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ISS45 V8 Navigation 

Program Access and Sign-in 

• To open the ISS45 Front Office software enter 
you User Name and Password in the ISS45 Office 
Login window 

 

Main Toolbar Buttons 

When you first access ISS45 Office you will be presented with the ISS45 Office main menu.  At the top of the screen is a 

toolbar  

 

• The functions of the buttons are as follows (left to right) 

 
Exit: Logs the current user out and exits the program 

 
Collapse All: Collapses all folders in the tree 

 
Expand All: Expands all folders in the tree 

 
Go Back: Collapses the highlighted folder in the tree 

 
Go In: Expands the highlighted folder in the tree 

 
Find: Allows you to search the tree, its subfolders, and items for keywords 

 
Views: Allows you to change the view style of the items in the right-hand pane 

 
Change Password: Allows you to change the password of the currently logged on user 

 
News: Not Used 
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Status Bar 

General ISS45 system information 

• Shows currently logged-on user, alerts, ISS45 system status, LAN status, keyboard lock status, date, time, and 
software version 

 

Favorites 

The Favorites feature allows you to select any number of functions 

for quick access. 

• To add an item to your favorites right-click on the item in the 
tree and select Add to Favorites 

• The item will then be “pinned” in the right-hand pane when 
the Favorites tab is active regardless of any items highlighted in 
the tree. 

• Favorites are set on a per-user basis. 

 

Navigating Lists 

Row Selection 

• When you are selecting items from a list of 
records, ensure you are accessing the desired 
row by looking for the arrow in the left-most 
column.  This arrow—NOT the dark blue 
shading–will indicate the row that is selected 

 

Sorting 

• In many lists, you can sort the list by clicking on 
the header of the column you wish to sort by. 
 Clicking once will sort ascending 
 Clicking again will sort descending.  

• The sort method will be displayed above the list 
and to the right of the Go to: box 
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The Go to box 

• Some lists can be searched by using the Go to 
box 
 The Go to box will only return exact 

matches for search terms 
 The Go to box will search for terms only in 

the column that the list is currently sorted 
by 

 

Navigation buttons 

• You can also move through some lists by using the arrow buttons in the 
lower left corner 

 

 
Go to first row in list 

 

Go to previous row in 

list 

 
Go to next row in list 

 
Go to last row in list 

Clearing Information from Drop-Down Boxes 
If there is no option to select “None” within the dropdown itself, you can clear the box by the following method 

• Highlight the contents of the box by clicking inside the box 
a single time  

• Hit Backspace on your keyboard.  This will clear the field 

• Hit the Enter key on your keyboard to advance to the next 
editable item 
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PLU Management 

The applications in PLU Maintenance can be used to insert, edit or delete items. You can also view item sales 

information and links to promotions, work with batches, add, view, and edit PLU and DEA Groups and link eWIC items. 

• From the ISS45 Office main menu expand PLU Management then double click one of the applications below. (You 
may click on either the item in the tree list or the icon in the right pane.) 

 

PLU Maintenance Used to create new or edit existing PLU items 

PLU Batches Allows the store to view, print, edit and execute item file add/change/deletion batches sent 

from the Save-A-Lot Retail Systems Department 

PLU Groups Allows the store to add to or delete items from the “Flip Charts” at the register 

DEA Groups Allows the store to limit quantity sales of items as specified by the U.S. Drug Enforcement 

Administration 

Electronic WIC The Electronic WIC applications allow a store to link WIC approved produce items that have a 

PLU/UPC code but do not appear on the states Approved Product List to a state approved PLU 

code 

  



 Page 8 of 204 

PLU Maintenance 

PLU Maintenance is used to create new or edit existing PLU items 

Creating a New PLU/UPC 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left hand side and then 
double clicking on PLU Maintenance 

 

• In the Item Number field type the PLU or UPC 
code to insert and press Enter 
 See the table below for examples on entering 

UPC codes 
 

 

 

 

 
Standard Barcodes 

 
Compressed Barcodes 

 
Random Weight Barcode 

Type all numbers except the 

number on the far right 

Ex: 69277144120 

Type an asterisk plus a 

zero (*0) and the six digits 

underneath the barcode 

Ex: *0012345 

Type the first 6 digits plus 

five zeros (0) and press 

enter 

Ex: 20301000000 

• Press Enter or click Yes to add the new record 
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• Enter the items description on the Description 
line and press Enter 

NOTE: Item descriptions should be entered 
in ALL CAPS 

 

• The POST Description field will auto-fill with 
the first 20 characters that were typed in to the 
Description field 
 You may edit this line if necessary 

• Press Enter to continue to the next field 

 

• Select a Department 
 If you know the Department number, type 

it on the keyboard 
 Otherwise, use the mouse to select the 

department from the dropdown menu 

• Press Enter 
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• Select a Subdepartment 
 If you know the Subdepartment number, 

type it on the keyboard 
 Otherwise, use the mouse to select the 

Subdepartment from the dropdown menu 

• Press Enter 

 

• Enter the item Price and press Enter 
 It is not necessary to type a decimal point 
 Example: $2.89 would be entered as 289 

• Enter a Quantity if this is a “split price” item 
and press Enter 
 Example: Enter 3 for an item selling 3 for 

$1.00 

 

• Select the applicable Tax Flags for the item 

 

• Click the Apply button to save the changes 
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If this Item is Food Stamp eligible 

• Click the Param 1 tab 

 

• Under the Allow Payment by section place a 

check mark next to the Food Stamps option 
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If this item is WIC / WIC CVV eligible 

• Click the Param 1 tab 

 

• Under the Allow Payment by section place a 

check mark next to the WIC or WIC CVV option 

 Checking either option will disable the 
other option 

Note: 

The WIC flag should be used for all WIC 

eligible GROCERY items (e.g. Enfamil, 

Eggs, Milk) 

The WIC CVV flag should be used for all 

WIC eligible PRODUCE items (e.g. Fruits 

and Vegetables, can include fresh, frozen 

and canned items) 
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If this is a Produce item sold by weight 
Note: This option should only be used for produce items that are weighed on the POS scale at the time of sale.  

Do not use this option for Fresh Meat or Produce items that are weighed and wrapped in the store. 

• Click the Param 1 tab 

 

• Under the General section place a check mark 
next to the Weighed Item option 

• If Weighed Item is checked Force Quantity 
must be UN-checked 

 

• Click the Param 2 tab 
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• Select the lowest tare weight (1/100 LB) from 
the Tare Weight dropdown menu 
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If this is a Produce item sold by quantity (each) 

• Click the Param 1 tab 

 

• Under the Quantity section place a check mark 

next to the Force Quantity option 

• -If Force Quantity is checked Weighed Item 
must be UN-checked 
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If this item requires a Bottle/Container deposit 

• Click the Param 2 tab 

 

• Select the correct deposit type from the Return 
Code dropdown menu 

 To remove a selection from a drop menu, 
press the Backspace key on the keyboard 

 

• Click OK to save the PLU item and exit to the PLU Maintenance window 

• Click Cancel to exit to the PLU Maintenance window without saving changes 

• Click Apply to save the PLU item and begin creating an additional item 

• Once created new items will be active at each register after the start of the next sales ticket 

• When finished, click Exit to return to the ISS45 Office main screen 
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Editing a PLU/UPC 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left hand side and then 
double clicking on PLU Maintenance 

 

• In the Item Number field type the PLU or UPC code to 
edit and press Enter 

 

 

 

 
Standard Barcodes 

 
Compressed 

Barcodes 

 
Random Weight 

Barcode 

Type all numbers except 

the number on the far 

right 

Ex: 69277144120 

Type an asterisk 

plus a zero (*0) 

and the six digits 

underneath the 

barcode 

Ex: *0012345 

Type the first 6 digits 

plus five zeros (0) and 

press enter 

Ex: 20301000000 
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Basic Setup Tab 

 

Item Number The PLU/UPC Number of the item  

Description 40-character item description displayed in the ISS45 PLU File Maintenance menus 

POST Description 20-character item description that is displayed on the POS displays and customer receipts.  

The first 20 characters typed in item description will automatically be copied here 

Department Department item reports to. If you know the department number enter it on the keyboard 

and then press tab or enter, or click the drop box to select from the list 

Note: selecting a department may automatically check other fields 

Subdepartment Subdepartment item reports to. If you know the subdepartment number enter it on the 

keyboard and then press tab or enter, or click the drop box to select from the list Note: 

Subdepartment is a mandatory field 

Price The sale price of the item; a decimal point is not required 

Quantity This number is usually 1. If this is a “split” priced item (2/.79) the quantity entry would be 2. 

Tax Flags Tax 1  

Tax 2  

Tax 3  

Alcohol or Tobacco items 
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Param 1 Tab 

 

Weighed item Indicates the item is sold by weight at the register 

Do not use for random weight items 

Store / Vendor Coupon Store and Vendor coupon flags indicate that this item is being redeemed for cash value. 

Checking either flag will cause this item to behave as a coupon.   

Prohibit Sale If this option is selected a message reading “Item not for sale” will be displayed at the 

register after entering the items PLU/UPC code. 

MUST be used for items that have been recalled 

Restriction Layout Used for alcohol or tobacco products to restrict sales by age. 

Alcohol items use restriction group 1 

Tobacco uses restriction group 2. 

Prohibit QTY/Repeat Prevents the cashier from using the QTY (X) or REPEAT key when selling the item 

Force Quantity Forces the cashier to specify the quantity of items sold.  If a quantity is not entered prior 

to entering the PLU/UPC code the cashier will be prompted to enter the quantity before 

continuing 

WIC Item / WIC CVV Indicates the item may be purchased with WIC or WIC CVV benefits 

Food Stamps Indicates Food Stamp eligibility 
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Param 2 Tab 

 

Mix & Match code Links multiple PLU/UPCs for quantity pricing Ex. Variety canned vegetables that sell 3/$0.89 

Tare Weight Links a container weight value to be deducted on this item.  The lowest weight (1/100 LB) 

should be used 

Return Code Links a bottle/container deposit value to this item 

DEA Group Allows for sales quantity restrictions (see DEA Group Maintenance) 
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Cost and Sales Tab 

• The Cost and Sales tab will show current and 
historical sales information for the selected 
item. 

• Periods displayed: 
 Today 
 Previous Day 
 Current Week 
 Previous Week 
 Current Month 
 Previous Month 
 Current Year 
 Previous Year 

 

Promo Tab 

• The Promo tab will show all promotions (if any) 

to which the selected item is currently attached 

• This screen is for informational purposes only 

 

• To remove a selection from a drop menu, press the Backspace key on the keyboard 

• Click OK to save the PLU item and exit to the PLU Maintenance window 

• Click Cancel to exit to the PLU Maintenance window without saving changes 

• Click Apply to save the PLU item and begin editing an additional item 

• Once updated, new items will be active at the registers at the start of the next sales ticket 

• When finished, click Exit to return to the ISS45 Office main screen 
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Search for a PLU / UPC 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left-hand side and then 
double clicking on PLU Maintenance 

 

• Click the Cancel button 

 

• Click the Filter button in the toolbar at the top 
of the window 
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Item Search by item number (PLU 

or UPC) 

Item Like Type in any part of the item 

description, all descriptions 

containing the text entered 

will be returned 

Department Search by Department 

number 

Sub Department Search by Subdepartment 

number 
 

 

Searching by Item Number 
• Select the Item radio button on the left-hand side 

• Type the PLU or UPC code you are searching for 
in the search field at the top of the window and 
press Enter on your keyboard 
 Example 4064 

• To search a range of item numbers, type the 
beginning and end values separated by a hyphen 
and press Enter on your keyboard 
 Example – 5193310000-5193399999 

• To search for multiple PLU/UPC numbers, enter 
additional items on the search field pressing 
Enter on your keyboard after each item 

• Click OK to see the search results 
 

• The search results will be displayed in the PLU 
Maintenance window 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 
and then: 
 Click Edit to edit the PLU item 
▪ See Editing a PLU/UPC for more 

information 

 Click Copy to create a new PLU item using 
the selected item as a template 
▪ See PLU Copy Function for more 

information 

 Click Delete to delete the PLU item 
▪ See PLU Delete Function for more 

information  
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Searching by Item Like (Description) 

• Select the Item Like radio button on the left-
hand side 

• Type all or part of the item’s description in the 
single-line field and press Enter on your 
keyboard 

• To search for multiple PLU/UPC numbers, enter 
additional items on the search field pressing 
Enter on your keyboard after each item 

• Click OK to see the search results 

 

NOTES: The word entered can appear in any part of the item description 
Entering multiple words without pressing Enter between each one will result in search results that contain both 
results and either result 

▪ Example: Entering the words “Green” and “Peppers” will return “Peppers, Jalapeno”, “Peppers, Green”, 
“Greens, Turnip”, etc. 

