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INDEX TO MANUAL 
 
 
 
 

 STOCK MODULE 
Add /edit stock 
Add /edit Groups 
Add/Edit Warehouses 
Add stock Purchases 
Stock Loss 
Transfer Stock To Warehouse 
Copy Stock items to Warehouse 
Copy New Stock Items 
View Error Log 
Print Labels 

 
 MANAGEMENT 

                Day Levels 
       Print opening stock adjustments per period 
                Stock Less Than Minimum 
                Stock Movement Report 
       Stock Sales Per Group 
       Sales By Time Breakdown 
       Debtor Reconciliation Per Period 
       Print GRV Per Group 
       Print GRV Per Creditors Invoice 
       Print Fuel GRV Per Period 
       Close Period 
 
 

 TANKS 
Update Tank Levels 
Add Fuel Drops 
Add Mechanical totalisers 
Set Fuel Cost Price 

 
 ATTENDANTS 

           Add/Edit Attendants 
            Attendant Details 
            Print Attendants 
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 DEBTORS 

           Add/Edit Debtors 
   Add /Edit Vehicles 
   Add/Edit Drivers 
   Add/Edit Opening Balances 
   Invoice/Quotation 
   Pay Debtor 
   Multiple Debtor Payments 
   Credit/Debit Debtor 
   Fix Vehicle details On Statements 
 

 CREDITORS 
             Add/Edit Creditors 

 
 

 SETUP 
                Unit Set up 
            Company Information 
            Printer Setup 
            Statement Line 1 
            Statement Line 2 
               

 
 SHIFT INFORMATION 

Import Shifts 
Recon Shifts 
Print FC Shifts 
Print POS Shifts 
Shift Imported Report 
View Details transaction Per Shift  
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Back Office System 
 
    STANDARD FEATURES: 

 Comprehensive Stock module 
o Multiple Warehouses (Max of TEN) 
o Unlimited stock Groups / Departments 
o Unlimited stock Items with Barcodes 
o Weighted Items 
o Stock Take function and reports 
o Stock Valuation reports 
o All relevant stock sales reports  

 Comprehensive Debtors module 
o Debtor and Vehicle tagging with Credit Limits 
o Debtor Age Analysis / Recons / Statements 
o Debtor Sales Analysis reports 

 Attendant performance Reports 
 Management Reports 
 Reconciling of End Of Shift  
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STOCK QUIKC LINKS 
 
 
This is a quick link to the reports/screens in which to work with. It is the same as the 
normal screens but just a little faster to get there. 
 
 
 

 
 
ADD STOCK 
 
The same as the normal Add stock screen. 
 
ADD GROUPS 
Same as the normal Add Groups 
 
PURCHASES 
Same as normal Purchases  
 
LOSS 
Same as normal Loss  group 
 
STOCK TAKE 
 
Here you can do a stock take of the different groups , stocks etc. 
 
STOCK JOURNAL 
 
Make positive corrections back to your stock 
 
COMBOS 
To create “Combo” items, e.g. pie + coke or  juice + chocolate. 
 
REPORTS 
A list of all the different reports that you can view/print 
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STOCK LISTING 
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GROUP LISTING 
 
 
 

 
 
 
 
 
 
STOCK TAKE SHEET WITH QUANTITY 
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STOCK TAKE SHEET WITHOUT QUNTITY 
 
 
 
 

 
 
 
 
 
STOCK LESS THAN MINIMUM PER SUPPLIER/GROUP 
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STOCK MODULE  
 
Create Warehouses 
 
The stock module begins with the creation and set-up of Warehouses. By default there 
is one Warehouse created called  “C-Store/Fc” this warehouse may not be deleted or 
modified. 
 The user can however create up to 9 other Warehouses of his/her choice. 
The next window will be used to create these Warehouses, 
 

 
 
Click on “Insert” and type a name for this warehouse in the Warehouse Name box. 
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ADD/EDIT GROUPS 
 
 
The next step before the actual stock items can be set-up is for the user to create all 
the required groups (Unlimited).  
The next window will be used to create the groups, 
 

 
 
Click on “Insert” and then type a short description of the group name, then press enter 
and type a full description of the group name in. Please note that groups cannot be 
deleted once a stock item has been linked to the group. 
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Add/Edit Stock  
 

1. Choose the warehouse to work in. 
2. Click on the OK  button . 

 
 
 

  
 
 
3.On the right  hand side of the screen you will find a list of stock items already 
created. Choose the stock item you want to add/edit.  
PLEASE MAKE SURE THAT THE SELLING PRICES ARE CORRECT. 
4.  If you want to add a new stock item,  click on the “Insert new Item” button and  
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the next screen will appear. 
 
