)

MASCO

SOP Branch Cash Sales

Issued Date: 07-01-15

This is for reconciling previous day sales activity. (i.e. on 12/12/2014 you would reconcile for
12/11/2014 activity)

1. Run OERRin GUI (screen shots attached)

a. NeV\.] One-Time Customer # Listing:
i Next 900000- Employee Sale
b. Select method of printing 900001- PDX
i. Next 900002- Woodinville
c. Only put in 2) Customer Number and 7) Invoice 900005- Salem
Date 900006- Hillsboro
i. Customer Number is your branch — | 9q9007.- Kingdom (Seattle)
ii. Next 900009- Clackamas
d. 6) Print line item: No 9000010- Tacoma
N i. Next 900012- Eugene
e. Finish 900013- Medford
* Set off to the side- will need later 900018- Ridgefeild
900017- West Eugene

Gather paper recipts, tickets, and invoices.
Physically match up pick tickets/ packing list, to generated invoices- staple together.
Once invoices are attached, match up credit card receipts to appropiate invoice.

For cash sales write on invoice- “CASH”

ISR

(If all items are not there- something may be wrong.)
6. Go through OERR and write a “V,” “MC,” “A,” “C,” or “CK,” by each invoice line.
a. If the orders were prepaid a previous day, indicate so
b. If it was an RMA, write RMA and the method of which the money was
returned (V,MC,A,C,CK)
7. Fill out new “Daily Cash Sales Report”
a. Sales Date- Date of previous day sales activity
b. Branch- Physical branch you are reporting on
c. Prepared by- Person preparing report
d. Complete list as follows:
i. Box 1: Cash (Money) Intake for the Day:
1. Add up cash and check
2. Add up visa and mastercard (Net amount on reciept)
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3. Write amex (Net amount on reciept)
4. Add up all 3 to equal the Total
ii. Box 2: RMA (for informational purposes only)
1. Indicate the total RMA amount for the day
a. Remember to indicate which method the RMA was
processed on the OERR
b. Continue to leave Cash/Check RMA’s off the report and
send paperwork in to Joe Harris for invoicing and check

requests
iii. Box3: OERR
1. Calculate: (Net Sales + Add On + Sales Tax = Your OERR Total)
2. Calculate: (OERR Total - Money Intake for the Day Total=___)

a. If this number is not 0, you must explain why below
iv. Issues Section: This is where you will explain any discrepencies in your
(OERR Total — Money Intake for the Day Total) equation.
1. List each invoice no., $ amount, payment type, and indicate the
reason why there was an issue.

Example of OERR
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06/20/18 Tue 15134 Coi 1

Masons Supply Company

Hasons supply Company carr  Opex: mem Page: 1
Order Entry Order Register Report
Appr/ Net Sale/ Thn By/  margin/ Margia %
Order #/ Customer #/ Ty Stg Whse Entered Req Ship Promised Addon Amc  Tax MM Tot Ord Val  Glalnfout  Customer 50
Name ship To curvency
1407450-00 9000011 S0 vy  O6/2BJ15 08/33/15 08/23/15 0.0 182,34 gna T aze
CASH SALE - FOR 1le pix m@! luz oz
1407431-00 3000011 SO vy 08/29/15 06/25/15 08/29/15 sa.ss ilp a2.55  anee
CASH SALE - FOR 113 pax sa.s6 105 1
1407493-00 5000011 S0 Invy  06/29/15 06/23/15 06/23/15 0.00 .00 253.66 jip \ hmm 1 sz.62
CASH SALE - POR 1la webx 28366 108 1005 RENTAL
140743400 900001 SO vy  @6/23/15 08/29/15 06/29/15 0.0 0.00 7.09 i1p 4z 5126
CASH SALE - BOR 1im P 7300 105 150 1081
1407500-90 3000011 SO Invy  @6/29/15 06/23/15 06/29/15  0.00 0.00 13002 bar s1.60  ee.30
CASH SALE - FOR 118 o 13002 08 150 sate
1407306-00 8000011 S0 Invy  06/25/15 08/23/15 0s/29/18  0.00 0.00 217,15 gka R 10580 s
CASH SALE - POR 11s P 21715 108 188
1407511-00 9005011 30 Invy  06/29/15 06/29/15 06/29/15  0.00 0.00 7382 ghd Q{Y/ e sz
CASH SALE - POR 115 px 7.2 108
140751200 9000011 50 Imvy  08/29/15 06/29/15 0E/29/25 .80 0.00 15.91 bar 796 a8
CASH SALE - DOR 11s pax 15.91 105 1s0 2603
1407519-00 5000011 50 Invy  05/29/15 06/28/15 OB/2B/15 0.0 0.00 61660 3ip 3.8 se.13
CASH SALE - POR 11a pax 616,60 108 Ssc sesz
1467520-00 9000031 50 Imv .00 oo 4737 bar Q{ 273 47
CASH SALE - POR 112 4237 105 Yo 1988
I L
1407521-00 8000011 .00 338,76 3le WS M2 4
i 338.76 105 ‘155 3298
.00 20.50 gha MQ} 47,56
20050 105 ‘150
7.25 gnd Ste e 5o
725 s
116,50 ghd sess @
11850 108