Clicking the Exclude option in the top right corner will return a list of all items that DO NOT contain the search 
term 

• If your search criteria returned a large number of results, the 

message to the right will be shown 

 Click Yes to continue loading the results 
 Click No to skip loading the results and return to the PLU 

Maintenance window 
 Click Cancel to cancel loading the results and return to the 

PLU Item Selector window 

 

• The search results will be displayed in the PLU 
Maintenance window 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 
and then: 
 Click Edit to edit the PLU item 
▪ See Editing a PLU/UPC for more 

information 

 Click Copy to create a new PLU item using 
the selected item as a template 
▪ See PLU Copy function for more 

information 

 Click Delete to delete the PLU item 
▪ See PLU Delete Function for more 

information  
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Searching by Department/Subdepartment 

• Click the Department or Subdepartment radio 

button on the left-hand side 

• If you know the Department/Subdepartment 

Number type it in the top field and press Enter 

NOTE: Clicking the Exclude option in the top 
right corner will return a list of all 
departments that DO NOT contain the 
search term 

 

• If you do not know the Department/Subdepartment Number click 

the Select button 

 Select the department or departments you wish to search for 
and click OK 

 

• Click OK to see the search results 
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• Search terms in the large field can be cleared by 

highlighting and clicking Un-Select 

 

• If your search criteria returned a large number of results, the 

message to the right will be shown 

 Click Yes to continue loading the results 
 Click No to skip loading the results and return to the PLU 

Maintenance window 
 Click Cancel to cancel loading the results and return to the 

PLU Item Selector window 

 

• The search results will be displayed in the PLU 
Maintenance window 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 
and then: 

 Click Edit to edit the PLU item 
▪ See Editing a PLU/UPC for more 

information 

 Click Copy to create a new PLU item using 
the selected item as a template 
▪ See PLU Copy function for more 

information 

 Click Delete to delete the PLU item 
▪ See PLU Delete Function for more 

information  
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PLU Copy Function 
The PLU Copy function can be used to create new PLU/UPC items with an existing item as a template.  This 

function can be helpful when entering multiple items that have the same price, department, tax flags, etc. but 

whose descriptions are different 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left-hand side and then 
double clicking on PLU Maintenance 

 

• Click the Cancel button 

 

• Click the Filter button in the toolbar at the top 
of the window and enter your search criteria 
 See Search for a PLU / UPC for more 

information 
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• Select the line you want to work with making 

sure the arrow  appears to the left of the 
line and then click the Copy toolbar button 

 

• Type the new PLU/UPC number on the Destination PLU number 
line and then click Copy 

 

• All fields will be identical to the item copied 
and can be changed as necessary 
 See Editing a PLU/UPC for more 

information 

 

• Click OK to save the PLU item and exit to the PLU Maintenance window 

• Click Cancel to exit to the PLU Maintenance window without saving changes 

• Click Apply to save changes and continue editing this item 

• When finished, click Exit to return to the ISS45 Office main screen 
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PLU Delete Function 
The PLU Delete function can be used to delete PLU/UPC items. 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left-hand side and then 
double clicking on PLU Maintenance 

 

• Click the Cancel button 

 

• Click the Filter button in the toolbar at the top 
of the window and enter your search criteria 
 See Search for a PLU / UPC for more 

information 
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• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line and then click the Delete button in the 
toolbar at the top of the window 

 

• Click Yes to delete the item and return to the PLU Maintenance window 

• Click No to return to the PLU Maintenance window without deleting the item 

 

• When finished, click Exit to return to the ISS45 Office main screen 
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PLU Batches 

Allows the store to view, print, edit and execute PLU file batches sent from the Save-A-Lot Retail Systems Department 

PLU Batch Maintenance 

• Access the PLU Batches menu by expanding the PLU Management folder 
in the menu tree on the left-hand side and then double clicking on PLU 
Batches 

 

Exit Exit to the ISS45 main menu 

Report Basic information for all batch 

items 

New Not Used 

Edit Edit existing PLU batch 

Copy Duplicate PLU batch 

Delete Delete PLU batch 

Selector Not used 

X-Activation Not used 
 

 

• Click Display All to see all batches 

• Click Not Executed to see batch files that are 
waiting to be applied 

• Click Executed OK to see batch files that were 
successfully applied 

• Click Errors to see batch files that have been 
executed but had errors 
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Batch Number Three-digit batch number, batches must be executed in numerical order 

Description Displays the batch type – New Item, Price Changes, etc. 

Batch Operation Shows current activity, if any, of the batch file 

Items Number of items that will be changed or added by this batch 

Activation Date/Time If batch is set to auto execute, date and time the batch will run automatically 

Status Current status of the batch, will show if batch has been applied, has errors or is pending 

execution 

Date Created Date batch was created 

Last Execution Date and time that executed batch was run 

Type Type of batch 
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Print the Contents of a Batch 

• Select the line you want to work with making sure 
the arrow  appears to the left and then click 
the Report button 

 

Report Description 

Op. Code: Operation that will be 

carried out on the item 

(New/Update, Delete, Etc) 

Status: Current status of the item, 

will show if item has been applied, 

has errors, etc, will be blank if batch 

has not been executed 

Item ID: PLU or UPC of item 

Item Description: Item description 

as it appears in the PLU file 

Dep: Department number item 

reports to 

Dep Description: Department 

description 

Price / Qty: Retail price/quantity 

that batch will be updating item to  
 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the PLU Batch Maintenance window 

• When finished, click Exit to return to the ISS45 Office main screen  
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Display the Contents of a Batch 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line and then click the Edit button 

 

• The following information is displayed for each item: 

Op. Code Operation that will be carried out on the item (New/Update, Delete, Etc) 

Description Item description as it appears in the PLU file 

Item ID PLU or UPC of item 

Status Current status of the item, will show if item has been applied, has errors, etc. 

Department Department item reports to 

Unit Price Retail price of item 
 

• If this batch has been executed, the list can 
be filtered 
 Click Display All to see all items 
 Click Not Executed to see items that have 

not been executed 
 Click Executed OK to see items that 

executed successfully 
 Click Errors to see items that were not 

executed due to errors 
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Edit a Batch Item 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line and then click the Edit button 

 

• See Editing a PLU/UPC for more information 

 

• Click OK to save the PLU item and exit to the PLU Maintenance window 

• Click Cancel to exit to the PLU Maintenance window without saving changes 

• Click Apply to save changes and continue to edit this item  
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PLU Batch Execution 
Executing a batch will apply the contents to your existing item file.  Once executed, batch changes will 

immediately be active at the registers.  

NOTE: Each batch is assigned a unique batch number and should be executed in numeric order, lowest to 

highest. 

• Access the PLU Batches menu by expanding the PLU Management 
folder in the menu tree on the left-hand side and then double clicking 
on PLU Batches 

 

• Click the radio button next to Not Executed 
to see items that have not been executed 
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• Select the line you want to work with making 

sure the arrow  appears to the left of the 
line you want to execute and then click the 
Execute button 

 

PLU Batch Completion 

• Click Yes to execute the batch 

• Click No to cancel and return to the PLU Batch Maintenance screen 

 

• The Batch Operation status for the file 
selected should now read Stand By… 
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• If the batch executed WITHOUT errors, the 
batch status will read Applied 

 

• If the batch executed WITH errors, the batch 
status will read ERRORS 
 Contact the Save-A-Lot Help Desk for 

help in resolving this issue 

 

• It is recommended to print a copy of the PLU 
Batch Report for all executed batches  

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line and then click the Report button 
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• The PLU Batch Report will show a list of all 
items in the batch, PLU/UPC numbers and 
reasons for any errors 

• To print the report, click the  button in 
the toolbar at the top of the window 
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Execution Guidelines 

Daily PLU Update Batches 
• New Items and All Other Changes 

 Changes to existing items other than the retail price – item description, WIC status, sub-department, etc 
 Batches will be sent throughout the week 
 A manager should check for New Item and All Other Changes batches daily 

• Temporary Price Reductions (TPR) 
 Batches created by the TPR application for items selected at store level for a price reduction 
 Batches will appear by 6 AM local time the day after the store user creates the TPR in browser application 
 These batches will not auto-execute 
 Follow the established store price change, sign/tag and Mark Up Mark Down policy when executing TPR batches 

• ePOS Price Comparison Batches / ePOS Other Comparison Batches 
 Only received if your store has signed up to receive ePOS comparisons 
 Price Comparison Batches are generated to fix discrepancies between the store’s POS pricing file and the ePOS 

master item file 
 Price – These batches will appear by 6 AM local time on the second and fourth Wednesday of each month 
 Other – these batches will appear by 6 AM local time on the first and third Wednesday of each month 
 Follow the established store price change and sign/tag policy when executing ePOS Price Comparison batches 

Weekly Price Change Batches 
• Price Change batches will be sent to the store on Friday afternoon.  All Price Changes batches should be received by 

Saturday morning. 
 Follow the established store price change and sign/tag policy when executing Price Change batches. 

• Each batch is assigned a unique batch number. 

• All batches are to be executed in numeric order, lowest to highest. 

Batch File Maintenance Process 
1) PRINT AND REVIEW the price change report 

2) PRINT AND HANG all new signs and labels 

 New weekly price sign/label sets are available on Saturday mornings. 
 Weekly sign or label sets are described as: “Weekly Set for week of MM/DD/YYYY” 
 Weekly sets will remain in your system and be available for printing for three (3) weeks. 
 Price signs or labels are printed in order by reference #. This means the order of the signs and labels will closely 

match the way the corresponding items are laid out in the store. 

3) PRINT the Batch Report 

4) EXECUTE the batch  

5) PRINT the Batch Execution Summary  
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PLU Batch Statistics 
Batch execution information showing the type of change and a count of successful or failed changes 

• Access the PLU Batches menu by expanding the PLU Management 
folder in the menu tree on the left-hand side and then double clicking 
on PLU Batches 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line and then click the Statistics button 

 

• Batch execution information is displayed by type of change, 
total count of changes and the total of failed or successful 
changes 
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PLU Groups 

Allows the store to add to or delete items from the “Flip Charts” at the register 

Add an Item to a PLU Group 

• Access the PLU Groups menu by expanding the PLU Management 
folder in the menu tree on the left-hand side and then double click on 
PLU Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line 

• Click the Edit button on the toolbar at the top 
of the screen 

 

• Click the Add Items button 
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• Type the PLU or UPC number of the item you 
want to add to the flip chart in the item search 
field and press Enter 

• The item you entered will now show in the 
window below the item search field 

 

• If the PLU or UPC number you entered is not on file you will receive an 
error message like the one shown to the right 

 

• Click the Preview tab to review the items to be 
added to the flip chart 

 

• Click the Category tab to return to the 
selection screen 

• Additional items can be added to the flip chart 
as needed 

• To remove an item from the selection screen, 
highlight that item by selecting it with the 
mouse and click Un-Select 

• Click OK to add the selected items to this flip 
chart and return to the PLU Groups 
Maintenance window 

• Click Cancel to exit the PLU Item Selector dialog 
and return to the PLU Groups Maintenance 
window without adding items to the flip chart  
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Delete an Item from a PLU Group 

• Access the PLU Groups menu by expanding the PLU Management folder 
in the menu tree on the left-hand side and then double click on PLU 
Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 

• Click the Edit button on the toolbar at the top of 
the screen 

 

• Select the item you wish to remove by clicking 
with the mouse and then click on Remove Item 
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• Click Yes to remove the item from the flip chart 

• Click No to cancel and return to the PLU Groups 
Maintenance window 

 

Create a New PLU Group 

• Access the PLU Groups menu by expanding the PLU Management folder 
in the menu tree on the left-hand side and then double click on PLU 
Groups 

 

• Click the New button in the toolbar at the top of 
the screen 
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• Enter the PLU group number and press Enter 

NOTE: Entering an existing Group Number 
will load that group for editing 

 

• Type a description for this PLU Group and press 
Enter on your keyboard 

 

• Click Apply 
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• Click the Add Items button 

• Follow the instructions in the section, Add an 
Item to a PLU Group 

 

• After all items have been added to the Flip Chart, 
click the Close button to return to the PLU 
Groups window 

 

• When finished, click  to return to the ISS45 Office main screen 
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Delete an Existing PLU Group 

• Access the PLU Groups menu by expanding the PLU Management folder 
in the menu tree on the left-hand side and then double click on PLU 
Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 

• Click the Delete button on the toolbar at the top 
of the screen 

 

• Click Yes to delete the selected PLU Group 

• Click No to cancel 

 

• If there are PLU items linked to the group you are deleting 
the message to the right will be shown 
 Click Yes to continue deleting the PLU Group 
 Click No to cancel deleting the PLU Group 
 Deleting PLU Groups will not delete the attached 

items 
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Print the Contents of the PLU Groups 

• Access the PLU Groups menu by expanding the PLU Management folder 
in the menu tree on the left-hand side and then double click on PLU 
Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line 

• Click the Report button in the toolbar at the 
top of the screen 

 

• The contents of each PLU group will be 
displayed on separate pages 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click the  in the upper right-hand corner to close the Report window and return to the PLU Groups window 

• When finished, click Exit to return to the ISS45 Office main screen  
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DEA Groups 

Allows the store to limit quantity sales of individual items or groups of items 

Creating a New DEA Group 

• Access the DEA Group menu by expanding the PLU Management 
folder in the menu tree on the left-hand side and then double click 
on DEA Groups 

 

• Click the New button at the top of the screen 

 

• Type the new DEA Group number and press 
enter on your keyboard 

NOTE: If an existing group number is 
entered that group will be brought up for 
editing 

• Type a description in the Description field and 
press enter on your keyboard 

• In the Warning field, enter 0 and press enter 

• In the Hard Lock field, enter a number that is 
one more than the allowed limit and press 
enter. 

