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How to use this guide
This training manual is designed to 
provide initial training for users of 
personal version of Candela RMS. It has 
nine chapters and five appendices, and 
each chapter and appendix ends with a 
few exercises designed to reinforce a few 
concepts. The best way to use this guide 
is to follow it step-by-step and attempt all 
exercises and tasks. Happy retailing. 
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Candela RMS

Candela RMS is a software designed to cater to all your retail business management needs. It enables the retailer 
to manage his/her day to day workings like purchase, inventories and sales of a retail business. The system is bar 
code enabled and works for a single store as well as for retail chain stores. 

When to Buy Candela RMS?

There are two likely scenarios: First, you are already running a retail store. But the 
system you are using is not efficient enough, you cannot track inventory thefts, the 
system gives you no idea about your stocks, or there are no smart indicators to help 
you make future business decisions. Or probably you are recording your retail business 
activities manually and it is, obviously, a complete mess.  It is not just that your stress 
level is high but you have no time for other things like say playing golf or reading that 
book on your ever-growing list of ‘books to read.’ So one day you decide to make your 
life simple and buy Candela RMS. Your business starts growing, you have more time, 
and now probably you can also start golf or read that book.

Second, you are smart enough to buy Candela RMS before starting your business. So there is probably no need to 
put golf on hold. And you also have time to read books.  You are a happy retailer. 

So far we agree on one thing: Cadela is the solution for all your retail management woes. However, you have to 
have a retail store (or a chain of stores) or maybe a plan to start one where you want to run Candela RMS. This 
means you are clear about certain things or at least have a plan regarding how to go about them. Look at the 
following:

1. The kind of business. For instance whether it is a garments store, grocery store, shoe store, restaurants, 
pharmacy, or even a CNG/petrol station. (Don’t worry; Candela RMS is smart enough to cater to all 
these businesses). Let’s say, you have decided to start a multi-purpose store.  

2. Now you would want to give a name to your store.  A name that isn’t being used before, something 
unique. Let’s decide to call your store ‘Mosaic,’ and let’s also assume that ‘Mosaic’ is located in Model 
town.

3. The next step is to finalize the product line i.e whatever you want to sell at the store.  Suppose your store 
has three sections:
1. Ladies ready to wear shirts
2. Pharmacy
3. Grocery items.

4. After finalizing the sections, or Line items as we call them in Candela RMS, the next step is to decide 
about the products you want to sell in these sections. 

5. Once your inventory plan is ready, you can begin the market survey to select vendors/suppliers for your 
products. Vendor/supplier selection will be based on quality and price considerations. This step will 
provide you with the cost prices of the various products you want to sell in your store.

6. The next step is to allocate different line items and products to their respective vendors.
7. You have a product line, you have selected the vendors, you know what the cost price of each product is.  

Now you can begin allocating retail price to each item. You can also decide not to allocate retail price to 
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some of the items and Candela RMS provides you this option.  This option helps you sell a particular 
item at different prices leaving enough room to incorporate customers’ haggling.  

Here is the business plan that we will be using in this training guide:
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If you have done your homework and have a business plan handy, you are ready to start feeding your data into the 
system. But before you move on to the interesting part, you need to install Candela RMS RMS and have a quick 
view of how Candela RMS works.

Installation of Candela RMS 
Candela RMS RMS is sold and usually installed by the LumenSoft team or one of its business partners. The team 
installs the system and also gives you the required training to smoothly run Candela RMS RMS. However, you 
can also install Candela RMS on your own. There is a complete installation guide that you can download from 
www.lumensoft.biz, and if you encounter any problems during installation or otherwise, a complete guide on how 
to seek help from the LumenSoft support centre is also available. The option of remote installation by the Candela 
RMS team is also available. For instance, if you have purchased Candela RMS RMS but find it inconvenient to 
bring your system to the office, the LumenSoft team can remotely access your system and install the software.

When installed for the first time, Candela RMS RMS is in Trial Mode. The Trial Mode is a single-store version 
and is used for evaluation purposes.  Though all functions are operative in this version, the number of sales 
invoices and goods receipt notes (GRN) are limited to fifty entries.  Once the license is installed on the trial 
version, Candela RMS becomes fully operative and unlimited number of transactions can be carried out

Logging in
After your system has been configured you can use standard Microsoft windows procedures to launch Candela 
RMS RMS from the start menu or Desktop. The Candela RMS RMS splash screen will be displayed and your 
system will require user name and password. 

The default User ID and Password is the word ‘demo.’ You can, of course, change these according to your 
requirements.
After entering the user ID and password, press <Enter> or click on  and Candela RMS Home Screen will open 
up.

Getting to Know Candela RMS
Now we can have a brief overview of the basic tabs and some of functions you will be using very often. At this 
stage you may not be able to understand the working of each and every tab; you may also find certain functions 
baffling. But don’t worry about it at all. You don’t need to fully grasp all the function to start working on Candela 
RMS. 

Candela RMS Home Screen
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Main Menu: On this screen you will see the Main menu on the top. The main menu provides access to different 
areas of Candela RMS.

• System Configuration: Allows access to functions such as creation of stock items, creation of stores and 
warehouses (locations), entry of discounts and promotions, data entry for system look-ups, creation of 
departments and vendors, and setting up of user preferences. 

• Shop Activities: Provides access to the common functionslike sales & return transactions, stock receipt or 
dispatch, stock audits, accounting transactions entry, creation of new customers, customer claims, advance 
orders, customer orders, pos closing, employee attendance and dispatch advance orders.

• Customer Club: Manages customer information. 
• Inventory Management: Provides the facility to create stock transfers and determine the re-order levels for 

inventory items for each store or warehouse. 
• Purchase: Records and keeps a record of purchase and receipt of merchandise. Also allows you to 

assemble or dismantle assembly products. Supplier payments are also recorded through this section.
• Reports: Generates reports and charts to view data in a variety of ways.
• Security: Allows you to create user groups and allocate different rights and privileges to different groups. 
• Utilities: provides different configuration utilities to configure Candela RMS for a particular business. 

Also this provides utilities to change cost prices and retail prices of inventory items and SKUs previously 
entered in the system. Uploading data into Candela RMS RMS using text or Excel files is also available in 
this section.

• Window: Provides quick access to all open screens in the system. It also provides facility to launch 
Candela RMS RMS welcome screen.

• Log Off: Allows the user to log out of the system.

COLOURFUL TOOL BOX: Below the Main Menu is the tool box that can be attached to any screen and is 
customizable. And this all you need to know at this stage.

STATUS BAR: On the bottom left hand corner is the Status bar: This displays the current user, user group, data 
path, and Candela RMS version.

EXITING Candela RMS RMS
Select the  button from the upper, right-hand corner on any screen OR press “Log Off” on the top menu.

Action Buttons
There is just one more thing you need to know before you start entering your records. Every screen has a few 
colourful buttons at the bottom of the page. These buttons are like the primary keys of a computer and help you 
save, update, delete, cancel, exit, and create a new entry. Spend some time in fiddling with these buttons. You 
need to get to know them really well because you will be dealing with them pretty often.
Now let’s have a look at these important buttons.

NEW (<Ctrl+N>). This button is used to create a new record and brings the old record into update mode.

UPDATE (<Ctrl+U>). Click this to update or edit an existing record.

SAVE (<Ctrl+S>).  After entering a new record, click this button to save the entry.

CANCEL (<Ctrl+E>).  This button cancels a new record.

 (<Ctrl+D>). Click this button to delete a record.

 (<Ctrl+D>).  This button is located on bottom right hand corner. Click this to exit the current screen.
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List View formatting grid toolbar
List View allows users to generate a list of several 
records at one time in a format similar to a spreadsheet. 
Each row represents a different record; each column 
represents a data field available for that record type. 
Candela RMS RMS allows users to sort and search a 
particular record or to group related records.
All ‘list views’ have a formatting grid toolbar; with 
these tools you can perform various functions.  