 

 
 
If this item is sold by weight, please click on “Weighted item”, the system will then 
need the first 6 (six) digits of the bar code number. 
If it is a normal item with a fixed price, please take the tick off at “Weighted 
item”, and type the complete bar code number in and click on “Ok”. 
This will take you back to the first screen, with the cursor in the description block. 
 
Please supply all information about this item; do not leave any of the boxes empty. 
The system will allow the user to type in an “On Hand Qty” as part of the item 
creation but if it is left out, you will not be able to do so at a later time, then the user 
will have to use the “Add Opening Quantity” screen.  
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 The bottom part of the screen can be used to filter, or navigate trough the stock. 
 

 
 
The “Filter By Group” can be used to show the items in the selected group on the 
right hand side of the screen. 
The buttons with the “<<-” will go one item back and the “->>” will go to the next 
item in the list. 
The button mark “Search Plu” will prompt the user for a bar code number; the system 
will then try and locate that item from the list. 
The button mark “Search Desc” will prompt the user to type the description of an item 
in and as he/she types the system will start looking for the items as you type. 
    
Once all the items have been created the user needs to capture opening levels. 
 
 
ADD/EDIT WAREHOUSE 
 

 
 
Choose a warehouse to work in. 
Or if you want to create a new warehouse, choose “Insert” and, insert the new 
warehouse name next to “Warehouse name” 
 
 



 14

 
 
 
ADD STOCK PURCHASES 
 

 
 
 
 
To add new stock/stock quantities. 
PLEASE MAKE SURE THAT YOUR SELLING INC, SELLING  EXC  AND VAT 
RATES ARE CORRECT!!! 
 
Choose the correct warehouse to which the stock item is linked to. 
If you click on “POST INVOICE” tab, the program will do all the postings and will 
ask if you want to print. 
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STOCK LOSS 
 
 

 
 
 
If you have any stock losses due to  whatever reason you can keep record of it. 
E.g broken bottles, milk that is sour,any damaged  goods. 
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TRANSFER STOCK TO WAREHOUSE 
 
 

 
 
This is to transfer any stock from a certain warehouse to another warehouse. 
Please make sure to transfer the stock to the correct new warehouse. 
You cannot do a transfer from the same warehouse to the same warehouse.  
 
This will only transfer the quantities of the stock! 
 
 
 
 
 
 
 
 
 



 17

COPY STOCK ITEMS TO WAREHOUSE 
 
 

 
 
 
Here you can copy the stock from one warehouse to another. You will copy the PLU 
numbers and all descriptions of the chosen stock. 
 
 

 
 
This will copy the PLU numbers and description of the new stock that was added to 
the warehouse. 
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VIEW ERROR .LOG 
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PRINT LABELS 
 

 
 
 
Choose a warehouse that you want to work in. This warehouse will be where the stock 
that you want to print a label for, will be in. 
 
Choose the stock item that you want to print the label for. 
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MANAGERS QUICK LINK 
 
 
 

 
 
 
These are the quick links to the close period and reports in the managers sections. 
 
 
REPORTS 
STOCK VALUATION REPORT 
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FUEL VALUATION REPORT 
 

 
 
 
This report will print and cannot be viewed on the screen 
 
 
 
 
 
 
PRINT STOCK LOSS REPORT 
 
 
 

 
 
This report will print automatically 
 
 
 
 
PRINT STOCK ADJUSTMENTS 
 
 

 
 
 
This report will print automatically 
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VIEW STOCK SALES PER GROUP 
 
 

 
 
 
 
 
 
FUEL SALES 
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PRINT SALES REPORT 
 
 
 
 

 
 
 
 
 
 
PRINT STOCK GRV 
This report will be printed 
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VIEW SHIFT RECON SUMMARY 
 

 
 
 
 
COMBINED UNIT SALES REPORT 
 
 

 
 
 
This report will print automatically 
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PRINT FUEL GRV 
 
 

 
 
 
 
 
PAYMENT DETAILS 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 26

 
 
 
ATTENDANT SALE/CLOCK TIME 
 
 
 

 
 
 
 
 
 
VIEW DETAILS PER SHIFT – CURRENT SHIFT 
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Managers Options 
 
Under the management drop down menu the user can print a couple of management 
reports such as: 
 
  
Day Levels. 
This option will calculate the amount and litres that has been sold so far on the current 
shift that are running on the Fore Court computer. 
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PRINT OPENING STOCK ADJUSTMENTS PER PERIOD 
This report will print all the adjustment that has been made per period to the stock 
opening quantity in the “Adjust Opening Quantity” screen. 
Choose the period number 
    
 
 

 
 
 
 
 
STOCK LESS THAN MINIMUM 
This report will print all the stock items where the quantity is less than the pre set 
minimum quantity. The report will also include all the stock items with quantity less 
than zero “0”. 
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STOCK MOVEMENT REPORT 
 This will show how much movement there was in a chosen warehouse. 
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STOCK SALES PER GROUP 
 This report will calculate from a set shift number to another shift number, as per a 
selected group of all the stock sales. 
 