NOTE: Attempting to ring this quantity will 
generate the message “Restricted QTY 
Exceeded.  Sale Not Allowed” on the cashier 
screen 

 

• Click OK to save the DEA Group and exit to the DEA Group window 
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• Click Apply to save the DEA Group and begin creating an additional DEA Group 

• The new DEA Group will now be displayed in the 
DEA Groups window 

 

• When finished, click  to return to the ISS45 Office main screen 

Add an Item to a DEA Group 

• Expand the PLU Management folder in the menu tree on the left-

hand side and then double click on PLU Maintenance 

 

• The PLU Maintenance window will appear 
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• Enter the PLU / UPC in the Item number field 
and click the Param 2 tab and then enter the 
group number in the DEA Group  

 

• Click OK to save the PLU Item and exit to the PLU Maintenance window 

• Click Apply to save the PLU Item and assign another item to the DEA Group 

• Click Cancel to exit the PLU Item without assigning it to a DEA Group 

• When finished, click Exit to return to the ISS45 Office main screen 
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Delete a DEA Group 
NOTE: Before you can delete a DEA Group, you will need to remove all items from the Group  

Step 1: DEA Groups Report 

• Access the DEA Group menu by expanding the PLU Management 
folder in the menu tree on the left-hand side and then double click 
on DEA Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the line 

• Click the Report button in the toolbar at the top 
of the window 

 

• The DEA Group Report will be displayed 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click the  in the upper right-hand corner to close the Report window and return to the DEA Groups window 

• When finished, click Exit to return to the ISS45 Office main screen 
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Step 2: Remove PLUs from DEA Group 

 

• Expand the PLU Management folder in the menu tree on the left-

hand side and then double click on PLU Maintenance 

 

• Using your printed DEA Groups Report enter 
the PLU / UPC in the Item Number field, press 
Enter and click the Param 2 tab  

 

• Remove the group number in the DEA Group 
field by selecting the field then pressing 
Backspace 

 
• Click Apply to save changes and continue until you have removed all items from the DEA Group 

• When finished click OK to save the PLU item then click Exit to return to the ISS45 Main Menu 
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Step 3: Delete the Group 

• Return to the DEA Group menu by expanding the PLU 
Management folder in the menu tree on the left-hand side and 
then double clicking on DEA Groups 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line 

• Click the Delete button in the toolbar at the 
top of the screen 

 

• Click Yes to delete the record 

• Click No to cancel 

 

• If you attempt to delete a group that has items attached to it, 
you will receive this message.   
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• After deleting the DEA Group, you will be returned 
to the DEA Group window 

 

• When finished, click Exit to return to the ISS45 Office main screen 
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DEA Group Report 

• To access the DEA Group menu, expand the PLU 
Management folder in the menu tree on the left-hand side 
and then double click on DEA Groups 

 

• Select the line you want to work with 
making sure the arrow  appears to the 
left of the line 

• Click the Report button in the toolbar at 
the top of the window 

 

• The DEA Group Report will be displayed 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click the  in the upper right-hand corner to close the Report window and return to the DEA Groups window 

• When finished, click Exit to return to the ISS45 Office main screen 
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Electronic WIC 
WIC Link Maintenance 
This process does not apply to Texas 

WIC Linking allows a store to link a WIC approved produce item whose PLU/UPC code does not appear on the state’s 

Approved Product List to a state approved PLU code 

• Identify the items your store sells that are WIC eligible but do not appear in the state Approved Product List 

NOTE: For the example a tray wrapped produce item (watermelon) will be used.  The watermelon is WIC 

eligible, but the random weight PLU programmed in the produce scale is not in the state APL 

NOTE: Always make sure to map a store PLU code to a similar item in the State’s Approved Product List 

Linking Items – Step 1: Approved Product List (APL) Report 

• Access the Approved Product List Report by expanding the 
Reports folder, then expand the Electronic WIC folder and 
double click on Approved Products List Report 

 

• The APL Report can be searched by PLU, UPC or 
description if you are looking for a specific product 

 Click the  icon at the top of the window 
 Enter your search terms on the Find what: line and 

then click Find Next  

• Locate a similar State-approved item and make note 
of the PLU 
 Example, 4032 
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Linking Items – Step 2: Verify the store PLU code is flagged as a WIC 
or WIC CVV item 

• Access the PLU Maintenance menu by expanding the PLU 
Management folder in the menu tree on the left-hand side and then 
double click on PLU Maintenance 

 

• Enter the PLU / UPC of the wrapped watermelon in the Item Number 
field, press Enter 
 Example 20012300000 

  

• Click the Param 1 tab and verify a checkmark 
appears in the WIC or WIC CVV field  

 

• Click OK to save the PLU item and exit to the PLU Maintenance window 

• Click Exit to return to the ISS45 Office main screen 
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Linking Items – Step 3: Link items 

• Access the WIC Link Maintenance menu by expanding 
the PLU Management folder  

• Expand the Electronic WIC folder and then double click 
on WIC Link Maintenance 

 

• The WIC Link Maintenance window is 
displayed 

• To link an item, click the New button on the 
toolbar at the top of the window 

 

• Enter the PLU number to be linked in the 
Store PLU/UPC Number field 

• Enter the State-approved PLU in the State 
APL PLU/UPC Number field  
 (Example: 4032) 

NOTE: PLU code 4469 (Produce) is 

available for mapping items that do 

not match any item in the state APL 

and should ONLY be used when there 

is no other PLU available 
 

• Click OK to save the Linked items and exit to the WIC Link Maintenance screen 

• Click Apply to save the Linked items and begin Linking additional items 

• If the item was successfully linked the Store and State PLU fields will now be empty 
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WIC Linking Errors 

• If the PLU code you have entered in the Store PLU field is 
incorrect the error shown to the right will be seen 

 

• If the PLU entered in the Store PLU field has already been linked to a state 
approved PLU, the following message will be seen 

 

Linking Items – Step 4:  Send updated APL to the Lanes 

Once the items are mapped the updated Approved Product List must be sent to the registers 

NOTE: This step will cause a 5-10-minute interruption at each register as the updated file loads.  The register 

cannot be used during this time.  If a transaction is in progress the update will occur when the transaction is 

finished, not during.  If you do not send the updated APL to the lanes it will automatically be sent at EOD. 

• Access the Electronic WIC Import menu by expanding the PLU Management 
folder, then expand the Electronic WIC folder and then double click on 
Electronic WIC Import 

 

• Select your state from the State drop menu 

• Click the Historical radio button under Location 

• Click the box next to Approved Product List 

• Click Import 
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Deleting Linked WIC Items 

• Access the WIC Link Maintenance menu by expanding the PLU 
Management folder  

• Expand the Electronic WIC folder and then double click on WIC Link 
Maintenance 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line 

• Click the Delete button on the toolbar at the 
top of the screen 

 

• Once the linked item is deleted the updated Approved Product List must be sent to the lanes using the Electronic WIC 
Import function  
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Electronic WIC Import 
NOTE: This step will cause a 5-10-minute interruption at each register as the updated file loads.  The register 

cannot be used during this time.  If a transaction is in progress the update will occur when the transaction is 

finished, not during. If you do not send the updated APL to the lanes it will automatically be sent at EOD. 

• Access the Electronic WIC Import menu by expanding the PLU 
Management folder, then expand the Electronic WIC folder and then 
double click on Electronic WIC Import 

 

• Select your state from the State drop menu 

• Click the Historical radio button under Location 

• Click the box next to Approved Product List 

• Click Import 
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Cashier Utilities 

Applications in the Cashier Utilities folder can be used to create and maintain Cashier logins, force logoff cashiers, 

monitor cashier activities and reset cashier passwords. 

• From the ISS45 OFFICE main menu expand Cashier Utilities then double-click one of the applications below. (You may 

click on either the item in the tree list or the icon in the right pane.) 

 

Cashier Maintenance Used to add new cashiers, update existing cashiers or remove cashiers 

Remote/Force Logoff Use Remote/Force Logoff to log off a cashier from the Back Office 

POS Monitoring Used to view transactions remotely, as they happen 

Reset Password Use this function to reset a cashier’s password (License stores only) 
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Cashier Maintenance 

Used to add new cashiers, update existing cashiers or remove cashiers 

Create a New Cashier 

• Access the Cashier Maintenance menu by expanding the Cashier Utilities 
folder in the menu tree on the left-hand side and then double click on Cashier 
Maintenance 

 

• To create a new user, click the New button in 
the toolbar at the top of the screen 

 
• Enter the Cashier Number and press Enter 

 Use numbers 101-109 for manager cashier 
numbers 

 Use numbers 201-400 for cashier numbers 

• For Cashiers boxes 1-4 should be checked in 
SALES and TRAINING Modes 

• For Supervisors boxes 1-8 should be checked in 
SALES and TRAINING Modes 

• The new cashier number becomes active at the 
register with a password of 0 (zero) 

• Click OK to save and exit to the Cashier 
Maintenance screen 

• Click Cancel to exit to the Cashier Maintenance 
window without saving changes 

• Click Apply to save and continue creating 
additional cashiers 

 

• When finished, click Exit to return to the ISS45 Office main screen  
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Edit an Existing Cashier 

• Access the Cashier Maintenance menu by expanding the Cashier Utilities 
folder in the menu tree on the left-hand side and then double click on Cashier 
Maintenance 

 

• Select the cashier you wish to edit making 
sure the  appears to the left of that line 

• Click the Edit button on the toolbar at the 
top of the screen 
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Name  Type the Cashier’s first name and first initial of their last name (ex. Chris S) and press Enter 

Type This field is not used 

Address (Optional) Type the Cashier’s address and press Enter 

Telephone (Optional) Type the cashier’s phone number and press Enter 

Note: Cashiers phone numbers will be displayed in the Cashier Maintenance menu.  This list 

can be printed by clicking the Report button at the top of the Cashier Maintenance screen 

Birth Date If your store sells alcohol or tobacco, and the cashier must be a minimum age to sell those 

items, enter the cashier’s date of birth.  The system will validate the cashier’s age when 

attempting to sell a restricted item 

Start Date 

(Optional) 

Type cashier’s hire date (the date will default to today’s date) and press Enter 

Remarks (Optional) Type any comments and press Enter 

Cashier Privileges: 

SALES Mode 

Cashiers – Enable Privilege boxes 1. 2. 3. 4 

This prohibits a cashier from accessing supervisor menus or approving control 

check/prohibited functions 

Supervisors – Enable Privilege boxes 1. 2. 3. 4. 5. 6. 7. 8. 

This allows the supervisor to override control checks and access necessary menus at the 

register 

Cashier Privileges: 

TRAINING Mode 

If your store uses Training Mode enable the same boxes as in SALES Mode 

• Click OK to save and exit to the Cashier Maintenance screen 

• Click Cancel to exit to the Cashier Maintenance window without saving changes 

• Click Apply to save and continue creating additional cashiers 

• The new cashier number becomes active at the register with a password of 0 (zero) 

• When finished, click Exit to return to the ISS45 Office main screen 
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Delete a Cashier 

• Access the Cashier Maintenance menu by expanding the Cashier Utilities 
folder in the menu tree on the left-hand side and then double click on Cashier 
Maintenance 

 

• Select the cashier you wish to delete making 
sure the  appears to the left of that line 

• Click the Delete button on the toolbar at the 
top of the screen 

 

• Click Yes to delete the selected Cashier or No to cancel and return to the 
Cashier Maintenance Screen 

 

• If a cashier rang transactions (including voided transactions) during 
the current business day the message to the right will be shown.  
 This cashier will not be able to be deleted until the End-of-Day 

has run 

 

• When finished, click Exit to return to the ISS45 Office main screen  
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Remote/Force Log Off 

Use Remote/Force Logoff to log off a cashier from the Back Office.  A forced log off can only be performed when a cashier 

is not currently performing a transaction at the POS terminal and should only be used when a cashier cannot be logged 

off at the POS using the standard Sign Out function.  The cash drawer does not open when performing a Remote Logoff. 

• Access the Remote/Force Log Off menu by expanding the Cashier Utilities 
folder in the menu tree on the left-hand side and then double click on 
Remote/Force Log Off 

 

• Select the line you want to work with making 
sure the arrow  appears to the left of the 
line 
 A checkmark in the Active column 

indicates that the cashier is active 

• Click the Log Off button  

 

• If the cashier is in secure mode, the message to the right will be 
displayed 
 Click Yes to log off the cashier 
 Click No to cancel 

 

• If the cashier is currently ringing a transaction you will not be allowed 
to log that cashier off until the transaction is completed 
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• The message to the right will be displayed if a register is 
offline 

 

• When finished, click Exit to return to the ISS45 Office main screen  
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POS Monitoring 

Used for viewing transactions remotely, as they happen 

• Access the POS Monitoring menu by expanding the Cashier Utilities folder in 
the menu tree on the left-hand side and then double click on POS Monitoring 
(WinPOS) 

 

• Select the POS/Cashier you wish to monitor and then click Start 
Monitoring 

 

• The Transaction Monitoring Screen will display the 
transaction as it happens without any item buffering 
or delay 

Pause / 

Continue 

While paused, transaction is still 

be captured and will be displayed 

on Continue 

Stop / Start While stopped Transaction is 

NOT being captured and will NOT 

display on Start 

Exit Stop monitoring and leave 

monitoring window 
 

 

• Clicking View POS List will return you to the POS List  
 You may view multiple transaction monitoring screens 

at the same time 

• Click View Cascade, View Horizontal or View Vertical to 
change the way that multiple monitoring windows are 
presented 
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Reset Password 

Use this function to reset a cashier’s password 

NOTE: This function is only available in License stores. 

• Access the Reset Password menu by expanding the Cashier Utilities folder in 
the menu tree on the left-hand side and then double click on Reset Password 

 

• Select the line you want to work with making sure 
the arrow  appears to the left of the line 

• Click Reset Password 

 

• Click OK 

• The cashier’s password has been reset to 0 (zero)  

 

• When finished, click Exit to return to the ISS45 Office main screen  
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Reports 

The Reports Menu is where you will find current and historical information on store sales and performance, cashier 

information and performance, PLU item information and more. 

• From the ISS45 OFFICE main menu expand Reports then double click one of the application groups below. (You may 

click on either the item in the tree list or the icon in the right pane.) 

