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Before Going Any Further...

Welcome to LiquidGuardian, a financial and inventory management system designed to help you
run your business effectively.

Please take your time to go through this document; it will walk you through all the steps from
setting up a sample account, to performing inventory audits, to reviewing the reports that the
system generates.

Reading this document will ensure that you set your account up correctly the first time.

Not reading this document thoroughly may result in extra work for you and, worse yet, inaccurate inventory data.
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How to read this document

How to read this document

This manual uses the following conventions to refer to sections, navigation and other information.

Convention Description

Text contained within this section is important to read and can
give you hints that will make the software easier to use.

This is an important note.

Information to Text formatted with this alternative font indicates text that you
Type would type in.
TAB Or ENTER Small capital letters indicate a key or a key sequence
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What You Need to Get Started

What You Need to Get Started

This section of the documentation contains a list of the supported operating environments for LiquidGuardian.

improved performance.

The recommended requirements are guidelines, hardware and software beyond the recommendations will result in

To use LiquidGuardian, you must have the following:

Operating Systems:

e Microsoft Windows 95
Microsoft Windows 98
Microsoft Windows NT 4.0 (Workstation or Server)
Microsoft Windows 2000 (Professional or Server)
Windows XP
Windows 2003 Server

Hardware Recommendations:

e  Processor : Pentium 500Mhz or equivalent
. Hard disk space : 150 MB
e RAM:
o 64 MB for Windows 95, 98 or ME
o 128 for Windows NT, 2000, XP or 2003
e Video : SVGA (800x600) with 16-bit video driver

Internet Recommendations:

e  Aninternet connection (preferably broadband through a Cable Modem or DSL)
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Introduction

Introduction

LiquidGuardian helps your business maximize its profits by purchasing, pouring, and pricing more efficiently
through periodical physical inventory audits.

Purchasing

(X

Purchasing

Maintain the optimum level of inventory and reduce costly guesswork.

Choosing the right amount of product to purchase at the right time is a difficult task. If you overstock your inventory
you tie up valuable capital which prevents you from doing other things with that money (i.e. advertising).

If you under stock your inventory you will lose sales or waste time running back and forth to your vendors
LiquidGuardian keeps track of the prices you pay and estimates your costs for purchases.

By basing your purchasing recommendations on actual usage not register sales; LiquidGuardian offers accurate
recommendations. You can even set par levels to ensure that you maintain a minimum level of inventory on a
product by product basis.

Analyze your historical usage and sales to view trends in your business.

All of your usage is stored in the system allowing you to review your usage from last week, last month, even last

year. Reviewing your historical usage can help you to discover trends in usage and allow you to react by adjusting
your inventory accordingly.

Pouring

Keep an eye on your business without actually having to watch it day and night.

Pouring perfect drinks and accounting for every ounce of product sold is a goal worth striving for. LiquidGuardian
monitors the dispensing of product discretely by comparing register sales to sales based on actual usage. You can
quickly identify shrinkage and pinpoint problem areas through detailed inventory audit reports.

Recording inventory levels doesn’t have to be rocket science.

Recording sales and usage information is greatly simplified through an easy to use audit worksheet that allows you

to take your inventory with nothing more than a pencil and paper. If utmost accuracy is your goal you may use a
scale to record the weight of your bottles to determine the amount used.

Pricing

Keep up with costs.

Costs are always on the rise; if you don't keep your prices in line with your costs, you end up losing profits.
LiquidGuardian monitors the costs of each of your products so you know when, and by how much, you need to
raise prices. With each inventory you can review the impact of rising costs in comparison to your prices in detail on
your inventory audit reports.
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Request, Download and Install

Request, Download and Install

To use LiquidGuardian you need to follow the following steps:

1. Request an account online.
2. Download and Install the software.
3. Log into LiquidGuardian with your Login and Password.

Request an Account

Request a LiquidGuardian account online by clicking on the Sign up for your free trial now link.

Your account will be created and you will receive your login information via email in 1-2 business days.

B Liquidin n Liquor hventer paement - Home { BHH 1.0, 9

4-,;[

Qb = O - 5 [@ @ Foeweh frFveies WMot £ - 5 Bl B s
s | 48] bt v Scpscuuarden.comilal

xl

Uquids..ue.wm‘

* Home  About LguidGuardians  Support  Contact Us

Register | Login

At 19, 7004

[N Wcrosoft ntermet Explor
Links LiquidGuardian Inventory Mar Software it d cinsid aslan

e = = Sign up for & LiguidGuardan account by fillng out the form below.
Sneralld L

i i i your R inventory rangrenend soldind fEE
i i T yOua Mk Yo Isndiny pacly.

. R Contact Name (first/last):
it o A1 . . Phare Number:
SIGN UP FOR YOUR FREE TRIAL NOW s
:;‘;::Ir?:|:|::-:1'::‘ el pot youw FREE storg) Days of mventory you want o keep on hand:
Addross 1:
Address 2;
City,/State/2ip:

Send Request
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Request, Download and Install

Download and Install LiquidGuardian

Click the Support link at the top of the screen.
Click on the LiquidGuardian link under Software Downloads.

Choose Open from the File Download Dialog.

File Download &3

» Some files can harmn wour computer. [ the file infarmation belaw
a looks suspicious, or you do not fully trust the source, do not open ar
zave thiz file.
File name: Liquidauardian.exe
File type:  Application

From: WAL, SITNOY S, COm

& Thiz twpe of file could harm pour computer if it contains
rnalicious: code,

Would you like to open the file or zave it to your computer?

[ Open ] [ Save ] [ Cancel l [ M are Info

Always azk before opening this tupe aof file

Choose Next from the Software Installation Dialog

1%/ LiquidGuardian Setup g O ﬁ

Welcome to the LiquidGuardian
Installation Wizard

It iz strongly recommended that you exit all\Windows programs
befare runhing thiz setup program.

Click Cancel to quit the setup program, then cloze any programs
you have winning.  Click Mest to continue the installation.

WARMNIMG: Thiz program iz protected by copyright law and
international treaties.

Unauthorized reproduction or distribution of thiz program, or any
portion of it may result in severe civil and criminal penalties, and
will be progecuted to the marimum extent possible under law.

< Back R ] [ Cancel
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Request, Download and Install

Read the Licensing Agreement, choose | accept the license agreement and click Next.

i LiquidGuardian Setup g

License Agreement G
V'ou must agree with the license agreement, below to proceed. ™ 4
F N

S

Terms of Service

1. ACCEPTANCE OF TEEMS 1

Welcome to LiqudGuardian by Simnova LLC (Simnova). Simnova provides
itz service to you, subject to the following Terms of Serwice ("TOS"), which
may be updated by us from time to time without notice to you. You can

review the most current version of the TOS at any time at:

http:Sfwrarr qudguar dian. comileudguardianftermsd. In addition, when using [,

(33| accept the license agreement
(1 do not accept the license agreement
wize Installation Wizard®

[ Reset ] [ < Back ” et > ] [ Cancel

Fill in your Full Name and Organization and select Anyone who uses this computer and click Next.

i LiquidGuardian Setup g

User Information o
Enter the following information bo perzonalize pour installation. ™ 4
™
Full Marme: |My Mame
Drgarizatior: |My Buzineszs Hame

The settings for thiz application can be installed for the cument uzer or for all users that
share thiz computer. You must have administrator rights to install the settings for all
uzers. Install thiz application far:

(%) Anyone who uses this computer
() Only for me [Patrick Gidich]

‘wize [nstallation \Wizard®

< Back H Mext > ] [ Cancel
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Request, Download and Install

Accept the default installation location and click Next.

i LiquidGuardian Setup

Destination Folder

Select a folder wihere the application will be installed,

The Wise Installation Wizard wil install the files for LiquidGuardian in the following folder.
Tainstallinto a different folder, click the Browse buttan, and select anoth&é«:lder.

You can choose not to install LiquidGuardian by clicking Cancel to exit the 'Wise
Inztallation \Wizard.

Destination Folder

C:“Program FileshSimnowvak

Browse

Wise Installation Wizard®

< Back H Mext > ] [ Cancel

Click Next to begin the installation.

i LiquidGuardian Setup g
Ready to Install the Application o
Click Mext ta begin inztallation. ¥ 4
? -
Click. the Back. buttan to reenter the installation information or click Cancel to exit
the wizard.
wize Installation \Wizard®
< Back H Mest > ] [ Cancel ]

Once the install is complete you may be prompted to restart your computer, if so please restart your computer.

Getting Started Guide
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Login and System Overview

Login and System Overview

In this section you will gain a basic understanding of the different modules within LiquidGuardian and their
functionality.

Please do not change any information unless instructed to do otherwise.

Log in to Liquid Guardian

After receiving your User ID and Password, locate the LiquidGuardian icon on your desktop and click it.
Ensure that you are connected to the internet.

At the login screen enter your User ID and Password and click the Log In button.

pleas'e Log In LigquidGuardian

zer (D

Faszword

Log In Quit

An internet connection is required to run LiquidGuardian.
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Login and System Overview

System Overview

After logging in, the LiquidGuardian application loads and presents you with the Business Module icon selected
and the Business Module screen visible.

e/ Simnova - LiquidGuardian - Inventory Management Software uw

Bilz . Help .

!'e!DemoBar

Modules

Account Details

Account |D: _
Description:
Price Region: IW

Days of Inventory:
Trapping Percent:

Tax Type:

Taxln

Edit Apply Cancel

Telephone Mumbers

Description IF’hnne Mumber I Extension

Addresses

o

141642005 8:06:17 PM
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Login and System Overview

Notice the five modules on the left of the screen.

Business Management Module
Contains detailed information about your business; you should only have to set
this information up once.

Contact Management Module
A contact manager to help you manage your business contacts.

Price Type Module

Your business may sell products at different prices. By setting up price types
LiquidGuardian will take your price types into effect when calculating your
inventory reports.

Audit Management Module

You will enter in your audit information here when you take your inventory.
Once you've finished entering your audit information you can also view your
reports here, too.

Product Management Module
Your business sells a number of different products. Product management helps
you organize your products.

By clicking on the icons, the corresponding module will open.

Follow along now by clicking on each module as a more detailed overview of each module is explained.
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Login and System Overview

Business Module

e DemoBar

S]]

Modules

Account Management

Account Details
Account |D: | g0 |

Mame: |Den'u:|Ear

Description: |E:<am|:|le Account

Price Region: IF'A - Philadelphia

Days of Inventory: |

Trapping Percent: |

Tax Type: Tarln

Apply Cancel

Telephone Mumbers

Description lF'hc-ne MNumber lEHtension

Edit Delete

Addrezzes

[v]

Edt Delete

This module highlights the details of your business.

After setting this information you will have little need for changing it in the future unless instructed to do so.
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Login and System Overview

Contact Management Module

v

{8 DemoBar
Modules .;I‘];

Contact Management 3

Folder lberms x

Keeping track of all your vendors, suppliers and other contacts can be a hassle especially since you don'’t just
manage your business from just one location. Because the Contact Management Module is integrated into
LiquidGuardian, you will be able to keep track of all your contacts everywhere you have installed LiquidGuardian.