 

 
 
 
 
 

 
 
 
 
 
 
SALES BY TIME BREAKDOWN. 
This report will display transactions in an hour-by-hour breakdown. This report can 
also be set to run over just one shift or a number of shift put together.  
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DEBTOR RECONCILIATION PER PERIOD 
This report will calculate and display the debtor age analyses. 
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This report will automatically be printed. 
 
 
 
 
 
PRINT GRV PER GROUP. 
This report will print all the Goods Received Vouchers that has been processed per 
period and sort them per group.   
 

 
 
 
 
PRINT GRV PER CREDITORS INVOICE. 
This report will print all the Goods Received Vouchers that has been processed  per 
period and sort them per Creditors.   
 
 
PRINT FUEL GRV PER PERIOD 
 
This report will print all the fuel Goods Received Vouchers that has been processed 
per period. 
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CLOSE PERIOD 
 
This function will be run to close the current period and to open the next Active 
Period. Please note that before this function can be activated, the user must have 
imported the entire shift that he/she wants to be included into this period. He/she must 
have printed the entire debtor Statements, Age analysis reports and Stock Valuation 
reports, because these reports CANNOT be printed again after month end has been 
completed.  
The next window will be displayed, 
 

  
 
Once the user has imported all the relevant shift/s, reconcile all the shift/s and 
processed all the debtor transactions and printed all the relevant month end reports, 
the user can then click on the above, only then will the system prompt the user if 
he/she is sure that thy want to do a month end procedure. At the end of the Month end 
Procedure; the system will display the new/next period number. 
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TANKS 
 

UPDATE TANK LEVELS 
 
This screen will be used to override or change tank levels. 
 

 
 
Select the Unit name for the tank changes. 
Then click on “next” for the correct tank number to be updated, or “Back” if you need 
to go back on the tank numbers. E.g. from 3 to 1 etc. 
 
Click on “Change Tank Level” a block will come up, put in the correct tank level and 
the system will update the level. 
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ADD FUEL DROP 
 
This is where you will add fuel to the tanks. 
 

 
 
 
Put in the creditors name and enter on that. 
You must supply an invoice number to the system. 
Select the unit name on the system. 
Select the correct tank number, where the fuel drop must go into. The system will 
automatically go to the “Cost Price Per Litre” block. 
At the “Cost Price Per Litre” make sure that you put in the CORRECT COST 
PRICE as this price will have an affect on your sales report, so please make sure that 
the cost price is correct!! 
 
Put in the amount of litres to be dropped, again make sure that this is correct! This is 
the amount of litres that will be dropped into the selected tank. 
Once you enter on this block, the system will tell you “Fuel Drop Posted”. 
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ADD MECHANICAL TOTALISERS 
 
Set mechanical totalisers. 
 
 

 
 
Select the unit name on the screen. 
Select the pump number, and type in the correct mechanical totalisers for the hoses to 
the correct hose number. 
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SET FUEL COST PRICE 
 
 

 
 
 
This screen can be used to either view or change the cost price per fuel grade. 
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ATTENDANTS 
 
Add/Edit Attendants 

 
This window will allow the user to Add new Attendants/Users to the system, as well 
as changing any detail to that Attendant/ User. 
 Each Attendant/User must have an Attendants Name and Password. This will be used 
every time the system prompts the user for his User Name and Password. 
 Then each user must be assigned a set of rights that will give him/ her access to 
certain Menu’s and Functions. 
 The READ TAG button must be used to allocate a tag to each Attendant. 
 By clicking on this button, the system will read the new tag at Pump number One (1), 
the Attendant must then tag his new tag on this pump, and lift the nozzle for the 
system to read the new tag number and assign it to the Attendant. 
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ATTENDANT DETAILS 
This will show all the attendant with their respective names, to which level theu have 
access/allowed to have and how many attendants there are. 
 
 

 
 
 
 
 
 
 
PRINT ATTENDANTS 
 
This will print a list of all the attendants on the system, with their information.  
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DEBTOR QUICK LINKS 
 
 
These are the quick links to the Debtor list of information. 
 
