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Using Maintain A/R Documents 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When adding new 
“Ticket”, “Finance 
charge”, or “Balance 
forward” documents, 
after entering Amount, 
the document is set to 
“self-applied” and you 
are asked to save the 
document. 
 
Customer balance is 
updated when 
document is saved. 
 
Cannot delete or 
change “self-applied” 
documents to non-
self-applied if other 
documents are 
applied to it.  

When adding new 
“Credit Memo”, “Debit 
Memo”, or “Payment” 
documents, after 
entering Amount, 
switch to the Lines tab 
and specify the 
documents to which 
this new document 
applies.   
 
When the new 
document is fully 
applied (Amount 
remaining is 0.00), 
you are asked to save 
the document. 
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CPSQL Fundamentals 
Learning Objectives Evaluation 

Section Seven 
 

Date: _______________________________ 
 
Name (Optional): __________________________________________________ 
 
Please respond to how well you feel you understand the tasks covered in today’s class  
 
Use the following scale 

1 - Not covered 
2 - I don’t get it 
3 - I need a lot more help in this area  
4 - I need a little more time to get it 
5 - I got it 

 
Enter Cash Receipts    1 2 3 4 5 
 
Post Cash Receipts     1 2 3 4 5 
 
Void Checks      1 2 3 4 5 
 
Complete Write-offs     1 2 3 4 5 
 
Apply Open payments    1 2 3 4 5 
 
Enter Customer Adjustments   1 2 3 4 5 
 
Post Customer Adjustments   1 2 3 4 5 
 
Reapply A/R documents    1 2 3 4 5 
 
Print Customer Statements   1 2 3 4 5 
 
Print Customer Aging Report   1 2 3 4 5 
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SECTION 8:  SALES HISTORY REPORTS 
 
 
 
 
Agenda 
 
 
 Sales History Reports  ............................................................................... 1 
 
 Commissions Due Report .......................................................................... 2 
 
 Flash Sales Report ..................................................................................... 3 
 
 Management History Reports ..................................................................... 6 
 
 Return Tickets Report ................................................................................ 7 
 
 Tax History Report ..................................................................................... 9 
 
 Tax Exceptions Report ............................................................................. 11 
 
 Voided Tickets Report .............................................................................. 13 
 
 Sales Analysis by Group Report .............................................................. 15 
 
 Sales History by Customer by Item Report .............................................. 18 
 
 Sales History by Item by Customer Report .............................................. 20 
 
 Sales History by Sales Rep Report .......................................................... 22 
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Sales History Reports 
 
 
 
Select  Sales History / Reports 
 
 

Commissions Due Commissions to be paid to sales reps 

Flash Sales Brief summary of sales activity during a specified period 
of time at a selected store or all stores 

Management History History of sales by Item Category, Pay Code, Sales Rep, 
Station, Store, Tax Code, and User. Permits comparison 
of reporting period to a different period.  

Return Tickets  Focuses on tickets with returned items. In addition to 
showing header information, shows all line items for the 
ticket, not just the returned items.   

Tax History  
 

For each tax authority, shows taxable and non-taxable 
sales and tax amounts. 

Summary version shows totals for each tax authority. 
Detail version shows breakdown for each authority by 
date and/or ticket. 

Tax Exceptions Prints for tax amount or tax code changes made to a 
ticket, item tax overrides, and/or item tax category 
changes. Shows taxable amount, normal tax/tax code/  
tax category (value before changing), tax amount, and 
override reason. 

Voided Tickets  History of voided tickets, with or without line item detail 

Sales Analysis by Group Allows analysis of best or worst items, customers, 
vendors, day of week, etc., based on user-selected 
criteria (quantity sold, quantity returned, average selling 
price, profit dollars or percent). Optional pie chart. 

Sales History by Customer 
by Item 

For selected customers, shows items sold, quantity sold, 
sales dollars, gross profit dollars and percent 

Sales History by 
Item by Customer 

For selected items, shows who bought, quantity sold, 
sales dollars, gross profit dollars and percent 

Sales History by Sales Rep For selected sales reps, shows tickets, sales, cost, and 
gross profit information. Detail version of report shows 
information for each ticket.  
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Commissions Due Report 
 
 
 
Select  Sales History / Reports / Commissions Due 
 
 

• Use to print a report of commissions earned by sales reps  
 
 
 
 Select whether to 

print a detail or 
summary report, 
and filter the 
commissions to 
include.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary 

Detail 
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Flash Sales Report 
 
 
 
Select  Sales History / Reports / Flash Sales 
 
 

• Use to print a report of sales activity for one or all stores for a specified period 
of time, with optional comparison to a different time period  

 
• Use pre-defined format that shows sales, profit dollars and percent, number 

of tickets, and average ticket amount, or select up to five different fields to 
include  

 
• All sales information is based on ticket items, and does not include 

miscellaneous charges, taxes, gift certificates, or order deposits 
 
 
 Parameters tab 
 
 Select the order in 

which to print the report 
(see choices below), 
and identify the 
reporting period. 
Optionally, select a 
comparison time period 
and a pie chart.  

 
 Select the store on 

which to report sales,  
 or click                 . 
 
  
 
 
 "Print in order by" choices:  
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Flash Sales Report 
 
 
 
 Select columns tab 
 
 Up to five columns can 

appear on the report. 
Replace any of the 
predefined "visible" 
columns with columns 
from the "available" list.  

 
 If you selected to show 

a pie chart, it is based 
on the first column and 
first reporting period.  

 
 Specify if you want 

dollars rounded,   
quantities rounded, and whether to show percent-of-total values. 