 Formatting
It provides a Format Grid control for formatting. You 
can change list records text font, size, style, foreground 
color and background color by using this feature.

 Adjust
It adjusts the width of List view columns. When you 
need to view large data, by clicking “adjust” button, 
application automatically autofits to fields data.

Title
 This text field allow the user to give captions to list 
view records. The title is then visible on printed list 
records.

Grid Resize
 The grid resize tool allows the user to view the list 
view with maximam screen setting. By again clciking 
on that button, system will switch the screen back to its 
original dimensions.
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 Save Layout
It allows users to save grid template selection for future 
use. It allows you to save template, delete specific 
template and clear all templates options.

 Email
This button sends List view records as email.

 Export to CV
It exports List view record set in CSV format. The user 
can export all data in list view or export selected 
columns. 

 Print
 It sends List view print to system default printer. It 
opens a Previewer window to preview the list of 
records before printing

 Export to Excel
It exports List view record set in Excel format. After 
clicking on that button system opens a dialogue box to 
save list view records in xls format.

SYSTEM CONFIGURATION
Configuration >System Configuration

For carrying out various activities in Candela RMS, you need to 
configure your system accordingly. The system Configuration 
screen is the place where you customize your Candela application 
for your various business requirements. System configuration 
screen thus works like a control room of Candela RMS. However, 
you are not required to master the screen in one go. But you do 
need to remember that this is the place where all controls are 
manipulated and customized. 



Now begins the exciting part. You are all set to streamline the day-to-day workings of your business. We assume 
that you have done your homework and have the initial record at hand to start.

So let’s begin by personalizing Candela RMS RMS and tell it the name of your store. For this you need to go to 
‘configuration’ tab on the main menu. 

Configuration>system configuration

Enter the name of your shop and address. At this stage 
ignore the rest of the fields; we will be coming back 
to this screen later. 

If you remember the steps we outlined in chapter 1, 
we will now tell the system about the departments of 
our store or, in other words, we will enter line items.

Chapter 3
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Configuration>Mis> line Items based 
attributes> line item

Fig. 2 shows the line item screen. It’s 
not a complete screen and shows the 
first item you have entered i.e Ladies 
shirt. You can also see a small check 
box on the right hand upper corner. 
Since shirts will be in different sizes 
and colors, you will check this box 
which means that the products under 
these line items will have different 
colors and sizes.  Similarly enter the 
remaining two line items we decided 
upon in chapter .1 Don’t check the box while 
entering ‘pharmacy’ and ‘Grocery.’ In the Code 
field, assign a code to your line item. 

In Fig. 2 you can see we have assigned code LS to 
‘Ladies shirts.’ In the comment section you can 
write any comment about the line item. Or just 

leave it blank. After entering every item, press  

and .
Once you have entered the three line items, a list 
will form in the lower half of the line item screen. 
This is called ‘list view.’ This is how the lower part 
of the line item screen will now look like: (Fig. 3)

ASSIGNING SIZE AND COLOURS
You have checked the size and color box for ladies 
shirt. So let’s now assign sizes and colors to this 
line item. We can assume three sizes for shirts: 
small, medium, large. Now:

Configuration>Mis>Line based attributes>Sizes

The Size screen will appear. Enter the sizes in the Name 
field; give a code to the size in the Code field; you can 
add some comment in the Comment field or leave it blank. 
Once you have entered and saved all the sizes, your screen 
will show them all in the list view (Fig. 4): 

Let’s enter the color combinations for ladies shirts. 

Configuration>Mis>Line based 
attributes>Combinations

In the Name field enter names of the colors, assign them 
codes, enter sort order, and write down comments if you 
want to. In Fig 5 you can see the entry for black &white 
color, and we have assigned it the code bw, and the system 
has added zero to it so the code visible in the screen is 
0bw. Now enter as many colors you need to and save. 

ASSIGNING SUPPLIERS

Figure 5

Figure 4

Figure 3
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Since you have a list of products you want to sell, you can now move to the next step and record the list of your 
suppliers in the system. 

Configuration>Mis>Supplier

You will enter contact details of your supplier, assign a code to the name, enter information in the other fields, 
and save. You might find a few fields confusing and they are explained below:

• Opening date- is the date when you start maintaining the particular seller’s account in the system. 
• Opening Balance- is the balance that you owe to your supplier on account of previous supplies. If there is 

no such balance, you need to put in zero balance to initialize the screen.
• End date- is the date when the contract with the supplier ends. If there is no such date, don’t check the end 

date box. 
• GL account- is the field you use when you have integrated Candela RMS with LumenSoft’s Lightwave 

Accounting system. If you are using some other system, leave it blank. 

Figure 6

Figure 7
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Once you have entered the names of all 
your suppliers, this is how the supplier 
screen will look like: (Fig. 7)

DEFINING PRODUCTS
Let’s move on to Product Definition 
screen. Here you will enter your products 
under the three line items you have 
recorded.

Configuration>Product Definition

Fig. 8 shows the left half of the product 
definition screen. First you will select the 
line item from the drop down menu in the 
line item field. (Drop down menu will 
show all the line items you have entered 
on the line item screen). You can also 
insert an image for the product as a quick 
reminder. There’s a  button with every 
field that can be used for quickly defining 
line items, suppliers or other fields on the 
product screen. However, it is 
recommended that you perform these 
functions on the particular screens meant 
for that particular field, like we have done 
here (see Fig. 4&5).

After selecting the line item from the drop 
down menu, you need to assign a code to 
the product you want to enter. For this you 
can create a product template. Click  
and a product template screen will appear 
Enter name of the line item, give code for the 
product (remember this is not the line item code we assigned in 
the line item screen) and save. Once you have created a 
template, you only need to  press F2 to let the system generate 
codes for the products you enter under a particular line item. 
Look at Fig 8. Here the product we have entered is ‘kurti’, the 
code is LS00001. Just ignore the rest of the fields for now, and 
enter your supplier’s name from the drop down menu. You can 
also enter information in the Acquire, Purchase, Manufactured by fields from the drop down menu. 
Again ignore some of the fields in the left hand column, and enter your cost price in Average Cost field. Give the 
date and the retail price. Here in this example the Price field is empty 
because we intend to keep the retail price flexible and leave room from customer’s haggling and flexible profit 
margins. (See Fig. 8)

If you remember, we checked the color and size box for ‘Ladies shirts’ (Fig 2) on the line item screen, and we 
also assigned sizes and colors to ladies shirts in the Size and Combination  screens (Fig. 4&5).  The right half of 
the product screen will now show size and combination options for ‘Ladies shirt.’ Look at Fig. 9:

We have checked all sizes and all color combinations for ‘Kurti.’ This means ‘kurti’ is available in all these sizes 
and color. Look at the bottom left hand corner. We have checked the ‘user price’ because we decided to keep the 
price of ‘kurti’ flexible. 

Now Press  to enter the second product ‘tunic’ under ‘ladies shirts.’ Once you have entered all products 
under a particular line item, select the next line item from the drop down menu and enter products allocated to it.  

A word about Purchase Conv. Unit and ‘Purchase Conv. Factor

These two fields are meant for the products we purchase in packs. For example medicines are usually sold in 

Figure 8
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packs and bottles. Let’s enter products 
under our line item ‘pharmacy’ and see 
how the above two field are used. Here we 
will digress a bit and go to another screen 
to define the conversion units for our 
products in the pharmacy dept. It is a 
fairly simple screen.

Configuration>Mis>Product based 
attributes>Unit

In Fig. 10, you can see we have added two 
units: a pack and a bottle. You name a unit 
in the Unit field, give a code in the Code 
field, and enter Sort Order number and a 
comment if you want to. The list view will 
show all the units you have entered. 

Now let’s go back to the Product 
Definition screen and enter conversion 
units for our products i.e. disprin and 
Inderal.  (Fig 11 shows the screen for 
disprin)We assume a pack of disprin 
contains 10 tablets, and a bottle of Inderal 
contains 50 tablets. We further assume one 
tablet of disprin costs 5 rupees, and one 
tablet of Inderal costs 4 rupees.  This is 
because we will be giving our cost price 
per tablet. 

