
Preparing your current Dos system,
for your upcoming Pos Browser install.

It is advisable before proceeding to firstly do a backup and keep this backup in a safe 
place, if you are going to complete the following steps over many days then please 
complete a new backup each time before you start to work in the area.
A clean and correct database is VITAL, and will save much time and confusion in your 
upcoming Pos Browser conversion. 
It is highly recommended that the time is taken to perform the following tasks prior to 
your install, this saves valuable installation time which in turn gives you more learning 
time.
If you have any concerns or questions regarding the following steps please feel free to 
contact Pos Support at Support@possolutions.com.au or by phone on 03 9532 2733. 
We look forward to helping you achieve the best Pos Browser conversion possible.
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Preparing your Customers
• Highlighting Unused Customers.

• Removing unwanted Customers.

• Making sure your current customer details are correct.

Step 1 Highlighting Unused Customers.
The best way to do this is to look at accounts where there has been no movement in X 
amount of days, the system can generate a report called   ‘Non Active accounts’.

From the main menu:
#01 Customers
#23 report section
#32 Non active accounts

In there insert a date that is applicable to you, we recommend one year but you may like 
to look at only using 8 months page down and press ‘Y’ when the report is displayed 
press ‘P’ to print this report.

Step 2 Removing unwanted Customers.
The report generated in step 1 outlines all non active accounts, you now have the 
opportunity to go through and delete the customers from the system that are no longer 
required. 
**You may decide to keep many customers that have an outstanding balance on there 
account if you are trying to recover outstanding moneys**

From the main menu:
#01 Customers
#01 Customer Maintenance

Using the report you generated in step 1 select ‘D’ for delete, insert the customer code 
located in the first column of the report press enter make sure it is the correct customer 
then page down and select details correct ‘Y’. This will now completely delete the 
customer from your system.
Repeat the above procedure for all customers that you wish to remove from 
your system.

Step 3 Making sure your current customer details are correct.
It is very important to make sure that your current customer orders and sequences are 
correct before conversion.

From the main menu:
#01 Customers
#34 Bulk Update answer ‘Y’ when prompted
#15 Check Customer Data

Make sure attempt to repair is set to ‘N’ then enter ‘Y’ next to Proceed.
This report will list all issues with customer standing orders stop starts and sequences 
press ‘P’ to print this report. Please take NO notice of the Stat Totals on this report.
Using this report in example 1d you will now be able to resolve any issues that may have 
been outlined on customer accounts.
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Example 1d

From the main menu:
#01 Customers
#12 Payment and Transaction entry

Clear any information that may be in the code box.  Insert the customer account number 
located in the first column of the report see example 1d and press the UP arrow to 
display the customer.
USING THE REPORT
When you see the word Round Alloc on the report this means that the customer has 
standing orders for papers that are not allocated to rounds
Rectify this by allocating a round to the customer.
When you see the word Sun Seq on the report this means that the customer has 
standing orders for papers that are not sequenced correctly on to a Sunday round
Rectify this by correctly sequencing the customers Sunday papers.
When you see the word Stop/Start on the report this means that the customer has an 
incorrect Stop/Start date on there account this could be either an account stop or start 
that is incorrect or a paper stop or start that is incorrect
Rectify this by checking the Stop/Start dates and deleting or correctly setting 
them where applicable.

#Note After removing and correcting all customers it is advisable to 
now complete a re-index in your normal manner.

Preparing your Subagents
• Sequencing subagent Orders and merging duplicate Magazine orders.

• Generating an Order report.

• Removing unwanted Paper Orders.

• Removing unwanted Magazine Orders.

#Note make sure that no one is using anything to do with Subagents 
before proceeding with any of the steps listed below.
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Step 1 Sequencing subagent Orders and merging duplicate 
Magazine orders.

From the main menu:
#02 Subagent 
Select the current week
#33 Bulk Update answer ‘Y’ when prompted
#6 Sort Magazines

On this screen set the options as per example 1e then page down and select details 
correct ‘Y’, this will sequence your Magazines in to alphabetical order and merge any 
duplicated orders that subagents may have.