Screen shots of OERR:

Run OERR

New One-Time

Next

Help

‘Welcome to the Repart
wizardl For more detailed
information on reports, access
the appropriate topic in the
onling help. 1. Yerify that the
repoit you wish to generate is
highlighted in the reports list.

2. 1f you wigh to create a new
stared repart, click Mew
Stored. 3. If pou wish to
generate a new one-time
report, click Mew One-time. 4.
If you wish to un a previously
stared repart, highlight the
desired report from the browse
list and click Stored Copy. 5. IF
vou wish to make a copy of a
one-time report, click One-time
Copy. . [f you wigh to delete
a stored repart or one-time
report scheduled to print later,
highlight that report in the
browese list and click Delete

7. Click Mest to continue.

OE Order Register Report

OE Order

Register Report

e
§7.39 jlp

le 30.38
6739 108

RULE H 40 W

V was azar
150

o e BT,

IHE B

OE Register Report

Stare Az

clac
clacogr
dalordt
dalyord
dmerdaly
EUG345

Function|Titl

oern
oen
=
oen
oen
oen

New One-time

Page: 10of5

Last Fun Date «

Clackamas Account OERR 1211414
Clackamas Cash OERR 1211414
Order Entry Order Register Report 12/11/14
Order Entry Order Register Report 09/12/14
Order Entry Order Register Report 03/12/14
EUGENE 2:45 DALY 12411414

»

Stored Copy | One-time Copy | Delete |

%< Previous | Next s> I Cancel | Eiriish

|Entar data or prezs ESCto end.
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5. Select method of printing
Check “Print Options Page”
7. Next

@ OE Order Register Report
Help

S

Report Information

Flease enter the appropriate

figlds. 1. Enter a repart title or Group:
accept the default repart title £ E]

information in the Banner Repart Title: IDlder Entry Order Register Report

Lo prift on the report. 2 Enter | Schedule Type
or lookup the group this report
belongs to. 3. Choose the

| =] pater1zs15 /14 Time:[os :faz

destination for the report in the: —Printing Information

pull-down figld under Printing

Queue:

IPrint - | |pdutard E] I

[ Print Options Page

Information. 4. IF you chose
Frint, Fax. or File in Step 3,
enter o lookup the desired

printer, fax machine, or file
path in the field to the right of
the: pull-down field. |f pou
chise E-Wail, this field is not
accessble. 5. Indicate if you
want the aptions page to print
on the report. 6. Choose the
desired schedule ype, 7.
Enter the date on which pou
wish to generate the report, 8.
Enter the time you want the
report to un. 9. Enter the
appropriate information in the:
lower section of the report.
This information is dynamic
and relates to the destination
vou chose in Step 3. 10. Click.
Mext to continue,

Page: 20of 5 ¢ Previous | et 2> I

Einish

8 |Enter data or press ESC to end

9. Only put in “Customer Number” and “Invoice Date”

a. Customer Number is your branch

900000- Employee Sale
900001- PDX

900002- Woodinville
900005- Salem

900006- Hillsboro
900007- Kingdom (Seattle)
900009- Clackamas
9000010- Tacoma
900012- Eugene
900013- Medford
900018- Ridgefeild
900017- West Eugene

SOP Daily Cash Sales- Branch pg. 4



T 0E Order Register Report

Help

Please enter the appropriate
range information.

