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Import Adoption Headers — (TX 1.23.1)

You must have a file from your administration to proceed with
this import. If not, please proceed to the next section. For
more information on this import process, please contact the
TCS Service Center.

Store* |1 GREENVILLE TECH BOOKSTORE

Term* 2020-2

Enter Path of File to Import* C:\BANNER\account\COURSES
Add Non-exsisting Departments and Courses*
Convert spaces in key fields to* |_
Create eCommerce records for faculty™ |N
Budgetext Format* |N
Prefix Department with College code* N
Update Processing Type* R

The name of the file in the folder above must be "Adpt-Imp.txt"
for TCS format, "course.asc" or "course_ctab.txt" for the
appropriate Budgetext format. Please make sure that the path
exsits and contains this file. For more assistance proceed to
the bottom of the screen and type "?".



https://tcs-training-wp.azurewebsites.net/rodney/
https://tcs-training-wp.azurewebsites.net/wp-content/uploads/Juandulene.zip
https://tcs-training-wp.azurewebsites.net/import-adoption-headers/
https://tcs-training-wp.azurewebsites.net/import-adoption-headers/

Enter the Adoption term you will be importing. — The term will
already have to exist in Term Maintenance (TX.SU.1.2.1).

Enter the path of file to import * — The name of the file must
be “Adpt-Imp.txt” or “course.asc” for the Budgetext format.
Please ensure that the path exists and the file is named
correctly for the import to be successful.

Add Non-existing Departments and Courses * — Enter a ‘Y’ if
you wish the program to automatically add Departments and
Courses that are not currently on file, but are contained
within the import file. If you enter ‘N’, then the program
will warn you each time it finds a Department or Course that
is not on file and will not add the adoption record.

Convert spaces in key fields to: Spaces are not allowed in the
key fields of a store, term, department, course and/or section
number. If your import file contains spaces enter the
character you would like it converted to. If you leave it
blank the spaces will be stripped out. Asterisks (*) are not
allowed.

Create eCommerce records for faculty* — Enter a ‘Y’ so the
system will automatically create the eCommerce records (Pref
Customer record) so faculty can log into the faculty
adoptions.

Budgetext Format* — Enter ‘N’ if the file name is “Adpt-
Imp.txt"”, enter a ‘Y’ if the file name is “course.asc” or
“course.ctab.txt”

Prefix Course with College Code* — Normally you will enter an
‘N’, if your school has multiple college codes and you need
them to distinguish which college the course is associated
with then enter a ‘Y’.

Update Processing Type* — Options are ‘R’ Report only, ‘I’
Import only and ‘B’ Import and Report



Once you are satisfied with your entries you MUST choose ‘R’
Run Procedure. If you need assistance with this process please
contact the TCS Service Center.

**k* Important ***

If you are doing multiple imports throughout the term, after
the first import, choose ‘R’ report ONLY to see any changes
that need to be MANUALLY input in the adoption system.

Upgrading to Windows 10

This article covers how to determine what version of Windows
is running on a register, if that register is a valid Windows
10 upgrade candidate and what the upgrade process will entail.

We have seen some units with the D2550 processor upgrade to
Windows 10 even though they are flagged as incompatible by
Touch Dynamic. Upgrading those units may work, but it 1is
risky.

This is a work in progress and information will be updated as
it becomes available.

Determine the Windows Version and CPU
Model

1. Click on Start
2. Right click on Computer and select Properties


https://tcs-training-wp.azurewebsites.net/dwkb/upgrading-to-windows-10/
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3. This will bring up the System window with the
needed information
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{ pu <=|;§J b Control Panel » Systern and Security b Spstern - |"| | Search Controf Panel pel |
Control Panel Home @ ¥

View basic information about your computer

'@J Device Manager Windows edition

'@J Remote settings Windows 7 Professional

) System protection Copyright © 2009 Microsoft Corporation. All rights reserved.
@ Advanced systern settings Service Pack 1
iaet more features with a new edition of Windows £

e
System
Rating: mwmdcws Experience Index £
Proceszor: Intel(R) Atom(TM) CPU D510 @ 1.66GHz 167 GHz
Installed memory (RAM):  1.00 GB
System type: 32-bit Operating System
Pen and Touch: Mo Pen or Touch Input is available for this Display

In the top section we can see that the
machine is running Windows 7 Professional
and needs to be upgraded.

» If this shows as Windows 8 or Windows
10 then Windows does not require
updating.