 
 

Available Column Notes 
# of tickets • Number of tickets processed 
Average selling price • Average selling price = Sales (excluding returns) ÷ Qty sold (excluding 

returns) 
• Calculations are based on stocking units 

Average ticket • Average ticket = Sales (excluding returns) ÷ # of tickets 
Cost • Total cost of goods 
Discounts (Calc. price) • Discounts (Calc. price) = Sales (Calc. price) – Sales 

• Calculated as the difference in “theoretical” sales at calculated prices 
less the actual selling price (actual selling price reflects price 
overrides and other user-entered prices) 

• Includes both sale and return lines 
Discounts (Regular price) • Discounts (Regular price) = Sales (Reg. price) – Sales 
Discounts (Retail) • Discounts (Retail) = Sales (Retail) – Sales 
Number of lines • Number of line items that were sold or returned 
Number of return lines • Number of line items that were returned 
Number of sale lines • Number of line items that were sold 
Percent returned ($) • Percent returned ($) = Returns ÷ Sales (excluding returns) 
Percent returned (qty) • Percent returned (qty) = Qty returned ÷ Qty sold (excluding returns) 

• Quantity is based on stocking units 
Profit $ • Profit $ = Sales – Cost 
Profit % • Profit % = Profit $ ÷ Sales 
Qty returned • Quantity returned, in stocking units 
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Flash Sales Report 
 
 

Available Column Notes 
Qty sold • Quantity sold, in stocking units 
Qty sold (excluding returns) • Quantity sold, in stocking units (excluding all returned line items) 
Returns • Returned amount 
Sales • Sales amount 
Sales (Calc. price) • “Theoretical” value that reflects what sales would have been if 

everything had sold at the system-calculated price 
Sales (excluding returns) • Sales amount, excluding all returned line items 
Sales (Reg. price) • “Theoretical” value that reflects what sales would have been if 

everything had sold at regular price 
Sales (Retail) • “Theoretical” value that reflects what sales would have been if 

everything had sold at the retail price (i.e., stocking unit’s Price-1). 
 
  
 Filter the ticket history 

information to include in the 
report. 
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Management History Reports 
 
 
Select  Sales History / Reports / Management History 
 
 
 Select the type of history 
 
 
 
 
 
 
 Enter the reporting 

date range and, 
optionally, a 
comparison date 
range. 

 
 Select whether to 

print summarized or 
detailed history. 

 
 Filter the history 

records. 
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Return Tickets Report 
 
 
 
Select  Sales History / Reports / Return Tickets 
 

• Use to print a report of posted tickets that contain returned items 
 
 
 Parameters tab 
 
 Select the order in 

which to print the 
report. 

 
 Specify whether to 

print the summary 
version or to show 
details for all items 
(not just returns) on 
each ticket.  

 
 Indicate whether to 

show payment information.  
 
 
 
 
 
 
 Filter the ticket 

history to include.  
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Return Tickets Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Summary 

Line and Payment Detail 
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Tax History Report 
 
 
 
Select  Sales History / Reports / Tax History 
 
 

• Use to print a report of taxes collected on tickets for each tax authority and 
tax rule, along with sales and taxable amounts 

 
 
 
 
 Parameters tab 
 
 Specify whether to 

show details on 
taxes collected for 
each date and/or for 
each ticket.   

  
 
 
 
 
 
 
 
 
 
 
 
 Filter the ticket 

history to 
include.  
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Tax History Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Date and Ticket Detail  

Summary 
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Tax Exceptions Report 
 
 
 
Select  Sales History / Reports / Tax Exceptions 
 
 

• Use to print a report of tickets on which any tax changes occurred 
 
 
 
 
 
 Parameters tab 
 
 Select the tax 

changes to include 
on the report.  

 
 
 
 
 
 
 
 
 
 
 
 Filter the ticket 

history to include. 
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Tax Exceptions Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Sales History                 8-13 08/10/08 

Voided Tickets Report 
 
 
 
Select  Sales History / Reports / Voided Tickets 
 
 

• Use to print a report of tickets that were voided after completion  
 
 
 Parameters tab 
 
 Select the order in 

which to print the 
report. 

 
 Specify whether to 

print the summary 
version or to show 
details for all items 
on each voided 
ticket.  

 
 Indicate whether to 

show payment information.  
 
 
 
 
 
 Filter the voided 

ticket history to 
include. 
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Voided Tickets Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Item and Payment Detail  

Summary  
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Sales Analysis by Group Report 
 
 
 
Select  Sales History / Reports / Sales Analysis by Group 
 
 

• Use to analyze historical sales activity for a selected "group" of data  
(over 120 "groups" are available) for up to three reporting periods 

 
• Use pre-defined format (which varies depending on selected "order by"), 

or select up to five different fields to include  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Group by 
Include groups 
with no history 

Field (and associated table) to use for grouping ticket history data  
If enabled, shows a group even if no history exists for that group 

Print Select whether to show all groups, or just the Top or Bottom groups 
If Top or Bottom is selected, identify the number of groups to include 

Show pie chart If enabled, pie chart is based on first "visible" column for first 
reporting period for groups included in the report 

Print in order by Order in which groups are shown on report. Choices include: group 
ID, group description, or any reportable field 

Report periods 
Rank period 

Enter up to 3 reporting periods.  
If a summary value was selected at "Print in order by", select which 
period's data  will be used for sorting 
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Sales Analysis by Group Report 
 
 
 
 Select columns tab 
 
 Up to five columns can 

appear on the report. 
Replace any of the 
predefined "visible" 
columns with columns 
from the "available" list.  

 
 Specify if you want 

dollars rounded,   
quantities rounded, and 
whether to show 
percent-of-total values. 

 
 
 Refer to Flash Sales Report for a description of each available column.  
 
 
 
 
 Filter the ticket 

history information 
to include in the 
report.  

 
 
 
 
 
 
 
 The third filter tab 

will vary, depending 
on your "Group by" 
choice.  
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Sales Analysis by Group Report 
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Sales History by Customer by Item Report 
 
 
 
Select  Sales History / Reports / Sales History by Customer by Item 
 
 

• Use to report on which customers are purchasing what merchandise  
 
 
 
 
 
 Select to print the 

report in order by 
either customer 
number or name.  

