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User's manual
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1. Introduction

1.1. General information

is a modern system to manage and use loyalty pregrdt makes it
possible for the user to:

identify customers with the use of plastic cards;

control and stimulate sales;

es to the purchase of specific goods and services;

reward loyal customers;

organise seasonal promotions;

award points in relation to the product price oespective of it.

1.2.Integration with an existing sales system

At customer’s request it is possible to integrate with an existing sales
system. Thus the program user only has to loggw cards and to issue prizes. The calculation of
the customers’ points for purchasing different preid is a fully automatic process.

2. System requirements

Operating system Windows 98 or newer;
Processor Pentium or newer;

32 MB of RAM,;

20 MB of free space on hard disc.

3. The start of the program
3.1.Limitations of the demo version

Program is available in demo version without the needdiivate. The
demo version is fully functional. Its limitatiose connected with the number of operations on the
data base.

It is possible to activate the program at any gitmere without the loss of existing dath 2

Program activatio. The limitations of the demo version allow itseugo conduct about 300
operations, which is enough to get to know the mogand its possibilities. As activation requires
only the cancellation of the restrictions of thenteversion there is no need to input the data into
the activated program again.



3.2.Program activation

To use

without any limitations one needs to activae phogram.

[t [ = |

YERCARD PROFIT PLUS ACTIVATION |

The program can be activated at any time.
Contact WERCARD GGambh office to lear kow o get the
activating code.

Write to infol@vercard. de or call.

“ou will get the activating code which should be written in
the box below.

Xt | @0t

To do that you should click theTivaTion button which is in the bottom left corner of ther's
LOGGING IN . It opens the window PROGRAM ACTIVATION  AS it is written
in the instruction, one should dial the number give therropucT cope. Then you will be given
AcTIVATING cobe Which should be written (using the keyboard) in¢berect box. If the above
procedure is successfully completed, Abevation button is unblocked. To finish the activating

process one should click on that button. The wwdall be closed and it will be possible to come

back touser's LocaING IN Window.

3.3.Users’ logging in the system




To use the program you should know your user’s name and the
password set by the administrator. Each user'suattchas got special previously defined access
rights. To log in you need to write the user’s eaand the password correctly and then press Enter

or ok button. Once the user logs in, the program autically opens with an accessible panel.

When the program is used for the first time thes@nocedures should be followed. You will fin
more about it ifd.1.1. Administrator’s first logging in.

4. Using the program

4.1.User: Administrator

4.1.1. Administrator’s first logging in

After installing the program neither the users’@aus nor any other parameters are set. Itis the
task of the user who logs in for the first timestd all the configuration values of the prograinis |
also necessary to set the users’ accounts. ritpsitant that some configuration parameters can be
altered by the program operator - they are placethe Operator bookmark.

During the administrator’s first logging in the waoiadministrator’ should be written in the user’'s
field and in the password field admin.’ It is worth mentioning that small and capitattéss are
recognized.

4.1.2. Administration
% VERCARD PROFIT PLUS | = | B 2 |
Menu Administration
Sales
Ll The number of digits in the card bar code:;
Customers
Products Code reader gap: 150 =
Settings
i Sales point identificatar: 1 4
History

Fonminisiiciors-ddoers

|Jzer name Rights
adminiztrator Adminigtrator

V=R
CHRD

Help [press F1 key]

@ Add uzer




In the administration module the following configtion parameters can be defined:

o The number of digits in the customer’s card’s bar ode —it defines the number of
alphanumeric signs in the customer’s card bar code.

o Code reader gap- it defines in milliseconds the maximum valuedagap between two
consecutive signs send from the bar code reades Value for ordinary bar code readers
should be set at 150. If the reader is slow (sjawhds the code — writes it in the bar code
window) this value should be higher.

o Sales Point Identificator— If the data is integrated with other sales moinis vital to make
this value unique for each sales point.

o Administrator’'s Users — this is the number of users defined by the athtmator. To add a
new user values defining his or her name, accghssr{0,1 or 2) and password should be
written in the empty line at the end of the usets lIf there is no empty line at the end of
the list, theAdd user button should be pressed.