This may come in handy if you have LiquidGuardian installed in more than one location (i.e. at home and at your
business), as any updates are made in one location they are seen everywhere else.
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Login and System Overview

Price Type Module

e DemoBar

Modules

&

add...
Regular Price Type Management [

Folder Items

43 Reqular
{23 Happy Hour
{1 Enterainment 1D 10

Name: Fegular

Price Type Details

I

Apply Cancel

LiquidGuardian understands you offer many different prices for each product (Regular Pricing, Happy Hour,
Entertainment, etc.). With the Price Type Management module you can record all of your different price types.

You will enter the prices that you charge for products at each price type in the Audit Detail screen as they may
change from one audit to the next.
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Login and System Overview

Audit Module

le/ DemoBar ‘-_T = E
Modules .;ﬂ;.

Audit Managerment 3

Folder Items X

In this module inventory audits are recorded and inventory reports and worksheets are created.

Audits Simplified
Full physical inventories must be taken on a regular basis to gain the most benefits of inventory management.
LiquidGuardian helps to make the inventory auditing process as simple and easy as possible.

Audit Worksheet

Printing out an audit worksheet simplifies the task of taking an inventory. The Audit Worksheet provides fill in the
blank simplicity for taking an inventory. Whoever is taking the inventory simply needs the audit worksheet and a
pen, no special equipment necessary.

Audit Data Entry

Entering data from the Audit Worksheet into LiquidGuardian is easy since both the worksheet and the data entry
screen are set up in the same way. LiquidGuardian even notifies you when you've entered data that doesn’t appear
to be correct.

Reports

LiquidGuardian provides extensive reports assisting you in running the most successful bar you can. Reports are
constantly updated based upon your feedback. You can even order a customized report if you wish. The following
are just a few examples of what is included in the reports

- Actual Usage
- Number of Drinks Poured

18
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Login and System Overview

- Cost of Goods Sold

- Theoretical Income

- Inventory Loss Amount

- Recommended Purchases

- Percentage of Inventory Used
- Value of Inventory on Hand

- Pouring Costs / Profit Margins
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Login and System Overview

Product Management Module

!te! DemoBar

=Joky

Modules

Product Management 5

Keeping track of all the different products you carry is not a simple task. The Product Management Module helps
you organize and sort all of your products. You can even add a location descriptor so that you know where your

products are kept when doing an inventory.

20
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Demo Account Setup

Demo Account Setup

In LiquidGuardian you set up your business with information regarding taxes, days of inventory, price types and
inventory items, just to name a few.

To help you become familiar with LiquidGuardian and to ensure accurate reports it is highly recommended that
you set up the Demo Account before using LiquidGuardian. Through the demo account setup process you will be
guided through every feature of LiquidGuardian.

After the demo account setup you will be able to follow the same procedures used to set up the example account to
set up LiquidGuardian to match your business.

We'll begin with an overview of the Business Module and Contact Management module.
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Demo Account Setup

Step 1: Review Business Module

Begin by selecting the Business Module by clicking on the BUSINESS icon.

Within the Business Modules the details about the business are recorded. Accuracy in the information is critical as
calculations in the audit reports are based upon information entered here.

Account Management

Account Details

Account [0
Hame:

Descnphion:

Price Region: j
Days of Inventory:
Trapping Percent:

Tax Type:

Account ID
Your Account ID is assigned to you when your account was initially created (you cannot change this field).

Name

This is the name of your business.

The name of your business was entered in when your account was set up, you will want to ensure the name of your
business is correct.

Description
The description offers more details about your business.

If you have multiple locations for your business and multiple LiquidGuardian accounts you will want to provide more
details about each location here so that you can differentiate one account from another more easily; otherwise you
can enter a description of your business here.

Price Region
The Price Region controls your tax information, you will be asked to confirm your tax information when your account
is set up.

Days of Inventory
The inventory restocking feature allows you to set the number of days of inventory you would like to keep.
LiquidGuardian will then recommend purchases in order to maintain your inventory between each restocking.

Ideally you would want your days of inventory to be no less than the number of days between inventory audits.

Trapping Percent

When entering your audit inventory information any percentage change (positive or negative) beyond this
percentage will cause that number to be highlighted in order to both ensure that the number entered was correct
and to bring attention to abnormal changes in inventory.

22
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Demo Account Setup

Tax Type
Tax In — The tax is included in the prices charged to clients of the establishment.
Tax Out — The tax is added to the prices charged to clients of the establishment.
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Demo Account Setup

Step 2: Review Contact Management Module

Select the Contact Management Module by clicking on the Contacts icon.

'l DemoBar

_Dm

Modules
Add ...

Contact Management 2

Folder Items x

Click on the Add.. button at the top of the screen.

=p

add ..

The Contact Management Module consists of three main sections

Contact List
All of your contacts are shown in this list.
To select a contact and see all its details, just click on it.

Selected Contact Overview

You will see the currently select contact’'s name here.
If you want to create a new contact just click the Add..
button.

Faolder |tems x |_
----- £ Mew Contact I

fdd 1.
New Contact

Contact Management [

24
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Demo Account Setup

Selected Contact Detail

In this section you can maintain all the details about the
currently selected contact, including multiple phone numbers Title:
and addresses.

Contact Details |,

First:
Middle:
Last:

Description:

Telephone Mumbers

Diescription |F‘hone Mumber |Extension

Addresses

Click the Cancel Button to cancel adding the contact.
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Demo Account Setup

Step 3: Review Price Type Module

Select the Price Type Module by clicking on the Price Types icon.

You most likely don’t charge the same price for your products all of the time. Besides your Regular pricing that you
charge most of the time, you might offer discounted pricing during Happy Hour and offer slightly higher
Entertainment pricing while offering free live music for your customers.

LiquidGuardian takes all of your different pricing levels into account in order to provide accurate inventory analysis.

The Price Type Module consists of three main sections

Price Type List Falder Itemns x
Al of your price types are shown in this list. 23 Regular
To select a price type and see all its details, just click on it. (23 Happy Hour

[:I Enktertainment

Selected Price Type Overview |a
You will see the currently selected price type here. Regular Account Retail Price Types &
If you want to create a new price type just click the Add..

button.
Selected Price Type Detail

In this section you can maintain name of the currently selected
price type.

Price Type Details

Your account has been set up with three default price types (Regular, Happy Hour, and Entertainment).

You need at least one price type in order to properly do inventory audits.

It is not recommended to delete price types that are no longer used, as deleting it may affect your historical
reports.

26
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Demo Account Setup

Step 4: Organize Products

Product Organization Overview

Organizing your products is most likely the most complicated part of setting up your LiquidGuardian account, but
setting it up right the first time will ensure that your reports are easy to read and will save you lots of time when
performing your inventory audits. Fortunately, like most of the setup steps you’'ve done so far, product management
is something that you will only have to do once.

Product management requires that you group things together; these groups help make your reports readable and
your audits easier to do. There are two levels of groups, the first grouping level is Liquor Groups, within Liquor
Groups the second level of groups are stored, Product Types. Finally, it is within Product Types that Products

s . ) ™
Liquor Group
¢ ™
Product Type
Product
b >
A "y

For convenience sake, like price types, a number of Liquor Groups and Product Types were set up for you when
your account was created.

Liquor Groups (i.e. Liquor, Wine, Beer, etc.)

If you keep track of your sales by different groups of products, you want to ensure that your Liquor Groups match
your sales product groupings.

You will need at least one Liquor Group containing one Product Type which contains all of your products.

Each product can only be listed under one Product Type; that is, you cannot list the same product in multiple
Product Types.
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Demo Account Setup

Product Management Module Screen Overview

The Product Management Module consists of three main sections

Folder Items
All of your Liquor Groups are shown by default.

To see the Product Types contained within a Liquor
Group, click on the plus sign in front of the Liquor
Group.

Popup menus are used extensively in the Product
Management Module.

To activate a popup menu select an item by clicking on
it with the left mouse button. Once it is selected, right
click on the item to activate the popup menu.

To select an item in the popup menu, hover over it with
the mouse then left click on it.

Selected Group Overview

You will see the current Liquor Group or Product Type
here.

Product List
In this section, you are able to view and maintain all the
products contained with a selected Product Type.

Liguor Groups Shown

1 WINE

|} BOTTLE BEER
1} TAKE-OUT
|} DRAFT BEER
|} oOther

Falder [kems x

Product Codes within the

Folder ltems
=] LIQUOR
1 BLEWDED WHISKEY
£} BOURBON - STRAIGHT WHISKEY
1 CANADIAN WHISKEY
1) SCOTCH WHISKEY
1 IRISH WHISKEY
B am
B voDka
B TEQUILA
AT Y]

A Popup Menu Shown.

Folder Itemz X | Mame
=] {LIO0ER:
b Add Liguor Group
Edit Liquar Graup
Delete Liquor Group

jimlamlsmlsmlsm

Add Product Type
-

Change Liquor Group Sorting

Liquor Group “Liquor” Shown
x

LIQUOR

Product Management 1]

SCOTCH WHISKEY

Product Management B

Folder ltems x Mame T

=1, LIuoR
[ BLENDED
| BOURBON
[ CANADIAN
5

() ABELOUR #BUMADH 750ML
| 4BELOUR SCOTCH 1L

0} BLsCOTCH 1750

[ CHivas REGAL 1.75L

Lacation [

28
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Demo Account Setup

Liquor Groups

Liquor Groups allow you to group similar types of products together. Liquor Groups are used in reporting to group

inventory and sales information together and to match reported sales to calculated sales (if your business can

provide sales information by Liquor Group)

If your business currently keeps track of its sales by groupings of products, or has the ability to do so, you will want

to ensure that your Liquor Groups are setup to match those groups. Using this feature can help you to pinpoint

where shrinkage may have occurred.

In this section you will be taken through all the steps needed to maintain your Liquor Groups.

Like most other setup steps, it is important that you set up everything correctly the first time, as changing your setup
down the road may affect your historical reports.

Adding a Liquor Group

To add a new Liquor Group first right click anywhere in the Folder Items, but not on any specific item.

A popup menu will appear as follows:

Folder [temsz 4

+-| | LIOUOR
1 wINE
|} BOTTLE BEER
|} TAKE-OUT
|} DRAFT BEER
|} Other

Add Liquor Group

—

Mame +

Select the Add Liquor Group option by clicking on it.

The Liquor Group Details screen appears, type Te@s t for the name of this new Liquor Group. Click Apply when

you are finished.

s/ Liquor Group Details

iy Liquor Group Details

Name

Liquor Group [D

Cancel

Mame
Test

Liquar Group D

Apply

][ cancal

You will notice that the new Liquor Group in the list with all of the other Liquor Groups.

Getting Started Guide
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Demo Account Setup

Test

Faolder tems x

[ uguor

1 WiINE

1 BOTTLE BEER
|} TAKE-OUT
|} DRAFT BEER

Editing a Liquor Group

You can change the name of your Liquor Group at any time to best suit your needs.
We will edit the Test Liquor Group and rename it to TestCode.

To edit the Test Liquor Group, first right-click on it.