 
 
 
 Filter the 

customers, items, 
and ticket history 
to include.  
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Sales History by Customer by Item Report 
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Sales History by Item by Customer Report 
 
 
 
Select  Sales History / Reports / Sales History by Item by Customer  
 
 

• Use to report on items and which customers are purchasing them 
 
 
  
 
 
 
 
 Filter the ticket 

history, 
customers, 
and items to 
include.  
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Sales History by Item by Customer Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Sales History                 8-22 08/10/08 

Sales History by Sales Rep Report 
 
 
 
Select  Sales History / Reports / Sales History by Sales Rep  
 
 

• Use to report on sales performance by sales reps 
 
 
 
 
 Select the order in 

which to print the 
report, and 
whether to print the 
summary or detail 
version.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 Filter the ticket 

history and 
customers to 
include. 
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Sales History by Sales Rep Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Detail 

Summary 
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CPSQL Fundamentals 
Learning Objectives Evaluation 

Section Eight 
 

Date: _______________________________ 
 
Name (Optional): __________________________________________________ 
 
Please respond to how well you feel you understand the tasks covered in today’s class  
 
Use the following scale 

1 - Not covered 
2 - I don’t get it 
3 - I need a lot more help in this area  
4 - I need a little more time to get it 
5 - I got it 

 
Run a Commissions Due Report    1 2 3 4 5 
 
Run a Flash Sales Report     1 2 3 4 5 
 
Run a Management History Report   1 2 3 4 5 
 
Run a Return Tickets Report    1 2 3 4 5 
 
Run a Tax History Report     1 2 3 4 5 
 
Run a Tax Exception Report    1 2 3 4 5 
 
Run a Voided Tickets Report    1 2 3 4 5 
 
Run a Sales Analysis by Group Report   1 2 3 4 5 
 
Run a Sales History by Customer by Item Report 1 2 3 4 5 
 
Run a Sales History by Item by Customer Report 1 2 3 4 5 
 
Run a Sales History by Sales Rep Report  1 2 3 4 5 
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CPSQL Fundamentals 
Evaluation 

Overall 
Date: __________________________ 
 
Name (Optional): __________________________________________________ 
 
Indicate to what extent you agree or disagree with each of these statements 
 
Circle the corresponding number  1 - Strongly Disagree 5 - Strongly Agree 
 
Overall Course  
The objectives were clearly stated   1 2 3 4 5 
 
The materials were well organized   1 2 3 4 5 
 
The content was adequately covered   1 2 3 4 5 
 
The exercises helped me to understand   1 2 3 4 5 
 
I will be able to use this information    1 2 3 4 5 
 
 
 
Instructor 
The instructor kept an adequate pace   1 2 3 4 5 
 
The instructor was well prepared    1 2 3 4 5 
 
The instructor handled questions well   1 2 3 4 5 
 
The instructor was interested in helping me learn 1 2 3 4 5 
 
The instructor’s examples helped me to understand 1 2 3 4 5 
 
 
 
 
Too much time was spent on ______________________________________________ 
 
Too little time was spent on _______________________________________________ 
 
Comments: 
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Synchronics Training 
Hotel/Facility Evaluation 

 
 
Date: __________________________ 
 
Name (Optional): __________________________________________________ 
 
Indicate to what extent you agree or disagree with each of these statements 
 
Circle the corresponding number  1 - Strongly Disagree 5 - Strongly Agree 
 
Hotel Name:       
The sleeping room was well-maintained and -cleaned. 1 2 3 4 5 
I enjoyed the hotel’s amenities.    1 2 3 4 5 
My needs were addressed quickly and satisfactorily.  1 2 3 4 5 
I would stay at this hotel again.    1 2 3 4 5 
 
 
Training Facility: 
The room size was adequate and comfortable.  1 2 3 4 5 
The table/chairs were comfortable.    1 2 3 4 5 
The ventilation was sufficient.           1 2 3 4 5 
 
Food: 
I got enough to eat.           1 2 3 4 5 
Meals/snacks were served at appropriate time intervals. 1 2 3 4 5 
The food was good.      1 2 3 4 5 
 
 
 
What aspects about the hotel were better than most?  ______________________________          

______________________________________________________________________ 

What needed improvement?  ________________________________________________ 

What aspects about the training facility were better than most?________________________ 
______________________________________________________________________     

What needed improvement? ________________________________________________ 

What were your favorite meals?  ______________________________________________ 
______________________________________________________________________ 

What was your least favorite? ________________________________________________ 
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GLOSSARY 
 
 

Accelerator Key 
Underlined character on a button that, when pressed with Alt on the keyboard, selects the button 

Account  
An account is a category used to group financial information and to create financial statements for a business. 
When you post individual transactions in CounterPoint, account numbers are used to hold distributions. 
CounterPoint allows you to track the activity for each account, report on the activity, and pass this information along 
to an independent General Ledger package in order to evaluate the financial status of your business. A well-defined 
chart of accounts is essential for good financial records. If you don't already have a chart of accounts, we 
recommend that you consult your accountant before entering account information in CounterPoint. 

Account code 
A record containing information on what accounts should be used for distributions created by transactions involving 
inventory items that have been assigned this account code 
Every item is assigned one account code. 

Accounting cost 
The cost value used in generating G/L distributions for inventory transactions 

Accounts Payable 
Amounts owed to others (a liability) for goods or services purchased on credit 

Accounts Receivable 
Amounts owed to a business (an asset), usually by customers who purchased your goods or services on credit 

Activating a drawer 
The process of recording the beginning amount of cash in a drawer before processing tickets 
Normally, a drawer is activated at the start of each business day.  

Active 
The state when an object has focus and its controls are available 

Active window 
The window in which you are editing data (or allowed to enter data). 

Additional markdown 
An increase of a previous markdown to further lower the selling price 
 
Aging 
A process that determines the age (number of days old) of customer open items 

Allocated 
Refers to a purchase request or P.O. where the goods ordered are intended for delivery to more than one location. 
Items may be shipped to one location then transferred to their final destinations (locations), or may be shipped to 
each individual destination from the vendor. 