While we are at it lets also set our 
Inventory Levels.  Inventory levels set the 
bench mark you want to maintain for a 
particular product.  The levels ensure that 
products in your store are just in the right 
quantity. Whenever your inventory level 
falls below that level, Candela RMS will 
indicate that you need to replenish your 
stock, and will also tell the accurate 
amount needed to bring the stock to the 
pre-set level.  There are three options: 

Minimum, Optimal, Maximum. Look at 
Fig 11: Figure 10
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Exercise 

• Line items are like …………..of our store.
• To make provision for products having different colors and sizes, you need to click ……….on 

…………….screen.
• To assign code to the product on product definition screen, you need to create a …………….
• You press……….to generate product codes on product definition screen.
• Price on the product definition screen shows the product’s ……….price
• If you don’t want to fix a price for your product, you check………..on ………..screen.
• Purchase conv. unit and purchase conv. factor are used for products we purchase in ……….

Tasks
• Create four line items; create one for products with sizes and colour.
• Create suppliers for your line items
• Enter products under each line item
• Set inventory levels for products
• Assign suppliers to your products.
• Enter conversion unit and conv factor for some of the products.
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So far you have given the basic information about your business to Candela RMS. Candela RMS knows what 
your shop is called, where it is located; it knows what the line items are, which line items have colors and sizes, 
and what colours and sizes the products have; what are the products you want to sell under each line item; who is 
supplying what; what conversion unit/factor for which product you will be using; what’s the cost price and the 
retail price of each item.

But Candela RMS’s warehouse is empty. You haven’t purchased anything yet. It is time to place orders with your 
vendors and stock up your store. Let’s first make a purchase order for the pharmacy department. As you know, 
our pharmacy vendor is Boota Singh. This is how we do it:

PURCHASE ORDER

From the main menu bar click on purchase

Purchase>Purchase Order 

In the Supplier field you will select your supplier from the drop down menu. Any code can be added in the  
Reference No field for a ready reference. Here we have given the supplier’s cell number. Add the Issue and 
Delivery dates. Destination Address is the address where you want the vendor to deliver your supplies. Here we 
have selected Max as the inventory level (amount for different levels of inventory are already defined on the 
product definition screen.) Since you have already assigned products to your vendor, all you have to do now is 
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press Load Products. Then Generate Order and save.
In the list view you can see the products assigned to this particular vendor (Fig 1), inventory level and the total 
amount.

P.S (Rs 50 as unit rate for disprin means the price of one pack of disprin. One pack has 10 tablets, 
each tablet costs 5 Rs.  PO quantity is 30 which means to maintain the maximum inventory level of 
300 tablets we require 30 packs. Total cost thus amounts to (30*50) = 1500. Likewise with the other 
product) 

Purchase order for items with colour and sizes

Purchase Orders for the items for which we have defined colours and sizes are created through purchase order 
matrix. 

Purchase Order>Purchase Order Matrix

You will select the line item, select the products (Fig 2 shows two products: kurti & tunic.) We clicked  to 

select both the items. From the drop down menu at the bottom left hand corner select the supplier’s name. Press 
Move Next. On the next screen enter quantity for your products. You remember we created codes 001, 002 and 
003 for small, medium and large sizes. Against every product and size enter the quantity you want to order.
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Fig 4 shows how your printed purchase order will appear.

Exercise 
The purchase order for products with colors and sizes is called---------------

Task:
Make purchase orders for products under each line item you defined in the previous chapter.
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You have made purchase orders for your respective suppliers. This means you have placed orders for your 
inventories. Once you receive the inventory, you need to physically check the stock and enter the stock 
information in Candela RMS. In other words you now create GRNs or Goods Receipt Note. Let’s suppose Boota 
Singh has delivered the items mentioned on the purchase order, you have checked them off against the purchase 
order to ensure you have received the entire order. Now you will prepare a GRN for this particular supplier. From 
the main Menu select purchase.

Purchase>GRN

MAKING A GRN
Supplier- From the drop down menu, select your supplier
Batch No- Is automatically generated by the system and is the number of your GRN
Date- The date when we enter the stock or make the GRN
Bill Number- Number on the supplier’s bill

Product Code- Clicking F1 or  will generate a product list. You can check hold product help to keep the list 
static while you select the items for your GRN. 

*Purchase Order- Instead of loading items one by one from the product list you can select the supplier’s (the 
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one you selected above) purchase order from the drop down menu. After selecting it, scroll down to the list 
view and double click. The items will appear in the list view.

Due Date- The delivery date mentioned in the purchase order.
Payment Mode-You may purchase the inventory on cash or credit.
Comments- Optional. You can write anything for a quick reminder or a ready reference.
Invoice Number- It is the number on the GRN.
Invoice amount-Total amount of the invoice.
Loading expense- expenses incurred during loading of the inventory.
Freight expense: Expenses incurred on freight.

Purchase order list that appears in the drop down menu is the list of those purchase orders that 
are still in transit. When all items against a particular purchased order have been received and a 
GRN issued against it, the PO will disappear from the drop down records. However, it can be 
accessed at in Records on the Purchase Order screen.

SHORT DELIVERY
If you haven’t received the entire amount of the inventory (you need to check it against the purchase order), you 
can amend the quantity received in the GRN, Candela RMS will automatically modify the amount due to the 
supplier. The purchase order for the outstanding inventory will continue to remain active until it has been 
invoiced. Look at Fig 2. It shows the GRN for 1450 bottles for shampoo instead of the purchase order for 1500 
bottles. 
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GRNs FOR ITEMS WITH COLOURS AND SIZES

Purchase>GRN Matrix
Enter information in the required fields

CHECKING STOCK
Once you have entered the 
entire stock of all your line 
items, you can also generate a 
stock report to see details of the 
stock (Fig. 4)

Reports>D-Stock Reports>D-
07 Shop Inventory Report

RETURNING THE 
INVENTORY

If the inventory received is not 
of acceptable quality, or is more 
than the quantity ordered, you 
will need to return it to the 
supplier. If you have done so 
before making a GRN, you will 
only need to modify the GRN 
against its PO. But if you find 
something amiss after creating 
a GRN, you will need to modify 
the stock in your system as 
well. For example, if you 
ordered 300 orange kurtis in 
small size and found 100 kurtis defected, the defected 100 will be returned to the supplier through Purchase 
Return *Matrix Screen (Fig 5). The entry will also update your supplier account and will automatically deduct the 
amount payable to the vendor. In case the vendor has already been paid, the amount will appear in negative in the 
supplier account.
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Purchase>Purchase Return Matrix

Supplier- Select your supplier from the drop down menu
Batch number- System generated number
Date- When you are returning the items
Line Item- Select the line item from the drop down menu
Product Code-Press F1 to generate product list and select the item you want to return. In the list view write the 
quantity you want to return. The system will generate the amount for that quantity.
You can also select the item from the particular GRN in the drop down menu. But this will give you the entire list 
of products in that invoice. You can then select the one you want to return and delete the rest. 
Purchase Invoice number- System generated
Purchase Return Number- System generated
Return Amount- The system will generate the amount against the returned items 
Comments- Optional, you can add a 
reminder or reference.

SUPPLIER PAYMET 
RECORDS

Purchase>Supplier Payments

Fig 6 Shows the scenario where the 
vendor owes us money on account of 
the items returned. There is no 
outstanding payment against this 
vendor because, if you remember, we 
already paid her in cash at the time of 
preparing the GRN. 

Not let’s look at another supplier 
payment screen where payment is 
being made to the vendor from whom 
we purchased on credit (Fig. 7). Here 
you will enter Payment Amount and 
select Payment Mode. The system 
will generate the net payable due to 
the vendor. 
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Exercise
• You can check your stock inventory by checking -------------- report.
• You make payments to your suppliers on------------------- screen.
• You return your inventory to the supplier through --------------
• If the entire inventory against a particular purchase order is not received, it will remain active. 

