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Welcome 

Overview 
This document is intended for owners and managers to assist in the configuration and usage of many of the 
key features available in SPOT.  The document does not include all features and usages of SPOT and you 
would be familiar with the basics of operating the software prior to understanding this document. You will refer 
to the ñQuick Start Guideò and the ñUsers Manualò for the very basic operations of SPOT. 
 
Many of the key features discussed in this document are not used by the majority of current SPOT users. This 
generally not because they are not interested in using them but that they do not know they exist or do not 
know how to implement and configure the options.  A review of the table of contents document will get you 
thinking of how to better use SPOT in your operation.  Implementing these features will bring greater 
efficiencies, control and customer satisfaction along with more profit to your organization. 
 
Basic knowledge of the use of SPOT and the use of the MetaSpace Browser / Configuration utility are 
required to understand this document.  Basic common sense will also need to be used when using this 
document and configuring your system. If you are not sure of the setting or the configuration please check 
with Westgate Technical support before you make the change.  You may cause serious operational issues 
with SPOT if you do not use basic common sense and proper configuration practices. 
 
This document is updated as features are documented and new features are created.  Download and keep up 
to date with the latest documentation via the web from our Documentation Library .  

Configuration Tools and Concepts 
You will be using several different tools to configure SPOT as noted in this document.  They are shown below 
and can be accessed with security rights from the Home Page > Setup menu option 
 

 
 
Location Information ï General Company and Store/Location information including name, contact, email, 
address and phone information. 
 
Users, Groups, Rights ï Detailed user and security configuration are completed in this tool.  Access to this 
is controlled with security and is not intended  
 
SPOT Query ï Management and creation of reports, word merges, mail merges etc. 
 
Program Configuration ï General settings that will affect the operational process of SPOT are done in this 
tool.  You have several concepts to understand when using this tool.   
 

Company Settings ï Settings that will affect your entire company.  If you have a single store they will 
affect that store only.  If you have 50 stores, 10 routes and 4 hotels you will affect all of these entities 
with changes in this area.  Company settings include price tables, promised date schedule, credit 
card processing, tagging, lot information, production configuration along with many other 
configuration options.  Changes to any of these setting will have an effect on all stores and routes in 
your operation. 
 
Store Settings ï Setting that will only affect the store you are logged into.  Store setting include 
cashier settings, credit card, security, search options, racking, email, route and detail/quick settings.  
All of these settings may be used to customize each stores operation and feature set store by store. 
 
Workstation Settings ï Settings that will affect only the current workstation you are logged into.  If 
you have 10 workstations in your configuration you may have 10 different workstation configurations 

http://www.spotpos.com/documents.aspx?id=11


 11 

that will give you unique customer prompts, invoice templates, invoice printer, report printer, backup 
and home page configurations. 

 
System Settings ï System Settings are not modified with any frequency and will not be discussed 
much in this document but do relate to the entire ñSystemò   System settings include Tax 
configurations, tag printer definitions and other misc items used by everyone in the system. 
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Simplified / Price Table / Detail Process / Pricing Configuration 

Overview 
This document is a starting point to understand the theory and process of SPOT and the use of its Meta 
Space Browser for configuration and pricing changes. 
 
This document assumes you understand basic use of SPOT and know the Detail Process used in SPOT.  
When detailing an order you deal with Departments, Categories, Items, Modifiers, Upcharge, Comments and 
Adjustments, Store and Workstation Settings.  These will be explained in the following paragraphs. 
 
Most pricing changes are done in the Company settings.  Company settings are shared among all stores in 
your enterprise.  You will have store specific settings available store by store but the pricing of the items will 
be set at the Company level under Mark-in Settings.  Workstation settings will allow you to tailor options for 
detailing orders. 
 
Settings discussed in this chapter are also documented in the configuration utility in SPOT.  You may review 
the configuration notes for each setting located in the lower right hand corner of the configuration screen.  Any 
changes made to your configuration will require a reboot on all stations with the exception of the station on 
which the changes are made. 

Company Markin Settings and Configuration 
When you select the ñMark-in Settingò node you are presented with several options on the properties screen 
on the right side of the Meta Space browser.  These options have a huge impact on the Detailing and Pricing 
methodology for your installation.  Make changes to these settings after you are an experienced user and 
have a deep understanding of the Detail process in SPOT. 
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Splitting Settings 

 

 
 
This option will create the rules for your intelligent invoice splitting.  You may choose to split by 
department group, promised date or quantity.  Each option is explained with an example below. 
 