 

Department Reports Lists net and gross sales for all departments and net sales by groups 

Store Reports Store-wide information on sales, taxes, media, and promotions 

PLU Item Reports Detailed sales and PLU information 

Cashier Reports Cashiers’ sales, performance, and activities 

Productivity Reports Sales information broken down by time period 

Miscellaneous Reports Voided transactions and Returns 

EOD Log and History Reports Various reports generated during EOD covering all aspects of store functions 

Electronic WIC Your State’s Approved Product List 
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Department Reports 

The Department Reports show sales information for the store in multiple formats and time periods. 

• Access the department reports menu by expanding the reports folder in the menu tree on the left-hand side and 
then double click on Department Reports 

 

Department Report Lists net and gross sales for all departments and net sales by department groups 

Weekly Business Report 
Provides sales information by departments, for the week(s) you specify when 

selecting the report 

Flash Sales and Sales Mix 

Report 

Lists sales, item count, average item price, percent item count and percent sales 

contribution by department for current business day and week-to-now period. It 

also provides week-to-now scanning statistics per department 

  



 Page 75 of 204 

Department Report 
The Department Report lists net and gross sales for all departments and net sales by department groups 

• Access the Department Report by expanding the Reports folder, 
then expand the Department Reports folder and double click on 
Department Report 

 

• The Department Report menu appears 

• Select the report range type 

Online 
Shows live information for the 

current business day 

Period 

Selecting a date in the box to the 

right will generate a report for the 

applicable period type the date falls 

into 

By Range Select a start and end date 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer  
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Report Description 

Net Daily Sales: total sales for the day 

Non-Merchandise Dep: sales from community 

partnership, fees, and gift cards 

Total Sales: total sales for the day 

Number of customers: total number of 

transactions 

Sales per customer: average dollar amount of 

total sales per transaction 

Number of Items sold: total quantity of UPCs 

scanned or keyed 

Avg. Items per Customer: average of total 

amount of items sold by number of transactions 

Sales per item: total sales divided by number of 

items sold 

Cancels: total from Voids and Item Corrects 

Returns: total amount refunded to customers 

Coupons: total amount deducted from store or 

vendor coupons 

Discounts: total amount deducted from 

promotions or sales 

Non-netted promotions: N/A 

Non-netted freq. shopper: N/A 

Group Number: numeric code of combined 

departments 

Department Number: numeric code of sales 

category 

Department: name of sales category 

Gross Sales: total sales before cancels, returns, 

coupons, and discounts 

Net Sales: total sales after cancels, returns, 

coupons, and discounts 

%Net Sales: percentage from Net Sales divided 

by sales by department 

%Gross Sales: percentage from Gross Sales 

divided by sales department  

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Department Report  



 Page 77 of 204 

Weekly Business Report 
The Weekly Business Report provides sales information by departments, for the week(s) you specify when selecting the 

report 

• Access the Weekly Business Report by expanding the Reports 
folder, then expand the Department Reports folder and double 
click on Weekly Business Report 

 

• The Weekly Business Report window appears 

• Select the report date range you wish to see 
 Clicking the box next to Full Week Report will 

display reports for Sunday-Saturday of the week 
selected in the From / To drop-down boxes 

NOTES: The From – To dates you select must 

correspond to Sun – Sat.  If you select other 

days of the week than these, the report will 

generate from the Sun BEFORE the From date 

to the Sat AFTER the To date 

 If the From and To dates you select span 

multiple weeks, the program will generate 

one report for each business week requested  

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description  

Sales: total sales by department 

%: distribution of sales 

Net Sales: total sales for all departments 

Taxable Sales Tax: dollars of items taxable per 

applicable rate 

Tax: tax dollars 

Net Sales with Tax: total sales for all 

departments with tax dollars 

Discount: total amount deducted from 

promotions or sales 

Return: total dollars refunded  

Void: total amount subtracted 

Gross Sales: total sales including discounts, 

returns, and voids 

Total Media Received: total of all payment 

types 

Number of Customers: total number of 

transactions 

Dollars per Customers: average dollar amount 

of total sales per transaction 

Number of items sold: total quantity of UPCs 

scanned or keyed 

Avg. Item per Customer: average from total 

amount of items sold divided by the number of 

transactions 
 

• The report shows daily figures in dollars and as a percent of total store sales for the following: 
 Department 

 Tax rate 

 Discount type 

 Media 

 Cash Deposits and withdrawals (for stores with Money Centers) 

• The report also shows sales and statistics by customer and item 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Department Report   
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Flash Sales and Sales Mix Report 
The Flash Sales and Sales Mix Report lists sales, item count, average item price, percent item count and percent sales 

contribution by department for current business day and week-to-now period. It also provides week-to-now scanning 

statistics per department. 

• Access the Flash Sales and Sales Mix Report by expanding the 
Reports folder, then expand the Department Reports folder and 
double click on Flash Sales and Sales Mix Report 

 

• The Flash Sales and Sales Mix Report window 
appears 

Period 

Selecting a date in the box to 

the right will generate a report 

for the applicable period type 

the date falls into 
 

 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Item Count: Number of UPCs 

sold in a department 

Total Value: Dollars sold per 

department 

Av Item Price: Total sales 

divided by item count 

%By Item: Percentage of 

distribution of items by 

department 

%By Val: Percentage of 

distribution of sales 

% Scn: Percentage of items sold 

that were scanned 

% Key: Percentage of items sold 

that were manually keyed 

% Dpt: Percentage of items 

entered via Department List key 

Tax 1: Tax dollars collected 

under tax flag A 

Tax 2: Tax dollars collected 

under tax flag B 

Tax 3: Tax dollars collected 

under tax flag C 

Total Tax: sum of tax dollars 

 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Flash Sales & Sales Mix report 

• When finished, click Exit to return to the ISS45 Office main screen  
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Store Reports 

The ISS45 Store Reports show information on tenders, sales taxes and promotions. 

• Access the store reports menu by expanding the Reports Folder in the menu tree on the left-hand side and then 
double click on Store Reports 

 

Media Report 
Shows the daily count and value of each tender for the following periods: Daily, 

Weekly, Monthly, Yearly 

Control Report 

Shows taxable sales, tax amount, tax exempt sales and tax-exempt amount by tax 

rate. It also displays the number of customers, the number of items sold and 

dollars per customer. The “Summary” report option allows the date range Control 

Report to generate a summary line that sub-totals each tax rate in the range. This 

report can be printed to show totals for the following periods: Daily, Weekly, 

Monthly, and Yearly 

Promotion Sales Report 
Tracks member discounts to measure both the effectiveness and cost of issuing 

promotional discounts.  
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Media Report  
Shows the daily count and value of each tender for various periods 

• Access the Media Report by expanding the Reports folder, then 
expand the Store Reports folder and double click on Media Report 

 

• The Media and Payment Totals Report window 
appears 

• Select the report range you wish to see 

Online 
Shows live information for the 

current business day 

Period 

Selecting a date in the box to the 

right will generate a report for the 

applicable period type the date falls 

into 

By Range Select a start and end date 
 

 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Tender Types: Type of tenders included in the 

group 

Group Total: Total for all tenders in this group 

Tender Description: Name of the tender 

Count: How many times that tender was accepted 

Net Value: Total amount of tender to account for 

minus returns, discounts, etc. 

Report Total: Net Total amount of all tenders to 

account for 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Media and Payment Totals Report 

• When finished, click Exit to return to the ISS45 Office main screen  
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Control Report 
Shows taxable sales, tax amount, tax exempt sales and tax-exempt amount by tax rate. It also displays the number of 

customers, the number of items sold and dollars per customer  

• Access the Control Report menu by expanding the Reports folder, 
then expand the Store Reports and double click on Control Report 

 

• The Control Report window appears 

• Select the report range you wish to see 

Online 
Shows live information for the 

current business day 

Period 

Will show information for the period 

type selected: Day, Week, Month or 

Year 

By Range Select a start and end date 

• The Summary report option generates a sub-total 
line for each tax rate  

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Grand Total: total sales from opening day  

Total Sales (Net): total sales from opening day minus 

cancels and returns 

Total Daily Gross Sales: total sales for the day 

Tax: corresponds with the tax flag marked on an item 

Taxable Sales: sales for each Tax No. 

Local Tax: sales tax collected per applicable tax rate 

Taxable Exempt: total from tax free sales 

Tax Exempt Amt: amount of tax exempted 

 Refunded Tax: tax dollars amount returned to 

customers 

Net Daily Sales Discount: daily sales minus refunds and 

cancels 

Non-Merchandise Dep.: sales dollars from community 

partnership, fees, and gift cards  

Total Sales: daily sales 

Number of Customers: number of transactions 

Sales Per Customer: Total number of sales per 

customer 

Avg Items per Customer: number of items sold divided 

by number of customers 

Sales per Item.: total sales divided by number of items 

sold 

Food Stamp Total: sales paid by EBT  

WIC Total: tax dollars from WIC sales 

Non-Netted Promotions: Not used 

 

• To print the report, click the  button in the toolbar at the top of the window 
• Click OK to print the report or Cancel to return to the Control Report 
• When finished, click Exit to return to the ISS45 Office main screen  
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Promotion Sales Reports  
Tracks member discounts to measure both the effectiveness and cost of issuing promotional discounts.  This report may 

also be used for vendor bill back purposes 

• Access the Promotion Sales Report by expanding the Reports folder, 
then expand the Store Reports folder and double click on 
Promotion Sales Report 

 

• Select the promotion you would like to view 

• Select the report range type you wish to see 

Online 
Shows live information for the 

current business day 

Specific Date 
Will show information date 

selected 

By Range Select a start and end date 
 

 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Promotion No.: Number assigned to the 

promotion 

Description: Description of the promotion 

Promotion Quantity Given: Number of times that 

promotion was given to customers 

Promotion Amount Given: Total of all promotions 

given to customers 

Start Date/End Date:  Time period that promotion 

will run 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Promotion Sales Report 

• When finished, click Exit to return to the ISS45 Office main screen 
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PLU Item Reports 

The PLU Item Reports show information on PLU items including sales movement, PLU item flags and more. 

PLU Sales Report  
The PLU Sales Report option allows you to produce standard and user-defined reports detailing PLU item information 

and/or movement, as well as daily, weekly, monthly and yearly history reports. 

• Access the PLU Sales Report by expanding the Reports folder, 
then expand the PLU Item Reports folder and double click on PLU 
Sales Report 

 

• Click the New toolbar button 
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Period 

Today Current business day 

Yesterday Previous business day 

Week to Yesterday From previous Sunday to previous business day, inclusive 

Previous Week Last full calendar week (Sun – Sat) 

Month to Yesterday From beginning of current calendar month to previous business day, inclusive 

Previous Month Last full calendar month 

Year to Yesterday From beginning of current calendar year to previous business day, inclusive 

User Defined Period Select desired dates 

 Sorting 

By Field Choose criteria to sort by 

Order Ascending or descending 

 General 

Sub Total By Department, Subdepartment, or none* 

Breakdown By Display day-by-day breakdown* 

Max Items Limit report to a specified number of items 

 * NOTE: A selection must be made in both Subtotal and Breakdown By for either function to work.  Selecting one and not 

the other will not display your results correctly   
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Example 1 – Top 5 Selling Items 

In the following section we will create a report to display the top 5 selling items in the store over the past year sorted 

from most units sold to least 

• Enter a Report Number and Description for 
the report 
 Ex. Report Number: 1 
 Ex. Description: Top 5 selling items 

 

• Select the time Period 
 Ex. Year to Yesterday 

 

• Select the sort criteria from the By Field box 

• Select the sort Order 
 Ex. Since we want our report to list the 

items from most sold to least, we will 
select Qty Sold in the By Field box and 
Descending in the Order box 
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• Enter the maximum number of items to 
display on the report 
 Ex. Since we are only interested in the top 

5 sellers, we will enter “5” 

 

• Click the Selection Criteria tab 

 

• On the right side of the screen, click the New 
button 

NOTE: If any criteria were previously 
created they will appear in this window 
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• Click the New toolbar button 

NOTE: If any criteria were previously 
created they will also appear in this 
window 

 

• Enter a Number and Name for your criteria 
 Ex. Number: 1 
 Ex. Name: Top 5 sellers 

 
This screen allows you to fine tune your search by 

highlighting and configuring different criteria 

from the list.  You may select and configure as 

many criteria from the list as necessary to 

generate the desired report 

• Highlight the line you wish to configure and 
click the Select button 

• Configure the criteria as needed 
 Ex. Since we are only interested in items 

with a sales quantity greater than 0, we 
enter “.1” in the From field (press 
Backspace in the field to clear existing 
data) 

• Click OK 
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In the selection column, you will see an indication 

of the selection you have made. 

• Click OK 

 

You will be returned to the previous screen with 

your newly created search criteria visible 

• Click Close 

 

1. Highlight Top 5 Sellers 

2. Click Select 

3. Click Apply 

4. Click Preview 
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Report Description 

Sales: Unit price multiplied by 

quantity sold 

Refunds: Money returned to the 

customer via refund 

P. Over: Not used 

Discounts: Total amount of 

discounts 

Coupons: Total amount of store 

and vendor coupons 

 

In addition to the item PLU / UPC, description, department, and Unit Price the report also shows the Quantity and dollar  

NOTE: The figures in the table at the bottom of the report are calculated using all items not excluded by the Selection 

Criteria regardless of whether they appear in this report or not.  In other words, even though we chose to limit the report 

to 5 items in the Max Items box (see here) the figures at the bottom were calculated using ALL items that had at least a 

single item sold during the specified period 

• To print the report, click the  button in the toolbar at the top of the window  

• Click OK to print the report or Cancel to return to the PLU Sales Report  

• When finished, click Exit to return to the ISS45 Office main screen  
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Example 2 – Multiple Selection Criteria 

In the following section we outline the steps need to display all Dairy Items that, as of today, cost between $7 and $8, 

sorted alphabetically 

• From the Main PLU Item Report screen, click 
the New button 

 

• Enter a Report Number and Description 
 Ex. Report Number: 2 
 Ex. Description:  Dairy $7-$8 

• Select the time Period 
 Today is selected by default.  This can be 

left as is for this search 

• Select the sort Order 
 In the By Field box select Description and 

in the Order box select Ascending.   
 Doing this will display our results 

alphabetically  
from A-Z 

• Enter the maximum number of items to display 
 We will leave this box empty because we 

want to see all the items in dairy between 
$8-$9 
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• Click on the Selection Criteria tab 

 

• On the right side of the screen, click the New 
button to create a selection criterion. 