Example 1e

Step 2 Generating an Order report.
From the main menu:
#02 Subagent 
Select the current week
#11 Print Orders Form

On this screen leave all options as they are then page down and select details correct 
‘Y’, this will display the Orders report press ‘P’ to print this report.
This report will be used in conjunction with the following step’s 3 and 4. 

Step 3 Removing unwanted Paper Orders.
From the main menu:
#02 Subagent 
Select the current week
#4 Paper Orders and Delivery

Insert the Paper code and press enter, match the correct Paper and press enter. 
Taking care to make sure you are working on the correct Subagent remove any order 
quantities that exist, then page down and select details correct ‘Y’ this will have 
removed the standing Paper orders.
Repeat the above procedure for all Paper orders that you wish to remove from 
your Subagent system.

Step 4 Removing unwanted Magazine Orders.
From the main menu:
#02 Subagent 
Select the current week
#6 Daily Orders and Extras
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PRESS THE F3 BUTTON to change to magazine orders
Insert the Subagent code and press enter, match the correct Subagent and press enter. 
You will be prompted to select a day just press enter.
On this screen your Magazines will be listed in Numerical then Alphabetical order. You 
will note that there may be more than one page of Magazines, also that there will be 
Magazines that have standing orders and some that have no current standing orders see 
example 1g.

Example 1g

Select the page by pressing enter then use the F4 DELETE option to remove any 
unwanted Magazines then page down and select details correct Y this will now have 
removed the standing order.(If there are multiple pages of Magazine orders you will  
need to repeat the above  procedure for each page of orders per Subagent)
Repeat the above procedure for all Magazine orders that you wish to remove 
from your Subagent system.

#Note After removing and correcting all subagents repeat step 1 and 
it is advisable to then complete a re-index in the normal manner.

Preparing your Stock System
• Delete old Stock Prior to a date.

• Making sure Stock is in the correct Department. 

• Merging Duplicate Stock Items.

• Repairing Stock Magazine links.
The procedures relating to stock are best performed after hours when there is no one 
using the system, please make sure a backup is performed prior to starting any of the 
steps below.
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Step 1 Delete old Stock Prior to a date
From the main menu:
#15 Stock system
#32 Bulk Update Section insert ‘Y’ when prompted
#35 Next Page
#4 Delete old items Prior to a date

You can specify your own date, however we suggest that you remove anything prior to a 
2 year period that has not had any stock received history. 
The option for PLU’s please set this to ‘N’ page down and select details correct ‘Y’.

At the end of this procedure it is important that you complete a full re-index in your 
normal manner.

Step 2 Making sure Stock is in the correct Department.
Over time many Newsagents find that stock is located in the incorrect sales Department. 
If you find after running the reports below that your data is in very good shape and just 
needs some minor adjustments, then it may be easier for you to change the affected 
stock items in stock maintenance. Alternatively follow all the steps below to correctly set 
your stock.

From the main menu:
#15 Stock system
#28 Enquiry/Report section
#20 Stock Report

On this screen ONLY insert the department and then page down and select details 
correct
This report can be viewed or printed at your decision by pressing ‘P’

#Note it is advisable to do EVERY DEPARTMENT from A-Z and a-z.

Using this report view the stock items that are located in this department, if you find 
that there are incorrect stock items in the department then take note of the supplier the 
stock is associated too, is this supplier supposed to be in this department?
If not then follow the steps outlined below to move stock from ONE Department to 
another.
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Bulk Update 

From the main menu:
#15 Stock system
#32 Bulk Update Section insert ‘Y’ when prompted
#9 Change Department, Family, Class

There are 2 sections of this Bulk Update you will only be using BOTH sections.
Example 1i: If you found Stationary from GNS located in department B for books that 
should be in another department say R, and you also have Stationary from GNS in the 
department S for Stationary department that you do not wish to affect. You would insert 
under the Current heading column on the Supplier GNS and under the Department B 
then under the NEW heading column on the Supplier GNS and under the Department the 
correct department R see example 1i then page down and select details correct ‘Y’.

Example 1i

#Note repeat Bulk Update Two as many times as required rectifying 
this situation.

#Note After removing and correcting all stock it is advisable to now 
complete a re-index in your normal manner.