In the second section we can see that the
Processor is an Intel Atom D510 CPU

4. The CPU model can be compared against the
following table to determine if it’'s a valid
candidate for Windows 10.



Celeron
1.0-1.5

Celeron
M1.86/C2D 1.66

Atom N270 1.6

Atom D525 1.8

Atom D2550
1.86

Celeron J1900
2.0

Ivybridge
1037u 1.8 and
i3-3217u 1.8

SandyBridge
G540, G850,
i3-2120,
i5-2400,
i7-2600

Haswell G1820,
G3440,
i3-4330,
i5-4570S,
i7-4770S

Skylake 3955U,
i3-6100u,
15-6300u

Celeron J3455
2.3

Kaby
LakeG3930TE,
i3-101TE,
i5-7500T,
i7-7700T




BayTrail Atom
Z3745 1.86

Cherry Trail
Atom X7-7Z8750
2.56

» Since the D510 is not listed with a green OK
(it's too old to even show on the list) it
is NOT a valid candidate for Windows 10 and
will ultimately need to be replaced.

» If the CPU was a valid option then one of
the upgrade paths below would be the next
step.

Upgrading to Windows 10

There are two different options that IT can follow to upgrade
to Windows 10. Either an “over the top” upgrade or a fresh
install. There are certain steps that should be followed
before either option is performed. Our support group is happy
to answer any questions or assist your IT in going through
these steps the first time.

 Backup the following directories to a thumb
drive. Create a directory for -each
register’s files. E.g. reg 101, reg 102,
etc. with the contents from that register.
1. C:\TCS
2. C:\TCSDB
1. If this directory doesn’t exist
then backup C:\IBM\UV
3. C:\TCS Host or C:\TCS
4. C:\Program Files (x86)\Vantiv\triPO0S
Service\tripos.cfg
1. This will only appear on
registers where Chip and Pin
(EMV) credit card devices are



used.

The register can then be upgraded to Windows 10 through the
upgrade or fresh install options. After it has been completed
TCS will need remote access via ShowMyPC to reinstall the
software, restore the data from the backup and setup the
peripherals.

The ShowMyPC session will need to be started while a local
administrative account 1is logged in. Machines where the
upgrade option was used will still have their original user
which should be fine. Fresh installs will require a new user
to be created. This user can be temporary as TCS will need to
setup a specific user with local administrative rights.

The time spent by TCS setting everything back up is billable
and typically takes around 1 — 1.5 hours to complete on a
fresh install and as few as 30 minutes on an over the top
upgrade.

Adopt GM Items

Adopting GM Items

Enter or Modify your adoption TX.1.1, select the
DEPT/CRS/SECT in Adoption Maintenance you wish to add your GM
item (s) to.


https://tcs-training-wp.azurewebsites.net/dwkb/1460-2/

Adoption Maintenance
Store: 1 [27] Total Computing Solutions Date Adopted: 09/30/19
Term: |2019-1  [2?2]|SPRING 2019 Est Enrollment* 20
Dept: ACC 22l ACCOUNTING Instructor: STAFF
Course: 101 22| BEGINNING E-Mail: |staff@school.edu
Section: 1 2] Phone:
Req Date: Entered by: | TCS-RM
Web Comments: N Shelf Tag Note: 2]
Fac Comments: N See S2: N
## ISBN Ed CpY¥Yr Inq QTC QNew BBL EBB Req Description
1 9780133127447 10TH 14 8 0 Y [22]--REQUIRED--
HORNGREN ACCOUNTING-MYACCOUNTINGLAB ACCESS
HB TRD 13 PEARSON EDUCATION 150.00 L
2 2
2
2
=Save X=Cancel M=Modify C=Copy A=Add
F=MF I=MI B=BB T=Tags U=items
0=0TB ! S2=Screen 2 CS=Copy Section N=Next P=Prev

At the bottom-line prompt select S2=Screen 2.

In the new S2=Screen, if your campus is using a specific CRN
number that identifies the DEPT/COURSE/SECT . then you can
enter that here, once entered you can enter the Campus Class#,
preceded by a semi colon (;) in the Dept, Course or Section
fields to look up the section (i.e. ;01234567). *Campus Class is
not a required field not all users use this feature. You can navigate past this

field by pressing enter or click on the SKU field.