NOTE: Previously created search criteria 
will appear in this window 

 

 

• Click the New toolbar button 
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• Enter a Number and Name for your criteria 
 Ex. Number: 2 
 Ex. Name: Dairy $7-$8 

 

 

• Highlight the Department line and click the Select 
button 

• Since we are only interested in items from one 
Department we will select the “Some” button. 

 

• Click Select 
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• Select Dairy using the checkbox and click OK 

 

• Click OK 

NOTE: If an error was made during your selection press 
Un-Select and then Select to return to the Multi Selector. 

 

• Highlight the Price column and press the 
Select button 
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• Enter 700 in the From field and 800 in the To filed and 
click OK 

NOTE: You do not have to type in a decimal point however 
you MUST type in any numbers—including zeroes–that 
appear to the right of the decimal 

  

• In the Selection column, you will see 
indications of the selections you have made. 

• Click OK  

 

• In the list you will see the Selection 
Criteria you just created 

• Click Close 
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1) Highlight “Dairy $7-$8”  

2) Click Select 

3) Click Apply 

4) Click Preview 

 

Report Description 

Sales: Unit price multiplied by 

quantity sold 

Refunds: Money returned to the 

customer via refund 

P. Over: Not used 

Discounts: Total amount of 

discounts 

Coupons: Total amount of store 

and vendor coupons 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the PLU Sales Report  

• When finished, click Exit to return to the ISS45 Office main screen   
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Cashier Reports 

The Cashier Reports provide information used for cashier balancing, cashier performance measurements and more. 

• Access the cashier reports menu by expanding the Reports folder in the menu tree on the left hand side and then 
double click on Cashier Reports 

 

Cashier Report 
Allows you to view the total amount of money expected by each cashier 

during a specified period 

Over Limit Cashier Report 
Shows which cashiers currently have more cash in their drawer than the 

amount specified in the Cash in Drawer Limit parameter 

Itemized Check Report by 

Cashier 
Shows the details of payments received by check, on a check-by-check basis 

Cashier Performance Report Shows cashier time and performance at the terminal. 

Active Cashier Report 
Lists all cashiers who have signed on to a POS terminal at any point since the 

last EOD 
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Cashier Report  
Allows you to view the total amount of money expected from each cashier during a specified period.  The Cashier report 

can only be zeroed during the End of Day process 

• Access the Cashier Report by expanding the Reports folder, then expand 
the Cashier Reports folder and double click on Cashier Report 

 

• The Cashier Report window appears 

• Select the cashier you wish to run a report 
for 
 Selecting multiple cashiers will generate 

a separate report for each 

Select All Selects all cashiers 

Unselect All Unselects all cashiers 

Un Mark Removes checkmark from 

selected cashier 

• Select the report date range you wish to see 

Current 
Shows information for the 

current business day 

By Date Select a start and end date 
 

 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Gross Takings: 
Returns: total sales refunded 

Discounts: amount deducted from promotions 

and sales 

Non-Merch. Sales: sales total from community 

partnership, fees, and gift cards 

Negative dep. Sales: total from bottle returns 

department 

Receipts: total from Received On Accounts (ROA) 

or Paid Ins 

Payouts: total paid out to vendors 

Tax: total in tax dollars 

Media: 
Voids: amount scanned or keyed, and then 

deducted 

Cancels: total from item corrects 

Subtracts: total from items voided 

Refunds: total dollars returned to customers 

Price Overrides: not used 

Statistics: 
Items per Customer: total items sold divided by 

total transactions 

Item count: total of items sold 

Logged-On Time: duration of time on register 

Active Time: duration of time signed on and not 

in Secure Mode 

Customer Time: percentage and amount of time 

per customer (ringing + tendering) 

Ringing Time: percentage and amount of time 

ringing items (minus tendering) 

Tendering Time: percentage and amount of time 

tendering (minus ringing) 

Idle Time: duration of time in Secure Mode 

Customers per Hour: customer count divided by 

hours 

Sales Volume per Hour: total sales divided by 

hour 

Items per Hour: item count divided by hours 

  

• To print the report, click the  button in the toolbar at 
the top of the window 

• Click OK to print the report or Cancel to return to the Cashier 
Report 

• When finished, click Exit to return to the ISS45 Office main 
screen 
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Over Limit Cashier Report  
Shows which cashiers currently have more cash in their drawer than the amount specified in the Cash in Drawer Limit 

parameter 

• Access the Over Limit Cashiers Report by expanding the Reports folder, 
then expand the Cashier Reports folder and double click on Over Limit 
Cashiers Report 

 

Report Description 

Total: Amount of cash paid into the cashiers till 

Status: Indicates if a cashier is currently signed 

into a lane 

Active: The register the cashier is currently signed 

in to 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Over Limit Cashiers Report 

• When finished, click Exit to return to the ISS45 Office main screen  
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Itemized Check Report by Cashier  
Shows the details of payments received by check, on a check-by-check basis 

• Access the Itemized Check Report by Cashier Report menu by expanding 
the Reports folder, then expand the Cashier Reports folder and double 
click on Itemized Check Report by Cashier 

 

• The Itemized Check Report by Cashier Report 
window appears 

• Select the cashier you wish to run a report 
for 

Select All Selects all cashiers 

Unselect All Unselects all cashiers 

Mark / Un 

Mark 

Toggles the checkmark for 

selected cashier(s) 

• Select the report range type you wish to see 

Online 
Shows live information for 

the current business day 

Period 

Will show information for 

the period type selected: 

Day, Week, Month or Year 

By Range Select a start and end date 
 

 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Check Amount: amount of check 

accepted by cashier 

Order Total: total dollar amount 

of transaction 

Change Given: amount of change 

given to customer  

Ticket No.: Transaction number 

Date & Time: Date and Time 

transaction took place 

ID Number: Cashier number 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Itemized Check Report by Cashier 

• When finished, click Exit to return to the ISS45 Office main screen  
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Cashier Performance Report  
Shows cashier time and performance at the terminal 

• Access the Cashier Performance Report by expanding the Reports folder, 
then expand the Cashier Reports folder and double click on Cashier 
Performance Report 

 
• The Cashier Performance Report window appears 

• Select the report range type you wish to see 

Today 
Shows live information for the 

current business day 

Weekly 
Shows cashier performance for the 

current week 

Monthly 
Shows cashier performance for the 

current month 

Period 

Will show information for the period 

type selected: Day, Week, Month or 

Year 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer  
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Report Description 

Scan Statistics 

Total number of items and the 

percent of total items rung in 

using each method 

Scanned: Bar code was scanned 
successfully 
Keyed: Item PLU/UPC was keyed 
in manually 
Dept.: Item was rung to 
department and price was 
entered manually 

Times 
The total time and the percentage 

of total time spent by the cashier 

engaged in each activity 

Modifiers 
Count of each item listed 

Cancel: Total number of Item 
Corrects 
Subt: Total number of Voided 
items 
Void: Total number of Voided 
transactions 

Rings/Min 
Average number of items scanned 

and keyed per minute by the 

cashier 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click the  in the upper right-hand corner to close the Report window and return to the Cashier Performance 
Report window 

• When finished, click Exit to return to the ISS45 Office main screen  
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Active Cashier Report  
Lists all cashiers who have signed on to a POS terminal at any point since the last EOD 

• Access the Active Cashiers Report by expanding the Reports folder, then 
expand the Cashier Reports folder and double click on Active Cashiers 
Report 

 

• The Active Cashier Report appears 

Report Description 

Cashier Number: Number of currently signed-on 

cashier 

Cashier Name: Name of cashier 

Accountability: Total amount of cash cashier is 

accountable for 

Declared Amount: Not used 

POS: Register cashier is signed in to 

 

• To print the report, click the  button in the toolbar at the top of the window 
• Click OK to print the report or Cancel to return to the Active Cashier Report 
• When finished, click Exit to return to the ISS45 Office main screen  
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Productivity Reports 

The Productivity Reports can be used to track current and historical sales information, broken down in 15, 30 or 60 

minute increments that can be used to track productivity, sales and customer volume. 

Online Hourly Productivity 
Generate reports and graphs containing online, i.e. real-time, productivity data for each hour, half hour, or 15 minutes of 

the day 

• Access the Online Hourly Productivity Report by expanding the Reports 
folder, then expand the Productivity Reports folder and double click on 
Online Hourly Productivity 

 

• Print the report or specify different time 
increments using the toolbar buttons at the top 
of the window 

 

• View graphs of the data by clicking the Graph 
tab 
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• Use the toolbar buttons to copy, print, or change the view style of the graph  

• Click the Daily toolbar button to activate the Criteria 
Selection tab 

• This tab allows you to view historical data for the 
dates you select 
 Select a Range of dates or 
 Run a daily report for a specific day 

• Print the report or specify different time increments 
using the toolbar buttons at the top of the window 

 

Report Description 

Time: Period of time displayed in 

the increment selected 

Sales: Total sales for the time 

period 

%: Percentage of total daily sales 

time period accounts for 

Cust: Total customers for the time 

period 

POSs (avg): Average amount of 

active POS terminals for the time 

period 

Amount per POS: Amount of sales 

per POSs (avg) 

Amount per Cust.: Average dollar 

amount per customer 

Items: Item count for the time 

period 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Hourly Productivity Report 

• When finished, click Exit to return to the ISS45 Office main screen  
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Miscellaneous Reports  

The Miscellaneous Reports are used to track Voided Transactions and Refunds. 

• Access the Miscellaneous Reports menu by expanding the Reports folder in the menu tree on the left-hand side and 
then double click on Miscellaneous Reports 

 

Voided Transactions Report Displays a record of transactions that have been voided at the POS terminals 

Refunds Report 
Displays a record of the different types of returns that were performed at the 

POS terminals 
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Voided Transaction Report  
The Voided Transactions Report displays a record of transactions that have been voided at the POS terminals 

• Access the Voided Transactions Report menu by expanding the Reports 
folder, then expand the Miscellaneous Reports folder and double click on 
Voided Transactions Report 

 

• The Voided Transactions Report window appears 

• Select the report range type you wish to see 

Online 
Shows live information for the 

current business day 

Period 

Will show information for the period 

type selected: Day, Week, Month or 

Year 

By Range Select a start and end date 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Cashier: The cashier’s ID number 

POS::The POS terminal number at 

which the transaction was voided 

Ticket Time: The date and time 

the ticket was voided 

Ticket No: The ticket number that 

was voided 

Ticket Value: The value of the 

ticket that was voided 

Supervisor: The supervisor’s ID 

number (if the function is 

supervisor controlled.) 

Post-Void: Not used 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Voided Transactions Report 

• When finished, click Exit to return to the ISS45 Office main screen  



 Page 115 of 204 

Refunds Report  
The Refunds Report displays a record of the different types of returns that were performed at the POS terminals 

• Access the Refunds Report by expanding the Reports folder, then expand 
the Miscellaneous Reports folder and double click on Refunds Report 

 

• The Refunds Report window appears 

• Select the report range type you wish to see 

Online 
Shows live information for the 

current business day 

Period 

Will show information for the period 

type selected: Day, Week, Month or 

Year 

By Range Select a start and end date 

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer 
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Report Description 

Date & Time: The date and time 

that the refund was performed 

Cashier: The cashier’s ID number 

POS: The number of the POS 

terminal at which the refund was 

performed 

Return Type: The predefined code 

and description for the return 

types. For example, a return 

transaction or single refund inside 

a ticket 

Ticket No: The ticket number of 

the refund transaction. Amount: 

The value of the refunded item or 

items 

Supervisor: The supervisor’s ID 

number (if the function is 

supervisor controlled) 
 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Refunds Report 

• When finished, click Exit to return to the ISS45 Office main screen  
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End of Day Log and History Reports  

The End-of-Day Reports house a large selection of historical information, some of which is not available in other ISS45 

reports. 