True.............False...............

Tasks:
• Create GRN for the products received from suppliers
• Return a few items and tell Candela RMS about it.
• Return a few items with color and sizes, record the information in Candela RMS. 
• Make payments to suppliers.

Candela RMS in one and a half days21

Figure 7



We have reached the most exciting part. We are about to sell our products. All that we have learned so far will be 
executed here. At its most basic, the sales screen is about what you sell, who you sell to, how much you sell it for, 
and how you sell it. 

Let’s get down to business.

Shop Activities>Sales and Retur

Making a Sales Invoice

For each invoice of your sale you must complete some or all of the following fields:

• Sales Person: If you have a few people working for you as salespersons, and you have already entered 

their details in the system (check appendix 1) you can now press  or F1 and select the sales person 
from the pop-up list. This attaches the sales person to a particular invoice and comes handy while 
evaluating performance of your sales staff.

• Customer/Member: Again if you have already entered details of some of your special customers or 
members (check Appendix 2) you can press F1 and select the customer from the pop up list. You can also 

define a new customer on the screen by pressing quick definition button . A pop-up form will appear 
where you can add details. 

• Credit Limit- This shows the credit limit of the selected customer if the selected customer is defined as 
the credit customer.

Chapter 6
Selling Your 
Products

Figure 1



• Receivable-Amount due from the selected customer who is defined as a credit customer.
• Qty- It shows the quantity of the product being sold. Default number in this field is 1. If the quantity of a 

particular product being sold is more than 1, you can either change the quantity number manually in this 
field, or the system can adjust the quantity to the number of times you scan the item.

• Product/SKU: This is used to select the list of items being sold. There are three ways to do it:
o Press F1-. This will generate a complete product list. You can check  and click the items 

from the list you need to sell. 
o Press F5- This will also generate a complete product list but also will also show the details of the 

stock.
o Press F6- Helps to enter products along with the quantity.

• Show Picture- If you are the visual type, check this box and the pictures of the selected items for a 
particular invoice will keep appearing in the right hand upper rectangle (above gross total).

• Return- When some items are returned by the customer you can press return button (it will turn red) and 
enter the item. Its cost will appear in negative and it will be added to the inventory.  You can also enter a 
return by entering the product name and entering the product quantity in negative.

• Invoice #- it is generated by the system. 
• Date/Time- When the invoice is created. Generated by the system. 
• Rate- Shows the Retail price of the products being sold.
• Discount-To allow discount on a particular product/s. It is configured on the discount screen. (check 

appendix 3)
• Gross Total-Total amount of the invoice.
• Customer Discount-It’s a special discount allowed to a particular customer. Such discounts are attached to 

customers while defining them. (check appendix 2)
• Invoice Discount- This is again liked to the discount screen. (appendix 3)
• Adjustment- It’s the leverage given to the cashier. (Appendix 3)
• VAT- the amount you have already defined in the product definition scree. To be ignored if no VAT is 

defined in the product definition screen.
• Payment Mode- There are four modes of payment: Cash; Cash/Credit; Credit; Credit card. You will check 

the payment mode of the customer before saving and printing the invoice. Cash/Credit mode is a dual 
payment mode and is used when a customer is wants to pay some of the amount in credit and some in 
cash.

• Invoice Holding-This option is used when you want to hold a particular invoice and move on to the next 
one. For instance, you might want to hold invoice of a particular customer if she suddenly remembers 
something else and goes back to fetch it. You wouldn’t want you next customer in line wait for too long. 
So just press Hold and make the next invoice.
Invoice holding feature works in two ways. You can also enable auto invoice holding in system 
configuration. (Configuration>System Configuration>Sale>Auto Sales Invoice Holding). If you have 
configured this feature, you only need to press new to put the invoice on hold. It will remain on hold until 
you have completed and saved it. You can use scroll button to search the invoices on hold

• Search Invoice- This helps you search invoices. By default it will show you invoices of the same date. But 
you can give date range to check invoice made on particular date/s. 

Now let’s sell some items and make invoices. This is what one of the invoices looks like: (Fig. 2)

While you are making sales, the system is keeping a record of all your invoices. You can generate a report to 
check the number of sales and profit margins on a particular day or days.

Reports>C-Sales 
Report>C-11 Shop Sales 
Report

You need to fill in the 
various fields according to 
your requirements and 
Generate Report. You can 
generate a report of a 
particular day or any other 
date range you require. 
Shop sales report can also 
be generated according to 
various line items or a 

Candela RMS in one and a half days23

Figure 2



combined report of all product sales for your specific 
time range.

Selling Items in Decimal Quantity 
and Value

So far we have seen that the quantity field of 
products is a numeric. However, we can also change 
it to decimal for products which need to be sold in 
decimal quantities. For instance, loose fabric can be 
1.5 meter or 0.5 meter, etc.; similarly you can sell 2.5 
liters of milk or0.25 liters of milk, etc.

Moreover, at times you also need to pay back the 
balance amount in decimal quantities. To incorporate 
requirements for decimal quantities and decimal 
values you need to configure them in the system. 
Here’s how to do it:

Configure>System Configuration>Product/STR

On the Product/STR screen, select decimal points 
you want to configure the system to. Here in Fig 3 
you can see we have selected two decimal points for 
both quantity and value.                                                                                                      

NON PAYMENT TILL

At certain stores, especially big 
stores, you might have noticed 
that there are payment counters 
where you don’t actually make 
payments. Such counters are set 
up at various departments, they 
just give you an invoice for the 
articles purchased from that 
department. After collecting 
invoices from all such Non-
Payment counters or tills you 
make the final payment at the 
main counter (Sales and Return 
screen of Candela RMS).

Let’s set up a Non-Payment Till:
                                     
Shop Activities>Non-Payment 
Till

The screen shown in Fig 4 will 
appear. Here, as you can see, you 
can perform all the functions of 
the Sales and Return screen except 
receiving cash. On the top there is 
a system generated Bill ID 

 . The salesperson at the 
main (sales and return) counter 
will press F3 and a box will pop 
up asking for Bill Reference # (Fig 
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4) will appear. The salesperson will enter all such bill IDs of the invoices that a customer has, and will receive the 
total payment for the invoices made at the Non-Payment Tills.

Exercise

• You can generate the product SKUs list by pressing ------, ------, ------
• If ……….. is configured, you will not lose your data if  your system suddenly shuts down while you are 

making the invoice.
• For configuring discounts you have to go to ……………..
• Q. Should a cashier have the right to give adjustment discount? Give reason for your answer
• What is meant by dual payment mode (cash/credit)?

Tasks

• Prepare an invoice for your products.
• Prepare an invoice in which items from the invoice you made above are returned.
• Make two invoices by selling items in decimal quantities and paying back balance amount in decimal 

value.
• Make two invoices at Non-Payment Till and receive payment for these invoices on the sales and return 

screen.
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If you are in the retail business, by the end of the day you would have sold a number of different items and 
received cash (if they are not credit sales). It is extremely important not just to keep track of all your transactions 
but also to tally your cash in hand with the amount shown by the system. It precludes chances of error and fraud.  
Cash closing is the way to do it. This means you close all your transactions for a particular day or a particular 
working shift, enter opening and closing balance for that day, tally the amounts in hand with the invoices for that 
day or shift, and save. As a result, the transactions for that particular day or shift will be permanently saved in the 
systems and can’t be changed or deleted.

Sometimes there are more than one salesperson working on different shifts. In such cases, every salesperson can 
close her/his shift and enter the closing balance for that shift. The closing balance will then become the opening 
balance of the next shift.

Before we move to the screen and see how Candela RMS helps you handle cash closing, let’s first understand 
how cash flows work in retail businesses. It is fairly simple.