 
 
 

 
 
 
REPORTS 
 
DEBTOR LISTING 
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VEHICLE LISTING 
 
 

 
 
 
 
 
 
TRANSACTION LISTING PER DEBTOR 
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TRANSACTION LISTING PER PERIOD 
 
 

 
 
 
 
 
 
AGE ANALASYS 
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VEHICLE MANAGEMENT REPORT 
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STATEMENTS 
 

 
 
 
DEPOT MANAGEMENT REPORT 
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PROVISIONAL STATEMENT 
This report will print automatically 
 

 
 
 
 
DETAIL SALES LISTING PER SHIFT 
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PAYMENT LISTING 
 
 

 
 
 
COD ACCOUNT SALE PER PERIOD 
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COD ACCOUNT VEHICLE MANAGEMENT REPORT 
 
 

 
 
 
 
 
 
 
 
COD ACCOUNT BALANCES 
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Add-Edit Debtors 
 
The Add-Edit Debtor function will allow the user o create and modify any 
information around the debtors. The next screen will capture all the information about 
the debtors. Please complete as mush as possible because this will be used on. the 
statements and other report headers. 
 
 

 
 
 
 
 
ADD/EDIT VEHICLES 
 
Choose the account to which the new vehicle must be posted to 
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The next option will be used to create the vehicles per account.  
 

 
 
With this option the system will prompt the user to select an account from the list. 
All the vehicles that are created will belong to this account.  
 
 
 
 
ADD/EDIT DRIVERS 
 
This is where you can add drivers to an account or delete/edit any drivres. 
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ADD/EDIT OPENING BALANCES 
 
 
These “Opening Balances” are the money/deposit that the account holders pay to open 
their accounts. 
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INVOICE/QUOTATION 
 
To do your invoice or to give a quotation 
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PAY DEBTOR 
 
To do payments to your debtor. (One debtor at a time) When you have put in all the 
details of this transaction, use the “Post Payment” button to post it to the relevant 
accounts.  
 
 

 
 
 
 
The system will ask if you want to print the payments. 
 
 
 

 
 
If “yes” then the payments will be automatically printed. 
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MULTIPLE DEBTOR PAYMENTS 
 
On the bottom of this screen , choose COPY ACCOUNTS 
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It will come up with a list of account names 
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Choose the accounts to be paid – then ADD PAYMENT 
 
 

 
 
Put in the amount to be paid. 
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Then, POST PAYMENT. 
Do so with the other accounts to be paid 
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CREDIT/DEBIT DEBTOR 
 
To do all your credit or debtor notes. 
 

 
 
 
Put in all the relevant information and the system will print out the credit/debit note. 
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FIX VEHICLE DETAIL ON STATEMENT 
 
 
Here you can put in any corrections on an account and their vehicles, e.g registration 
numbers, odometer readings., that you want to be printed on the receipts/ statements. 
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CREDITORS 
 
 
Here you can create account for all your suppliers. With their relevant information 
and create account for them. 
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SHIFT CONTROL QUICK LINKS 
 
 
These are the quick links to some of the important and most used information in the 
shift control section. 
 
 

 
 
 
 

SHIFT INFORMATION 
 
When opening the Shift information tab, the system will run an automatic backup of 
the data. 
 
 

 
 
 
Put in the shift numbers that you want to import, please make sure that you put in 
correct shift numbers!! 
Use the Process button and the system will process all the information. 
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RECON SHIFTS 
To do the shift reconciliation and the payment reconciliation 
 

 
 
 
 
 
 
 
 
 
On the CREATE PAYMENT TYPE REPORT button, the following report will be 
displayed. 
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PRINT FC SHIFT 
This shift information – forecourt information- will be printed automatically once you 
have chosen the shift numbers that you want to print. 
 
 
 
PRINT POS SHIFT 
  
The POS shift information will be printed. 
 
 
 
 
 
 
 
 
 
 
 
 



 64

 
  
SHIFT IMPORTED REPORT 
 
 
View shift Import Report 
 
Will give you full detail on the sales per shift imported. 
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VIEW DETAILS TRANSACTION PER SHIFT 
 
View Details Transactions per Shift 
 
This report will per shift show all the detail as per transaction, this report can be used 
to handle any customer quarry about a transaction.   

 
 
This report can be used to determine when a shift Started, Stopped, or when it has 
been imported and in which period a shift has been processes. 
 
 
 
 

 
 
 
 
 
 
                                                                                                                   
          
 
 