End of Day Reports  
Allows you to view and print a selected report for a previous day.  There are 96 reports generated nightly.  365 days of 

reports are available 

• Access the End Of Day reports by expanding the Reports folder, then 
expand the EOD Log and History Reports folder and double click on End of 
Day Reports 

 

• 2Select the desired report  
 The list of reports can be narrowed by 

selecting a report category from the 
Category drop menu 

 

• To sort the list alphabetically click on the 
Report Name column header 

• Select the desired date from the Available 
Dates selection 
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• Reports include: 
 Department Analysis- detailed sales statistics by department 
 PLU Not Found – PLU / UPC of item and number of times rung in 
 Refunds report – itemized refund information including cashier, amount, and approving manager 
 Unrecalled Saved Transactions – cashier, amount, time saved 
 PLU Audit – ISS45 OFFICE user who changed prices, added items, ran batches 
 Cashier Void and Error Correction – amount of voids, subtracts for each cashier  

• Click Preview to view the report on the screen 

• Click Print to send the report to your printer  
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Electronic WIC 

Approved Product List (APL) Report 
Allows you to view and print a list of all items which your state lists as WIC eligible 

• Access the Approved Product List Report by expanding the Reports folder, 
then expand the Electronic WIC folder and double click on Approved 
Products List Report 

 

• The Approved Products List Report appears 
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Report 
Description 

PLU No.: PLU or UPC code of 

the item 

Description: Description of the 

item 

Max Price: Maximum allowed 

retail price (if any) allowed by 

the state 

Qty: Number of items that are 

included in one unit 

Qty/Price: Current quantity 

and price as set in the stores 

PLU file 

Cat/Subcat: Category and 

Subcategory assigned by the 

state 

UOM: Units in which the 

benefit quantity is measured in 

(Count, weight, dollar amount) 

Effective Date: Date that the 

item was first made available 

for purchase with WIC 

Expiration Date: Last date that 

the item will be available for 

purchase with WIC 

 

 
 

• Click the  icon at the top of the window to search by 
PLU, UPC, or description 

 

• Enter your search terms on the Find what: line and then 
click Find Next 

 

• To print the report, click the  button in the toolbar at the top of the window 

• Click OK to print the report or Cancel to return to the Approved Product List Report 

• When finished, click Exit to return to the ISS45 Office main screen  
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System Administration 

The System Administration folder contains the applications used to create and maintain ISS45 Office users. 

Link Users and Menus 

Adding a New User or Editing an Existing User 

• Expand the System Administration folder in the menu tree on the left hand 
side, expand the Menu Builder folder and then double click on Link Users 
and Menus 

 

• Click the New button in the toolbar at the top of the window 

 

• Enter the user’s name and press Tab or Enter 
 User names are not case sensitive 

• Enter a temporary Password  
 The user will be required to change this password at 

first log in. 
 Passwords are case sensitive 
 The following rules must be followed when creating 

a password 
▪ Password must be a minimum of 7 characters 
▪ Password must contain at least one number 
▪ Password must contain at least one letter 

• Confirm password 
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• Checking the box next to Locked or Inactive will lock the 
user and prevent them from logging in to ISS45 
 After 90 days of inactivity a user will automatically 

be marked as Inactive, removing this check mark will 
allow the user to login 

• The Marked for Deletion option is not in use 

• Under the Select Module to Assume Decimal Places 
heading, place a check mark next to  
 Cash Office 
 PLU Management 
 Promotions 

• The Cashier field should be set to none 

• Click OK to save the user information 

• Click Cancel to discard changes and return to the Users 
and Menus screen  

• Click the Link Users to Menu tab 

• The newly created user should now be present under 
the Not Members heading on the right-hand side 

• Select the new user and then click the Add button 

 



 Page 123 of 204 

• The new user should now appear under the Members 
heading on the left-hand side 

• Click the  button to return to the main ISS45 
screen 

 

• When the user signs in for the first time they will be prompted 
to create a permanent password. 
 Passwords are case sensitive 
 The following rules must be followed when creating a 

password 

▪ Password must be a minimum of 7 characters 
▪ Password must contain at least one number 
▪ Password must contain at least one letter 

NOTE: It is highly recommended to use the same 
username/password as the user’s SAL Browser 
username/password 
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Resetting a User’s Password 

• Expand the System Administration folder in the menu tree on the left-hand 
side, expand the Menu Builder folder and then double click on Link Users 
and Menus 

 

• Click the user whose password you wish to reset and 
make sure the  appears to the left of that line 

• Click the Edit button in the toolbar at the top of the 
window 

 

• Click the Reset Password button 
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• The password fields will now be blank 

• Enter the user’s new TEMPORARY password on the 
Password and Confirm 

NOTES: Passwords are case sensitive 
The following rules must be followed when creating 
a password 

▪ Password must be a minimum of 7 characters 
▪ Password must contain at least one number 
▪ Password must contain at least one letter 

 

• When the user next attempts to log in, they will be prompted 
to create a new password 

NOTES: Passwords are case sensitive 
The following rules must be followed when creating a 
password 

▪ Password must be a minimum of 7 characters 
▪ Password must contain at least one number 
▪ Password must contain at least one letter 
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Utilities 

The Utilities folder contains the Electronic Journal application, which is used to search and view customer receipts. 

Electronic Journal 

The Electronic Journal (EJ) allows you to search for and display transactions from the POS terminals. This enables 

you to monitor cashier performance, track sales for selected items and departments, and solve customer queries or 

complaints. The Electronic Journal guides you through a series of menus and options allowing you to define search 

criteria and sort the results according to your requirements. 

• Expand the Utilities folder in the menu tree on the left-hand side and then 
double click on Electronic Journal 

 

• Highlight the line with the desired day’s date 
making sure the  appears to the left of that line 
 Transactions are listed from newest to oldest 

with the current day at the top 
 To search multiple days, click the box in the 

column labeled Mark for the days you want to 
search 

• Click the  button at the top of the screen 

 

• If at any time you receive the error shown to the right, your search criteria did 
not match any transactions on the selected date 
 Modify your criteria or select another transaction date. 
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Single Choice Search 

• This option allows you to search by a single criterion 

• Use the mouse to select a search type or type the number in 
front of the search type into the Search By box and then click 
OK 

NOTE: For this example, we will search by Tender Type 

 

• The Tender Type search screen appears 

• Click the Tender Type drop box and select the tender type you 
wish to search for 

• Click Search to begin  

 

• A list of transactions that meet the specified search 
criterion is displayed 

• Click the transaction you wish to view making sure 
the  appears to the left of that line 

• Click Zoom to view that transaction 
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• Available toolbar buttons are 

 
Exits the Transaction List and returns to the Trading Day selection screen 

 
Opens the selected transaction 

 
Opens the Sort Options window 

 
Opens the Search Types window, allows you to further refine search results 

 
Returns you to the last viewed transaction 

 
Prints the currently selected transaction 

 
Prints the current list of transactions 

• If at any time you receive the error shown to the right your search criteria did not 
match any transactions on the selected date 
 Modify your criteria or select another transaction date. 

 

• The View Ticket window displays the transaction detail as 
it originally printed at the register 

• Use scroll bar on the right-hand side to move up and 
down the screen 

• For transactions that require a signature on the payment 
terminal click the Display Signature button to view an 
electronic copy of the customer’s signature 

• Click the Print button to print a copy of this receipt 

• Click Exit to exit View Ticket window and return to the 
transaction list  
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Single Choice Search + Additional Criteria 

• After making a Single Choice selection (in the 
example above the choice was Tender Type / 
Cash) from the results screen click Search By 

 

• The Search Option menu screen appears.  Select an 
additional search parameter (in the example shown 
Transaction Amount is selected). 

• Click OK 

 

• Type the low (From) amount of the transactions you wish to 
search for and press ENTER 

• Type the high (To) amount of the transaction you wish to 
search for and press ENTER 

NOTE: For this example, we will search for all transactions 
between $10 and $30 

• Click the Search button to begin 
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• The filter is applied, and the results are displayed 

• Additional filters may be applied by pressing or 
clicking Search By allowing you to narrow the 
results even further 

 

Event Search 

• Select Search Type 15 – Events and then click OK 
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• Use the mouse to select the event type you wish to search  

NOTE: For this example, we will select 1 - Void 

• Click OK to continue 

 

• Type the low (From) amount of the transactions you wish to search 
for and press ENTER 

• Type the high (To) amount of the transaction you wish to search for 
and press ENTER 

NOTE: Using the default From (-999999.99) and To (999999.99) 
values will return a list of ALL voids for the selected time period 

• Click Search to begin  

• A summary list of transactions that meet the 
specified search criteria is displayed 

• Click the transaction you wish to view making sure 
the arrow  appears to the left of that line 

• Click Zoom to view the transaction 
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• The View Ticket window displays the transaction detail as it 
originally printed at the register 

• Use scroll bar on the right-hand side to move up and down the 
screen 

• For transactions that require a signature on the payment 
terminal click the Display Signature button to view an 
electronic copy of the customer’s signature 

• Click the Print button to print a copy of this receipt 

• Click Exit to exit View Ticket window and return to the 
transaction list  

 

Multiple Choice Search 

• This option allows you to search up to five different criteria at 
the same time 

• Select 15 – Multiple Choice and click OK 
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• Type in the criteria in each field you wish to search for and 
press OK 
 If you do not limit the search on one of the five search 

criteria you will get all information for that criterion (i.e. 
All POS terminals, or all cashiers) 

• This example is a search for the following: 
 Only transactions that occurred at POS 2 
 Only transactions that were rung by Cashier 201 
 All transaction numbers 
 All hours of the day 
 Only transaction amounts from $1 to $30 

 

• A summary list of transactions that meet the 
specified search criteria is displayed 

• Click the transaction you wish to view and make 
sure the  appears to the left of that line 

• Click Zoom to view that transaction 

 

• The View Ticket window displays the transaction detail as it 
originally printed at the register 

• Use scroll bar on the right-hand side to move up and down the 
screen 

• For transactions that require a signature on the payment 
terminal click the Display Signature button to view an 
electronic copy of the customer’s signature 

• Click the Print button to print a copy of this receipt 

• Click Exit to exit View Ticket window and return to the 
transaction list  
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Tech Resource Menu 

• From the ISS45 OFFICE main menu expand Tech Resource Menu then double click one of the application groups 
below. (You may click on either the item in the tree list or the icon in the right pane.) 

 

Reboot and Shutdown Lane Shut down or reboot a POS terminal 

Wake Up Lane Wake up a POS terminal 
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Reboot and Shutdown Lane 

Used to restart or power off a register from the back office 

• Access the Reboot and Shutdown Lane menu by expanding the Tech 
Resource Menu folder and double click on Reboot and Shutdown Lane 

 

• Enter the number of the POS terminal and click either Restart 
Lane or Shutdown Lane 

 

Wake Up Lane 

Used to wake up and turn on a lane from the back office 

• Access the Wake Up Lane menu by expanding the Tech Resource Menu 
folder and double click on Wake Up Lane 

 

• Enter the number of the POS terminal and click either Wakeup 
Lane 
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Save-A-Lot Store Report Update 

The Save-A-Lot Store Report Update function is used to update sales totals in the Save-A-Lot Browser with current sales 

information from ISS45 prior to balancing cashiers or the store. 

Note: The Save-A-Lot Store Report Update function must always be run prior to balancing a cashier or the 

store. 

You should NOT have the Save-A-Lot Store Reports open at the time you run the Update Save-A-Lot Reports 

function 

• Double click on Save-A-Lot Store Report Update at the bottom of the menu 
tree 

 

• Data will flash across the screen as the Update Save-A-Lot 
screen appears.  This function will copy all required ISS45 
sales information into the Save-A-Lot browser reports.  
When complete, the system returns to the ISS45 Main 

Screen. 
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Enhanced Bad Account Management 

The Enhanced Bad Accounts functions are used by stores that are not using TeleCheck Electronic Check Authorization 

services. 

Enhanced Bad Accounts allow the store to maintain a list containing the account numbers, account holders, and 

amounts of returned checks.  When a check in the Enhanced Bad Accounts list is tendered at the PoS terminal, a control 

check message appears on the PoS cashier display. 

Enhanced Bad Accounts 

Enter a New Bad Account 

• From the ICL main menu, double-click on Enhanced Bad Accounts 

 

• Click the New toolbar button 
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• Type in the Account Number and hit enter on your 
keyboard 

• Fill out the remaining fields as indicated in the 
table below 

 

 

Routing number Enter the Routing number from the check 

Account Name Type in the account holder’s name 

Initials Type in your initials 

Tender  Select CHECK from the dropdown 

Amount Tendered Type in the dollar amount indicated on the check 

Amount Owed This field is not editable 

Date Tendered Type in the date of the bad check (if the date is not written on the check, enter today’s date) 

Original Store  Type the number of the store where the check was originally written 

Control Check Select Check File Alert from the dropdown 

Special 

Description 

(Optional) Information text field available for use. You may want to log information specific to 

this account. For example, customer will return next Friday to sign the check. 
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• Click Apply to save and enter another bad check  

or 

• Click OK to save and exit 

 

• Click Exit to return to the ISS45 Office main screen 

Edit an Existing Bad Account 

• From the ICL main menu, double-click on Enhanced Bad Accounts 

 

• Click the Filter toolbar button 
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• Activate the radio button next to the words Amount Owing 
 Leave the From and To fields at the defaults 

• Click the OK button 

 

• Select the account you wish to edit and click the 
Edit toolbar button 

 

• Edit as outlined in the previous section, Enter a New 
Bad Account 
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Delete an Existing Bad Account 

• From the ICL main menu, double-click on Enhanced Bad Accounts 

 

• Click the Filter toolbar button 

 

• Activate the radio button next to the words Amount Owing 
 Leave the From and To fields at the defaults 

• Click the OK button 
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• Select the account you wish to delete and click 
the Delete toolbar button 

 

• When finished, click Exit to return to the ISS45 Office main screen 

View/Print a List of All Bad Accounts 

• From the ICL main menu, double-click on Enhanced Bad Accounts 

 

• Click the Report toolbar button 
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• To print the report, click the  button in the toolbar at the top of the window 

• When finished, click Exit to return to the ISS45 Office main screen 
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Member Promotions 

The promotion functions allow you to set up various types of promotions. These promotions may be set up to run on 

specific days of the week and at different times 

Member Promotion types: 

 Enhanced Promotions – as promotional items are scanned, rewards are applied immediately 
 Group Promotions – are similar to Enhanced Promotions, but include the ability to link various groups of items 
 Level Promotions – are similar to Enhanced Promotions, but include the ability to define up to five different 

levels of conditions and rewards 

Enhanced Promotions 

This section covers generic instructions for creating new promotions using the Enhanced Promotions menu.  Examples of 

more specific promotions can be found in the following sections 

Accessing the Enhanced Promotions menu 

• From the ICL Main Menu select  
Member Promotions ➔ Enhanced Promotions 

 