Cash Inflows: There are three ways in which you can receive cash. Yes, obviously a cash sale is one of the ways. 
However, there are two more ways that you might not have thought about. They are:
Opening balance from the previous closing; Cash received from mangers or owners. Cahiers are usually provided 
with some ready cash before the shift starts because they will need to have cash handy for returning change to the 
customers.

Cash Outflow: There is one way in which the cash can flow out of the hands of the cashier or salesperson: when 
s/he gives it to the manger or owner. While the salesperson is required to handover all the cash to the owner at the 
end of the shift or the day, sometimes this handing over is also carried out during working hours or while the shift 
is still active. This happens at the big stores where sales transactions are fast and large amounts of cash is coming 
in through sales. For reasons of safely the salesperson can then handover some of the cash to the manager/owner. 
In Candela RMS, this handing over of the cash during the active shift is called Skimming Cash.

Now that you have a conceptual clarity about what cash closing is all about, it become very easy to perform this 
function in Candela RMS.

Suppose you are a salesperson working on an afternoon shift. Before opening the Sales and Return screen, you 
will first Open your shift:

Shop Activities>New POS 
Cash 

• POS NO- 
Generated by the 
system.

• Date- Current date, 
system generated.

• Time- Current time, 
system generated.

• User-Whatever log-
in identity you have 
used. (see appendix-
4 )

• Shift Status-it is 
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Open by default. Will close 
once the cash closing 
activity is performed.

• Opening Balance- Any 
balance from the previous 
shift or closing.

• Received Cash- Any 
amount received from the 
manager or owner before the 
shift. If there is no such 
amount, you need to enter 
zero in the popped up box to 
initialize the entire screen.

• Cash Skimming- Any 
amount of cash handed over 
to the manager during the 
shift or before the closing.

• Generate X Report- Press it 
to generate a report of cash 
sales made during the shift 
or after the last closing.

• Cash/Shift Closing- you 
will press it and enter the 
amount in hand in the 
popped up screen. The 
system will give you an 
error message if the amount 
doesn’t tally with the 
amount you are supposed to 
have according to the 
system’s calculation.

Now let’s close our shift:

When you press Cash/Shift Closing, a pop up box will appear (see Fig 2). You will enter the closing date (the 
date when you are closing the shift), and enter the amount of cash you have in hand after deducting the Skimmed 
amount, if there is any. On the pop up screen you will also see a Notes button. When you press it, another pop up 
screen will appear. Here you can add number of notes in various currency denominations columns. You can then 
enter 

Cash Counted and after subtracting the amount you want to leave as closing balance for the next shift, enter the 
Submitted amount and press OK. If the counted Cash tallies with the system, you will receive no error message 
and your entry will be saved. The Status of Shift will appear as Close.

While starting the next shift, you will press New button, your shift status will become Open, and the closing 
balance of the previous shift will be displayed on the screen.

You have done your cash closing, there is no error message, and your shift status is closed. You can now relax till 
the next working day or shift!
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Exercise

• If you have done cash closing, you can still update some of the invoices.  True    False
• Cash Counted can be different from Cash Submitted. True       False
• If you have deposited some cash with the manager during an active shift, it is recorded as ………………..
• To activate the POS Cash screen you have to make an entry in ……………field.

Tasks
• Activate your shift.
• Perform cash closing of the transactions carried out so far i the prevoius chapters.
• Leave some closing balance for the next shift. 
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Once the cashier has done his/her closing and handed over the cash to the manger, the manager also needs to close 
the accounts and hand over the cash to the head office, deposit it in bank or keep it somewhere safe.  Manager’s 
closing involves checking inflows and outflows of the particular time period that needs to be closed. It also 
requires balancing cash in hand with the system’s cash.

But the manager can perform this function efficiently only if s/he has treated Candela RMS as the best friend and 
told it every detail about all the expenses and receipts made during that particular period.  Let’s see how this done.
You have already been entering details of inflows (for e.g. customer receipts, sales, etc.) on different screens. 

You have also entered details of some of the outflows on various screens (for. e.g. payments to vendors, freight 
charges, etc.). But there are some expense and income heads that require input because you have not recorded 
them on any screen so far. For example, you need to account for the expenses like salaries, utility bills, 
entertainment, or any other miscellaneous expense. Such income and expense heads, as you might have figured 
out, need to be defined somewhere. 

There are some heads that are already configured in the system by default (on the screen you can see them under 
Account Type General and Income). Under such heads, both outflows and inflows can be entered. For example 
you can both receive cash from the head office and also deposit cash with the head office. The outflow under this 
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head will show in negative and the 
inflow in positive. 

However, expense heads for a 
particular shop have to be defined. 
Remember under these expense head 
only outflows are recorded. 

Here’s how we define such expense 
heads:

Configuration>Misc>Account 
Heads (Figure 1)

As you can see in Figure 1, we have 
defined an expense head ‘utility 
bills.’ 

Account Type under 
Income and General are 
already configured in the 
system by default. Under 

such heads both inflows and outflows can be recorded. However, you can’t add more heads under these 
account types. 

Once you have defined the expense 
heads, the next logical step is to 
record the expenses under those 
heads. 
Shop Activities>Account 
Transactions                            

  In Fig-2, you can see a drop down 
menu in the Charge to Account 
field. Here we selected ‘Utility Bills’ 
(already defined above) and charged 
20000 to this account. You can also 
see the negative sign with the 
amount. This sign is generated by the system because it knows that any amount charged to expense will be 
considered an outflow, hence negative.  
Now look at Fig 3. Here we selected head office from the drop down menu (already configured in the system). 
We have recorded the 10,000 we sent to the Head office. Since it is an 
outflow we also put the negative sign with it.
With the amounts charged to accounts defined as expenses in the system, 
we don’t need to put negative sign with the amount. But with the amounts 
charged under general or income (configured in the system) we will put 
negative or positive sign depending on whether the amount is an outflow 
or inflow.

It is extremely important to record all your expenses and 
inflows (not otherwise accounted for on any other screen) on 
this screen. Only then will they will reflected during manger’s 
closing. And only then the cash in hand will balance out with 

the cash in the system.

SHOP CLOSING
Shop closing at regular intervals is a good way to keep your records 
updated. If you are the manager and you have been recording every inflow 
and outflow of cash in the system, if you have hidden nothing from 
Candela RMS, then shop closing is a fairly simple activity: just one entry 
operation.
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Shop Activities>Daily Cash Flow 

Look at Fig-4. The screen shows the total inflows and outflows since the last closing. (The closing balance from 
the previous closing become the opening balance of the next closing. This can also be the amount received as 
opening balance from the HO). System Cash shows the amount that ought to be in hand. Physical Cash is the 
amount the manger actually has in hand. Ideally the two should tally. Cash difference will show any difference in 
system’s cash and cash in hand. 

The manager can either deposit the cash in hand in bank or submit to the head office. The lower portion of the 
screen records these entries. Simple, isn’t it?

The devil, however, is in detail. If you click the Detail tab under Cash Difference, new fields will appear on the 
right side of the screen. 

Fig-5 shows details of all your 
cash inflows and out outflows. 

• POS Submitted Cash 
and Skimmed Cash 
refer to cash closing 
entries. 

• Misc Income and 
Other show inflows 
against these accounts 
in the Account 
Transaction screen.

• Closing Cash is the 
manager’s cash in hand 
(See Fig-4)

• Closing Cash at Tills 
shows the closing 
balance at the till (refer 
to cash closing chapter)

Similarly, columns on the right hand side show details of your outflows.

Once the shop closing is done and saved, it will become part of the system. It will confirm that all the expenses 
incurred so far and all the inflows received so far have been checked and confirmed. The closing balance of 
manager will become the opening balance for the next closing.