A popup menu will appear, choose Edit Liquor Group in the menu by clicking on it.

|} Other
1] Test

Add Liquor Group

Edit Liquar Group

Delete Liguor Group

Change Liquaor Group Sorking

Add Product Type

=1

The Liquor Group Details screen will appear allowing you to edit the Test Liquor Group, rename it to TestCode.
Click Apply when you are finished.
=

-

‘e Liquor Group Details

Liquar Group 1D

Mame
TestCodd

Apply l [ Cancel

You will notice that the new name of the Liquor Group in the list of Liquor Groups.

| Other
13

Deleting a Liquor Group

Liquid Guardian will let you know if deleting a Liquor Group would affect your existing reports and lose data and will
prevent you from doing so.

To illustrate how to delete a Liquor Group, we will delete the Liquor Group TestCode that we created earlier.

30
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Demo Account Setup

To begin, right click on the TestCode.

A popup menu will appear, choose Delete Liquor Group in the menu by clicking on it.

|} Other
|} TestCode
Add Liquor Group
Edit Liquor Group
Delete Liquar Group
hange Liquor Group Sorking

&dd Product Tyvpe

—

A popup window will immediately appear confirming your intention of deleting the Liquor Group and warning you
that if you do so, any Product Types and Products contained within will be deleted or removed.

Confirm Deletion of Liquoer Group

'n'j fire you sure you want ko delete this Liquor Group, all Product Types and products contained within will be DELETED [
[ REMOVED,

(0.4 l [ Cancel

Go ahead and click and click OK to delete this Liquor Group.

Changing Liquor Group Sorting

Sorting Liquor Groups allows you to control how Liquor Groups are displayed not only in the application but also on
reports and your audit worksheet.

You may wish to sort your Liquor Groups in order to make inventory audits easier by matching the order in which
you would perform your audit.

To illustrate how to sort your Liquor Groups, we will move the Liquor Group “Other” group to the top of the list.
To begin, right click on any Liquor Group.

A popup menu will appear, choose Change Liquor Group Sorting in the menu by clicking on it.

|} DRAFT BEER

|} Other
Add Liquor Group

Edit Liquor Group
Delete Liquar Group
Change Liquor Group Sorking

add Product Type

—

Immediately after selection the menu item, the Liquor Group Sorting Detail window will appear.
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-

o Liquor Group Sorting Detail

-

Sort Liquor Groups
Torearrange Liquor Groups, Select a Liquor Group then press the Upoor
Drown buttons ko move the Liquor Group into the desired position.

M arme D SortOrder

WINE 228
BOTTLE BEER 229
TAKE-OUT 230
DRAFT BEER 231
Other 232

[0 I ST i N )

| ok [ cancel

To move the Other Liquor Group to the top of the list, first select it by clicking on it.

I ame 0] |S|:|rtEIr|:|er
LIQUOR 247 1]
WME 228 1
BOTTLE BEER 229 2
TAKE-QUT 230 3
DRAFT BEER 231 4

A

ther

(v |

Notice that the Up button to the right is now enabled.
Click on the Up button until Other is at the top of the list.

Notice that the Down button to the right is now enabled.

M amne 0] SortOrder

LIGUOR 227
WINE 228
BOTTLE BEER 229
TakE-OUT 230
DRAFT BEER 231

LN o L0 g —

Drawn

Now let's move it back down to the bottom of the list by clicking the down button until it is back at the bottom of the

list.
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M ame 0] SartOrder Up
LIQUOR 227

WIME 228
BOTTLE BEER 229

TAKE-OUT 230
DRAFT BEER 27

LI — O

Product Types

Product Types are contained with Liquor Groups and allow you to group similar types of products together.
Product Types are used to group products into more detail than Liquor Groups.

In this section you will be taken through all the steps needed to maintain Product Types within your Liquor Group.

Like most other setup steps, it is important that you set up everything correctly the first time as changing your setup
down the road may affect your historical reports.

Adding a Product Type

To add a new Product Type first right click on the Other Liquor Group in the Folder List.
A popup menu will appear as follows:

Add Liquor Group

Edit Liquar Group

Delete Liquor Group

Zhange Liquaor Group Sorking

Add Product Type

—

Select the Add Product Type option by clicking on it.

The Product Type Details screen appears, type Te@s t for the name of this new Product Type and type Test
Description for the description. Click Apply when you are finished.

le! product Type Details s/ Product Type Details
Froduct Type ID: Fraduct Type |D:
Name: Name:
Test
Description: Description:

Test Description|

[ Apply ] [ Cancel ]

To see the Product Type you just created you will first have to expand the Liquor Group Other.

To do this, click on the plus (+) sign in front of the Liquor Group Other.

You will now see all the Product Types contained within this Liquor Group, including the one you just added.

Getting Started Guide 33



Demo Account Setup

TN T ORLETT

= |} Other
B soDasun
' MISCELLA)
| CIGARETT
2 FODD AMC
B Test

You may notice that some of the Product Types are not completely visible; you can expand the width of the Folder
List to see these Product Types better.

To do this, move your mouse pointer over the gray bar to the right until your cursor looks like this:

=1~ |} Other
= soDasun
| MISCELLA)
L CIGARETT
| FOOD AMC

[ Test ‘-HT

Now you can click drag the divider bar to the right so you can see your Product Types more easily.

=1 |} Other
H s0Dasu
= MISCELLA
L CIGARETT
& FOOD AMC
E Test

When you let go of the mouse you will notice that the divider bar has now moved to where you dragged it to.

= SODAAUICE AWATER
= MISCELLAMEDOUS

|2 CIGARETTES

| FOOD AMD SMACKS
) Test

Editing a Product Type

You can change the name of your Product Types at any time to best suit your needs.
We will edit the Product Type Te@s t and rename itto Test Type.
To edit the Product Type Test right click on it.

A popup menu will appear, choose Edit Product Type in the menu by clicking on it.
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= |} Other
L S0DasUJICE APATER
E MISCELLAMEOUS
L CIGARETTES
L' FOOD AMD SMACKS

L iTest

Add Product
Zhange Product Sorting

Edit Product Type
Delete Product Type

Change Product Type Sorking
i

The Product Type Details screen will appear allowing you to edit the Product Type “Test”, rename itto Test
Type. Click Apply when you are finished.
-

.

e Product Type Details

Froduct Type |D:

Hame:
Test Tupe

Dezcription;
Test Description

Apply l [ Cancel

You will notice that the new name of the Product Type in the list of Product Types.

= | Other
| SODAAUICE WATER
= MISCELLAMEDOUS
| CIGARETTES
| FOOD AMD SMALCKS
E Test Type

Deleting a Product Type

Liquid Guardian will let you know if deleting a Product Types would affect your existing reports and cause you to
lose data and will prevent you from doing so.

Deleting a Product Type will delete all Products contained within it.
To illustrate how to delete a Product Type, we will delete the Product Type “Test Type” that we created earlier.
To begin, right click on the “Test Type”.

A popup menu will appear, choose Delete Product Type in the menu by clicking on it.
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= | Other
E SODAMUICE MWATER
E MISCELLAMEDUS
| CIGARETTES
) FODD AMD SHALCKS
B Test Type
Add Product
Change Product Sorting

Edit Product Type
Delete Product Type
hange Product Tvpe Sorting

= |

A popup window will immediately appear confirming your intention of deleting the Product Type and warning you
that if you do so, any Product Types and Products contained within will be deleted or removed.

Confirm Deletion of Product Type

L 'E Are you sure vou want to delete this Product Tvpe, all products contained within will be DELETED [ REMOVED,
L

ik l [ Cancel

Go ahead and click OK to delete this Product Type.

Changing Product Type Sorting

Sorting Product Types allows you to control how Product Types are displayed not only in the application but also on
reports and your audit worksheet.

You may wish to sort your Product Types to match the order in which you would perform your audit so that doing an
inventory audit is easier.

To illustrate how to sort your Product Types, we will move the Food and Snacks Product Type to the top of the list.
To begin, right click on any Product Type in the Liquor Group “Other”.

A popup menu will appear, choose Change Product Type Sorting in the menu by clicking on it.

=} Other
L SODAAUICEAWATER
| MISCELLAMEDOUS
| CIGARETTES
L FODD AMD SMALCKS
Add Product
Change Product Sorting

Edit: Product Tyvpe
Delete Product Type
Change Product Type Sorking

—

Immediately after selection the menu item, the Product Type Sorting Detail window will appear.
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lieproduct Type Sorting Detail
Sort Product Types
To rearrange Product Types, select a Product Type then prass the Up or
Down buttons to mave the Product Type inta the desired position.
MISCELLANEQ 878 1
CIGARETTES g74 2
FOOD AMD 5M 880 3
< »
[ (1]4 ] l Cancel l

To move the Product Type “Food and Snacks" to the top of the list, first select it by clicking on it.

I ame | Dezcription | 0] | SortOrder
SODAAUICEN, avT 0
MISCELLAMED ara 1

a7y 2

| |

Notice that the Up button to the right is now enabled.

Click on the Up button until Food and Snacks is at the top of the list.

Notice that the Down button to the right is now enabled.

Drescription SartOrder

M arie
FOOD AMD SH

SODAAUICE A, avy 1

MISCELLAMED gva 2

CIGARETTES 873 3
Now let's move it back down to the bottom of the list by clicking the down button until it is back at the bottom of the
list.

Mame Drescription SartOrder Up

SODAAUICE A, 0

MISCELLAMED 1

CIGARETTES 2

FOOD AMD SH

Products

Products are contained with Product Types, which then are contained within Liquor Groups. Products represent
anything which you sell (a keg of beer, a case of beer, a bottle of liquor, a bottle of wine, a pack of cigarettes).

In this section you will be taken through all the steps needed to maintain Products within your Product Types.
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Like most other setup steps, it is important that you set up everything correctly the first time as changing your setup
down the road may affect your historical reports.

Adding a Product

To add a new Product first right click on the Food and Snacks Product Type in the Folder List.
A popup menu will appear as follows:

= | Other
L S0DARUICE AWATER
E MISCELLAMEDUS
L CIGARETTES
& FOOD AMD SMACKS

Add Produck
Change Produck Sarking

Edit Product Tvpe
Delete Product Tvpe

Change Product Twpe Sorting
- i

Select the Add Product option by clicking on it.

The Add Products to Product Type screen appears.

la! Add Products to Product Type

: Add Products From Master Product Database ‘ Al Mewr Product

Browse by Cateqory | Search by Name ]

Folder ltems x
1 Liguor
1) wiINE
|} BOTTLE BEER
1| DRAFT BEER
1) TAKE-OUT
1 Other

Items to be added to Product Type : FOOD AMD SMACKS
Mame Dezcription UPC 1] MewProduct

Cancel

The screen has three major sections:
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Product Source

The product source allows you to either add
products that are already in the system or
create new products.

Destination Product Type
The destination product type shows you the
product type that you are adding products to.

Product Listing

The product listing shows all of the products
that you are going to add to the Destination
Product Type.