Step 3 Merging Duplicate Stock Items.
This section will allow you to merge stock items in to one and keep the stock items 
history and details, we recommend that all Magazine stock items are merged to create 
one unique stock item for each magazine.
From the main menu:

#15 Stock system
#31 Duplicate stock section
#1 Start (on this screen select ‘Y’ to start the process.)
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#2 Automatic Calculation
Screen example 1j  indicates the need to set the 2 options Check if the description is 
similar, answer ‘S’ for similar, Restrict to Stock Department set this to ‘M’ for Magazines 
then page down and select details correct ‘Y’. This will then create a report that will list 
all the duplicate stock items, which have same barcode\supplier code or have a similar 
description in the title. You will need to print this report as it will be used in the steps 
outlined below.

Example 1j

The report printed will display 2 stock items together and at the left hand side corner of 
each double has a line number which relates to those 2 items.
It is advisable to go through the report and highlight each double that you do NOT wish 
to merge. Keep in mind that the bottom item of the double will merge into the top item 
keeping all the top item’s details such as price, supplier code, etc. 

MAINTENANCE IS THE MOST IMPORTANT STEP IN MERGING DUPLICATE STOCK 
ITEMS. ALWAYS MAKE SURE YOU GO THROUGH THIS STEP CAREFULLY.

#4 Maintenance
Press ‘D’ for delete and insert the line number which refers to the double you wish to 
remove from the merging list. Delete the entries that you do not wish to merge that you 
have highlighted in the report. All the items that you haven’t removed via deleting will 
be merged.

WE STRONGLY SUGGEST THAT YOU MAKE A BACKUP AND RUN THE MERGE ON THE 
MASTER COMPUTER WHEN YOUR STORE IS CLOSED.

#6 Merge
On this screen answer ‘Y’
This will merge all the doubles together, keeping both items history and placing it on the 
top item.
After the Merge is completed you will be required to complete a full re-index .
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#Note If you have more than 2 copies of a particular item then this 
procedure will need to be repeated.

Step 4 Repairing Stock Magazine links.
From the main menu:
#15 Stock system
#32 Bulk Update section insert ‘Y’ when prompted
#19 Check and Repair Stock/Mag Links

You will need to set the option to ‘Y’ as per example 1k then page down and select 
details correct ‘Y’.

Example 1k

#Note if an error report appears at the end of running this 
procedure, REPEAT the above steps till the repair returns to the Bulk 
Update menu.

Preparing your Creditors
• Producing a list of Creditors to delete.

• Checking stock prior to deleting creditors.

• Moving stock from one Creditor to another and deleting stock.

• Deleting Creditors

Please note the steps below must be followed in order.

Step 1 Producing a list of Creditors to delete
From the main menu:
#3 Creditors (Suppliers)
#1 Creditor Maintenance

At the bottom of the screen press ‘P’ for print, this will produce a report that lists all your 
creditors. Once on the screen press ‘P’ for print again and it will print to your A4 printer.
Scan thru this report and highlight all creditors that you wish to delete.
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Step 2 Checking stock prior to deleting creditors.
You will be using the report you created in step 1, to find if there are any stock items 
associated to the creditors you wish to delete.

From the main menu:
#15 Stock system
#28 Enquiry/Report section
#20 Stock Report

On this screen ONLY insert the code of the creditor and then page down and select 
details correct ‘Y’.  Repeat the above procedure to check if there are any stock items 
associated to any Creditors that you wish to delete.

# Note if a report is generated of ANY stock items associated to the 
Creditor you will need to complete the next step 3 before deleting 
any Creditors. If there are NO stock items associated to the creditor 
you wish to delete then continue to step 4.

Step 3 Moving stock from one Creditor to another and deleting 
stock.
Because a stock item can NOT legally exist in the system with no supplier or supplier 
code you must move the existing stock from one supplier to another supplier. If you wish 
to keep the stock item in your system, you need to move the stock to a supplier that you 
are going to keep for example:
You currently have stock from the Creditor ROA this stock is also supplied by GNS you 
are going to delete the ROA Creditor, this will leave the ROA supplier code in your 
system on the stock item with NO Creditor. This will cause errors on the stock in stock 
maintenance to overcome this;

From the main menu:
#15 Stock system
#32 Bulk Update Section insert ‘Y’ when prompted
#9 Change Department, Family, Class

There are 2 sections of this Bulk Update you will be using BOTH sections. In the Current 
column insert the Creditor the stock is currently associated too for this example ROA, 
and in the New column insert the Creditor you are going to move the stock too for this 
example GNS see example 1l. Then page down and select details correct ‘Y’.
Repeat the above procedure for any Creditor who has stock you wish to keep.