Alphanumeric 
Consisting of letters, numbers, and/or special symbols (, &, , etc.) in any combination 

Alternate unit 
A secondary unit of measure for receiving or selling an item 
For example, the stocking unit for an item might be EACH, but you might receive an item by the alternate unit 
CASE. 
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Always serialized item (Always serial tracking method) 
An item that is assigned the Always serial item tracking method which requires that a serial number be assigned to 
every unit of the item and also requires entry of a serial number on any transaction involving the item. 

Application 
The entire set of programs that comprise CounterPoint software (including Customers, Inventory, Point of Sale, etc.) 
The base system includes standard modules. Options are additional modules that may be purchased separately. 

Apply-to group 
A group of documents all pertaining to the same group of items 
For example, an invoice and its associated payments, credit memos, and debit memos. 

ASCII (American Standard Code for Information Interchange) 
Refers to a data format that contains only alphanumeric characters 

Audit trail 
A method of tracking transactions through the entire sequence of their history so that all financial information can be 
traced 
Certain reports should be kept as part of your permanent business record in order to provide a permanent audit trail. 

Available quantity 
The quantity of an item that is currently available for sale 
Generally, the available quantity is equal to the on-hand quantity minus any quantities set aside for open orders. 
Unposted transactions don’t affect the available quantity. 

Average cost 
A cost method achieved by calculating or re-calculating a weighted average of the cost of all inventory items 
currently in stock 
This is re-calculated each time items are added to the inventory, and in certain situations, when items are removed 
from inventory. 

Backorder 
A type of order normally created when there is insufficient quantity available for a sale or order, or when you 
specify to backorder a line item on a ticket or order 
Backorders signify items that are owed to the customer. 

Backup 
A copy of a file or group of files, saved in case something happens to the original 

Barcode 
A unique identifier for an item or for a particular color/size/pattern combination for an item 
Barcodes can be printed in machine-readable formats using one of many common types, i.e.UPC-A, Code 39, etc. 

Batch processing 
A processing model for entering several transactions in sequence, then finalizing (or posting) all of these 
transactions at the same time 

BOL (Bill Of Lading) 
A shipping document that serves as evidence that the carrier received shipment, and as a contract between carrier 
and shipper 

Bin 
A physical place to store inventory 
Bins are subdivisions of a location and are used to locate items. Generally, bins refer to physical rows/shelves or to 
actual bins. 

BLOB (Binary Large Object) 
Used to store very large objects (text or binary) of indeterminate and variable size (e.g. notes and multi-media 
objects) 
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Buyer 
An executive who is responsible for selecting, pricing, and purchasing merchandise 
In many companies, the term “buyer” designates a department manager whose responsibilities include, but are 
broader than, the buying function. 

Calendar 
A record that defines a business’ accounting year, including its subdivision into seasons, months, and weeks 
Calendars are used to group sales into periods for analysis on merchandising and historical reports. 

Cancel 
To halt an operation or process and return to the state before which the operation or process began 

Category 
A classification assigned to each customer or item 
Categories are groups used for pricing and reporting. 

Cash receipt 
Money received from a customer for good/services purchased 

Cell 
A specific identifier of a gridded item that contains a value for color and/or size and/or pattern 
For example, if you sell sweatshirts in sizes S, M, and L in colors Red, White, and Blue, then a single cell would 
indicate Small Red or Medium Blue, etc. 

Character 
Any letter, number, or other symbol that may be typed on your workstation 

Check box 
A box that you can click to turn an option on or off 
When the option is on, a checkmark appears in the box. 

C.O.D. (Collect On Delivery) 
A shipping method where the buyer pays for the purchase when goods are delivered 

Color 
One axis of a grid 
When referring to the grid coordinates within CounterPoint documentation, color refers to the first axis of a grid 

Color names 
The names of the individual colors (e.g., Red, White, Blue, etc.) entered on an item grid 

Color tag 
The heading that describes the set of color names (e.g., “Color”) 

Column (field) 
One or more characters representing a single piece of data.  Item number is an example of data stored in a column. 

Column code 
"Template" codes designed to give columns specific properties in CounterPoint  
For example, a date field or capitalization of the key data. 

Commission 
The amount of money due to a sales rep when the sales rep is given credit for a sale 

Commission code 
A record containing information about the commission method and percent paid to a sales rep for selling an item 
that has been assigned this commission code 
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Company 
A financial entity 
In CounterPoint, each company is a separate database that contains all of the data for that company. 

Commit 
To allocate (commit) inventory to a transaction (e.g., an open order, ticket, adjustment, etc.) 

Component 
An inventory item included in a kit 

Constraint 
Rules regarding values allowed as entries for a column 

Control 
Any object that enables you to interact with data or perform an action 

Control codes 
A sequence of special command characters that are sent to a peripheral device to control how the device functions 

Control information 
Setup information that controls global CounterPoint behavior 

Cost 
The amount you pay to a vendor for purchase of merchandise 

Cost correction 
A special distribution generated by inventory transactions 
Cost correction entries use an item’s average cost to adjust your G/L when on-hand quantities are negative. This 
ensures that there is no discrepancy between your actual stock and book records of stock. 

Cost of goods sold 
Cost of merchandise less any discounts, but including transportation and alteration costs 
 Cost of goods sold = merchandise – (discounts + transportation + alteration costs) 

Cost method 
The technique CounterPoint uses to determine accounting costs. CounterPoint currently supports only the Average 
cost method. 

Counting a drawer 
The process of recording the amount of cash and other payment types in a drawer 
Normally, the drawer is counted at the end of each business day.  

CSAR (CounterPoint SQL Authorized Reseller) 
Authorized reseller of CounterPoint SQL. 

