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OPENING JSK
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e To open JSK, double left-click on the JSK
icon

o= 5 = = = "EE 4 Typein your password (you

wont see anything type on
the screen) then press Enter.

OUTER MENU — NAVIGATION

e This is the Outer Menu as it
is labelled on the top of the
screen.

* Press Esc until you
return to this menu to
navigate between Sales,
Inventory, etc.

e Use the arrow keys on your
keyboard to navigate
through the menus. The
mouse will not work!




ZIPSALE
A Zipsale is used to process a quick sale where it is not necessary to save the customer's personal details; a
watch battery for example.

e From the Outer Menu, Enter
on 'Sales'.

e Use the right arrow key to
move the highlight to
'Zipsale' and press Enter or
press Z

e Scan or type in the stock
code. Adjust quantity, price
and discount as necessary
by editing the field and
pressing <Enter> to get to
the next




e Scan or type in a second
item for the invoice on line
B, etc.

e Ifno more items, press
Enter to get to the total
“Due”, where an overall
discount for multiple items
may be entered.

e Type in the correct
amount/s paid next to the
payment type, then press
Enter
* eg. R20 paid by cash,
and R30 paid by
speedpoint

e Type in the customer's name
(or the name on the credit
card). This can help find
the sale if there is an issue
in the future, or the
customer has lost their
invoice. This field may not
be left blank!

e Type in the salesman initials
(keep these standard at two
letters)




e Ifyou are confident about
the entries, Enter on 'Y" for
'Yesl

e Ifyou have made a mistake,
type a - (minus sign) which
will take you back to the
code entry, but will save all
your previously entered
information (see hints at the
bottom of the screen — these
are always there to help

you!)

e Enter on '"V'to print a
"Voucher'

e Wait for the “Transaction
Processed” message to
disappear. You will then
have the option to reprint,
or print a quick “Insurance
Valuation” copy.

The Zipsale is now complete.



RETURN of Zipsale

If a sale was done by Zipsale and needs to be returned, use the following method.

e From the Outer Menu, go to
Sales -> Zipsale

e Type in the stock code of the
item you wish to return and
press Enter. Ifitisa
merchandise code, you will
be prompted at the bottom of
the screen if you wish to
“return to stock”, press Y for
"Yes' to accept. For standard
stock, type a “-1” at 'Qty’

o At “DISC%” only type in a
percentage if you wish to
refund the customer less
than what they paid for the
item.

If discount was given on a
merchandise item when the
sale was made, the
discounted price would
already be shown.




Type in the next code to be
returned on line B, or press
Enter to continue.

At “Due” edit the total
refunded amount, or press
Enter to accept.

“Full payment options”
offers payment or refunds in
foreign currency.
Alternatively always Enter
on N for No.

(It is possible to remove this
option by request to
Shopkeeper Solutions.)

***NB*** Ensure you
type a minus sign! (“-”)

Type in a minus sign (-) and
the amount to be refunded
next to the method which
the refund will be made.



e Ifrefunding by voucher, you
will be asked for a voucher
number. Always make sure
that the “Change” is
“NONE” (unless refunding
in cash)

e Press Enter until “Customer”
where it is very important to
put the customer's name in
case there is a query later

e Type in your salesman
initials. (Remember to keep
your initials the same for
reporting purposes)




e Ifthe details are correct,
Enter on "Y' for 'Yes'.
Otherwise, type “N” to go
back to the payment, on a
“-” (minus sign) to go back
to the stock codes. Type a
“C” for 'Cancel'

e Enter on V' for Voucher to
print to your invoice printer,
'S' skips the printing but
accepts the sale, 'C' cancels
the sale.

e You are able to reprint by
typing the letter “V”, print a
quick Insurance Valuation
with the letter “I”, or Enter
on 'N' for No to end the
return.

The Zipsale return is complete.



ADDING A CUSTOMER

This can be done when doing a sale (not by Zipsale) — see “Sales — Transactions — Sale”, or it may be done
beforehand:

e From the Outer menu —
Sales — File maint. —
Customers

e Alternatively add the
customer directly when
performing the sale

e Always search for the
cellphone number first.

e Type in the cellphone
number and press Enter.




If the cellphone number is
not found, we recommend
you type S to Search for the
client by surname, or type A
to immediately Add a new
client.

Type the first few letters of
the surname and use the up
and down arrow keys to
search for the correct
customer.

Type in the customer
surname and press Enter. If
there are multiple options,
scroll to select the correct
customer, or press Esc to
add new

Use the right arrow key on
your keyboard to scroll
through additional customer
information.

If the customer surname is
not found, press “A” to Add
a new client, and “A” again
to confirm



e Type the full surname, name
and title.
If no further information
(such as physical address, e-
mail address or VAT number
is needed (the cellphone
number is already recorded
as shown at the top of the
screen)) press the “Pg Dn”
(page down) key on your
keyboard twice to get to the
bottom of the screen.

e If pressing Enter to go
through the fields, the Cat
may be selected to “Leave
category blank”.

e Birthday (“D.O.B.”) and
anniversary date at the
bottom of the customer
screen may be saved.

e Enter on “Y” to save the
customer information.

The customer has been added.



CUSTOMER PAYMENT

e From the Outer Menu, Enter
on Sales, then Transactions,
then Payment

e Ortype “S” for Sales, “T”
for Transactions, and “P”
for Payment

e Type in the first letter or
more of the customer's
| SURNAME (or account
number) and press Enter.
P ropieeper B )

e Type the amount being paid
in the column that has a
balance.
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The payment is complete.

IF the amount being paid is
NOT the same as the “Total”
amount OWING, type the
amount being paid again
into the “Total” column.