Exercise 

• Two account heads configured in the system by default on Account Heads screen are ---------& --------
• Under the default account heads you can only record inflows.  True         False
• Outflows charged to default account heads require a------------- sign.
• Physical cash is the cash that manager -------------------

Tasks:
• Make three heads of expenses
• Make transactions against these expense heads
• Receive some cash from the Head Office and charge it the appropriate account.
• Perform shop closing and leave some opening balance for the next closing.
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You have done cash closing and shop closing, all your accounts balance and there are no discrepancies in inflows, 
outflows and cash records. Everything in place and you can heave a sigh of relief. Well, not yet. There is one 
more step that you will need to perform periodically to keep all your retail worries at bay: Physical Audit.
Physical audit, as the name implies, is the way to physically check your inventory in store or warehouse to make 
sure it matches with the inventory reflected in your system (just to remind you, we can check our stock through 
stock report-D07).  Taking a physical stock of your inventory is important not only for updating your stock 
information but also for detecting inventory theft. 

As you might have figured out, physical audit is to be carried out under the supervision of the administrative staff. 
Thus the physical audit screen is normally handled by the administration itself. There is one thing that you need to 
understand before you proceed to the screen. No shop activities like sales or stock entry can be carried out while 
the audit is being implemented. Shops are closed to the public during the physical count.  However, there is a way 
to do physical audit without actually closing the shop: you conduct audit by entering the date prior to the current 
date. It is just to fool the system into believing that no sales or other stock activity is being done on the date the 
audit is implemented. And you can carry on with your shop activities on the current date.
Humans are still more ingenious than machines!

Let’s go to the Physical Audit screen:

Shop Activities>Physical Audit 

o Physical Audit-This is the date we fool the system with. You can see it is a date prior to the current 
date of the system. Current date is not editable.

o Line Item- From this list we select all if we want to conduct a complete audit. Or we can go for 
partial audit and select just one line item. Like we have done in Fig-1.
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o Product Code- Press F1 to generate the product list and select the products you want to audit. You 
press this if you want to conduct complete physical audit.

o Fill All Products button- This buttons loads the products defined under the line item you 
have selected above. Remember, after loading products you need to press save button. Only then 
the audit will start or become Open.

o Copy Quantity button  - This button provides you the option to copy the system quantity of 
the selected inventory to the physical quantity column. You can then change the ones that are 
different.

o Criteria Loader button - Pressing this button will open up a pop-up screen. 
This will provide you the option to select specific items for physical audit. For instance, instead of 
selecting the complete range of Ladies Shirts, you can just select tunic in black and white color.

o Product Detail- If you check this box, the drop down menu will show two options: Delete Empty 
Rows & Show Difference only.
If you select the first option, all entries where there is no difference in quantity will be deleted. 
Selecting the second option will show only those entries where the difference exists.

o CheckSum button: This button system checks if there is a duplicate entry for any product in the 
list view form and removes the duplicate entry. When no record found, system generates message” 
No Duplicate Record Found

Tabs on the bottom left hand side:

• Implement Audit-This tab is pressed after finishing your physical audit. The audit then becomes part of 
the system and is Closed. Once the audit is implemented, the system will automatically update your stock 
position. 

• Shop-Re-Index- After audit is implemented, your stock will automatically be updated. However, 
sometimes two of your stock reports, D07 and D26 don’t match. By pressing this tab you make sure any 
difference between the two reports is removed.

• Search- This helps you search physical audits by date and status (status tells whether the audit is still open 
or is implemented).

• Day Summary Reports- If you have carried out some sales during the physical audit period, you can press 
this button to generate report of the sales and incorporate changes in the physical quantity of the inventory.

If you conduct partial Audit, the system will treat it as a complete audit. All items will be updated, 
locked and finalized, Updated and finalized means the quantity in the system will be considered as 
the updated physical quantity. Locked means the items can’t be sold or added to the stock on the day 
the audit is implemented.

AUDIT REVERSAL
Once you implement the audit, you 
cannot delete or make changes to it. 
However, Candela RMS does 
provide you the option to make 
changes to your last closed physical 
audit, but for this you have to go to 
another screen:

Shop Activities>Physical Audit 
Reversal

On Physical Audit Reversal Screen 
you will see date-wise detail of all 
the closings. You can select the last 
one and delete. But simply deleting 
it won’t delete it from the system. It 
will only reverse the process. The 
audit’s status will become Open. 
You will then visit the Physical Audit screen and it will show you the loaded items. If you want to make any 
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changes or delete it altogether, you will do it on this screen. 

Remember, when you visit the physical audit screen after doing the reversal process, you will see the complete 
inventory list even if you have performed a partial audit on some of the items. The reason being, as mentioned 
above, the system treats every audit as a complete audit and thus loads the entire inventory for you to make 
changes to.

CONDUCTING PHYSICAL AUDIT IN SESSIONS

Don’t let the term ‘physical audit in sessions’ scare you off. It’s a fairly simple concept and is quite interesting to 
perform. If you have a big store with multiple sections and a huge list of inventory items, you would find it 
difficult, if not entirely impossible, to physically stock take each and every items. 

What you can do then is to assign physical stock taking to different persons. Each of them can provide you with 
the audit reports of their respective sections, you can merge all these reports and implement audit. It is as simple 
as that.

To speed up the process further, many big stores also use bar code scanners for physical audit. The scanner has a 
memory chip, which you can later connect to your 
computer, download data, and load it into Candela 
RMS, merge and implement. 

So let’s assume you assigned physical audit to three 
people. After conducting the audit they have handed 
you the data. It could either be data from the bar 
code or just a text report. You will now load these 
reports into the system.

First go the Physical Audit screen, play with the 
system’s date. Now load one or two items. These 
loaded items have nothing to do with the sessions. It 
is just a technical requirement to open up the screen 
for audit. It is a dummy entry that’s performed to 
create a kind of ‘basket’ where you can put your 
sessions.

Let’s see how sessions are made and data is loaded.
On the left side of the screen, below the line item 
field, you will find the following session buttons:

Press New Session button  , and a 
pop up screen will appear (Fig 3).                                                                                                                                                                      

o It is Load Data from File button.  
System opens a  dialogue box for you 
to load the file from the required path. 

o It is Load Products which do 
not exist at Shop button. It loads the 
products that are not visible in the 
grid. For instance if you need to 
check the items that have not been 
loaded for physical audit, or have missed some, you can click this tab to load those items

o It is Load Alternate Barcode Button. It is used top load bar code date saved as a file on the 
system.

                                                                    

Save all the sessions and Press View Sessions Buttons . The pop-up screen will show all the sessions made 
and saved by you (Fig-4). 
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You can now press Merge All Sessions  button, 
check the sessions you want to merge and press 
Merge. Save.  ( See Fig-5). The merged data will 
now appear on the main screen. You can now 
Implement Audit. You also have the option of 
opening the merged sessions by pressing Open 

Merged Sessions  . But you can’t open 
sessions after implementing Audit.
   

To activate the Inventory Difference 
button, Copy Quantity button, System 
Inventory field and Quantity Difference 
field on the Physical Audit screen you 

need to configure them in the system: 
Configuration> System Configuration>Product 
tab>Show Inventory in Physical Audit checkbox is checked.

On Physical Audit screen, Implement Audit button is enabled through Configuration>Shop Definition> 
Physical Audit Implementation checkbox.

Exercise

• The date on which physical audit is implemented, no changes to the stock can be made through sales or 
purchase. True..................false...................

• There is no way to makes changes to the physical audit entries once it is implemented. True  False.
• The day on which partial physical audit is implemented, you can sell the items not included in that 

particular audit.  True     False
• If you want to divide the task of physical audit among different people, you conduct audit by  creating -----

-------

Tasks

• Perform partial physical audit of products defined under one line item.
• Assign physical audit of products defined under each line item to three different people and merge their 

reports
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Offering discounts and sales is an important marketing strategy as this helps to improve our 
customer base. However, you also need to offer rewards and incentives to your loyal or best 
customers. You can build loyalty or further strengthen the relationship by offering customer 
specific discounts or other incentive programs like purchase on credit etc.

To keep track of your valued customers, you can define them in the system 
and attach various incentives or discounts to every one of them. For instance, you can attach 
a certain discount percentage to one, and a credit limit to another. Later, based on such data 
you can create customer/member cards for such customers.

