenders was required.
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