The computer checks to
make sure that the amounts
in the columns add up to the
total paid.

Select the correct payment
method, and type in a
reference number in “Ref” if
necessary.

Shortcut keys for payment
method:

“C” cash

“S” speedpoint (credit card)
“E” EFT

Then Enter on Y to confirm
to print a receipt, or type
“N” to not print a receipt.

e Typea“Y” to confirm the

payment.



CUSTOMER SALE

Use this method of sale when selling a high value item, and when the customer's details
should be kept.
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e From the Outer Menu Enter
on 'Sales', then Enter on
'"Transactions', then Enter on
'Sales'

Or type “S” for Sales, “T”
for Transactions, and “S”
for Sale

e Type in the customer's
cellphone number. If the
number is not found, follow
the prompts to add the
client's details under
“Adding a customer” in the
previous chapter.

Type your “Salesman”

initials.

e “Terms” may be entered for
reference purpose only.

e “Comments” are for

additional information that

will not appear on the

invoice.

Type a “Y” at 'Okay?' to

continue.



Scan or type in the stock
code to be sold at line 1
Discount may be allocated
by changing the “Value” OR

by typing in a percentage
discount in the “-%”
column.

Scan or type in the next code
on line 2, etc, or press Enter
to continue.

Add additional information
onto an invoice by typing a
zero instead of a stock code
into the “Code” line.

“Line to edit” allows you to
go back to a line number to
fix any mistakes, otherwise
Enter on 0 (zero) to
continue.

“SHIPPED TO” field allows
you to type in an additional
address that will be printed
on the invoice.

Or type “N” and enter to add
text on the invoice (this text
is not saved for duplicates or
history”

If there is no additional
address, press Enter
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“TOTAL” amount invoiced
is another place where the
discount may be allocated. If
a lower amount is typed in,
an equal discount percentage
will be given to each item on
the first screen of the
invoice.

“Okay?” allows you to go
back to the previous screen
by typing a “-” (minus sign)
or back to the top of the
current screen by typing an
“N”.

Typing an “!” (exclamation
mark) converts the Sale into
a Quote.

If everything is correct,
press Enter on the “Y”

‘G"’

Type in the amount of
money being paid by the
client at “Amount now paid”
and press Enter

At “Method” use the up and
down arrow keys to select
how the money was paid.
Default is cash, or type “S”
for speedpoint (credit card),
or “M” for Mixed.

Ensure that the amount
being paid and the method
are correct for checking the
banking at day end.



“Order” may be left blank,
or type a brief description
(eg. “PENDANT” or
“RING”) for easy reference
on the account.

If method was “Mixed”, you
will be prompted to enter the
amounts next to each
method of payment.

This will also help calculate
the balance to be paid after
each method shown in the
top right and bottom right
corners.

Pressing Enter on “Okay?
(Y/n/-) Y will complete the
sale.

Typing an “N” will take you
back to the top of the current
screen if you need to make a
correction

Typing a - (minus sign) will
take you back to the
previous screen to make any
corrections.



e Enter on “V” to print a
receipt and complete the
sale.

e Typea “C” to cancel the
sale.

e Wait until the “Transaction
Processed” message
disappears

e The sale is now processed

e Type “V” to reprint the
receipt.

e Type “I” to create an
insurance valuation.

e Type “E” to e-mail the
receipt..

e Type “N” to return to the
Sales Menu.

The sale is complete.



CUSTOMER RETURN

Use this method of return when a customer returns an item that was bought by Customer
Sale, so that the history may be stored on the client's account.

e From the Outer Menu Enter
on 'Sales', then select
“Returns”

Or type the letter “S” for
sales, “T” for Transactions,
and “R” for Returns.

e A caution message appears
at the bottom of the screen
to make sure that you want
to process a return -
type a “Y” for Yes.

e Type in the customer's
cellphone number, or the
first few letters of the
customer surname.

e Press Enter until “Okay?”
then type “Y” for Yes.

eraridl = e Type in the stock of the item

being returned

e [fthe customer has lost their
receipt, take note of the
customer number, and find

| the stock code under Sales
— Reports — History

e Ifthe stock codeis a
merchandise item (starts
with a number instead of a
letter), the discounted price
will be remembered,
otherwise make sure to

= refund the correct amount.
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“Line to edit” allows you to
go back to a line number to
fix any mistakes, otherwise
Enter on 0 (zero) to
continue.

“SHIPPED TO” field allows
you to type in an additional
address that will be printed
on the invoice.

Or type “N” and enter to add
text on the invoice (this text
is not saved for duplicates or
history”

If there is no additional
address, press Enter

“TOTAL” is the amount
being refunded.
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“Okay?” allows you to go
back to the previous screen
by typing a “-” (minus sign)
or back to the top of the
current screen by typing an
“N”.

If everything is correct,
press Enter on the “Y”

e Type in the amount being

refunded WITHOUT a
minus sign

At “Method” use the up and
down arrow keys to select
how the money was
refunded.

Default is cash, or type “S”
for speedpoint (credit card),
or “M” for Mixed.

Ensure that the amount
being refunded and the
method are correct for
checking the banking at day
end.



e “Order” may be left blank,
l or type a brief description
(eg. “RINGRETURN” OR
“DAMAGED?”) for easy
reference on the account.

e Enter on “Okay? (Y/n/-) Y”
will complete the sale.

e Typing an “N” will take you
back to the top of the current
screen if you need to make a
correction

e Typing a - (minus sign) will
take you back to the
previous screen to make any
corrections.

e Enter on “V” to print the
receipt and complete the
sale.




e Wait until the “Transaction
Processed” message
disappears

e Reprint the receipt by
pressing “V”

The return is complete.