This Product Source area has two major tabs:

i Add Products From Master Product Database | Audd hlew Product ]

Browse by Categony | Search by Name |

Folder lkems X
1 Lauor
1 wiNE
|} BOTTLE BEER
|} DR&FT BEER
1 TAKE-DUT
1 Other

[Items to be added to Product Type : FOOD AND SMACKS]

Mame ‘ Description ‘ UrC (8] | MewProduct ‘

Cancel

‘e’ pdd Products to Product Type

: Add Products From Master Product D atabase || add Mew Praduct

Add Products From Master Product Database

This tab allows you to add products that are already in the system, these products are already set up
properly and ready for you to use. It is recommended that you check to see if a product is already in the
Master Product Database before adding your own product as you’ll save time by not having to enter the

details of the product in yourself.

. Add New Product

This tab allows you to add your own custom products. You will have to supply all the details about the

products you add.

Product Source — Add Products from Master Product Database

We will begin by exploring the Add Products from Master Product Database tab.

When adding products from the Master Product Database you can either add products by browsing for products by

category or by searching for them by name.

Erowse by Cateqory | Search by Mame

. Browse by Category

This method of finding products allows you to browse the products in the master database. The master
database is organized similarly to how your account is when it is first set up.

e  Search by Name

This tab allows you to search for products in the master database.
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Let’s first start by Browsing by Category, we’ll add a product to the category we had previously selected, Food and
Snacks.

Browse by Category | Search by Mame l

Folder Items b4

Ti umuoR

7 WiNE

|} BOTTLE BEER
|| DR&FT BEER
1] TAKE-DUT
1] Other

First expand the Liquor Group Other by double clicking on it or by clicking the plus (+) sign in front of it, and then
click on the Food and Snacks Product Type.

Note the products contained in this Product Type are listed when you click on the Product Type.

FOOD AND SNACKS B
Folder Itemsz x Mame Description
| BOTTLE BE/» L1 Brag of Chips An example product. g
|} DRA&FT BEE { Banel of Pretzels A example product. 1
1§ TAKE-OUT L1 Snhack Bars (24 cf] An example product. 1
=1} Other

Let’s add the Product Bag of Chips to the list of Products that we’'ll add to our Food and Snacks Product Type.

Right click on the Bag of Chips Product, a popup menu will appear.

Mame
| Bag gf Chins
Barrel add Ikems To Lisk
ﬂ Shack]  Yiew k

Select Add Items to List by clicking on it.

You will notice that the product now appears in the list of products that we will add to our Food and Snacks
Product Type.

Items to be added to Product Type : FOOD AMD SHACKS

UFC | ID|  MewProduct
987654321 10345 Mo

D escription
An example product.

M arne
Bag of Chips

Since this product is part of the Master Database of products, under the column New Product it is labeled as No. If
this were a product that we created it would be labeled Yes.

Now let’s add a product by searching for the product by name. To do this, we begin by clicking on the tab labeled
Search by Name.
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Browse by Category | Search by Name l

Praduct Mame ta Search For:

Search Resulks:

M ame Description | LPC

Let's now type the name of a product to search for. For this example, let's type Snack and click the Search

button.

Froduct Hame to Search For:

Shack

When there are results that match what you’ve searched for they will be displayed in the Search Results grid just

below the Search button.

Search Results:

N arne | Description LPC

D |

Snack Barz [24 ct]  An egample product. 123456739

10344

Now we have to add the item that we have searched for to the list of items to be added to our product type.

To do this we just right click on the Snack Bars (24ct) product and select Add Items to List from the popup menu

that is displayed.

Search Resulks:

M arre | D escription | LPC

D |

123456739

.........................................

add Ikems To Lisk

10244

You will notice that the Snack Bars product has been added to the list of items that will be added to our Product

Type.

Items to be added to Product Type : FOOD AMD SMACKS
M arne | D escription | LPC | 0] | MewProduct |
Bag of Chipz An example product. 937604321 10345 Mo
Snack Bars (24 ct]  An example product. 123456783 10344 Mo

Let's do one more search for a product and add it to the list. Search for Barrel and add the Barrel of Pretzels

to the list of items that will be added to our Product Type.
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Froduct Mame to Search For:

Barrel

Search Results:
M arne | Description | LPC | 0] |
Barrel of Pretzels  An example product. 112233445866 10346

[terns o be added ta Praduct Type : FOOD AMD SHACKS
N arne | Description | LPC | D | MewProduct |
Bag of Chipz An example product. 987654321 10345 Mo
Snack Bars (24 cf)  An example product. 123456789 10344 Mo
Barrel of Pretzels An example product. 112233445568 10346 Mo

After adding the Barrel of Pretzels to the list of Items to be added to the Product Type. Click the button Add Items

from List to Product Type : FOOD AND SNACKS.

Add Items From Ligt to Product Tope :FOOD AMD SHACKS

The Add Products dialog will close and you will notice the products you just added are listed in the FOOD AND

SNACKS Product Type.

FOOD AND SNACKS

*

Falder Items

1| LBUoR

T wiINE

|} BOTTLE BEEF

1] TAKE-OUT

|1 DRAFT BEER

= | | Other

E s0DasUl
E MISCELLe
E CIGARET”
£ FOOD AMI

Mame ©

ﬂ Bag of Chipz

ﬂ Barel of Pretzels
d Shack Bars [24 ct]
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Product Source — Add New Product

Now we will go over how to add a new product.

Let’s begin by navigating to Vodka Product Type under the Liquor Liquor Group.

VODKA

Faolder tems
=] LIQUOR

£ GIN

| BLEMDED
| BOURBOM
| CAMNADIAL
| SCOTCH®
= IRISH wH

D oDk,

x

Let’s bring up the Add Product dialog again by Right Clicking on the Vodka Product Type and selecting Add Product
from the Popup Menu.

7 GIN |
E WODkA

= TEGQU Add Product

= RUM Change Product Sorting

tj ggin Edit Product Tvpe

D FORT Delete Product Type

D SPECI hange Product Type Saorking

B

The Add Product dialog appears

la! Add Products to Product Type

: Add Products From Master Product Database ‘ Al Mewr Product

Browse by Category ] Search by Name ]

T} LiuoR
WiNE

1} DRAFT BEER
1] TAKE-OUT
1 Other

Folder ltems x

I
T [BOTTLE BEER

Items to be added to Product Type : VODEA

Mame Dezcription UPC 1]

MewProduct

Cancel
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Now let’s click the Add New Product tab at the top of the screen.
=

‘e’ pdd Products to Product Type

Add Productz From Master Product Databaze

Before adding the new product let’s first explore each one of the fields on this screen in detail.

Add Products From Master Procduct Dstabase

Hame:

Description:

UPC: Unit Qky: Audit Qty Counted:
. Name

Name is the name of the product; it is what is shown in reports, on your audit worksheet and in various
other screens. It is important to be descriptive, but brief, in the naming of your products so that you can
easily tell one apart from another.

e  Description
You can use the description to store important notes about specific products and provide more detail than
you would in the product’'s name.

e UPC
This is where you can record the UPC code of the product.

e Unit Qty
How you purchase the product from your distributor is often different than how you sell it to your
customers. Unit Qty records the number of sellable units per purchased unit of product.

For Example:
- If you purchase a bottle of liquor, you most likely will sell it by the ounce.
- If you purchase a case of beer, you will sell it by the can/bottle.

A 750ml bottle of liquor contains exactly 25.4 ounces so you can say that there are 25.4 sellable units per
bottle and therefore the Unit Qty would be 25.4.

A 24 pack of 120z bottles of beer would contain 24 sellable units per case and therefore the Unit Qty
would be 24.

¢  Audit Qty Counted
How you count your inventory when you are doing an audit is sometimes different than how you sell your
products. Audit Qty Counted records the number of units counted when determining how much of a
product is present.

For a 24 pack of 120z bottles of beer, it would be easy to count the number of sellable units remaining by
counting the bottles of beer. Therefore the Audit Qty Counted for a case of beer would equal the Unit Qty.

For a 750ml bottle of liquor however it would be difficult to look at a bottle of liquor and determine how
many of the 25.4 ounces are left in the bottle. On the other hand, it is easy to tell how full a bottle is when
divided into tenths. Five tenths would be half full and three tenths would be a third full etc. Therefore, use
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a quantity of 10 for the Audit Qty Counted to make your audits easier.

Note, if you want the utmost accuracy in doing your audits, you can use a scale to measure the weight of
your products. To do this, first weigh an empty bottle, then a full bottle, subtract the weight of the empty
bottle to get the weight of the contents of the bottle and enter that value as the Audit Qty Counted.

You will have to keep track of the empty bottle weight and always subtract it from the weight of the bottle
when you are doing your inventory and record the difference as the part qty.

Now let’s add a couple of products to the Vodka Product Type group.

Type in the information exactly as it is below.

Mame:
MyTestyodkal

Description:

My firgt e product

IPLC: Uit Qky: Audit Gty Counted:
251 10

Add to List

When you are finished click the Add to List button.

Notice that your new product appears in the Product List below.

[terns bo be added to Product Type : VODKA

M arne | D ezcription | PC | 0] | M ewProduct |
iMyTestodkal | My first new product 10362 ez

Let's add one more Vodka product. Type in the information exactly as it is below.
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Hame:
kT ezfodka

Dezcription:
Another vodka

IPLC: Uit Qty: Audit Oty Counted:
204 10
Add to List
When you are finished click the Add to List button.
Notice that your new product appears in the Product List below.
[terns bo be added to Product Type  VODKS
M arne Dezcription | LPC | 0] | MewProduct
iMuTestodkal | My first new product 10352 Yes
kMyTestfodka?  Another vodka 10353 Yes

Type : VODKA button at the bottom of the screen.

Now let’s finish adding these products to the VODKA Product Type by clicking the Add ltems from List to Product

[ Add Items From Ligt to Product Tupe WODEA,

You will be returned to the VODKA product list and will notice that your new products now appear there.

VODKA

Folder Itermns x Mame %

=1, LIQUOR 4 MyTestvadkal
| BLENDED | § MyTestvodka2

It is important to note that the CUSTOM products (ones that you have added manually) have GREEN icons.

Custom Product : Green Icon

4 MyTestvaodkal

Product from the Master Product Database

Bag of Chips

Let’'s now add two more products to the BEER BOTTLE-DOMESTIC/IMPORTED Product Type in the Bottle Beer

Liquor Group.
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=]} BOTTLE BEER
|} COOLERS MwIME - BEER)]
|} BEER-RETURMAELES

|2 BEER - TAKE-DUT
1] TAKE-DUT
+-| | DRAFT BEER
|} Dther

|} BEER EOTTLE-DOMESTICAMPORTED

Add Product
Change Product Sorting

Edit Product Type
Delete Product Type

Change Product Type Sorting

B

Type in the information exactly as it is below for the first new Beer product and click Add to List.

Mame:
MyTestBeerl [24 - 120z]

Description:

A 24 count caze of beer

LIPC:

Unit Qty:

24

Audit Gty Counted:

24

Add to List

Type in the information exactly as it is below for the second new Beer product and click Add to List.

Mame:
MyTestBear? (24 - 160z]

Description:

A 24 count case of 160z beer

LIPC:

Unit Qty:

24

Audit Gty Counted:
24

Add to List
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Review the products that you just created.