CSS (CounterPoint Subscription Service) 
The CounterPoint Subscription Service (CSS) keeps your CounterPoint system up-to-date automatically. Our 
talented development team is constantly adding wonderful new features to CounterPoint – and correcting flaws, too. 
So, with CSS, you receive all feature enhancements (“updates”) and corrections as they are added to CounterPoint, 
along with updated documentation supplements when applicable.  

Credit 
1. The power or ability to obtain goods, services, or money in exchange for a promise to pay later 

2. The right side of an account 

A credit entry is an entry to the right side of any G/L account. Credits will normally be increases to liability accounts 
and decreases to asset accounts. They may also be increases to income accounts and decreases to expense accounts. 
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Customer 
A person or company who buys goods and services 

Data-aware control 
A column whose definition and value are obtained from the data dictionary. Values for non-data-aware controls are 
supplied by the program.   

Database 
A collection of data organized into tables that contains row (records) and columns (fields). CounterPoint SQL stores 
all data for each company in a separate database. 

Data Dictionary 
Definition of each table, each column within a table, and the indexes for the table. 

Default 
An entry that CounterPoint uses automatically unless otherwise specified 
Default values can always be overridden. They are provided solely to simplify and speed up data entry. 

Desktop 
The visual work area that functions as a background to your Windows® applications. Desktops generally contain 
icon shortcuts to applications, documents, and your Recycle Bin 

Dialog box 
A temporary rectangular window that appears on the screen to explain the feature you’re using, display relevant 
information, or request information 

Discount 
A reduction in the price of an item 

Discount item 
An item that is assigned the Discount item type, which indicates that the item’s price is negative 
Example discount items are coupons or credits that reduce the sale amount. Discount items are miscellaneous items, 
so on-hand and committed quantities are not tracked. You can enter a description for Discount items at the time of 
sale. 

Distributions 
G/L accounting transactions created during posting 

Document 
A collection of data that represents a printed form (e.g., a P.O., a sales ticket, or an order) 

Drawer 
A physical or logical place to track money received at point-of-sale 

Drawer fund 
The amount of money left in a drawer after the drawer has been closed 
The drawer fund is typically used to provide startup money (change) for the next business day. 

Drag and drop 
A technique for moving objects with the aid of a mouse 
To drag an object, press and hold the mouse button, while moving the object to its desired location. To drop the 
object, release the mouse button. 

Drop-down list box 
A box that displays a default choice along with an option to open to a pre-defined list of additional choices 

Dun 
A demand for payment of a bill or account 
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EDC (Electronic Draft Capture) 
An automatic method of authorizing, balancing, and settling credit card transactions entered on a Point of Sale 
workstation. Check verification/guarantee is also supported by the EDC process. 

Edit list 
A report that lists unposted transactions 
Edit lists are generally used to review transactions for accuracy prior to posting. 

Ellipsis 
A "3-dot" mark indicating that additional information is available or must be entered in a pop-up window or dialog 
box 

Employee discount 
A reduction in selling price on merchandise sold to an employee 

Ending inventory 
Merchandise on-hand at the end of an accounting period 

Entry unit 
The unit of measure for entering an item’s quantity on tickets or orders 

Event 
A record of a final update or posting process 

Exception reporting 
Reporting that only includes information not meeting established criteria  
For example, if you plan to sell between 2% and 5% of your inventory per week, then exception reporting would 
allow you to report on sales outside your criteria limits (e.g., sales that fell below 2% or rose above 5%). 

F.O.B. (Freight On Board) 
A shipping term indicating that freight charges are included to the specified destination 

Factoring 
The process of buying invoices from a business at a discount 
If one of your vendors factors their invoices (i.e., sells them to another company at a discount to obtain payment 
more quickly), then you will need to send payment to a company other than the one listed as the vendor on the P.O.). 

Finance charge 
An amount charged to a customer’s account because of past due invoices 

Fiscal year 
Any accounting period that contains one of the following: 
• 52 weeks 
• 13 four-week periods 
• calendar year (Jan 1 – Dec 1) 
• any 12-month period 

Form 
A window or screen that appears when a menu selection is run 

Form feed 
The capability of most printers to automatically feed paper to the top of the next page 

Functions 
Forms/windows/dialog screens that perform specific activity 

G/L (General Ledger) 
A software package that uses accounts to summarize a company’s financial records 
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Gift certificate 
A transferable store credit sold to one customer with the expectation that it will be redeemed by another 

Gift certificate code 
An identifier for each gift certificate that is sold. Gift certificates are tracked until the gift certificate is fully 
redeemed.  

Grid 
The structure that defines the distinctions between the individual cells of a gridded item 
Cells differ by color/size/pattern. A grid may be one, two, or three dimensional (color only, color/size, or 
color/size/pattern). 

Gridded item (Grid tracking method) 
An item that is assigned the Grid tracking method, which indicates that the on-hand quantity of the item is 
partitioned among individual cells of a grid 
Additional attributes for a Gridded item (e.g., cost, price, and profile codes) are also tracked by cell. 

GMROI (Gross Margin Return On Investment) 
A numerical indicator of the company’s return on its investment for an item or group of items 
GMROI measures the profitability of a company. 

Gross profit (margin) 
The difference between an item’s price and cost 

GP% (Gross Profit %) 
The gross profit divided by the price 

HelpDesk 
Synchronics HelpDesk provides supplemental telephone support direct from Synchronics to help ensure the 
successful operation of your company. An annual HelpDesk agreement provides you access to telephone support 
direct from Synchronics whenever you need it – 24 hours a day, 363 days a year! Ask your Synchronics Authorized 
Reseller about signing up for HelpDesk to supplement the primary support services you already receive. 

Highlight 
A visual indicator showing that an object or text is selected 
Highlighted information usually displays in a different color or in reverse video (usually dark text on a light 
background) 

Hub 
The central repository of data for a company in a Multi-Site CounterPoint configuration 

Icon 
A small picture that represents a program, document, menu selection, or other object 

Inactive 
The state where an object (e.g., a window, checkbox, etc.) is unavailable 
For example, an inactive checkbox would appear grayed out and you would not be able to check it. 