1.4.3. History
i S 9
= \ERCARD PROFIT PLUS i oo
Menu History
Sales
Cards DATA REPORTING OPEN DATA REPORTING MODULE |
Customers )
o warking on: Uzer: Operation type:
rotuets | -] [ [
Settings

Table |Hecold id |New walue |Date and time

Administration

[»
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Help [press F1 key]

The History panel makes it possible to monitor nedshe operations done on the data base by its
users. The changes might be filtered accordirtree different criteria:

o0 The table in which the changes were made

o0 The name of the user making the changes

0 The type of the activity (Add, Edit and Delete retjo

From this panel you can also open the window tenaad export reports. The report contain data
corresponding with clients, products, and salesgiven period of time.



4.2.User: Operator

4.2.1. Operator’s first logging in

If the distribution of the program is dedicatedatooperator he or she is the only person who can
administer the program.

After installing the program neither the users’@auts nor any other parameters are set. Itis the
task of the user who logs in for the first timesti all the configuration values of the programis |
also necessary to set the users’ accounts. Atdh&guration parameters accessible for the
program operator are placed in ®ettingspanel.

During the operator’s first logging in the wormlp'erator’ should be written in the user’s field and
in the password field -opera.’ It is worth mentioning that small and capitdités are recognized.

4.2.2. Customers
Menu Customers
Sales
Search for customer
Cards
Surname beging with: || | -
}-) Search |
Products Card code: | ”!l-l-l-“-]
|| Settings
History Surname First Name  Status Camment Postcode, CAddress v Add
Administration ; X Delete I
& Edit I
Cusztomer grou
podstawowa
Help [press F1 key]

The Customerspanel makes it possible for the operator to adt&td and edit customers’ data. A
customer might be identified in two different way.reading (or inputting) his or her card number
into the fieldCard Number or by writing a few first letters of his or herma and pressingnter.
After choosing a customer an appropriate positiothe customers’ group list is highlighted. A
chosen customer can be deleted only if he or stie’thdone any transaction so far. If he had
purchased something, the program will inform iterubat it is impossible to delete that customer



from the data base. To edit a customer’s dat&ttiebutton should be pressed or, alternatively,
the user should click on the customer’s name twgieg the mouse.

In the Customerspanel groups of customers might also be manadesibtittons (add, delete and
edit) which are placed directly under the groupdisould be used.

4.2.3. Products

Products

Sales

Cards )
Product group Marme includes text:

Customers | [+ | [

Settings Bar Code Mame Product aroup Unit of m Blocked Depends on price
| 4 O O

History

Administration

V=R
CHRD

Help [press F1 key]

| v add || X pelete|| " Edit |

The products might be added, deleted and editdtkioperator’'s pan@&roducts. Te buttons

which

are placed under the list of products shtwéldised. To find a product one of the following

possibilities of filtering the list (or all of thencan be used:

(0]

o0 Products groups — one of the elements should b&echoTo remove this filter the
field should be cleaned.

The name of the product — if in the fidldhme includes texthree or more letters are
written the list is automatically filtered. Onlydse products are shown which names
include the written text.
Blocked products — the choice field can be in titéferent states: grey (the list is not
filtered), highlighted (the list shows only the bked products) and not highlighted (the list
includes all the products which are not blocked).



424, Administration

In the administration panel the following configtioa parameters can be set:

o0 The Card is valid (default)— the group defines how the card’s default datexpiry
should be calculated. It should be noted that#lker, while logging a new card, can
change the default date of expiry. It can alsaltered later, in the seller's par(@rds.
All those operations are visible for the adminitdran theHistory panel.

0 The pressing of the Esc button ends current shoppg- if this field is highlighted the
Escbutton will automatically finish all current shopgi. If this field is left empty, the
pressing of th&scbutton will highlight (transfer the focus) the tart Finish shopping
To confirm that the shopping is finished tBeter button or theSpacebutton should be
pressed.

0 Users— that is the number of users defined by the dperdo add a new user values
defining his or her name, access rights (0,1 @) password should be written in the
empty line at the end of the users list. If thereo empty line at the end of the list, the
Add user button should be pressed.