Adoption Maintenance
Campus Class#: |01234567

Miscellanous Materials

## SKU Description Qty R/O HTML Tag
1 006703 100% COTTON T SHIRT/M 1R GMADOPT
2 100572 TCS CALCULATOR 10 |GMADOPT
3[T-SHIR |

Searched for T-5HIR., in GM POS and found GM({4)

##¥ Description...cversenanarssnnns ColOoT.uees. Size.iiuans Q0H ...Price Loc

1 DRI-PCWER TSHIRT BY RUSSEL Parent Parent IR
2 MENS DRI-PCWEER TSHIRT BY RUSSEL White SMALL -2 22.9%9
3 MENS DRI-PCWEER TSHIRT BY RUSSEL White Medium 0 22.9%9
4 MENS DRI-PCWEER TSHIRT BY RUSSEL White LARGE 0 22.9%9
5 MENS DRI-PCWEER TSHIRT BY RUSSEL White EXTELZ LARGE -& 22.9%9




In the SKU field, enter the SKU or you may do the normal GM
item lookup to find the item. If you are selecting a Matrix GM
item then select the Parent SKU, This way when its displays on
the web the customer will see the Color and Size drop down
selectors to choose from.

Enter the QTY that the student should purchase for the section
and enter R/0 to indicate if the item is Required or Optional.

Searched for Accou, in GM POS and found POS(2)
##¥ Title/DesScriptiolm. ... .cueereennnnrenannnss Author/Mfg MD QOH ...Price Loc

1 PAID ON ACCOUNT
2 Unknown Account [(XXX) BOS
P

Adding Fee(s) Adoptions

You can add P0OS Fee Code(s) the same way that you would add a
sku in the S2=Screen 2. The fee will then be displayed along
with the GM and Textbook information in the Adoption/Course
search on your website.



Show Course List

FALL 2019 - ACCT - 101 -5

Books
-—-u.i ACCOUNTING:WHAT THE....W/CONNECT PLUS New Price: $268.00
Accounting § 4 Required: REQUIRED W Add to Cart

N ———
Author: MARSHALL

- Edition: 9TH Used Price: $201.00 -
E L 3

t
’
"
&

W Add to Cart
d Copyright Year: 11

ISBN: 5780077338279 t-Book:

"

= Select...

isa

Rent

Example Section

General Merchandise
WOMENS GEAR FOR SPORTS TAYLOR TSHIRT Price: §14.99
Required: Optional W Add to Cart
h

Due: 11/01 1% New -8 ¥

Sku: 100705

Source: Genersl Merchandize Recommended Quantity: 1
3 x

MATRIX SHIRT
Style:

Required: Reguired
Sku: 100740 —
Source: General Merchandise

Black - Extra Small {Low Inventory - Buy Now!] .
Black - Small {Low Inventory - Buy Mow!) - $§19.
Black - Medium [Low Inventory - Buy Now!) - §
Elack - Large {Low Inventory - Buy Mow!) - $19.

Black - Xtra Large (Low Inventory - Buy Now!)- ™

W Add to Cart

Recommended Quantity: 1
[ v]

i i Price: §2.00
Required: Reguired W Add to Cart

Sku: 100

Ma image Source: General Merchandiza Hetnl:nmended Quantity: 1
1 7

You can also enter in Fee Code(s), this allows you to collect
any additional fees that may be required for the course that
has been set by the Instructor or Staff. *for details on
setting up Fees Codes, reference POS Training

Example web cart


http://tcs-training-wp.azurewebsites.net/dwkb/pos-training/

Checkout - Shipping
e Exam p le Cart e

Item Details Quantity Price Extended
Subtotal 515

e | ACCOUNTING:WHAT THE...- FALL 2019 - ACCT- 101 -5 1 $121.00 $121.00
W/CONMNECT PLUS Tatal §15

WOMEMS GEAR FOR SPORTS 1 $14.99 $14.99

TAYLOR TSHIRT

MATRIX SHIRT Black - Medium {Low Inventory il $19.99 $19.99

- Buy Now!) - $19.99

"
Ra
=]
=]
1
Fa
=1
=]

-~  Example Fee 1

Address Information

Resume Web Order

Resume Orders that have been placed will look the exact same
as other Web Orders. *note you will have to verify the rental item and price when resuming
the order. It is best that you have a copy of the order to verify the type or rental and length of

rental.
Example Web Order Resume
... TCSDEMOSTORE =

Sales Clerk: TCS SUPPORT 101 DEPT
Tran Type: WEBAR Mail Order Sale 350036223000709356000.DEPT SUPP 173.78
Tran Number: 3206 z