Inactive window 
Any window in an inactive state 
You can’t enter or edit data in an inactive window. 

Inventory 
1. The actual merchandise on-hand for sale to customers in the ordinary course of business 

2. The value of merchandise on-hand at cost or retail 

In CounterPoint, inventory refers to information about the quantities of an item within a particular location. 
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Inventory item 
An item that is assigned the Inventory item type indicating that on-hand and committed quantities are tracked 

Invoice 
A document denoting money owed from one entity to another 
In CounterPoint, each item is represented by a unique item number. 

Invoicing 
The process of creating an invoice 

Item 
A product or service that may be sold to customers. Items are stored by a unique item number  

Item tracking method 
A characteristic of an item denoting how that item’s quantities are stored and recorded 
CounterPoint tracking methods include Normal, Always serial, Sometimes serial, and Grid. 

Item type 
A characteristic of an item denoting whether or not item quantities are tracked and how CounterPoint treats sales of 
the item 
CounterPoint item types include Inventory, Non-inventory, Service, or Discount. The term “miscellaneous item” 
refers to Non-inventory, Service, and Discount type items (i.e., items whose quantities are not tracked). 

Join 
A cross reference between two tables that have one or more columns in common 

Jump (hyperlink) 
Any icon or text which, when clicked, navigates you to another location (or window) 

Kit 
A single inventory item that is constructed from other inventory items (components) 
For example, you might define a kit called “Toolbox set” that includes a toolbox, a hammer, a wrench, and a 
screwdriver. You could then sell the “Toolbox set” as a single item. 

Label 
A customizable printed document 
In CounterPoint, label codes determine the data that prints on a label, including format and font size. 

Label code 
A record that allows you to define the characteristics (e.g., format, font size, etc.) of a customizable label 
Each item in CounterPoint may be assigned a different label code. 

Landed cost 
The final cost per unit of items received into inventory 
 Landed cost = (Purchase cost + freight cost + miscellaneous charges)  ÷ quantity received 

Last cost 
An item’s cost as of its most recent purchase 

Layaway 
A method of deferred payment in which merchandise is held for the customer until it is completely paid for 
The customer makes periodic payments towards the price. 

Line item 
A single item on a ticket, order, or P.O. 

Line tax 
The sales tax associated with a line item 
 



Glossary                Glossary -9 08/10/08 

List box 
A box that displays a list of available choices 

Location (warehouse) 
A physical or logical place where inventory is kept or tracked; can also be used for pricing location 

Location group 
A set of locations that you choose to group together for reporting, ordering, or taking markdowns 
A location group can contain an unlimited number of locations. 

LookUp 
A CounterPoint feature that allows you to look up and retrieve information from your CounterPoint data files 

Management history 
Historical daily summary figures for workstations, categories, payments, users, sales reps, and taxes 

Mapping values 
"Link" between what is stored in the database and what displays as the associated description 

Margin (gross profit) 
The difference between an item’s price and cost 

Markdown 
A reduction in the original retail price, primarily taken for clearance of broken merchandise, prior stock, or to meet 
competition 
Discounts given at the time of sale (including those for items on sale) are not markdowns. 

Markup 
Upward revision of the original retail price, resulting in a price higher than the original price  

Menu 
The list of commands that display when you click on the menu bar or other toolbar 

Menu bar 
The horizontal bar at the top of a window that contains menu options on a pulldown-style menu 

Message box 
A pop-up window that displays a specific message 

Minimum order 
The smallest sale permitted by a manufacturer or wholesaler (vendor) 
Minimum orders can be defined by units, dollar amounts, or weight. 

Miscellaneous item 
A term referring to all items for which on-hand inventory isn’t tracked 
Miscellaneous items include Non-inventory, Service, and Discount items. The on-hand quantity of a miscellaneous 
item is always zero. 

Modal form 
A form that does not permit access to a different form while the modal form is open. 

Model stock 
The desired inventory stocking level for each cell of a gridded item 
Model stock can be defined separately for each location 

Module 
A section of CounterPoint that provides specific functionality, such as Customers, Inventory, Point of Sale, etc.  

Monthly history 
Historical figures broken down into monthly summary totals using calendars 
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Multi-location 
Refers to a company that uses multiple locations to track inventory 

Multi-Site 
A CounterPoint configuration that allows a central site (called the Hub) to collect and process data from multiple 
remote sites (called Satellites) that are part of the same CounterPoint company 
The Hub processes the data and sends changed information back to the Satellites in order to keep data synchronized. 

Net terms 
Terms calling for the billed amount of the invoice, with no discount allowed 

Non-inventory item 
An item that is assigned the Non-inventory item type, which allows you to enter the price and description at the time 
of sale 
Non-inventory items are miscellaneous items, so on-hand and committed quantities are not tracked. 

Normal item (Normal tracking method) 
An item that is assigned the Normal item tracking method, indicating that the item is not tracked by serial number or 
grid 

Object 
Any of an application’s distinguishable components (such as windows, text boxes, check boxes, message boxes, 
etc.) 

Off-line 
1. Refers to devices that aren’t connected to the central CounterPoint system but are associated with its operation 

(e.g., an off-line workstation) 

2. Refers to equipment or devices that are powered on but are in a “not-ready” state 

OLE (Object Lining and Embedding) 
A Windows® standard method for inserting and embedding objects in Windows® applications 

On-hand 
Inventory that is physically present 

On-the-fly 
The ability to add information to the database from a window not exclusively designed for this purpose 
For example, you can add a customer on-the-fly while entering a Point of Sale ticket. 

On order 
Merchandise that has been ordered but not yet received 

Open 
An order, P.O., transfer in, or transfer out in an incomplete state 
For example, an open P.O. refers to a purchase request that has been posted, but has not yet been fully received. 