4.3.User: Seller

The user of the program with the authorization séer has got an access to two modulass
andcarps. These two modules are to be found in the bookmarkr.

43.1. Sales

After reading a code from a customer’s card thiel fieoouct becomes active. The cursor
appears in themount field. The value of 1 is shown in that field byfaldt. The entering of new
positions to the shopping list is done by writimgappropriate amount of the product and by giving
its name.

While using the bar codes of the products the windaoe should be highlighted and then the bar
code of the product should be read (or written naipu The name of the product will be shown
below. The pressing of thenter button will cause the new position to appear @nstopping list
below and the cursor will appear again in zkeunr field.

If the field cope is not highlighted it is possible to choose a picidrom a drop-down list of combi
field. When you write the first letters of the nanfehe product you are searching the list will be
sorted and all the products which have the givéerein their names will be shown. If one
position is chosen from the list and taeter button is pressed to confirm it, the drop-down lis
from the combi window will disappear. If tlinter button is pressed again the new position will
be added to the shopping list and the cursor @filinn to thesvounT field.



There is a possibility to delete a new positiomiogtake if thepeLeTE PosiTIoN button is pressed.

In theToTAL sHopping Window the total number of points that will be aded to a customer is
shown. This number is actualized after everytaadior deletion) of a position to the shopping
list.

TheTotaL sum window is placed below. There, the total numdgrants awarded to a given
customer so far, increased by all the points awhrasv, is shown.

If the buttonrinisH sHopPING IS pressed, the shopping list is cleared andgbssible to serve another
customer.

The buttonsHow LAsT sHopping Mmakes it possible to return to the previous shappst.

4.3.2. Cards

It is possible for the seller to edit some dat¢hefcards issued to customers. The cards can be
identified in two different ways:
o0 The name of the customer — if the first letter¢hef customer’'s name are written and the
Enter button is pressed, all the customers with namegshilive the written letters are
shown. The card can be blocked —dh&k button has to be pressed and some data can be
changed if the buttooarp peTAILS IS pressed.
o Card code - if the card code is read (or writtangithe keyboard and confirmed by
pressing th&nter button) the edit window of the given card will fleown.

4.4, Details of the main elements of the system

10



4.41. Window: Customer card data

The Card window makes it possible to edit the damnew or of an existing card.

The card can exist independently or it can be cctedewith one of the customers. To connect a
card to a given customer his or her name has thbsen from the field list. If the customer is new
his o her name has to be added usingithecustomer button. Every card has to have a status and
an expiry date. The date of expiry by defaulteslsy the user with the authorization of an operato
or an administrator. Yet, a seller can alter thel's date of expiry an its status.

11



4.4.2. Window: Product

This window makes it possible to edit the data pf@duct and the alteration of its points.

In order to enter a new product its name and priogiozip should be defined. It should also be
stated if the product is blocked or not. Additibimformation is the bar code (which enables the
identification of the product with a bar code red@md a unit of measure.

To define the number of points connected with @&giproduct first some basic data should be
entered (the program does it automatically aftentid PoinTs button is pressed).

The method of calculating the points is connectét the product. It is not possible to calculate
the points for the same product in two differenysvéor two different groups of customers. That is
why the setting of theumser or poinTs DEPENDS oN PRICEfield can not be changed while defining the
points for different groups of customers.

To define the points one has to:
1) Choose the appropriate group of customensanustomers crourcombi field.
2) Define points (depending on the chosen optkitE andmULTIPLIER OF NUMBER OF POINTS).

3) Press theop poinTs button

The procedure should be repeated to define theégpfmnanother group of customers. In case of a
mistake the chosen position should be deletedl@définition should be added again.

12



4.4.3. Window: Customer

The window including the customer’s data make®g#gible not only to enter personal details, but
also to change the status of the customer, whitlbrmmakes it impossible for a given customer to
be awarded prizes or to do shopping. This windusudes also a field that ties the customer with
a specific group of customers; thus it definesni@hod of awarding points for shopping.
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