TCS Demo Store -1 ACCOUNTING:WHAT THE...-W/CO 121.00

RENT- 9780077398279 1 @ 121.00
-2 WOMENS GEAR FOR SPORTS TAYL 14.99
GM 100705 1@ 14.99
Gifts Drinkware Headwear -3 MATRIX SHIRT 19.99
GM 100740100002 1 @ 19.99
-4 Example Fee 2.00
POS 10001 1@ 2.00

SHIFPING & HARNDLING 0.00

Technology BURGERS

Qty/SKU/MOD/Xref Qty|  Pri
hnsaction Modifiers | # [Modifier or Tender

iginal...: 5,000.00
ailable..: 4,826.22
sh Due...: 0.00

173.7




Textbook Sales History

Added a SH=Sales History to the MF screen, when you select
this, the users default store will be used, user can select a
different store if more than one is available.

Link to Rental Screen from TX
- MI

Added a RE=Rental to the MI screen in TX. This option will
only display if there is an associated rental master record.
When you view the RE=Rental screen it is passing the “Inquiry”
through so you are still in Inquiry mode and will not be able
to edit any information in the Rental Master record.

=Exit W=Want List PO=PO V=Receiving S=Syn
R=Returns B=Buyback H=Hist T=Transfers C=Course XREF
H=Course XREF His TA=Tag Si=Store Inventory A=Adjustments RE=Rental

Print Pickslip

In P0S.26.13 (Print Pickslips) the ‘Status’ has been modified
to have a ?? button and a new option of O,E has been added


https://tcs-training-wp.azurewebsites.net/dwkb/textbook-sales-history/
https://tcs-training-wp.azurewebsites.net/dwkb/link-to-rental-screen-from-tx-mi/
https://tcs-training-wp.azurewebsites.net/dwkb/link-to-rental-screen-from-tx-mi/
https://tcs-training-wp.azurewebsites.net/dwkb/pos-training/print-pickslip/

that will print any un-printed orders regardless as to weather
or not it has an ebook only.

Enter Order Status*© 23]
Enter Starting Date:
Enter Ending Date:

Enter confirmation#: M e

Report: Department Sales

Department Sales

Below is an overview of the Department Sales report.
Path: POS-RP-1-5-2

Purpose: Display the gross to net numbers by department.

OQutput: Date, Department Codes, Department Sales, Department
Returns, Department Discounts, Department Markdowns,
Department Net, Merchandise Net, Non-Merchandise Net, Non-
allocated Discounts, Total Taxes, Transaction Net.

The summary output combines the sales information for the
entire day.


https://tcs-training-wp.azurewebsites.net/dwkb/report-department-sales/

Flash Departmental Sales Summary (Wide)
Store -1
17:52:48 24 SEP 20129 Page
RP-D5J-06-02-WS
DEEFT DEET DEET DEET DEET DEFT MERCH NON-MERCH NOMALLOC TOTAL TRANSACTICH
.DATE CCDES ...... SALES ...RETUBRNS DISCOUNIS MARREDOWNS ........ NET .. ... HET ...ovnnnn NWET DISCOUNIS ..TRXES ......... WET
0.00 0.00 o_00 0.00 0.00
1000 5,122.05 -725.50 -23.75 0.00 4,372.80 4,372.80 S51.€7 5,991.07
2000 1l,254.38 0.00 0.00 0.00 1l,254.38 1,354.38 51.€7 5,551.07
3000 343.32 0,00 -71.70 d.0a0 272.22 272.22 71.87 5,535.53
05/17 6,720.35 -725.50 -95.45 0.00 5,855.40 5,895.40
d.00 d.00 a.aa d.00
1000 4 424 7€ —51%9_9% o_00 0.00 3,904_77 3,904.77
2000 l,5€8.22 0.00 o.oo0 0.00 l,5€8.22 1,5€8.22
F000 31l.43 -73.50 -57.47 0.00 l30.4%€ lg0.4¢€
09,18 €,304.41 —583 .45 -57.47
0.00 0.00 0.00
1000 4 837_57 -213.4¢ -210.00
2 80._25 a.0aa a.oa
2000 3,€47.8¢ a.0a a.o0a
F000 371.1¢ -l€.53 -7€.50
09,19 9, 03c.84 —235.45 —-28&.50
1000 2,736.7¢ -154.50 0.00
2 g0.25 d.00 a.aa
2000 1,967.593 a.0aa a.oa
3000 424 €€ —-27.50 -75.E3
05720 5,20%_6&0 —222_00 -T75_63 0.00 4,511.387 4,511.57
0.0a 0.0a o.00 0.0a
1000 5,838.0€ -323.890 o.oo0 0.00 5,514 1€ 9,51l4.1¢€
2 20.25 0.00 0.00 0.00 80.25 20.25
2000 2,883.1¢ a.0aa a.oa a.0a 2,883 1€ 2,883.1¢
3000 870.74 —152_25 —-131_57 0.0a 58&6.52 58&6.52
05/23 13,672 21 -131_%87 0.00 13,064 _0% 13,064 0% l14_04 712.12 42, ,015.54
1000 €,02€.33 a.0a a.0a 5,510.0% 5,510.0%9 ls.44 201.50 9,125.1%9
2000 Z,743.00 o.oo0 0.00 2,723.00 z,723.00 201.50 2,890.14
F000 S00.10 -121.81 0.00 705,04 T05.04 l2.44 201.50 %,125.13
0S/24 S5, €674.43 —£10.4%5 —-121.81 0.0a 8,542 13 8,942.13 3€.88 €04.50 27,140.52
Store 1 50,€817.84 -Z,8€3.08 -7€8.83 d.0a0 4€,985.393 4g,985.93 50.%2 3,200.¢ 151,185.43
a
21l Stores 50,€17.84 -2, ,8€3.08 -7€8.83 0.00 4€,9385.93 4g,9385.93 50.52 2,200.¢ 151,135.43