[temz to be added to Product Type : BEER BOTTLE-DOMESTICAMPORTED
M arne | Description | LUFC | I | MewProduct
iMyTestBeer] [24 - 120z] & 24 count caze of beer 10354 Yes
MyTesxtBeer? (24 - 160z] A 24 count case of 160z beer 10355 Yes

And add them to the BEER BOTTLE-DOMESTIC/IMPORTED Product Type by clicking on the button at the bottom
of the screen labeled Add Items from List to Product Type :BEER BOTTLE-DOMESTIC/IMPORTED.

[ Add [tems From List to Product Type :BEER BOTTLE-DOMESTICAMPORTED

Note that the products you just added are now in the Product list.

Falder Items x Mame %
|} Liguor 4 MyTestBear [24 - 1202)
] wINE A MyTestBeer? (24 - 160z

=] BOTTLE BEER
| COOLERS p+/IME - BEER)
I BEER-RETURMAELES
! BEER BOTTLE-DOMESTICAMPORTED

13 BFFE TAKEOLIT

Changing Product Location

You may store your products in different locations depending on the type of product. When doing an inventory audit
it may become difficult to remember exactly where every product is located.

To help you remember where your products are stored you can attach a label to each product specifying the
location where you would find it.

Let's add two Location labels to the two beer products we just created.

Begin by Right Clicking on the MyTestBeer1 (24 — 120z) and selecting Edit Product Location from the Popup
Menu.

BEER BOTTLE-DOMESTICIAMPORTED:! Management E
Folder ltems = Mame % L
[} LIBUOR § MyTestBeer! (24-12n71
|} wiNE .j MyTestBeer? (24  Edit Product
=]} BOTTLE BEER Edit Product Location
E COOLERS (WwIME - BEER]) Delete [ Remowve Product
F BEER-RETURMABLES View »
E BEEREBOTTLE-DOMESTIC

The Product Location Details dialog will appear.
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-

"o/ Product Location Details

Lacation far Product: MyT estBeerl [24 - 120z]

[ex. Bin Mumber or Phyzical Location]

Cancel

Type InBack for the location and click the Apply button when you are finished.

Note you are limited to only 6 characters for the Location for a product.

o

"o/ Product Location Details

-

Location for Product: MyT estBeerl [24 - 120z]
B ack

[ex. Bin Mumber or Phyzical Location]

/|

Apply Cancel

Mame © 1
4 MyTestBeer! (24 - 1202 If
| ‘MyTestBeer2 (24 - 16az] |

...................................... Eoit Product
Edit Product Location
Delete / Remove Product
View L4

Next let’s add a location to the MyTestBeer2 (24 160z) by selecting Edit Product Location from the Popup Menu.

Type Cooler for the label and click the Apply button when you are finished.

o

"o/ Product Location Details

ﬁ

Location for Product: MyT estBeer? [24 - 160z]
Cooleq

[ex. Bin Mumber or Phyzical Location]

/|

’ Apply Cancel

Changing Product Sorting

Sorting Products allows you to control how Products are displayed not only in the application but also on reports
and your audit worksheet. This process is very similar to sorting Product Types and Liquor Groups but has some

additional features.
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To begin, right click on the BEER BOTTLE-DOMESTIC/IMPORTED Product Type in the BOTTLE BEER Liquor
Group and choose Change Product Sorting in the popup menu by clicking on it

Folder [tems x
1} Liauor
1] WINE
=] BOTTLE BEER
| COOLERS MIME - BEER]
| BEER-RETURMABLES
|2 BEER BOTTLE-DOMESTICAMPORTED
Add Product
Change Product Sorting

Edit Product Type
Delete Product Type
Change Product Type Sorting

s s

Immediately after selecting the menu item, the Product Sorting Detail window will appear.
- -

e’ Product Sorting Details
Sort Products

To Rearrange Products, Select a Products then press the Up or Down
buttong bo miove the Product into the desired poszition.

M ame Location Dezcription n]

; A& 24 count cas 10,354
buTeztBeer? [z Cooler A, 24 count cam 10,355

L4 >

The lizt can alzo be gorted automatically in alphanumernic order by
prezzing one of the buttons below:

Sort List;

by Products ] [ by Location then Product ]

| ok || Caneel |

This dialog exhibits the same functionality as both the Liquor Group Sorting Details dialog and the Product Type
Sorting Details dialog with one exception towards the bottom of the screen.
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The lizt zan alzo be zorted automatically in alphanurmenic order by
prezzing one of the buttonz below:;

Sort List;

by Products ] [ by Location then Product

Since most likely you will be stocking more than just the 8 products we have added in this guide these two buttons
will undoubtedly come in handy.

. by Products
This button will resort all of the products listed by the product’s name, in alphanumerical order.

. by Location then Product
This button will resort all of the products first grouped in alphanumerical order by the name of the
location assigned to the product, then in alphanumerical order by product name within each of those
locations.

Let’s click on by Location then Product to resort the list so that they are ordered by our locations first then by the
product names.

You will notice that MyTestBeer2 is now listed first since its Location (Cooler) comes before MyTestBeer1’s
Location (InBack) alphabetically.

Take advantage of the sorting capabilities and Location labels on product to make your inventory audits easier.

Click OK to accept the sorting changes to your products.
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‘o' Product Sorting Details

Sort Products

buttonz to move the Product into the desired position.

To Rearange Products. Select a Products then press the Up or Down

£

prezzing one of the buttons below:
Sart Ligt;

.n'l'.. :-'-1- |::|:|I_Jr'|t oaE 1 |-|__::I':|5

The list can alzo be sorted automatically in alphanumernc order by

¥

by Products ] [ by Location then Product

)

| o

/|

Cancel ]

Note that the product list does not change the order of your products.

Mame ©

4 MyTestBeer! (24 - 1202)
A MyTestBeerz (24 - 1602)

To see the products listed in the sort order you specified, first expand the product listing area.

Falder ltems

[} uguoR
T WINE
- | BOTTLE BEER

x

Hame T

4 MyTestBeer! (24 - 1202)
4 MyTestBeer? (24 - 1602)

To do this, move your mouse pointer over the gray bar to the right until your cursor looks like this:
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=]} BOTTLE BEER
[ COOLERS MwIME - BEER)]
[ BEER-RETURMABLES
[} BEER BOTTLE-DOMESTICAMPORTED
[ BEER - TAKE-OUT

1] TAKE-DUT
LOENET BEEE

+. |

=]} BOTTLE BEE
[ COOLERS [WINE - BEER)
| BEER-RE;URNABLES
[ BEER BUTLE-DOMESTICAMPORTED
[ BEER - T&KE-OUT
[} TaKE-OUT

1 COACT OC s

W TTr T

=] BOTTLE BEE
[ COOLER
D BEER-RE
D BEERBC
E BEER-T

Now you can click drag the divider bar to the right so you can more easily see the product listing area.

When you let go of the mouse you will notice that the divider bar has now moved to where you dragged it to.

Folder [tems *

[} uauor
1) WINE
=] BOTTLE BEE
[ COOLER
[ BEER-RE
[ BEEREBC
L) BFFR-T

Mame +

4 MyTestBeer? [24 - 1202)
§ MyTestBearz 24 - 16az]

Location

|nB ack
Coaler

De

&2
a2

Now, by using the scroll bar at the bottom of the product listing screen, scroll all the way to the right.

<]

>

|

]

Look at the top of the product listing screen and you will see additional columns that you didn’t see before.

ezcription UPC | ID ProductTy...
24 count caze of beer 103.. 873
24 count caze of 16 103.. 873

So.. | Ao
1 G0
1] G0

the header you want to expand to bring it into view.

You may have to adjust the column headers to see the full header description. Click and drag the line to the right of
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JrPC | ID ProductType (D Sort Order
10384 873 1
10386 873 ]

Aocount 1D

B0
E0

Now click on the Sort Order column header to sort the products by the sort order.

Sort Order  +
1]

1

You will notice the triangle in the Sort Order column header denoting that the column is now sorted.

Scrolling back to the Name column header, you will now notice that the products are sorted in the order specified in
the Product Sorting Details dialog.

M ame

§ MyTestBearz (24 - 16a2]
A MyTestBeer (24 -1202)

Location

Coaler
InB ack
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Step 5: Setup Inventory Audit

At this point we have gone over all of the steps required to set up an account in LiquidGuardian.

We will now begin to explore the Audit Module which will be the most frequently used module of the system. The
Audit Module does require some setup the first time it is used but it will carry over the settings from one audit to the
next automatically so you will not have to do this every time you perform an inventory audit.

Let’s begin by clicking on the Audits icon.

The Audit Module will immediately load but will show nothing of interest as we have yet to begin our first audit.

=L

Add ...
Audit Management 3

Folder ltems b4

To begin our first audit, click the Add.. button in the upper left corner of the Audit Module screen.

L
T
Add...

Notice that the Audit Module screen has now changed drastically; let’s explore the different areas of the screen.
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New Audit Audit Management (3
Folder Items X B _
3 New ot Audit Details
10
Start Date: [117/2008
End Date:  [1723/2005
[ Apply ] [ Cancel ]
Audit List Audits will be shown in the list.

All of your historical inventory
audits will be shown in this area.

Selected Audit Overview

You will see the currently active
Audit here and will also be able to
create new Audits by clicking the
Add.. button.

Audit Details
In this section you can:

. Perform or Edit an
Inventory Audit

. View and Print an Audit
Worksheet

. View and Print the Audit
Report

Falder ltems x
£ New sudit

New Audit

Audit Management 3

Audit Details

1D

End Date:

Apply

Start Date: [7/7./2005

142342005

Cancel

In the Audit Details section you will notice that both Start Date and End Date have been filled in for you.
LiquidGuardian assumes that you would like to perform weekly audits; however you can override this setting by
changing the End Date to reflect the period of time between audits that best fists your needs.
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The recommended audit period is the default (7 days).

Changing the period of time in your audits will affect usage comparisons used in recommending purchases.
Therefore it is recommended that you keep to a rigid audit schedule.

For this demonstration data that we are going to be working with, we will accept the defaults and click the Apply
button to save the Audit period data.

Notice that the screen has now changed to reflect that you have now saved the audit.

-
Add ...

1/17f2005 ( 7 days in period ) Audit Management
Folder [tems b

& s 7 | Audit Details

ID:

Start Date: |
End D ate: |

S how Audit

Wiew Audit \Wark zheet Yiew Audit Bepart

The Selected Audit Overview now displays the number of days in the period (seven), and a number of buttons have
become enabled in the Audit Details section.

Let’'s now click on the Show Audit button.

The Audit Details screen is displayed. Before doing anything with this screen we’ll spend some time explaining the
major functional sections of the screen.

! Rudit Detalls =&

) adderoducts [l save |
| Procct Imvmeitiny | mets Prce Type Sates | Liguer Growp Saies | Adustmerss

Friochxt Dot
Eraunt C Ful Pt Puch Pucht Usage| OrekSze  UrDy | Sudedly P FRegster | Avolisge

You'll immediately notice the four tabs at the top of the screen:
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Product Inventory

This tab is where you will add and remove products
to the current inventory, record their inventory level,
record purchases and record sales prices.

