(Store Name) POS
Employee Quick Start Guide
	Every shift: Computer on → enter computer pin # (XXX) or password. Then refresh the POS page and log in before doing anything else — otherwise new/changed products may not show up in search. POS user name & password.



1. Checking Out an In-Store Customer
Ring up the sale
1. If using customer info add or search for customer at top of POS not needed if checking out as guest
2. Scan the barcode or type in the search bar (top right) to find a product — the result also shows which location has it in stock.
3. Click the product to add it to the cart.
4. In the cart, use + / – to change quantity, click the green tax box to remove tax on an item, or edit the price in the box under the red delete button (if you have the rights in your user account).
5. Click a product's name in the cart to see full product detail (editing here changes it store-wide, not just this order).
Optional: discounts, gift cards, holds, quotes
1. Apply Discount — add a % or $ discount, or scan/type a gift card to validate and apply it (you can apply less than the full balance).
1. Store Credit & Rewards — only appear once a customer is attached to the cart. Click the customer's name to see their balance and rewards; both show up under Apply Discount.
1. Hold — clears the cart to help another customer, then recall it later from the held-orders list. (A hold sent from another register shows up here too, marked “Sent by …”.)
1. Save Quote / Load Quote — attach a customer, name the quote, and save. From Load Quote you can preview, edit, email, export, or load a quote back into the cart.
1. No Sale — opens the cash drawer without a sale. Clear — empties the cart.
Take payment
6. Click Checkout.
7. Cash — select Cash, enter amount tendered, complete payment.
8. Card — select the card type. The connected Stripe reader will prompt the customer to tap, insert, or swipe. Wait — the screen shows “waiting for the customer…” and updates itself to Approved once Stripe confirms. Don't re-enter or re-click during this step.
9. Splitting payment — type the amount for the first method, select that method, complete it, then repeat for the remaining balance by selecting the next payment type and amount and so on.
10. When the receipt screen appears, select the Star Printer so the cash drawer opens and the receipt prints.
	Note: Card payments are processed directly through the connected Stripe terminal — there is no separate app to open for in-store card sales.




2. Processing & Shipping an Online Order
Find the order
11. Click Orders at the top and give it a second to load.
12. Filter by Status → select Processing to see orders that still need to be packed and shipped.
13. Click View Details — this shows the products ordered, shipping type, and which store location has each item.
Pack and ship
14. Pull and pack the products.
15. Weigh the box, then click Create Shippo Label — this sends the order to Shippo and opens the Shippo site in a new tab (should log in automatically).
1. If it doesn't open or the order isn't there, log in manually — user name & password:  — and find the order.
16. Enter the box dimensions and weight if they weren't already filled in, then click Buy Label. 
17. Make sure you select the same shipping method the customer paid for. Buy Label
18. Print the packing slip on the Epson printer.
19. Print the shipping label on the Rollo printer.
20. Go back to the Order in the POS and check the Track checkbox on each product being shipped
21. Select Pulled, Shipped, Return, or NLA enter the date & tracking # NOTE: If you Select the Check Shippo for Tracking # after the checkbox is checked it will auto fill in these fields as long the shipping label has been purchased. 
22. Click Mark All Products as Shipped in the order view detail window to complete it or just click the Mark as Shipped on the orders card in the main Orders Window.


3. Returning an Order
Start the return
23. Click Orders at the top, filter by Status → Completed.
24. Find the order, click View Details, then click Return/Refund.
25. Select All or the specific quantity being returned for each item.
26. Check the box for any item being physically returned; uncheck it if it's a special order the customer never received.
27. Check the shipping box too if you're refunding the shipping charge.
28. Click Continue to Refund.
Complete the refund
29. Choose refund to the customer's original payment method, or issue store credit instead, per your return policy.
30. Click Complete Payment.
31. Print the receipt on the Star Printer.
	If the order was paid by cash, gift card, or store credit — you're done. No further steps needed.



If the order was paid by credit card
1. In-store sale (charged through the Stripe reader): log in to the Stripe Dashboard, find the original charge (search by amount, date, or customer/last 4 digits), and issue the refund there.
1. Online order (charged through GoDaddy Payments): open GoDaddy Payments → Transactions, select the order, and click Issue Refund.
	Why the extra step: Completing the refund in the POS records it in the store's order history, but it doesn't automatically pull the money back through the card processor — that part still has to be done in Stripe or GoDaddy directly.