Example 1l
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If you wish to delete the stock completely from your system that is associated to the 
Creditor you are going to remove then follow these steps.

From the main menu:
#15 Stock system
#32 Bulk Update Section insert ‘Y’ when prompted
#13 Leave or clear out stock

In there insert the Creditor whose stock you wish to delete and page down details 
correct ‘Y’ as per example 1m

Example 1m

Step 4 Deleting Creditors
From the main menu:
#3 Creditors (Suppliers)
#1 Creditor Maintenance

At the bottom of the screen press ‘D’ for Delete insert the Creditor code then press enter 
if you are prompted that the Creditor has an active Balance press enter then page down 
and press ‘Y’ to delete the Creditor. Repeat the above procedure for all Creditors you 
wish to delete.

#Note after deleting all Creditors it is advisable to now complete a 
re-index in your normal manner.

Preparing your papers
• Removing unwanted papers.

• Checking paper details
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• Linking Master Newspapers to Stock items.

• Correctly setting Special offers

Step 1 Removing unwanted papers.
From the main menu:
#3 Updating System Section
#2 Paper Maintenance

At the bottom of the screen press ‘P’ for print, this will produce a report that lists all your 
papers. When the report appears on the screen press ‘P’ for print again and it will print 
to your A4 printer.
Using this report you can now remove any unwanted papers.
In Paper Maintenance press ‘D’ for delete and insert the paper code press enter then 
page down details correct ‘Y’.

#Note if any message appears notifying you that the paper has 
customer deliveries, then please continue with the following the 
steps.

From the main menu:
#1 Customers
#34 Bulk Update Section answer ‘Y’ when prompted
#35 Next Page
#20 Clear invalid publication orders

Please note the details on this screen of the bulk update
On this screen Page down details correct Y

Step 2 Checking paper details
From the main menu:
#3 Updating System Section
#2 Paper Maintenance

At the bottom of the screen press ‘C’ for change and press enter.
You will be using the List you produced in step #1 Insert the paper code of the first 
paper and press enter.
Things to check are:

 The correct Supplier

 The correct day of delivery is selected

 The correct upcoming stop start dates (where applicable)
Make changes where required and then page down and save the changes.
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Step 3 Linking Master Newspapers to Stock items.
Following on from step 2 when you page down and save the changes you made/checked 
in step 2, you should be prompted with the Link paper to stock screen.
You must insert a barcode for the paper on all days it is delivered see example 1a.
If the paper does not have a barcode you will need to make a UNIQUE one. It will need to 
be 13 numbers in length for example: 9800000000001 and then increment the last 
number of the barcode each time you need to make one.

Example 1a

If there was no barcode on a particular day then it normally means there was no stock 
item for this paper. In this case a screen will appear when you try to save the new 
barcode details see example 1b.
You will need to make sure the Family is correct normally 2500 and the Sales 
Department is the same as your Newspaper department. Set all other details accordingly 
and save these details.

Example 1b
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# Note if a barcode is not inserted in each Master paper on the 
correct day of delivery then it will not be imported into the Pos 
Browser.

# Note If there is no link the orders will not be inserted into the 
customers after conversion. You do not need to link special offers.

Step 4 Correctly setting Special offers
From the main menu:
#3 Updating System Section
#2 Paper Maintenance

At the bottom of the screen press ‘C’ for change and press enter.
You will be using the List you produced in step #1 Insert the Special Offer paper code 
and press enter.
Things to check are:
• Make sure all branch papers have a link to the Master Paper, see example 1c

• Also you need to check the details outlined in Step 2

Example 1c

#Note After removing and correcting all papers it is advisable to now 
complete a re-index in your normal manner.
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