Retail Price Type Sales

This tab is where you will record the amount of sales
for each price type (i.e. Happy Hour, Regular, and
Entertainment).

Liquor Code Sales

This tab is where you will record the total amount of
sales by Liquor Code.

Adjustments

This tab will allow you to record adjustments. For
instance if you gave away drinks, or knew that a
bottle was broken, you can account for that here.
Let’s begin by selecting the Product Inventory tab.

! Fetail Price Type Sales l

i Liquor Group Sales l

You will see that the screen is pretty much empty. This is because we have not selected the products that we will be

recording in our inventory.

We can only select products that we set up in the Product Management module. If we want to add products that are
not set up yet, we would have to leave the Audit Details screen and create or find products by using the Product
Management module. While this may appear at first to create extra work, it is done to allow you to easily add and
remove products from your current inventory without having to create them from scratch every time. This is
extremely handy for seasonal items that you only stock part of the year. You will not have to re-add all of your
products from one inventory audit to the next as LiquidGuardian automatically copies all of the products from the

last inventory to the next new inventory you create.

Let’'s now add all the products that we set up in the Product Management module earlier on.

e’ Audit Detail
] Add Products

Click the Add Products button at the top of the screen.
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‘e Add Products
Add Products To Audit
Liguor Co... | Product ... | Product | Lnit Gty | Audit .. | Frice | 1D |
[JeOTTL.. BEEREB..  MyTestBeerl (24-120z] 24 24 10354
[JeOTTL.. BEERB..  MyTestBeer? (24 -160z] 24 24 10355
Ouauor  woDka MyTestWodkal 281 10 10352
Ouauor  woDka MyTestWodka2 25.4 10 10353
[ Other FOOD &...  Bag of Chips 1 1 0.25 10345
O Other FOOD A...  Barrel of Pretzels ] 10 ] 10346
[ Other FOOD &..  Snack Bars [24 ct) 24 24 12 10344
Ok l [ Cancel

The Add Products screen will appear. This screen contains all the products that you have set up in the Product
Manager but have not yet added to the current inventory. You can sort the screen however you wish to help you
find your products easier by clicking on the headings.

Let’s select all of the products and add them to our inventory by first checking the checkboxes in front of all the

products.

Liguor Co... | Product ... | Product | Lrit Clky | Audit ... | Price D

BABOTTL... BEERE.. MyTestBeer! (24-1202) 24 24 10354
[F1EOTTL.. BEERE.. MyTestBesr?(24-160z] 24 24 10355
LIQUOR  wODgEA MyTestiadkal 251 10 10352
LIGUaR  wODKEA MyTestodkaZ 254 10 10353
Other FOOD A...  Bag of Chips 1 1 0.25 10345
Other FOOD A, Barel of Pretzels RO 10 ] 10346
Other FOOD A, Snack Bars (24 cf) 24 24 12 10344

Finally click the OK button at the bottom of the screen to add the selected products to the inventory audit.
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You will see that the products are a part of the inventory audit.

Product Details
Product El Full | Part | Purch| Purch$ | Usage | DrinkSize | UnitQty | AuditQty| Par | Register | Awgllsage
+ 7 | MyTestBeerl [24 - 120z) ol o 1] 1] 0 24 24
+ MyTestBeer? [24 - 160z) 1] 24 24
+ My T estv'odkal 1] 251 10
+ MyTestvodka2 1] 254 10
+ Bag of Chips 1] 0.25 1 1
+ Barrel of Pretzelz 1] B 50 10
+ Snack Bars [24 cf] 1] 12 24 24

There are 12 columns of information for each product. Let's review each of them right now

BI

This shows the Beginning Inventory, or the total amount represented in units of Audit Qty Counted of the product
that was available at the beginning of this audit period. This amount will automatically be calculated for you when
your audit is created. You can override this number if you find it necessary.

Full
In this field you will record the unit quantity of unopened product currently in inventory in the Full column.

Part
In this field you will record the partial amounts of your product represented in units of Audit Qty Counted.

Purch
In this field you will record the unit quantity of product that you purchased and added to your inventory during this
audit period.

Usage
This calculated field will automatically show you the amount of the product, represented in units of Audit Qty
Counted, which has been used during this audit period.

Usage numbers should be positive as a negative usage number would signify that you ended this period with more
inventory than you started without recording any purchases that would offset the surplus.

Usage numbers that vary drastically from one audit to the next may signify an error in recording inventory or typing
the information in. LiquidGuardian will highlight the entire row of a product whose usage is either negative or differs
from the average usage by a percent greater than the Trapping Amount set in the Business Module. If you find that
you are consistently getting highlighted rows due to usage changes that are greater than that in the Trapping
Amount, you can raise that amount as necessary. The initial Trapping Amount setup with your account represents
the ideal value for most businesses.

Drink Size

In this field you will want to record the number of units of product that you sell together. This is typically used with
liquor where you may sell the particular product in 2 or more ounce servings. For all other products that you sell in
the same qty as the unit gty ensure the Drink Size is 1.

UnitQty
This shows the number of sellable units for each item of this product as purchased.

AuditQty
This shows the number of countable units for each item of this product as purchased.

Par
In this field you will want to record the par level of this product, that is the minimum gty of this product you want to
have on hand, this is handy to ensure that you do not run out of items that are slow sellers.

Register
In this field you can record the amount of sales for this product during this audit period if your POS system records
this information. If you can not supply this information, you can leave it blank.

AvgUsage
This shows the average usage of this product.
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We will immediately fill in the Drink Size for all of the products. Go ahead and enter in 1 for the Drink Size for each

of the products.

Product Details

Froduct Bl Full | Part |Purch| Purch$ | Uzage | DinkSize
+ MyTestBeerl [24 - 120z] 0 il 0 0 0 1
+ MyTestBeer? (24 - 160z] 0 il 0 0 0 1
+ MuTeztvodkal af op 0 1] a 1
+ My T estodkaz 0 il 0 0 0 1
+ Bag of Chips ol ol o I 0.25 ] 1
+ Barrel of Pretzels af o] 0 0 ] I 1
+ b | Snack Bars [24 of] af op 0 1] 12 a f

Now let’'s move on to enter our pricing information.

It is important to keep pricing information up to date in order to ensure the most accurate reports.

In front of each product there is a small plus (+) sign. Clicking this will expand the product to show its pricing

information.
+1 k| Ry
| My
| My
o [y
+ B ai
o [5n

Expand the MyTestBeer1 product by clicking on its plus sign.

Froduct Bl
-1 b :MyTestBeerl [24 - 1202) | 0
Marne Price
Reaqular
Happy Hour
Entertainment

You now see the Price Types that we set up earlier and an empty Price field next to each.

Fill in the pricing as shown below.

Marne Price
Reaqular 2
Happy Hour 1.75
» | Entertainment 2.25

You can see that we discount the product during Happy Hour and mark it up during Entertainment.

Now let’s fill in the values for the rest of the products

Getting Started Guide
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M7 | Entertainment

- kT estBeer? (24 - 160z] 0
Marme Frice

R eqular 248

Happy Haur 2.25

275

Remember that we are pricing our products on the basis of how we set them up in the Product Management
Module. Bottled beer we set up to be sold per each bottle of beer while Liquor was set up to be sold per ounce.

- by T eztodkal 1]
Marme Frice

Reaqular 3

Happy Hour 25

b7 | Entertainmert 3q

Some products you may offer at the same price regardless of the Price Type, in this case enter the same values for

each price type.

- by T ezt odka? 0
M ame Price

R eqular 1

Happy Hour 4

k5 | Ertertainment 1

You can have a mixture of expanded and contracted products at the same time.
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Froduct Bl
+ buTeztBeer] [24 - 120z2) 1]
+ kyT eztBeer? (24 160z) 1]
+ by T eztodkal 1]
+ buT estv’odk.a2 n
= Bag of Chips 1]
Mame Frice
Reqular 075
Happy Hor 075
Entertainment 1
Froduct Bl
- Barrel of Pretzelz n
Marme Frice
Regular 025
Happy Hour 025
Entertainment 025
Froduct Bl
- Snack Bars [24 ct] 1]
Mame Frice
Reaqular 1.5
Happy Hour 1.5
bF | Entertainmert 1.5

After setting up your pricing you will only have to modify it if your prices change.

Remember that if you add products to your inventory audit you will have to add pricing details too.

You may want to review your pricing information again to ensure that the amounts are correct.

The first audit you do establishes your initial inventory levels. This first audit will not give you much information from
a reporting perspective as you have nothing to compare your inventory to. As you complete more audits your
historical inventory information is taken into account when recommending purchases.

Let’s now establish the initial inventory levels.

Click Save at the top of the screen.

"e! Audit Details

Y Add Products [ save

This will save all the information that we enter in during an inventory audit. If you are entering a lot of information, it
doesn’t hurt to periodically save your changes.

Now let’s close the Audit Details screen so we can print an Audit worksheet. We can record our inventory levels
with a pen and paper and then we can return back to the Audit Details screen to key in the details.
Click on the X in the upper right corner of the Audit Details window to close it.

=Joes
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You will see the Audit module.

Audit Details

ID: | 125
Start Date: | 172005

End Date: [/252005

S5 ho Avdit

"Wiew Audit Beport

Wiew Audit Wwark sheet

Click on the View Audit Worksheet button.

Tiel Audit Worksheet

P x G (Tefeer [w] P« 1lefr » o o=

[#l- Other Audit Worksheet

e
© Locaton ProductNans

- T e
Todal Bxles Par Frics Type

m:—mn—y:E

Tedal Zales Per Liguar Coss

Lipr Coe taiSaiea Pox L Cie
Lreien

[flw] (3]

You will be presented with the Audit Worksheet screen. Print the Audit Worksheet by clicking on the Printer button
in the upper left corner of the screen.

There are three major sections of the Audit Worksheet
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PrOdUCt LIStlng :“ Loiathon  Produit Hame Em Full Gry. Part Gy Parchase & tlmmt Parchase Prks
This area lists all of your products. You can UaLop
record the current level of inventory for each me et o I I m}_l
product here. " EEEE:::«\’.M.‘ L Ll J
TR BOTTLE DOMESTIC INPORTED
W o a4 o [ I [ ] mE
Wit wbw T (4 1o s [ | | ] w0
Other
OO AND SHACKS
s Ragedthips . [ | L _I
ws J— = o
= p— o ) |
Total Sales Per Price Type Total Sales Per Price Type
This area lists each of your Price Types; you Price Type Total Sales For Price Type
can record the amount of sales for each in Regular
this section. Happy Hour
Ertertainment
Total Sales Per Liquor Code Total Sales Per Liquor Code
This area list each of your Liquor Codes,_you Liquor Gode Total Sales For Liquor Gode
can record the amount of sales for each in Lauar
this section. WINE
BOTTLE BEER
TAKE-OUT
DRAFT BEER
Other

Let’s take the time now to fill out the audit worksheet as you would when you are doing your own inventory.