Before entering data of your customers, you need to define customer types:

Configuration>Misc>Customer Type

As you can see in Fig 1, we have defined two types of customers: 10 percent, the ones who will get 10 percent 
discount on all products; and special, the ones who will get 30 percent discount on certain products (we can attach 
the 30 discount to any of the products on the discount screen).

The left half of the screen shows the following fields: 

Visible On All Shops &Visible On One Shop: These field is used for a chain store owner. They can attach 
customer types to specific shops.

Default Customer Type: If you want to select a particular customer type as your default setting, you can check 
this box.
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Security On: If this box is checked, the customer’s name will not appear on the sale screen. And to entertain such 
customers the cashier will have to scan the membership or special customer card which such customers possess. 
This button is usually checked as a precaution against frauds.

After defining the customer types you can now proceed to define your customers.  Enter data of your loyal 
customers and attach various incentives to them:

Shop Activities>Customer Definition

Customer Info- Enter the customer’s personal/contact information.
Customer type- Attach already defined types (see Fig 1) to customers.
Customer Group-Already configured in the system. You have to select from the drop down menu.
Allow Credit- You can also allow credit to your valued customers. Enter Credit Limit and Opening Balance 
Amount if any. Otherwise initialize it with zero.

Quick definition screen for customer definition 

You might have noticed a quick definition button for customer on the Sales and Return screen. You can also 
add customers’ information on the Sales and Return screen by clicking the plus button. However, like all other 
screens, it is better to use the screen specially assigned to customer definition. 

If you have defined a few 
customers, this is what the 
Customer View on 
customer definition screen 
will look like (Fig 3):

If there is long list of 
customers, you can search a 
particular customer by the 
various search fields on the 
upper half of the screen. 
You can also reactivate 
some of the old 
customers by selecting 
from the list.
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Giving Receipts to Customers for Payments against Credit

As you have seen above, there’s an option that if some of your customers want you can also oblige them by 
defining them as credit customers and assigning them a certain credit limit.  This record is maintained in a 
customer ledger. You can check the record by generating the Customer Ledger Report:

Reports>A-Accounts Reports>A03-Customer Ledger Report

When credit customers pay back certain amount, you need to acknowledge their receipts and update the balance 
due to them. For this you need to enter the received payment in Customer Receipt screen:

Shop Activities>Customer Receipt 

In Fig 4, you can see the record of one of your credit customers. Super Man has a credit limit of 10,000. He made 
purchases amounting to 4500 on credit.  Here Fig 4 shows that he has made payment amounting to 3000 in cash. 
The screen shows the balance due to him: 1500.

Scroll down to the bottom right hand corner; you will see a print button. You can click it to generate a printed 
receipt for the amount received from the credit customer. 

                                                                                                                                    

Exercise

• Before entering information about your customers, you first need to define their ……….
• You can view details of your customers (payments and receivables) on …………..report.
• Customer Receipt screen is used only for ………….customers.
• You can also enter customer information on the Sales and Return screen.  True    False

Task:

• Make a few customer specific invoices
• Make two invoices for your credit customer.
• Make a customer receipt for payment received against the above invoice.
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Depending on the size of a particular business, there will be a numbers people on the business’s 
payroll. There may be various designations and many people may be working under a particular 
designation. For instance, a retail business can have a number of sales people assigned to 
different departments or working on different shifts. Then there can be sales managers, assistant 
managers etc. it is important to maintain a record of your emplyoees. Such records also keep a 
track of your employees 
performance on which 
promotions and incentives can be 
based.

To maintain a record of you 
employees you first define their 
type:

Configure>Misc>Employee 
Type

In Fig 1, you can see we have 
defined three types of 
employees: Manager; Asst 
manger; Sales person.
There is no quick definition 
screen for employees. To enter 
employees’ data you need to go 
to the employee definition 
screen:

Configuration>Shop 
Definition>Employee

On employee definition screen 
you will enter information in the 
following fields:

Name- Name of the employee

Code- Any number or name 
assigned to the employee

Employee type- from the drop 
down menu, select the type you 
already have defined (see fig 1).

Salary- Salary of the employee

Start Date- Joining date of 
employee or 

End Date- If a particular 
employee's contract ends or 
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when s/he leaves. 

Set as Sales Person- you need to check this for the 
employee who can work as sales person. For instance 
you may not decide to check it for the Asst manager.

Attach User-This pertains to user definition (check 
appendix)

In fig 2, you can see we have defined five employers. 
All of them are given the right to work as sales person. 
On the Sales and Return screen if you made a few 
invoices and attached an employee to every invoice, 
you can check their performance through C-11 report:

Reports>C-Sales Report>C-12 Sales Person Wise 
Sales Report

C-11 gives you a detailed  item and quantity wise report 
of the sales made by each employee. 

Attaching Multiple Employees/Sales 
Persons to One Invoice

In big stores different sales persons are responsible for different departments. So if a customer purchases from 
multiple departments and is catered to by different sales persons, there will be more than one person for a single 
invoice. There is an option to attach multiple employees to a single invoice. This is how we do it:

Configure>System Configuration>Sale

On this screen you will check ‘Item Wise Sales Person.’ 

(See the last item in fig 3)

Once you have checked this 
option, on the Sales and 
Return screen an additional 
field will appear . After 
entering the product from 
product list, click below  and a 
pop list of employees will 
appear. Select an employee 
against each item or a list of 
item. This is how the upper 
half of the Sales and Return 
screen will look like: (Fig 4)
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Exercise

• You can check your sales persons’ record of sales on …………..report
• Before entering data of your employees, you have to define their ……..
• If you want to allow any of your employees to make sales, you have to check……
• If you want to attach more than one sales person to an invoice, you need to makes changes on 

………….screen.

Tasks

• Define five employees
• Makes invoices and attach sales person to different invoices
• Check the sales persons’ record of sales
• Again make an invoice and attach three sales persons to it. Check sales persons’ record again.
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Discount is an important element of a product marketing strategy. It’s a concession in price to attract customers 
and it helps to increase short terms sales. There are different types of discounts that a retailer can use to lure 
customers. These discounts can be given on products or invoices or both. Candela RMS helps you define various 
types of discounts depending on the kind of discount marketing you want to employ. 

Before we move on to the discount screen, let’s fist have a look at the types of discounts we can apply:

Flat Price: Same price for all products or a group of products. You will obviously check your 
cost price and then set flat price accordingly. This type of discount is charged to products only. 

 Flat discount:  It means a fixed percentage of discounts on all available items or a particular 
range of items in a store. Flat discount can also be applied to invoices by offering a fixed 
discount percentage on all invoices- (the amount will be deducted from the total of each invoice).

Percentage Discount:  This type of discount can be applied to both 
products and invoices. You can offer a particular percentage of discount 

on selected items or invoices of those items during a particular time period. 

Quantity Discount Percentage: Quantity discounts offer special discount to customers who buy more than a 
certain number of a certain product. For example, you might offer to reduce the price by 5% if customers buy 
more than two shirts or two pairs of shoes.

Quantity Discount Value: It is similar to quantity discount percentage except that instead of percentage, you 
offer to reduce some amount of price for customers buying more than a certain number of certain products.

Value Discount: Value discount is charged to invoices only. Customers get a discount if their 
total purchase is above a certain amount. For example, you can set a benchmark of 10000 and 
offer 20% discount on the invoices exceeding 10000.

Unit Discount: This type of discount is charged to products only. It means when customers buy one 
item they automatically get another free. 

Now that you know about the various types of discounts, let’s see how we can apply them in Candela 
RMS:

Configuration>Discount

Discount Name- Enter the 
name you want to give to a 
particular type of discount.

Code- Enter code for the 
discount name.

Discount Start Date 
&Discount End Date- If you 
want to apply discount during a 
particular time period, give the 
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start and end date.