• After opening the Enhanced Promotion menu a 
list of currently configured promotions is 
displayed 

• To create a new promotion, click the New 
button 

• To edit a promotion: 
 Click the line you wish to edit making sure 

the arrow  appears to the left of that 
line 

 Click the Edit button 

• To delete a promotion: 
 Click the line you wish to edit making sure 

the arrow  appears to the left of that 
line 

 Click the Delete button 
 

  



 Page 145 of 204 

Creating a New Promotion 

• Click the New button to create a new promo 

 

Configure Promotion Dates and Times 

• Enter a unique Promotion ID for the promo 

• Enter a Description to identify the promo 

 

Start Date Date and Time that the promotion should take effect 

End Date Date and Time that the promotion should end 

Day Settings 
Used to set the days of the week and beginning and ending hours of each selected day that 

the promo will be available 

Credit Program Not Used 

Linked Promotion Not Used 

Coupon Type Not Used 

Coupon Required Not Used 

Delayed Promotion 
Will delay the promo discount from being applied to the transaction until after the Total key 

has been pressed.  Delayed Promotion should be checked for all promotions 

Non Netted Discount Not Used 

Promotion Identifier Not Used 

• Click Apply and then click the Set Attachment button  
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Attach Items to the Promotion 

• Click the drop menu under the Set Attachment By: 
heading to select an attachment type 

• Click the  button 

Link by UPC 
Allows specific PLU’s or 
UPC’s to be attached to the 
promotion 

Link by Mix & Match Not Used 

Link by Department 
Attaches all items in a 
selected department to be 
attached to the promotion 

Link by Manufacture Not Used 

Link by Price Group Not Used 

Link by Segments Not Used 

 

Link by UPC 

• Select the Item radio button 

• Type the PLU or UPC of the item to be attached to 
the promo and press enter on your keyboard 

• Click OK 

 

Link by Department 

• Select the departments to be attached to this promotion and click OK 
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• All PLUs/UPCs and departments that have been 
attached to this promotion will be displayed 

• Click Close to return to the Enhanced 
Promotion menu 

 

Promotion Settings 

• Click the Settings tab 

• Configure the settings on this tab using the 
table on the next page 
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SETTING TAB 

Mark Down Department If desired, a department can be charged all reward amounts for this promotion 

Group Type 

Select the trigger type that determines whether threshold amounts have been met 

for reward purposes. The choices are: 

Units The purchase of unit quantities 

Weighted Decimal The purchase of weight amount or decimal 

quantity (“liters” for example). 

By Value The purchase of a specified dollar amount 

Credits Not Used 

Order Value The total amount of the transaction 
 

Reward Type 

Select the type of promotion reward to award the customer: 

Cash Cash off total (not per item) 

Percentage Off Percent off item 

New Price New price for item 

Amount Off Per item Amount off per each item 

Amount Off Per Pound Amount off per each pound 

New Price per pound New price per pound 

Credits Credits/Points awarded per item 

Target Message Not Used 

Free Item Issue a free item 

Percent Off Order A percentage off the transaction total 

Amount Off Order An amount off the transaction total 

Credits Per Order Not Used 

New Price Per Quantity New Price per item  
 

Reward 

Based on the Reward Type chosen (above), enter the reward amount (in amount 

off, percent discount, new price, credit points/miles, quantity of free items, 

message number, etc.). 

Give reward on 
If variable amount items are attached to this promotion, will determine which item 

(highest or lowest priced) will be discounted 

Reward Entered By cashiers Not Used 

Points Redemption Approval Not Used 

Limit Quantity Number of times that this promotion can be awarded within a single ticket 

Minimum Purchase Minimum-qualifying transaction purchase amount to allow the reward. 

Threshold Quantity Minimum quantity of items a customer must purchase before discount is applied 

2nd Threshold 
Additional quantity of items a customer must purchase before discount is applied 

to the order an additional time. 

Minimum Item Value Minimum value (of attached items) that must be purchased to receive a reward. 

Minimum Item Weight Minimum weight (of attached items) that must be purchased to receive a reward. 

Maximum Item Weight Maximum weight (of attached items) that must be purchased to receive a reward. 

• Click OK complete the promotion setup  
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Advertised Price Promotions 
Allows the store to set-up items to ring at promotional advertisement prices.  Promotions can be setup prior to 

the date the advertised price takes effect and will automatically expire and revert to normal retail pricing 

Configure Promotion Dates and Times 

• From the ICL Main Menu select Member Promotions ➔ Enhanced 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 

 



 Page 150 of 204 

• Enter a Promotion ID and Description 

 

• Enter the Start Date and End Date of the 
promotion  
 Start and End dates will always default to 

the current date 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

 

Attach Items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link 
by UPC option is selected from the dropdown 

menu and then click the  button 
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• Use the PLU Item Selector window to select all 
items that will be attached to this promotion and 
click OK 

 

• Click the Close button 

 

Promotion Settings 

• Click the Settings tab 

• Change the following settings 

 Mark Down Department: leave blank 
 Group Type: Units 
 Reward Type: New Price Per Quantity 
 Reward: Advertised price of item 

• If the amount of reduced price items a 
customer can receive per transaction is limited, 
enter that number in the Limit Quantity field 

• If a customer must spend a minimum amount 
to qualify for this promotion, enter the dollar 
amount in the Minimum Purchase field 

• Click OK  
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Buy 1 Get 1 Promotions 
Allows the store to set-up items to ring at promotional buy 1 get 1 prices 

Configure Promotion Dates and Times 

• From the ICL Main Menu select Member Promotions ➔ Enhanced 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 

 

• Enter a Promotion ID and Description 
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• Enter the Start Date and End Date of the 
promotion 
 Start and End dates will always default to 

the current date 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Attach Items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link 
by UPC option is selected from the dropdown 

menu and then click the  button 

 

• Use the PLU Item Selector window to select all items 
that will be attached to this promotion and click OK 
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• Click the Close button 

 

Promotion Settings 

• Click the Settings tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward Type: Free Item 
 Reward: 1 
 Give reward on: Highest Price 
 Threshold: 2 
 2nd Threshold: 2 

• If the number of free items a customer can 
receive per transaction is limited, enter that 
number in the Limit Quantity field 

• If a customer must spend a minimum amount 
to qualify for this promotion, enter the dollar 
amount in the Minimum Purchase field 

• Click OK 
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Reduced Item Price with Minimum Purchase Promotion 
Allows the store to set-up a promotion for a reduced item price after meeting a minimum amount of purchase.  

(ex - $0.30 off the price of a dozen eggs with a minimum of $20 purchase) 

Configure Promotion Dates and Times 

• From the ICL Main Menu select Member Promotions ➔ Enhanced 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 
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• Enter a Promotion ID number and Description 

 

• Enter the Start Date and End Date of the 
promotion 
 Start and End dates will always default to 

the current date 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Attach Items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link by 
UPC option is selected from the dropdown menu and 

then click the  button 
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• Use the PLU Item Selector window to select all items 
that will be attached to this promotion and click OK 

 

• Click the Close button 

 

Promotion Settings 

• Click the Settings tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward Type: Amount off per item 
 Reward: amount of discount 
 Give Reward On: Highest Price 
 Minimum Purchase: Amount of purchase 

required to receive discount 

• If the number of free items a customer can 
receive per transaction is limited, enter that 
number in the Limit Quantity field 

• Click OK 
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Limited Quantities on Sale Items 
Allows the store to limit the quantity of items that will be sold at a sale price, all items sold above the set 

quantity will be sold at normal retail pricing. 

Configure the promotion 

• From the ICL Main Menu select Member Promotions ➔ Enhanced 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 

 

• Enter a Promotion ID number and Description 
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• Enter the Start Date and End Date of the 
promotion 
 Start and End dates will always default to 

the current date 
 Leave the Start and End times to the right 

of the date fields at the default settings 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Attach Items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link 
by UPC option is selected from the dropdown 

menu and then click the  button 

 

• Use the PLU Item Selector window to select all 
items that will be attached to this promotion and 
click OK 
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• Click the Close button 

 

Promotion Settings 

• Click the Settings tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward Type: New Price 
 Reward: Set to advertised price of item 
 Give reward on: Highest Price 
 Limited Quantity: Set to the max number 

of items the customer can purchase at sale 
price 

 Threshold: 1 
 2nd Threshold: 1 

 

• Click OK 
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Group Promotions 

Group Promotions have additional parameters and choices, allowing you to build promotions covering a wider selection 

of products. Group Promotions include a choice of ten group types. You can define each group with different purchase 

quantity requirements. 

Customers qualify for rewards by purchasing the required quantities or minimum purchase amount you specify. 

This section covers generic instructions for creating new promotions using the Group Promotions menu.  Examples of 

more specific promotions can be found in the following sections. 

Accessing the Group Promotions menu 

• From the ICL Main Menu select Member Promotions ➔ Group 
Promotions 

 

• After opening the Group Promotion menu any 
previously configured promotions are displayed 

• To create a new promotion, click the New 
button 

• To edit a promotion: 
 Click the promotion line you wish to edit 

making sure the  appears to the left of 
that line 

 Click the Edit button 

• To delete a promotion: 
 Click the promotion line you wish to edit 

making sure the  appears to the left of 
that line 

 Click the Delete button 
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Creating a New Promotion 

• Click the New button to create a new promo 

 

Configure Promotion Dates and Times 

• Enter a unique Promotion ID for the promo 

• Enter a Description to identify the promo 

 
GENERAL TAB 

Start Date Date and Time that the promotion should take effect 

End Date Date and Time that the promotion should end 

Day Settings 
Used to set the days of the week and beginning and ending hours of each selected day that 

the promo will be available 

Credit Program Not Used 

Linked Promotion Not Used 

Coupon Type Not Used 

Coupon Required Not Used 

Delayed Promotion 

Checking this option will delay the promo discount from being applied to the transaction 

until after the Total key has been pressed.  Delayed Promotion should be checked for all 

promotions. 

Non Netted Discount Not Used 

Promotion Identifier Not Used 

• Click Apply and then click the Set Attachment button  
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Attach Items to the Promotion 
• Click the drop-down menu by Set Attachment By: heading to select an attachment type 

Link by UPC 
Allows specific PLU’s or 
UPC’s to be attached to 
the promotion 

Link by Mix & Match 
Not Used 

Link by Department 
Attaches all items in a 
selected department to be 
attached to the promotion 

Link by Manufacture 
Not Used 

Link by Price Group 
Not Used 

Link by Segments 
Not Used 

• Click the  button 

 

• Select the group this item will be attached to 

• Click Continue 

 

Link by UPC 

• Select the Item radio button 

• Type the PLU or UPC of the item to be attached to 
the promo and press Enter 

• Click OK 
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Link by Department 

• Select the departments to be attached to this promotion and click OK 

 

• All PLUs/UPCs and departments that have been 
attached to this promotion will be displayed 

• Click Close to return to the Enhanced 
Promotion menu 
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Promotion Settings 

• Click the Setting tab 

• Configure the settings on this tab using the 
table below 

 

Mark Down Department If desired, a department can be charged all reward amounts for this promotion 

Reward Type 

Select the type of promotion reward to award the customer: 

Cash Cash off total (not per item) 

Percentage Off Percent off item 

New Price New price for item 

Amount Off Per item Amount off per each item 

Amount Off Per Pound Amount off per each pound 

New Price per pound New price per pound 

Credits Credits/Points awarded per item 

Target Message Not Used 

Free Item Issue a free item 

Percent Off Order A percentage off the transaction total 

Amount Off Order An amount off the transaction total 

Credits Per Order Not Used 
 

Reward 

Based on the Reward Type chosen (above), enter the reward amount (in amount off, 

percent discount, new price, credit points/miles, quantity of free items, message 

number, etc.) 

Give reward on 
If variable amount items are attached to this promotion, will determine which item 

(highest or lowest priced) will be discounted 

Reward Entered By 

cashiers 
Not Used 

Points Redemption 

Approval 
Not Used 

Limit Quantity Number of times that this promotion can be awarded within a single ticket 

Minimum Purchase Minimum-qualifying transaction purchase amount to allow the reward 

Minimum Item Value Minimum value (of attached items) that must be purchased to receive the reward 

Minimum Item Weight Minimum weight (of attached items) that must be purchased to receive the reward 

Maximum Item Weight Maximum weight (of attached items) that must be purchased to receive the reward 
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Groups Settings 

• Click the Groups Settings tab 

• Configure the settings on this tab using the 
table below 

 

Groups 1-10 Items attached to this group (through the Set Attachment screen) will be used to meet a 
threshold and/or be used to issue a reward 

Group Type Type of measurement applied to each group.  Group types are: 

• Units 

• Weighted/Decimal 

• By Value 

• Credits – NOT USED 

• Order Value 

Threshold Minimum quantity (weight/decimal amount, item value, credits or order value) the customer 
must purchase to qualify for the reward. 

Apply Reward 

Calculation 

Select this checkbox if you want the reward to apply to an item out of this specific group 

Fixed group for 

promotion 

Not Used 

• Click OK complete the promotion setup 
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Pick 5 Promotions 
Allows the store to set-up different UPCs to ring at promotional prices when 5 pre-specified items are 

purchased. 