First we'll start with the Product Listing section:

Prod. Beginning Last
(1] Location  Product Name Inventory Full Qty Part Qty Purchaze Q Usage Purchase Price
LIQUOR
VODKA
10352 MyTesVodkal 1] 0000
10353 MyTesiVodkaZ 0 $0.00
BOTTLE BEER
BEER BOTTLE-DOMESTIC/IMPORTED
10355 Cooler MyTesSeer? (24 - 160z) [ | | $0.00
10354 InSack MyTesBeard (24 - 120q) 0 | | $0.00
Other
FOOD AND SNACKS
103435 Bag of Chics [ $0.25
10244 Snack Bars (24 o) [ $1200
10345 Earez ofPratzels [ $5.00

You will immediately notice that each product is listed on the worksheet. For each product, there are four pieces of
information that you can provide:

e Full Qty
The Full Quantity is the total quantity of the product that is in your inventory which hasn’t been partially
used. (For example, a full case of beer, a full keg of beer, a full bottle of liquor)

e PartQty
The Partial Quantity is the amount of the product that is partially used. This amount is represented by the
number of units of Audit Qty Counted present.
(For example, a 24 count case of beer which has an Audit Qty Counted of 24 and is half full would have a
Part Qty of 12 and a bottle of liquor which has an Audit Qty Counted of 10 and is half full would have a
Part Qty of 5)

e  Purchase Qty
The Purchase Quantity is the total quantity of the product that was purchased since the last audit.

e  Purchase Price
The Purchase Prices is the price that you paid for the product. The most recent price paid will be listed
next to the purchase price field so that you only have to record the price if it has changed.

Go ahead now and fill in the worksheet with the following numbers (We are going to assume that we are opening a
new bar and we just purchased all of these products to start the business.) :

[ Product Name | Full Qty | PartQty | Purchase Qty | Purchase Price |
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MyTestVodka1 2 0 2 $20.00
MyTestVodka2 2 0 2 $40.00
MyTestBeer2 2 0 2 $30.00
MyTestBeer1 2 0 2 $15.00
Bag of Chips 20 0 20 $.25
Snack Bars (24 ct) 2 0 2 $12.00
Barrel of Pretzels 2 0 2 $5.00

Since this audit is for an example bar that is just opening, we don’t have any sales figures and won't visit the Total

Sales Per Price Type and Total Sales Per Liquor Code right now.

Let's go back to the application now and fill in the information from the worksheet.

If you still have the audit worksheet dialog open, you can close it now.

In the Audits Module click the Show Audit Button.

I
ar
Add ...

1417{2005 ( 7 days in period )

Audit Management (3

Falder tem= x
EAATI2005] F ¢

Audit Details

IC:

Start Date: |

End Date:

S hooa A Lidit

Wiew Audit wWarkzheet

Wiew Audit Beport

The Audit Details dialog appears.
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o Audit Details M=%
) g provicts [ Gove

| Prochact Invenkory || Recai Price Tyne Saies | Lisuor Greup Saes | Aqusisents

Procuct Diataly
Poodhact B Ful Pat Puch Pucht Usage DrnkSiee Urddy Audilly Pa | Regiter | Avglisags
1 5.1 w0 1
1 5.4 10
1 kil i
1 24 4
1 7
1
1

My - T6cz]
4 [MyTesfiner (24 1207)
U2 of Chios
Sriach Bars (24 cl)
¢ [ Banel of Proezrds

1
ki F]
50 10

slelolslslals
ololololala
o
ololololala
olelolslele

Now let’s just fill in the information with the information we recorded from the audit worksheet. Notice that the
products are listed in the same order as they are on the Audit Worksheet.

Product El Full | Part | Purch| Purch$
+ uT estvfodkal oy 2( 0 2 20
+ by T esztvodka 0 2 0 2 40
+ MuTestBeer? [24 - 1602] 0 2 0 2 a0
+ buTeztBeer] [24 - 120z2) oy 2( 0 2 15
+ Bag of Chips of 200 0f 20 025
+ Snack Bars [24 cf] 0 0 2 12
+- b | Barmel of Pretzels 0 0 2 3]

Again, since this is our first inventory, we won’t bother with the rest of the information yet.

Click Save at the top of the screen.

E Sawve

Now we’ll close this inventory audit by clicking the red x in the right corner of the Audit Details screen.

——1

You will be back in the Audit Module.

We now will begin our second audit. This audit would be done the day after the End Date on the first audit, for our
example bar it would exactly one week later. Lets continue on to fill in our inventory information and then run a
report to see how our business did.
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i
1/17/2005 ( 7 days in period ) Audit Management 3
Folder Items X

N AF005(7 ¢

Audit Details

D

Start Date:
End Date:

Show Audit ‘

i

Wiew Audit Wiork sheet Wiew Audit Report

We'll add our second Audit now by clicking the Add.. button in the upper left corner of the Audit Module.

i
T
Add ...

Notice that the Start and End Date have already been filled in for you.

It is important to do your inventories consistently back to back and over the same time span in order to get the
most out of the inventory reports. Even if your bar is not showing any shrinkage, you will still want to watch how the
rising costs of inventory affect your profits and to catch shrinkage as soon as it happens.

Audit Detaills

[nR

Start Date: [1/24/2005
End D ate: [1/30/2005

Accept the dates that have been filled in for you (they will be different than what appears above) and click Apply.

You have now created the new audit; you will have to re-select it again to continue. Click on the second audit in the
list (the later date) to select it.

Faolder tems x

0 1172005 7
25 1/24/2005 [ 7

Now let’s click View Audit Worksheet and print another copy of the worksheet out. This time we’ll be filling in more
details since our fictitious company has been open a week and has made some sales.

If you recall from before there are three main sections to the Audit Worksheet, the Product Listing, the Total Sales
Per Price Type and the Total Sales Per Liquor Code. Looking a the Product Listing we immediately see some
changes since our first audit as the Beginning Inventory is now filled in as well as the Purchase Price.
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Prod. Beginning Last
0 Location  Product Name Inventory Full Qty Part Qty Purchaze Q Usage Purchase Price
LIQUOR
VODKA
10252 MyTesfiodks1 20 0 %2000
10353 MyTesiodks? 20 0 $40.00
BOTTLE BEER
BEER BOTTLE-DOMESTIC/IMPORTED
10355 Cooler MyTesBeer? (24 - 160z) 48 | | 0 $3000
10354 InEisck MyTesSeerd (24 - 1202) 48 | | 0 $i500
Othe
FOOD AND SNACKS
10345 Bag of Chips 2 0 $025 I:I
10344 Snack Bars (2407 4k [ $12.00
10345 Earesl of Pretzels 20 1] $5.00

Beginning Inventory

The Beginning Inventory number shows the total amount of inventory at the end of the last inventory measured in
the total units of Audit Qty Counted present. For instance we had two full bottles of MyTestVodka1 vodka at the end
of our first inventory, each of which has 10 units of Audit Qty Counted per bottle. Therefore we will have a Beginning
Inventory of 20. The Beginning Inventory number is useful as it will immediately tip you off that you missed
recording purchases if your new inventory is greater than your Beginning Inventory.

Purchase Price

The Purchase Price is also helpful as it allows you to compare new purchases with the price you paid the last time
you made a purchase for the same product. The Purchase Price is also used in determining the profit you are
making on each product so it is important to keep it up to date.

Let’s now fill in our new inventory information.

Product Name Full Qty Part Qty Purchase Qty Purchase Price
MyTestVodka1 0 5

MyTestVodka2 1 0

MyTestBeer2 0 0

MyTestBeer1 0 0

Bag of Chips 10 0

Snack Bars (24 ct) 1 12

Barrel of Pretzels 2 0

We didn’t make any purchases since last week so we won’t update the Purchase Price and we’ll leave the
Purchase Qty empty.

We'll move on now to the Total Sales Per Price Type section of the Audit Worksheet.

Total Sales Per Price Type

Price Type Total Sales For Price Type
Regular [5 |
Happy Hour [5 |
Entertainment [5 |

Go on and fill in the following values onto the Audit Worksheet.

Price Type Total Sales For Price Type
Regular $102.92
Happy Hour $130.52
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[ Entertainment

[ 5160.94

We'll move on now tot eh Total Sales Per Liquor Code

Total Sales Per Liquor Code

Liquor Code
LIQUOR

WIME

BOTTLE BEER
TAKE-OUT
DRAFT BEER
Other

Total Sales For Liquor Code

B

§

]

5

§

§

Go ahead and fill in the following values onto the Audit Worksheet.

Liquor Code Total Sales For Liquor Code
LIQUOR $185.77

WINE

BOTTLE BEER $185.88

TAKE-OUT

DRAFT BEER

Other $22.73

We now have completed the Audit Worksheet. Let'’s revisit the application and type the data into the Audit Detail .

On the Product Inventory tab enter in the FullQty and Part Qty from the Audit Worksheet

Product [nventom

Product Bl | Full | Part Purch Purch$ | Uszage | DrnkSize | Unitlty | AuditQte | Par ) Register | Awgllzage
+ yT estviodkal 200 oOf 8 0 20 15 1 251 o 0 i ]
+ MyT estviodkaZ 200 1 0 0 40 10 1 25.4 0 0 a a
¥ MyT estBeer? (24 - 160z) 43 0| 0 0 a0 43 1 24 240 0 1] ]
+ MyTestBeer (24 - 120z) 3] 0| 0 0 15 48 1 24 240 0 1] ]
+ Bag of Chips 200 100 O 0 0.25 10 1 1 1 1] 0 1]
+ Snack Bars [24 cf) 3] 1 2 0 12 12 1 24 24 0 i ]
+-MF | Barel of Pretzels 20f 2 i i i} I} 1 i o 0 i 1]

You will notice that all of the products with the exception of the Barrel of Pretzels product are highlighted. If you
recall earlier when we first introduced this grid that products will be highlighted when the usage is either negative or
differs from the AvgUsage by a percentage greater than the Trapping Percent in the Business Module. In this case
there are no problems since we don’t have any historical usage data to compare this audit to, so we will ignore the
highlight for this audit. For future audit we would want to pay attention to any product whose line is highlighted.

Let's now move on to the Retail Price Type Sales tab and fill in the numbers from the Total Sales Per Price Type

section of the Audit Worksheet.

: Retail Price Type Sales |

Sales

102.92

130.52

160.94

Finally we’ll move on to the Liquor Code Sales tab and fill in the number from the Total Sales Per Liquor Code

section of the Audit Worksheet.
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{ Liquor Group Sales |

Liquar Group Sales
LIGQUOR 185,77
WINE
BOTTLE BEER 185,88
TARE-OUT
DRAFT BEER

P | Other 2273

Let’s take a look at the last tab, the Adjustments Tab.

In this tab we can record any products that we gave away.
Let’s add a couple of drinks that we gave away to a new regular.

At the bottom of the screen click the Add Adjustment button.

Add Adjustrment

You will notice that a new row has been added to the Adjustments grid.

M arme [ty Drallardrmount T otal Adjustment
% || | |

Let’s fill in the details for this Adjustment.

I arne [ty Drallardrmount T otal &djustment

"¢ | Beer far new regular. | 2 | 2 4

Now that we are done with the Audit we’ll save our changes by clicking the Save button in the upper left corner of
the screen.

I save

Now we'll close this inventory audit by clicking the red x in the right corner of the Audit Details screen.

—

You will be back in the Audit Module.