Discount Type- Select discount type from the drop down menu.
Quantity-Enter quantity if it is a quantity specific discount. 
Charge To- If the selected discount can be charged to both product and quantity, select the one you want to 
charge it to. If the discount type is quantity specific or value specific the system will automatically charge it to the 
appropriate field.

Percentage- Give percentage if you want to apply percentage discounts.

All Time &All Days- If you want to apply a particular discount for some specific days or for some specific time, 
you can specify time and days in these fields.

All Products-This tab gives you the option to apply the selected discount type on particular items. 

All Shops- If you have multiple shops, you can apply different discounts at different shops.

All Sale &Selected Sale-These fields gives you the option to check and uncheck invoice discount field on the 
sales and return screen. If you select All Sale, the invoice discount field on the sales and return screen will remain 
checked by default. For example, if you have offered value discount on invoices exceeding 10000 but want to 
exclude bakery items, you need to select Selected Sale on the discount screen

ADJUSTMENT

Adjustment is also a type of discount that the cashier can give if s/he has the right to do so. It is a certain 
percentage that the cashier can deduct from the invoice on the sales and return screen. Such a percentage is 
configured in the system, and if the cashier is allowed to apply adjustment, s/he cannot go beyond the configured 
percentage.

This is how Adjustment is configured in the system:

Configuration>System Configuration>Sale

On the screen you will enter the percentage in the field Adjustment Limited and save. There is also an option in 
the system to apply open Adjustment. This means there is no pre-set limit to the adjustment percentage and any 
amount can be ajdusted in the invoice. Moreover, right to percentage has to be given while defining user groups 
(see appendix  4).

Exercise 

• You can charge flat discount to invoice as well as products. True..........False..............
• If you have a wide range of items on a grocery store, it is good business sense to offer flat price discount 

on all items.      True        False
• Should the cashier be allowed to give open adjustments? Yes.........No.................
• Which discount would you offer during Eid or Christmas? ------------
• If you want to offer discount on a few items, which field you need to check on Candela RMS discount 

screen? --------------------------
• If you want to offer a meal deal during 12AM to 1AM, you can do so by setting --------------- on the 

Candela RMS discount screen.

Tasks:

• Configure all types on discounts on the discount screen, makes sales on the sales and return screen and see 
how each discount affects sales. 
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In any retail business there could a number of people handling various departments like sales, HR, 
Administration, Audit, etc. The owner or the manger will assign specific duties to each department. And the 
persons working in that department will be told not only about their duties but also the limits within which they 
are to work. For example, a salesperson will be responsible for sales, but most likely will not be authorized to 
change cost price or apply open adjustments to invoices.  

It is important to define such limitations and rights for each 
department to preclude chances of embezzlement, fraud, and, of 
course, confusion.

In Candela RMS there is a security feature that is built to incorporate 
this important aspect of retail business. This feature helps you define 
groups or departments, assign duties/rights to that group, and attach 
users to the groups.  Let’s first create groups:

Security>Groups

In Fig-1 you can see we have written Physical Audit in Group Name 
field. This means we have created a new group or department of this 
name in our organization. There are two options configured by 
default for Group Type: shop &admin. We have selected ‘shop’ from 
the drop down menu.  

In the list view you can see the groups that are already configured in 
the system by default. 

Once you have created the groups or departments, the next step is to define rights and duties that will be assigned 
to people working in that 
department. Here’s how:                    

Security>Group Rights
                             

• User Group-
select name of the 
group from the 
drop down menu. 
In Fig-2 you can 
see we selected 
physical audit.

• From Categories- 
Select the 
category under 
which a particular 
activity is 
performed. We 
selected the 
category ‘shop 
activities’ because 
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physical audit falls under shop activities.
• Expand/Collapse to 1st level- If you press this button a screen will appear on the right side
• Expand/Collapse to 2nd Level- By pressing this button the screen on the right side will show all activity 

heads plus the activities that fall under that particular head. In Fig-2 we expanded the screen to 2nd level. 
You can see that not just all the activity heads under shop activities are visible but the activities under the 
heads are also seen. 

You can check the activities that a particular group is allowed to perform. Here in Fig-2, we checked all activities 
under physical audit. This means the physical audit group has all these rights on this particular screen. Moreover, 

we have also checked . This means the users defined under ‘physical audit’ group can view 
all screens, but they cannot perform functions like delete, update, save, etc., anywhere else except physical audit 
screen because we have left them unchecked. 

You also generate a report to check what rights are given to each group.

The next step is to decide who will work in a particular department. Or, in other words, we will define users for a 
particular group:
 
Security>Users

• Select a Group- Select the group from the drop down menu. 
• Name-Enter name of the person who can work under the selected group.
• Email Address, Login ID, Password- Enter the required information for the user. 
• Shop Code- Select the shop code if there are more than one shop.
• End Date- Is the date after which the user’s login expires and s/he cannot perform any activity.
• Language- Candela RMS can be operated in three languages: English, Urdu, Arabic. If you decide to 

operate it in Urdu or Arabic, make sure you also check .

You can also see some additional check boxes on the screen. They are checked to give specific rights to 
individuals in addition to their group rights. 
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LOG VIEW

There is a security feature in 
Candela RMS that almost works 
like a spymaster. If you want to 
know which person under 
which group has saved, deleted 
or updated any entry in any 
group of activities, you can do 
so through Log View.

This is how you can play 
spymaster in Candela RMS:

Security>Log View

Software Users will show the names of all the users you have defined under every group. Select the user whose 
activity you want to view. Select the group from the drop down Groups menu, and then select the action you 
want to view From Action menu. Now give the date range. The system will generate the list of the actions 
performed  by the person selected by you during the given date range.

The log view feature is not just a game but is also very useful. For instance, if while viewing your particular 
salesperson actions you find out s/he has deleted a number of entries, this will put you on alert. You can then 
enquire what called for such deletions. This may also remind you that you need to restrict the salesperson’s right 
to delete.

Remember, once you assign rights to groups and individuals and save them, they can’t be change. 
You can only do so by re-configuring the system. So be really careful while assigning or curtailing 
rights of anyone including your own.

Exercise

• Individuals can also be given specific rights in addition to their group rights. True      False
• Which security screen helps you create groups? -------------------
• Which security screen works like a spymaster?  ---------------

Tasks:

• Create two new groups and assign rights to the groups.
• Create users under these groups. Give some specific rights to one of the users.
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You can provide a more efficient buying and selling experience for 
your customers and sales person by changing the display of your 
Sales and Return screen to touch buttons. You also might want to do it 
because the touch buttons look good and more colourful!

Candela RMS provides you the option to configure touch screen 
buttons. Here’s how:

Configuration>System Configuration>Sales

On the Sales Configuration screen check Enable Touch Screen View. 
Now the touch screen will be visible on the sales and return screen. 
Two sections will be visible on the screen. The tabs on the right hand 
side (in blue and turquoise) will show product groups or line items. 
The tabs on the left hand side will show the products defined under 
the line item tab that’s activated.

However, to use the tabs we need to define line items for the tabs:

Utilities>Setup Configuration>Touch Screen

On this screen define the product groups/line items and order them 
according to your requirements. Grouping order will begin from left to 
right on the sales and return screen.

After defining the groups, now attach your hot-selling products to 
these groups on Touch Product Definition screen. Select the group 
(we already defined them. See Fig 2) from the drop down menu. Press 
F1 to generate the product list and select the items you want to put on 
display on the sales and return screen. 
Your screen will look like this:
In Fig-4 we can see that the line item 
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button selected on the left side becomes active and turns orange. Once it is activated, the products attached to it 
are displayed on the screen in orange. Now while selling these items you don’t have to load the product list. You 
just need to click the orange tabs and the product will be loaded. 

If you want to revert back to the old screen, you can click Change View tab on the top.

Tasks
• Configure touch screen buttons on your screen.
• Define touch screen groups for the line items you want to display on the Sales and Return scree.
• Attach products to the groups thus defined.
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