Open item 
1. A type of customer whose account balance is determined by keeping individual document detail and applying 

payments to specific documents 

2. A specific A/R document (e.g., an invoice, finance charge, debit memo, payment, etc.) showing an individual 
transaction that occurs for an Open item customer 

Open-to-buy 
Denotes the amount of money available for merchandise purchases, stated in terms of retail dollars  
At the beginning of a period (usually a month), open-to-buy would be the amount of planned purchases for that 
period. Interim open-to-buy is calculated by deducting from the period’s planned purchases the amount of 
merchandise already received and the retail amount of P.O.’s planned for delivery within the period. 
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OPOS (OLE for point-of-sale) 
OPOS (OLE for point-of-sale) is the industry standard for accessing equipment.  
OPOS devices require software drivers in order to work with Windows®. 

Options 
Optional modules that may be purchased separately to add specific functionality to CounterPoint (e.g. Serial 
Numbers, Receivables, etc.) 

Order 
A request or instruction to buy, sell, or supply goods or services  

Original retail price 
The first retail price at which merchandise is offered for sale 

Overage 
1. The amount by which a physical inventory exceeds book inventory  

2.    The amount by which the actual drawer amount exceeds the drawer fund amount at the time the drawer is 
closed 

Overbought 
The condition where a buyer has committed to purchases exceeding the planned purchase allotment for a 
merchandising period 

Packing slip 
A contents list (or a copy of the invoice) included with a shipment 

Password 
A security code used to gain access to CounterPoint 

Path 
The location of a file in relation to drive and directory 
For example, the path of a file named CPV8.exe on drive C in the CounterPoint sub-directory of the Program Files 
directory is C:\Program Files\CounterPoint\CPV8.exe. 

Pattern 
One axis of a grid 
When referring to the grid coordinates within CounterPoint documentation, pattern refers to the third axis of a grid. 

Pattern names 
The names of the individual patterns (e.g., Striped, Solid, Mixed, etc.) entered on an item grid 

Pattern tag 
The heading that describes the set of pattern names (e.g., “Pattern”) 

Pay codes 
User defined methods of payment accepted by a store 
A different pay code should be defined for each type of tender that (1) is accepted at this store and (2) you want to 
track separately. Available pay code types are: cash, check, credit card, debit card, A/R charge, gift certificate, store 
credit  

Payment 
Money received from a customer to pay his or her bill 
CounterPoint supports multiple pay codes for different types of payments. 

Period 
A specified contiguous interval of time, such as a week or a month 
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Peripheral devices 
Hardware devices used in conjunction with your point-of-sale workstation 
CounterPoint supports a number of peripheral devices, including printers, cash drawers, barcode scanners, modems, 
card readers, check readers, customer displays, and PIN pads.  

Physical count 
The process of physically counting your inventory (also called “physical inventory” or “taking inventory”) 

Planned sales 
Anticipated sales for a given period of time, based on trends and planned increases over a period of time 

Picking ticket 
A list used to physically gather items prior to shipment 
Picking tickets normally include customer and item information, including bin location, quantity ordered, and a 
place to write the quantity being shipped. 

Picture mask 
Formatting rules for user-entered values in a column 

P.O. (Purchase Order) 
A document that serves as a record of agreement made with a vendor that includes items purchased, cost, discount 
terms, and shipping method 

Post (process) 
To move transactions from a temporary file (batch file) to a permanent file, updating all related files (e.g., history 
files) 
In CounterPoint, posting is a non-cancelable activity that usually creates accounting distributions. 

Price 
What a customer would pay to buy a particular item from you, or what a customer actually paid for an item 

Price-1 
A retail price for an item 
Typically, Price-1 is the highest price at which an item is sold 

Price Rule 
A special pricing structure that combines the item being sold with additional elements of the sale to determine the 
selling price. 

Pricing unit 
The unit of measure by which an item is priced 

Prior stock 
Stock that has been in inventory for more than six months 

Profit 
Income after all costs, expenses, and taxes have been deducted 

Profit center 
1. A division or department of a company used to track revenue and expenses 

2. A segment of the G/L account number used in generating distributions 

Promotion 
A special item price available for a limited period of time 

Purchase request 
An unposted purchase order 
A purchase request authorizes a vendor to ship your requested merchandise. When posted, purchase requests 
become purchase orders. 
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Quantity discount 
A reduction in price based on the size of the sale 

Radio button 
A group of buttons that allows you to turn an option on or off 
When one button is selected (i.e., the control is filled) all of the other buttons in the same group are deselected (i.e., 
the control is empty). 

Reason code 
A record describing the reason for a special activity in CounterPoint (e.g., a product return or price override) 

Receivables 
1. A CounterPoint Option that allows you to track amounts owed to you by your customers due to charged 

purchases 

2. Monies owed to you by customers who have deferred payments 

Recycle Bin 
The desktop icon that is a shortcut to a hidden Windows® directory (called Recycled) that contains deleted files 

Register 
1. To license a product (register) with the developer 

2. A workstation where order or ticket entry is performed 

Regular price 
A reference price, often the suggested retail price, which is entered for an item and used in printing labels 

Relieve 
To remove quantity from inventory due to an adjustment, sale, etc. 

Retail price 
Typically the highest price at which an item is sold 

Revenue (sales) 
Income produced by a company 

Row (record) 
A group of one or more related columns in a table. An item record is an example of data stored in a row. 

Sales rep 
A type of user for whom sales activity and commission information is tracked 

SARA (Synchronics Authorized Reseller Association) 
The worldwide network of authorized resellers of CounterPoint and other Synchronics products. 

Satellite 
A remote site in a Multi-Site configuration 

Scroll 
To move through text using scroll bars or arrow keys (up, down, left, or right) in order to see parts of the file or list 
that don’t fit in the window 

Seasonal merchandise 
Merchandise purchased for specific seasons (e.g., swimwear, summer and winter clothing, outdoor furniture, etc.) 

Serial number 
A number that uniquely identifies a particular unit of an item 
Serial numbers are used track specific items from acquisition to sale to history. Serial numbers can only be assigned 
to serialized items. 
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Serialized item 
An item that is assigned a tracking method of Always serial or Sometimes serial 
Serialized items can be tracked by unique serial numbers. 