Let’s view the Audit Report by clicking on the View Audit Report button in the Audit Module.

Yiew Audit Feport

Getting Started Guide 71



Demo Account Setup

[resnten
[Fesntia
o
fonmes
Pocar

A
¥ Blmk
o | [t
N

H H
"
'

PR

—— s -
it e M S $988 8 Vi ittt bt 8 D i it 13 it 5%
Bioks e Tndcobicn Swes o BASE 13 et 155000 b o B180.8 s et shumng 58 378
Towriaie vt 8y 407313

iy Uned

Perertige 00

%
i
i
HE |
|5 - 5| Pucrunes
L. B wenn
u [u « fu| e e
H H =3
HH (txe®
5 |33 Blreamcen:

i
[

You will be presented with the Audit Report screen. Go ahead and print the Audit Report by clicking on the Printer
button in the upper left corner of the screen.

There are three main sub reports contained within the Audit Report, we will go over each as they appear on the
report.

The first sub report is the Retail Price Type Report which gives you a high level overview of the differences between
reported sales and actual usage.
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Retail Price Type Report

E E = = @ @

E: BF E: EF : i3
Retail Price Type £ & £ £ £ 3 EE = ££
Beer for new regular, $4.00
Entertamment $160.94 40.8% $186.9% 4).8% 52602 16.2%
Happy Hour $13052 Bi% $15163 Bi1% 211 16.2%
Regular $102.92 26.1% $119.56 2.1% $16.63 16.2%
Grand Total: $396.38 $458.13

Based on Actual Sales of : $398.38 and Value of goods used of : $168.3 your cost per §1.00 income is : 42%
Based on Theoretical Sales of : 3458.13 and Value of goods used of : $168.5 your perfect pouning cost is : 37%
Your cash receipts are off by : $59.75 (15%)

The Retail Price Type Report contains two sections.

Retail Price Breakdown
The first section highlights the reported sales and compares them to the Theoretical Sales (sales that you would
have seen had all of the product used was accounted for by sales)

Reported Sales:
Sales that you recorded in the Total Sales Per Price Type section of the Audit Worksheet.

Reported Percent:
This represents the relationship between the Reported sales for a Price Type to the total sales.

Theoretical Sales:
This represents the sales you would have reported had your sales accounted for the entire product that had
been used in this audit period.

Theoretical Percent:
This represents the relationship between the Theoretical sales for a Price Type the total Theoretical sales.

Variance:
This represents the unaccounted for sales based on usage.

Variance Percent
This represents the portion of sales that are unaccounted for.

Summary Section
The second section, the summary section gives you an indicator on how your business is currently running and
compares it to how it could run.

|Eased on Actual Sales of : 5398.38 and Value of goods used of : $168.5 your cost per 31.00 income is 42%|

This statement shows the sales that you reported (Actual Sales) and the cost of the products that were used (Value
of goods used) in this audit period and shows the percentage of each dollar of sales that goes directly to the cost of
the product.

Comparing this statement with the one that follows will allow you to see the difference between how many sales you
currently are capturing to those that you could, had you been able to account for the inventory used in this period. If
you notice a sizable discrepancy, you should take action to monitor your staff as they may be giving away drinks or

taking payment for sales without ringing them in.

If your business was running optimally the next statement would be true.

|Ease-d on Theoretical Sales of : 3458.13 and Value of goods used of : $168.5 your perfect pouning costis | 37% |

This statement shows the best you could do if you accounted for every amount of inventory used, it paints a picture
of the best you can do with your current pricing (i.e. your perfect pouring cost). You will want to closely monitor the
perfect pouring cost as this percentage will rise when the cost of your goods rises and the only way to drive this
number down is to raise prices.
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A lower perfect pouring cost equates to higher profits. Determining the optimal percentage is difficult, as too low a
percentage will drive away customers and too high will cut out profits. The benefit in determining your optimal
percentage is that you will be able to maintain your profits as your costs rise by adjusting prices accordingly.

The last statement surmises the difference between reported sales and expected sales this period based on usage.
Note that it is to be expected to see some degree of lost sales since pouring is not exactly perfect and a small
percentage should not cause any alarm. If however between reports you notice a jump in this percentage, it would
be necessary to take corrective action.

Your cash receipts are off by - $59.75 (15%)

The second sub report is the Liquor Group Summary Report which gives you an at a glance view of how each of
your liquor groups performed in this period.

Liquor Group Summary Report

-3 3.1
& = -

8= S = = = E
£ 5% 28 EEE E ¢ I, 3. .: <% 3%

2 SE sE¥g =& ZEE < 2 B2 gz 2% )
) & £s 23 % 3 g Es é 2 i = E'g _s

Liquor Group = £E EEE E2 R 3 = rgf £ E EE S B 2
LIQUOR 250 52.5% $50.00 2 $60.00 2 B3 $213.90 $185.77 $28.13 $70.00 32.7%
BOTTLE BEER 4.00 00.0% $0.00 [ $135.00 2 9 1781 $185.88 $31.93 $80.00 a9.3%
Other 10.50 43.8% $30.50 3 3075 3 2 32651 $22.73 3378 $8.50 32.1%
Grand Totals 1700 531% £80.50 1100 §19575 7 18 $45833 £30438 £63.85 £168.50 368%

There are twelve columns of information for each Liquor Group in your account the following table explains each in
detail:

Usage
This is the total units of inventory (reported in units as purchased i.e. bottles of liquor or cases =
of beer) that were used during this period. B
=2
250
400
10.50
17.00
Percentage of Inventory Used
This relates the usage to total inventory. A higher percentage means less of your inventory is = 2
sitting on the shelf and thus running a leaner business, however too high a number could 2 g
lead to lost sales due to being sold out of a product. =
£ 5
Businesses that carry a wide variety of products will notice that this number is lower due to S =
having to keep a number of different items in stock at all times. 2 g
a £
B2 5%
100.0%
43 8%
53.1%
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Value of Inventory on Hand =
This number tells you how much money you have tied up in inventory. Overstocking your o
inventory will lead you to have your money sit on the shelf instead of being able to be w B
invested elsewhere in your business. o E
25T
SET
$50.00
$0.00
$30.50
$80.50
Total Recommended Purchases =
Based upon your historical usage and par levels LiquidGuardian will recommend purchases g
in order to prevent you from running out of inventory. Recall that you set the number of days =
of inventory you would like to keep in the Business module. E -
E 2
— o
2
B
3
11.00
Total Cost of Recommended Purchases -
The cost of the recommended purchases based upon the most current pricing information w 2
LiquidGuardian has on each of your products. 2 S o
S E @
el
P o
$60.00
$135.00
$0.75
$195.75
Line Items w
The number of different products within each Liquor Code. 1=
=
@
=
-
2
2
3
7

Getting Started Guide 75



Demo Account Setup

Drinks Sold

The number of drinks sold based upon the drink size you reported in the audit and the
amount of product used.

Theoretical Income
The amount of sales generated had all inventory used been accounted for by sales.

Reported Income
The amount of sales you reported.

Income Variance
The difference between Theoretical Income and Reported Income

Cost of Goods Sold
The cost of the amount of inventory that was used in this period.

- ]
@ |8 ¢ 22Drinks Sold

Theoretical

$168.50
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Weighted Pouring Cost
The percentage of each dollar earned that goes directly to the cost of the product.

Cost

Weighted
ouring

P

32.7%
41.3%
32.1%

36.8%

The third and final sub report, the Inventory Audit Report provides a more detailed view into the information
summarized in the first two reports. The Inventory Audit Report allows you to pinpoint items of interest that you
discover in the earlier reports.

Inventory Audit Report
& o -
_— g :
. g E : i i3 3
2 ] oz = a = = E E3 ER s<
g? 2B ps 2 = S S = E &= . EE EP
3 = - .
Liquor Group  Product Type /Product 2 E i 3 E Historical Usage & i 3 = é 2 5 &£
LOUOR
VODKA
& . =
g 3 : iz 3 %
2 H H > S Eo =
43 g E =z = = = = T EE Eg =<
E g F = = = = = @& £ EE EE
&5 - 5 - - ERNNS ¥ 2 § s =
Liquor Group ! Product Type [ Product 2 E § & B Historical Usage & § S & £ £
MyTestVodicat 200 R 000 150 1000 M %% 0
MyTestVodia? 200 01w 000 100 1 000 MM 0% 0
Product Ty Tataks 0 230 2 $5000
Theoretical Weighted Pouring Cost 327%
BOTILE BEER
EEER BOTILE-DONESTIGIWPORTED
MyTestBeert (24 - 1202) 200 o ow|[_2m| om 200 3 OM50 MS00 0%
MyTestBecr2 (24 - 1607) 200 0 om 000 20 3 SN0 M 6%
Product Type Totake 0 400 6 §13500
Theoretical Weighted Pouring Cost ~ 41.3%
Other
FOODANDSNAGKS
Bag of Chios 2000 0 1w 0.00 1000 3 W3 W 2%
Bare of Pretzels 200 v 20| o om 000 0 S50 000 400%
Snack Bars (24 1) 200 01 000 050 0200 BK B
Product Type Tatake T 1050 3 5075
Theoretical Weighted Pouring Cost ~ 321%

This report groups product information first by Liquor Group then by Product Code, exactly how you have your
products setup in the Product Management module.

Each product has nine attributes:

Beginning Inventory
The amount of inventory measured in units as purchased available
for sale during this period.

Inventory

Purchases
The units of inventory purchased during this period.

Purchases | [Beginning
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Ending Inventory -
The amount of inventory measured in units as purchased at the o S
close of this period. £EE

=

S c

w =
Historical Usage z z =
This section shows the usage of the last five periods of usage and = g 3
identifies the period with the highest usage. (The period with the = = = = = g
highest usage is used to calculate your recommended purchase - - Historical Usige
quantity.) T 000 7

The total usage across all five periods is also shown.

Recommended Purchase Qty.

This quantity is calculated using the days in audit setting in the
Business Module and the highest usages in your five week
historical usage to determine what you should purchase in order to
maintain sufficient inventory levels over that period of time.

Purchase Qty.

Cost
This is the cost per item as recorded in the system, actual cost
may be higher as prices may have risen since your last purchase.

Recommended Purchase Cost
This is the estimated total amount that you would have to spend to
replenish your inventory based upon the recommendation.

Recommended| |Cost | |Recommended

Purchase Cost

Theoretical Pouring Cost

This represents the percentage of each dollar that goes directly to
the cost of the product. This is a best case number and does not
take into account shrinkage. You should monitor this percentage
as a gauge to tell when and on which products you need to raise
your prices.

Theoretical
Pouring Cost

Par

This number represents any par levels you have set. Setting par
levels is a good idea for products that you like to keep in stock but
rarely sell, or for products that you like to keep available in different
parts of your establishment.

Par

Congratulations!

You are finished setting up the demo account and have reviewed all the features in the system. You have only to
follow these last few steps before using LiquidGuardian:

. Delete the sample audits we created.
. Remove the sample products.
. Fill in information pertaining to your bar.

You are now on your way to maximizing your profits by purchasing, pouring, and pricing more efficiently with
LiquidGuardian!
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