a]

The Detailed version breaks the sales figures out by register.

Flash Departmental Sales Detail (Wide)
Store = al
Sales Date — 09/17/1% Through -05%/24/1%
17:27:32 24 SEP 20159 Page ulk
RP-DSJ-0&-02-WD
DEPT DEPT DEPT DEPT DEPT DEPT HMERCH NON-MERCH NONALLOC TR¥ TRANSALCTION
-DRTE REG# CODES ...... SALES .._.RETURNS DISCOUNTS MRREDOWNS ... _.... NET ......... NET ......... NET DISCOUNTS .. RMOUNIS ..._...... NET
0%/17 103 1000 3,576_96 -101.75 0.00 0.00 3,875.21 3,875 &0_11 4,5936.03
2000 855.04 0.00 0.0 0.00 855.04
3000 171.17 0.oa -28.50 0.oa 142 €7
i 5,006.17 —-101.75 -28.50 0.00 4,875.52 4, 575.52 €0.11 4,536.03
02717 111
ek 0_ao 0.00 0.00 0.00 000
05717 112
L .00 0.0a 0.0o o.oo 0.0o
0a/17 113 1000 1,043.34 —-623.75 -23.75 0.00a 3595.84 355.84 11.7¢ €03.50
2000 EE.35 0.oa 0.0a 0.oa EE€.35 €E€.35
2000 172.75 0.00 —-43_.20 0.00 1259.55 129.55
ikl 1,282.44 -623.75 —6E.95 o.oa 531.74 551.74 11.7& €03 .50
0%/17 115 1000
2000
ke
wkw €,720.35 =-585.45%5 0.oa 5,895 40 5,855 40 81.87 5,851.07



Report: Store Sales by Store

Below is an overview of the Store Sales by Store by Register
by Date report which is virtually identical to the Store Sales
by Store by Date by Interval.

Path: POS-RP-1-4-1 and POS-RP-1-4-2

Purpose: These reports are used to display the number of
transactions, dollar amount and item count for a given time
period. This can be in detail or summary format, with store
and/or date sub totals.

Output: Register, Date, Time Interval (default 30 mins) Time
Transactions (transactions in time period), Time LI (line
items per time period) Time Sales (dollar amount sold in time
period) Time Elapsed (time between sales) Average Tran.Time
(average transaction time), Secs Per Line Item, Cust Count
(edge case typically not used)

A Summary can be run to get the ending value for each day, but
the true value is in the detailed version of the report.


https://tcs-training-wp.azurewebsites.net/dwkb/report-store-sales-by-store/

Sales Transaction Time Interwval Detail (by Reg by Date)
Store -1
Sales Date - 08/25/1% Through - 05%/24/1%
16:27:45% 24 SEP 2013
RP-TRAN .TIME-OJ1-ND
TIME TIME TIME TIME TIME AVERREE SECS PER CUST