Configure Promotion Dates and Times 

• From the ICL Main Menu select Member Promotions ➔ Group 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 

 

• Enter a Promotion ID number and Description 
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• Enter the Start Date and End Date of the 
promotion 

 Start and End dates will always default to 
the current date 

 Leave the Start and End times to the right 
of the date fields at the default settings 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Attach Items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link 
by UPC option is selected from the dropdown 

menu and then click the  button 

 

• Select Group 1 from the dropdown menu and click 
Continue 
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• Use the PLU Item Selector window to select all items 
that will be attached to this promotion and click OK 

 

• Click the Close button 

 

Promotion Settings 

• Click the Setting tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward Type: New Price 
 Reward: 19.99 
 Give reward on: Highest Price 
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Groups Settings 

• Click the Group Settings tab 

• Change the Group 1 Threshold to 5 

• Click Ok 
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Coupon with Minimum Purchase Promotion 
Allows the store to set-up a coupon that can only be redeemed after meeting a minimum amount of purchase.  

(ex - $2 off coupon with a minimum of $20 purchase) 

Create a PLU for the coupon 

• From the ICL Main Menu select PLU Management ➔ PLU Maintenance  

 

• Enter the PLU / UPC for the coupon to be created 
and press enter on your keyboard 
 Use a UPC code that matches the coupon you 

will use for the promotion 

 

• Click Yes 
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• Enter a description of the Promo Coupon and set 
Department to Grocery 

• Leave the Price field set to 0.00 and leave the Store 
Coupon and Vendor Coupon fields on the Param 1 
tab unchecked 

• Click OK 

 

Configure the Promotion 

• From the ICL Main Menu select Member Promotions ➔ Group 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 
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• Enter a Promotion ID and Description 

 

• Enter the Start Date and End Date of the 
promotion 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Set Attachments 

• Click Set Attachment 
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• Under Set Attachment By: verify that the Link 
by Department option is selected from the 

dropdown menu and then click the  button 

 

• Select Group 1 and then click Continue 

 

• Select all departments that must have sales to qualify for this 
promotion and then click OK 
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• Under Set Attachment By: select the Link by 
UPC option from the dropdown menu and then 

click the  button 

 

• Select Group 2 and then click Continue 

 

• Use the PLU Item Selector to select the PLU number 
of the promo coupon that was created previously 
and then click OK 
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• You should now have a list of all departments 
and PLUs attached to this promotion 

• Click Close 

 

Promotion Settings 

• Click the Setting tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward Type: Cash 
 Reward: Set to the amount to be 

discounted 
 Give reward on: Highest Price 

• If the number of free items a customer can 
receive per transaction is limited, enter that 
number in the Limit Quantity field 
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Groups Settings 

• Click the Group Settings tab 

• Change the following settings: 

 Group 1 Group Type: By Value 
 Group 1 Threshold: Set this to the dollar 

value required to qualify for the discount 
 Group 2 Group Type: Units 
 Group 2 Threshold: 1 

• Click OK 
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Free/Reduced Item Price with Minimum Purchase and Coupon 
Allows the store to set up a promotion for a reduced or free item after meeting a minimum amount of purchase 

and presenting a coupon.  (ex: Free gallon of milk with coupon and a minimum $20 purchase) 

Create a PLU for the coupon 

• From the ICL Main Menu select PLU Management ➔ PLU Maintenance  

 

• Enter the PLU number for the coupon to be 
created and press Enter 

 Use a UPC code that matches the coupon 
that you will use for the promotion 

 

• Click Yes 
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• Enter a description of the Promo Coupon and 
set Department to Grocery 

• Leave the Price field set to 0.00 and leave the 
Store Coupon and Vendor Coupon fields on the 
Param 1 tab unchecked 

• Click OK 

 

Configure the Promotion 

• From the ICL Main Menu select Member Promotions ➔ Group 
Promotions 

 

• Click New in the toolbar  
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• Enter a Promotion ID and Description 

 

• Enter the Start Date and End Date of the 
promotion 
 Start and End dates will always default to 

the current date 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Set Attachments 

• Click Set Attachment 
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• Under Set Attachment By: verify that the Link 
by Department option is selected from the 

dropdown menu and then click the  button 

 

• Select Group 1 and then click Continue 

 

• Select all departments that must have sales to qualify for this 
promotion and then click OK 
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• Under Set Attachment By: select the Link by 
UPC option from the dropdown menu and then 

click the  button 

 

• Select Group 2 and then click Continue 

 

• Type the PLU number of the promo coupon that 
was created previously then press Enter on your 
keyboard 

• Click OK 

 

• Select Group 3 and then click Continue 

 



 Page 183 of 204 

• Type the PLU number of the promo coupon that 
was created previously then press Enter on your 
keyboard 

• Click OK 

 

• You should now have a list of all departments 
and PLU’s attached to this promotion 

• Click Close 

 

Promotion Settings 

• Click the Setting tab 

• Change the following settings 
 Mark Down Department: leave blank 
 Reward type: Cash 
 Reward: Set to the amount to be 

discounted 
 Give reward on: Highest Price 

• If the number of free/discounted items a 
customer can receive per transaction is limited, 
enter that number in the Limit Quantity field 
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Groups Settings 

• Click the Group Settings tab 

• Change the following settings: 
 Group 1 Group Type: By Value 
 Group 1 Threshold: Set this to the dollar 

value required to qualify for the discount 
 Group 2 Group Type: Units 
 Group 2 Threshold: 1 
 Group 3 Group Type: Units 
 Group 3 Threshold: 1 

• Click OK 
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Level Promotions 

Level Promotions encourage customers to purchase greater quantities to earn bigger rewards. Use the five different 

levels to define progressively larger rewards. 

Accessing the Group Promotions menu 

• From the ICL Main Menu select Member Promotions ➔ Level 
Promotions 

 
 

• After opening the Level Promotion menu, a list of 
currently configured promotions is displayed 

• To create a new promotion, click the New button 

• To edit a promotion: 
 Click the promotion line you wish to edit and 

make sure the  appears to the left of that line 
 Click the Edit button 

• To delete a promotion: 
 Click the promotion line you wish to edit and 

make sure the  appears to the left of that line 
 Click the Delete button 
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Creating a New Promotion 

• Click the New button to create a new promo 

 

Configure Promotion Dates and Times 

• Enter a Promotion ID number and Description  

 

GENERAL TAB 

Start Date Date and Time that the promotion should take effect 

End Date Date and Time that the promotion should end 

Day Settings 
Used to set the days of the week and beginning and ending hours of each selected day that 

the promo will be available 

Credit Program Not Used 

Linked Promotion Not Used 

Coupon Type Not Used 

Coupon Required Not Used 

Delayed Promotion 

Checking this option will delay the promo discount from being applied to the transaction 

until after the Total key has been pressed 

Delayed Promotion should be checked for all promotions. 

Non Netted Discount Not Used 

Promotion Identifier Not Used 

• Click Apply and then click the Set Attachment button  
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Attach Items to the Promotion 

• Click the drop menu under the Set Attachment By: 
heading to select an attachment type 

Link by UPC Allows specific PLU’s or 
UPC’s to be attached to 
the promotion 

Link by Mix & Match Not Used 

Link by Department Attaches all items in a 
selected department to be 
attached to the promotion 

Link by Manufacture Not Used 

Link by Price Group Not Used 

Link by Segments Not Used 

• Click the  button  

Link by UPC 

• Select the Item radio button 

• Type the PLU or UPC of the item to be attached to 
the promo and press Enter 

• Click OK 

 

Link by Department 

• Select the departments to be attached to this promotion and click OK 
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• All PLUs/UPCs and departments that have been 
attached to this promotion will now be 
displayed 

• Click Close to return to the Enhanced 
Promotion menu 

 

Promotion Settings 

• Click the Settings tab 

• Configure the settings on this tab using the 
table on the next page 
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SETTING TAB 

Mark Down Department If desired, a department can be charged all reward amounts for this promotion 

Group Type Select the trigger type that determines whether threshold amounts have been met 

for reward purposes. The choices are: 

Units The purchase of unit quantities 

Weighted Decimal The purchase of weight amount or decimal quantity 

(“liters” for example). 

By Value The purchase of a specified dollar amount 

Credits Not Used 

Order Value The total amount of the transaction 
 

Reward Type Select the type of promotion reward to award the customer: 

Cash Cash off total (not per item) 

Percentage Off Percent off item 

New Price New price for item 

Amount Off Per item Amount off per each item 

Amount Off Per Pound Amount off per each pound 

New Price per pound New price per pound 

Credits Credits/Points awarded per item 

Target Message Not Used 

Free Item Issue a free item 

Percent Off Order A percentage off the transaction total 

Amount Off Order An amount off the transaction total 

Credits Per Order Not Used 
 

Give reward on 
If variable amount items are attached to this promotion, will determine which item 

(highest or lowest priced) will be discounted 

Reward Entered By cashiers Not Used 

Limit Quantity Number of times that this promotion can be awarded within a single ticket 

Minimum Purchase Minimum-qualifying transaction purchase amount to allow the reward 

Minimum Item Value Minimum value (of attached items) that must be purchased to receive the reward 

Minimum Item Weight Minimum weight (of attached items) that must be purchased to receive the reward 

Maximum Item Weight Maximum weight (of attached items) that must be purchased to receive the reward 
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Level Settings 

• Click the Level Settings tab 

• Configure the settings on this tab using the 
table below 

 

GROUPS SETTINGS 

Level 1-5 Up to 5 levels of  

Group Type Type of measurement applied to each group.  Group types are: 

• Units 

• Weighted/Decimal 

• By Value 

• Credits – NOT USED 

• Order Value 

Threshold Minimum quantity (weight/decimal amount, item value, credits or order value) the 
customer must purchase to qualify for the reward. 

Apply Reward Calculation Select this checkbox if you want the reward to apply to an item out of this specific group 

Fixed group for promotion Not Used 

• Click OK complete the promotion setup 
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Multi-Tier Discount Promotion 
Multi-Tier Discount Promos can be used as a “Buy More, Save More” type of promotion, where the discount 

amount increases with the amount of money the customer spends 

Configure the Promotion 

• From the ICL Main Menu select Member Promotions ➔ Level 
Promotions 

 

• Click New in the toolbar to add a new 
promotion 
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• Enter a Promotion ID number and Description 

 

• Enter the Start Date and End Date of the 
promotion 
 Start and End dates will always default to 

the current date 
 Leave the Start and End times to the right 

of the date fields at the default settings 

• Verify that all applicable days of the week are 
checked under the Day Settings section 

• Check the Delayed Promotion option 

 

Attach items 

• Click the Set Attachment button 

• Under Set Attachment By: verify that the Link 
by UPC option is selected from the dropdown 

menu and then click the  button 
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• Select Group 1 from the dropdown menu and click 
Continue 

 

• Select all departments that must have sales to qualify for this 
promotion and then click OK 

 

• Click the Close button 
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Promotion Settings 

• Click the Settings tab 

• Change the following settings 
 Mark Down department: leave blank 
 Group Type: By Value 
 Reward type: Amount off order 
 Limit Quantity: 1 

 

Level Settings 

• Click the Level Settings tab 

• The Amount and Reward fields for Levels 1-5 
can be set to define multiple reward levels 
 The Amount field determines the upper 

range of that level 
 The Reward field sets the amount of 

discount given to the customer for sales in 
the specified range 

• Click Ok 
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Virtual Terminal 

Allows the store to clear offline EBT and credit vouchers when the MicroTrax system has come back online after a 

payment system network outage 

• From the ISS45 Main Menu double click Virtual Terminal 

 

EBT Manual Voucher Approval 

• From the Terminal Closed screen, click the 
SIGN ON button or F9 on your keyboard 
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• Enter your Cashier ID number and select lane 
Number 30 

• Click OK or F9 on your keyboard 

 

• Select the EBT Food Stamps or EBT Cash 
button 

 

• Select the Force or Voucher button 
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• Enter the customer’s EBT Card Number and 
press OK or F9 on your keyboard 

 

• Depending on state requirements you may be 
prompted to enter the Expiration Date from 
the customer’s EBT card. Press OK or F9 on 
your keyboard 

 

• Enter the Purchase Amount for the customer’s 
transaction and press OK or F9 on your 
keyboard 

 



 Page 198 of 204 

• Enter the Authorization Number given by the 
state for the customer’s transaction and press 
OK or F9 on your keyboard 

 

• Enter the Voucher Number from the 
completed customer voucher and press OK or 
F9 on your keyboard 

 

• Enter your Manager ID number and press OK 
or F9 on your keyboard 
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• The system will attempt to submit the 
transaction 

 

 

• If the system is up, you will receive a 
Transaction Approval number. Press OK or F9 
to continue 

 

• A receipt can be printed for approved 
transactions by pressing Print or F9 
 To skip printing, press Done or F10 to 

return to the tender selection screen 
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Credit Card Manual Voucher Approval 

• From the Terminal Closed screen, click the Sign 
On button or press F9 on your keyboard 

 

• Enter your Cashier ID number and select lane 
number 30 

 

• Select the Credit Card button 
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• Select the Force or Voucher button 

 

• Enter the credit card number (PAN) and press 
OK or F9 

 

• Enter the credit card Expiration Date and press 
OK or F9 
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• Enter the Purchase Amount and press OK or F9 

 

• Enter the Authorization Number for the 
transaction and press OK or F9 

 

• Enter your Manager ID number and press OK 
or F9 
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• The system will attempt to submit the 
transaction 

 

• If the system is up you will receive a 
Transaction Approval number 
 Press F9 to continue 

 

• A receipt can be printed for the transaction by 
pressing OK or F9 
 To skip printing press F10 

 

  



 Page 204 of 204 

Change Log 

Date Updated Brief Description 

10/08/2017 
v1.0 

• Initial publication 

7k12/18/2017 
v1.1 

• Updated screenshots 

4/15/2018 

V1.2 

• Corrected all* typos 

• Complete overhaul of screenshots  

• Edited for clarity, uniformity 

*probably not all 
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