Service item 
An item that is assigned the Service item type 
Service items usually represent labor- or service-type work. Service items are miscellaneous items, so on-hand and 
committed quantities are not tracked. You can enter a description for Service items at the time of sale. 

Shortcut key (accelerator key) 
A function key or key combination (e.g., F1 for Help or Ctrl+C for Copy) that executes a specific command or 
moves the current focus without using the mouse 

Shrinkage 
The difference between actual stock and book records of stock 
Shrinkage represents the aggregate of errors in stock record keeping, plus actual losses of merchandise through theft, 
breakage, etc. 

Site 
A computer or computer network that runs a copy of CounterPoint and that maintains an entire copy of the company 
database or a subset of the company database 
Sites are typically the stores and the home office. 

Size 
One axis of a grid 
When referring to the grid coordinates within CounterPoint documentation, size refers to the second axis of a grid 

Size names 
The names of the individual sizes (Small, Medium, Large, etc.) entered on an item grid 

Size tag 
The heading that describes the set of size names (e.g., “Size”) 

Sometimes serialized item (Sometimes serial tracking method) 
An item that is assigned the Sometimes serial item tracking method, which accepts but does not require a serial 
number for every unit of the item 

Special order 
A type of order usually entered for items not generally kept in stock, especially those ordered by you from your 
vendor for a particular customer 
Special orders do not commit inventory. 

Standard cost 
A cost method in which items are valued at a typically fixed cost  
The cost of each item is defined in the inventory record and isn’t changed by the sale or receipt of items.  

Statement 
A notice sent to a customer describing monies owed 
Statements may include details of invoices, payments, credit memos, debit memos, and/or aging along with the 
current balance of the account. 

Station (register) 
A workstation where order and ticket entry are performed 

Status bar 
A horizontal information bar located at the bottom of a window  

Stocking unit 
The unit of measure by which an item is kept (stocked) in inventory. Quantity on hand is expressed in stocking unit. 
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Store 
A single physical or logical place that sells merchandise, tracks sales activity and retains sales history 
Special configuration options may be defined for each store to tailor the way order or ticket entry operates, while 
still allowing all stores to update a central database that is shared by all stores. 

Store credit 
Represents money that is owed to a customer by the merchant 
A merchant normally issues a store credit (also called a “due bill”) when a customer returns merchandise that is not 
eligible for a refund. Store credits can be redeemed (tendered) by the customer at a future time for purchases. 

Table (file) 
A collection of rows that contain similar information. For example, the Item table contains data for all of your 
inventory items. 

Tag 
A physical label attached to merchandise for sale (hang tag) 

Tax 
An amount levied on an item at the time of sale for the support of national, state and/or local government 

Tax authority 
An entity, such as the state or county, for which sales tax is collected at the time of sale 

Tax category 
A group name assigned to any item(s) which require the same special handling for taxes 

Tax code 
A record containing information on how to calculate sales taxes for customers or items 

Terms 
Payment requirements for an invoice 
For example, terms of 2/10, net 30 indicate that an invoice paid within 10 days receives a 2% discount. Otherwise 
the undiscounted amount must be paid within 30 days. 

Text box 
A box where you view or enter text 

Ticket 
Any type of document assigned a ticket number in the Point of Sale ticket entry screen 

Ticket history 
Detailed historical records of tickets that were posted in Point of Sale 

Ticket tax 
The total tax amount for one ticket or order 
 
Title bar 
Solid color bar at top of each form (window) that shows the name of menu selection 
 
Toolbar 
Row of shortcut buttons, usually at the top of a form (window) 

Transaction 
A completed record in a file that involves the exchange of goods, products, or services 

Transfer-in 
A transaction that signifies the movement of inventory items into a given location 

Transfer-out 
A transaction that signifies the movement of inventory items from a given location 
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Transfer reconciliation 
A procedure that accounts for differences between what was shipped and received between locations  

Turn rate 
A measure of how quickly your inventory sells 
For example, a turn rate of 6 would indicate that you sell your merchandise quickly enough to replace it six times 
per year. 

Unallocated 
A purchase request or P.O. of which the goods ordered are intended for delivery to a single final location 

Unit 
1. A quantity of one 

2. A fixed quantity used as a standard for entering other quantities. For example, the stocking unit for an item 
might be EACH, but you might receive an item from your vendor by the alternate unit CASE. 

Update 
The periodic release of feature enhancements and corrections as they are added to CounterPoint 
CounterPoint updates are shipped on CD approximately three times a year and are available to customers who 
subscribe to the CounterPoint Subscription Service (CSS).  

Upgrade 
The process of importing data files into CounterPoint from an earlier version of Synchronics software or from other 
accounting software vendors 

User 
Anyone who uses CounterPoint software 

Vendor 
A company or person from whom your company purchases merchandise 

Vendor item 
A unique combination of a vendor and an item used to keep track of information related to purchasing this item from 
this vendor 

View 
Way to look at data from one or more tables in a database 

Vouchering 
The process of creating an Accounts Payable voucher (a record of what is owed to a vendor) for items received from 
and invoiced by a vendor 

Window (form) 
A rectangular, framed area on your screen that displays an application, form, or document 

Wizard 
A standard Windows® tool that asks you questions in order to assist in creating new objects 

Workgroup 
A workgroup is a logical grouping of users 
Workgroups allow multiple sites to run from the same database. 

Workstation  
A computer that runs CounterPoint software 

Writeoff 
Any portion of a customer’s unpaid invoice balance that is forgiven (marked as no longer owed) 
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Year 
An accounting period as defined in CounterPoint, including its subdivision into seasons, months, and weeks 
Most often, the year is defined by your company’s fiscal year or as a calendar year (January 1 through December 
31). 

Zoom 
A feature in CounterPoint that allows you to display additional information for an item, customer, etc. 
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