1. Enter the appropriate
information in the begin and
end fields for the desired
Tanges.

2. Click Mexst to continue.

Mote:Highlighted ranges are
required.

1. Order #

< Lustomer #

00001 E]

s00001 [.[ =

3 Ship To
4. Product
A, Stage Code

E. Tranzaction Type

< Tnyoice Date

19

8. Enter D ate

9 Salesrep In

10. Salesrep Out

11. Taken By

12, whse

13. Region

14. Division #

15. Promised D ate

1E. Requested Ship Date
17. Picked D ate

= E3

Page: 3of5

Mext 2>

Cancel

FEinish

|Enter data or press ESC to end.

10. Print Line Items: No

11. Next
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@ OE Order Register Repork =]

Help
Flease enter the appropriate 1. [O)rder [Clusth. [Plrad.(S]isrep Order 0
option infarmation. 2 If Skrep Order Then (I or (0Jut? 0
_1. Enter_the appru:upria_le 2. [M]onstock, [5)pecial, [D]ops, or (&)1 I
Ef%r|?;ihr3r;::ﬂ;hceﬂzﬁﬂzg& 4. Frint B ackorders Only? " Yes % Mo
Note Highighted opton e 2 51 CoP. TagiHoI, Wil Cal IT. a1 &
required options. E. Print Line ltems? i es
7. Totals Only? = Yes « Mo
8. Include BO Suffizes in Totals? @ Yes " Mo

9. Run Only far Ship Yia -3 I

10, Print Total lny Amt Rather than Line Amt * Yes " Mo
11. Print *Warehouze Totals Page? Yoz (¥ Mo

Page: 4 cf & << Previous | Mext »» I Cancel Einizh

12 |.-’-'mswer the question ez or Mo.

13. Finish

T OE Order Register Report [_ O]
Help
Flease enter the sppropriate Jiob Mame/Nurber: | 34056264 [¥ Femove

job name or number.

1. Enter the desired job
name/number for this report,
2. Click Finish to generate the
report.

Page: 5of << Previous Nett s> — T
[~ Retum to Page 1

14 \E nter data or press ESC to end
.

Calculating OERR:
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A(Net Sales) + B(Sales Tax) + C(Add On)= Your OERR Total

Tot Ord Val note: If you use this column and do not calculate the Daily Sales per below, you could be
adding amounts associated with back orders, prepays, etc.

The Total Sales for the below example: (15,254.93 + 998.07 + 216.25 = 16,469.25)

A . B C

Tot By Order Type: Count Net Sales Goods Sold Margin Margin % Sales Tax Add On Tot Ord Val
Stock Order £S5 14525.83 9114.82 5411.01 37.25 958.90 216.25 15700.98
Direct Order 3 1221.38 869.76 351.62 28.79 39.72 0.00 1261.10
Counter Sales 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Return Merchandise 1 2458.70- 149.89- 99.81- 39.97 19.23- 0.00 268.93-
Corrections 2| 242 .58- 0.00 242.58- 100.00 18.68 0l.00 223.90-
Blanket Order 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Blanket Release 1] 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Future Order 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Quote 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Standing Order 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
60 9834 .69 5420.24 35.53 998.07 16469.25
Lost Business Lines: 3 130.59 130.59

Legend: ‘r’ - next to the Margin indicates vendor or customer rebates have been used to calculate Margin.

Acknowledgment
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By signing this document I am acknowledging that I have read and fully understand the
“Daily Cash Sales” SOP.

Print Name Date

Signature
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