REG$ ....DATE ..INTERVAL TRANSACTHS ...LI ....... SALES ...ELAPSED TRAN.TIME LINE ITEM COUNT
ALL 08/2&/13 07:-00:-00 2 3 48 .94 00:02:31 00:01:15 50.43
ALL O8/2&/715 07:30:00 14 1z 550.80 00:01:23 00:00:05 £.91
ALL 08/2&/13 02:00:00 2 a 0.0 00:00:04 0Q0:00:02
ALL 08/2&/13 08:30:00 2a (=2 4, 84514 00:35:55 00:01:1¢ 32.€€
ALL 08/28/15 05:00:-00 38 88 5,455.35 00:47:15% 00:01:14 32_26
ALL 08/2&/13 05%:30:00 45 114 &,360.32 00:43:04 00:00:57 22_67
ALL 08/2&/13 10:00:00 47 142 &, 745 _585 00:54:31 00:01:0% 22.10
ALL 08/2c/15 10:30:-00 57 137 7,654 55 00:5&:44 00:00:5%9 24 .85
ALL 08/2&/13 11:00:00 43 11z 5,184 _ 45 00:53:00 00:01:13 28.3%9
ALL 08/2&/13 11:30:00 45 121 5,8€3.33 00:55:45 00:01:08 27.€5
ALL 08/2&/13 12:00:00 41 131 3,628_25 0l:02:48 00:01:31 28.77
ALL 08/2&/13 12:30:00 a0 255 12,257._31 01:28:55% 00:00:5% 20.53
ALL 08/2&/13 13:00:00 61 150 &,873_.10 01:11:24 00:01:10 28.5¢6
ALL 08/2&/13 13:30:00 TE 217 11,8592 .59 01:35:23 00:01:15 26.37
ALL 08/2&/13 14:00:00 101 272 10,3€8 .40 01:58:37 00:01:10 2&.1€
ALL 08/28/15 14:30:00 Ta 226 1l0,2859.39 0l:37:058% 00:01:14 25.79
ALL 08/2&/13 15:00:00 77 173 2,€10.70 01:35:03 00:01:17 34.35
ALL 08/2&/13 15:30:00 78 1&5 2,504 _5%5 01:23:11 00:01:03 29_53
ALL 08/28/15 le:00:-00 57 140 &,2158_85 0l:08:54 00:01:10 28_87
ALL 08/2&/13 1€:30:00 (=2 11s T.,101.€4 0l:04:43 00:00:58 32.€3
ALL 08/2&/13 17:00:00 £l 14 11,45€.15 02:35:33 00:02:3¢ 58.37
ALL 0&8/2¢/15 17:30:00 a2a 247 14,853 _5¢ 0l:34:28 00:01:10 2Z.54
ALL 08/2&/13 1g8:00:00 4g 148 5,821.85 0l1:12:41 00:01:34 29._87
ALL 08/2&/13 18:-30:00 1 a 0.00 00:00:-00
ALL 08/2&/13 15:00:00
ALL 08/2&/13 15%:30:00
ALL 08/2&/13 20:00:00
ALL 08/2&/13 20:30:00
ALL 08/2&/13 21:00:00
ALL 08/286/15 23:59:5%9

b 1235 3210 1€0,707.25 25:25:21 a €40 .8¢€ a

Web Order Returns

The steps below cover how to return a web order. It's
virtually identical to a regular return, with two exceptions;
the transaction type and the tender.

These steps also include returning an ebook. That part of this
process is the same for web and regular orders as well.

All web returns must be completed from a Host Connection or
your regular web order machine.


https://tcs-training-wp.azurewebsites.net/dwkb/web-order-returns/

ul

8.

. Start by using the MORT transaction type or the return

option under your web register

. Look up the customer
. Enter the items to return

1. For an ebook, enter the ebook SKU, or scan the
ISBN and select the ebook option (if applicable)
2. Answer the prompts for the original transaction
the ebook was purchased on
1. This is so that the system can get the
access codes and verify if they are valid
for return
3. Confirm the access code is correct
1. Repeat for any other ebooks
2. Note that any access code that has already
been activated is not a valid candidate for
returns per Redshelf.

. Total the transaction after all items have been returned
. Select the appropriate shipping amount (if applicable)
. The tender should default to the transaction amount +

tender type
1. If not, enter the amount followed by the original
tender type
2. e.9g. 10.25AR 10.25CC 10.25EL 10.25BL 10.25BLM

. If a Credit Card was used, select either the Match or

Swipe option

1. Swipe allows the customer to return to a new card.
This 1is rare for web transactions since the
customer usually isn’t in the store with their
card handy.

2. The Match option allows you to return the funds to
the original card if a card was used on the
original transaction.

1. Answer the the original transaction prompts
so the system can obtain the credit card
token to use.

Press enter and the process is complete.