Department groups - Each department will create a new invoice at markin time.  If you marked in 
Dry Cleaning and Laundry on the same ticket and had Department Group splitting marked you would 
get invoice #1 for the DC goods and invoice #2 for the LD goods. 
 
Promised Date ï Mark-in a pair of blue pants and pair of black pants in your Dry Cleaning 
department.  Both items by default are due on Tuesday.  The customer requests the blue pair of 
pants he needs for Monday.  Now change the promised date for the Blue pair of pants to Monday.  
SPOT will now print invoice #1 with the black pair of pants due Tuesday and invoice #2 for the blue 
pair of pants due Monday. 

 
Quantity Quick ï If at the front counter you create quickôs for customers, this setting will split quick 
invoices using the department group Splitting quantity.  f this option is selected, and you have the DC 
quantity splitting set to 6 pieces and you quick in 8 pieces, SPOT will generate 2 quick invoices.  
Invoice #1 with 4 pieces and invoice #2 with 4 pieces. 

 
If this option is not selected and you have your DC department group quantity splitting set to 5 pieces 
with this option enabled it will be ignored.  If you quick 8 pieces of DC you will get a quick with 8 
pieces on it and not two 4 piece orders.  Splitting of the 8 piece order will occur at the time of detail 
when youôre ñQuantity ï Detailò option is applied. 
 
Quantity Detail ï  
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SPOT Occupancy ï This option is used if you are using an automatic assembly/sorting system.  This 
setting will allow for conveyors slot occupancy to be set and all items will go towards the occupancy 
amount.  An example would be your slot occupancy is set to 100.  Pants take up 33 and jackets are 
configured to take up 50.  3 pair of pants will fit on a single order or 2 pair of pants but 2 pair of pants 
and a jacket will automatically split. 

Mark-in Setting Details 

Navigate to Company Settings > Markin Settings and notice as described below you many configuration 
options that pertain to detail / markin process.  The node ñMarkin Settingsò has several options at the ñMarkin-
Settingsò level and below.  Items available under Markin-in Settings are as follows.   
 

 
 
Price Tables - These are the actual price tables that can be assigned as a default to a store, a route or 
specific to a customer.  These contain the Promised Date Schedules, Department Groups, Departments, 
Categories and Items on the Detail markin screens.  The Item level options include Price, Pieces, Modifiers, 
Upcharge list, Processing costs as well as other pricing options. 
 
Upcharge Tables - A collection of Upcharge items that will increase or decrease an items price, piece count 
or both. Upcharge tables are available for association with any Item.  Each table contains its own Upcharge 
unique list of items and may increase or decrease an items price by a fixed dollar amount or a by percentage.  
Each Upcharge item has options for a price, pieces, quantity, unit descriptors, processing costs as well as 
other pricing options. 
 
Alteration Tables - A collection of Alteration items available for association with an item.  Each Alteration 
table contains items that include a detailed description of the alteration, price, when the alteration is priced, 
processing days and a default quantity. 
 
Preferences - A collection of user definable preferences to be associated to a customer profile and will be 
seen on the visual invoice and on the printed invoice if configured.  By default Starch and Finish preference 
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lists are defined in configuration. Starch includes None, Light, Medium and Heavy.  Finish includes Box, Hang 
and Fold.  Preferences can be created for any customer preference you choose to use.  Example preferences 
are pants, flat work etc. 
 
Modifiers - SPOT has a default Colors, Patterns, Brands and Damage modifier lists.  These lists can be 
modified as needed or new lists can be created and associated as needed per item.  Each modifier has 
pricing and tag printing options.  Up to four of these modifiers can be associated to an Item or forced to be 
used at markin. Each modifier may also have a unique button color on the markin screen for easy viewing by 
the clerk. 
 
Unit Descriptors - This is the type of unit used by an Upcharge.  You may have Per Pound, Per Foot or Per 
Sq. Foot as just a few examples.  Each of these Unit Descriptors has the ability to price per item or use two 
and three-dimensional pricing. A two dimensional unit descriptor will ask for an ñXò and  a ñYò measurement 
giving you square inches, feet, yards etc.  A three dimensional unit descriptor will prompt for an ñXò , ñYò and 
ñZò coordinate and calculate cubic inches, feet, yards etc. 
 
Discount Groups - A customer can be assigned a discount group for automatic pricing adjustments.  Most 
installations will use a senior discount, Employee discount and an Owner discount.  These discount groups 
can be a flat amount for all departments and all price tables or can be customized to discount only certain 
departments per price table.  You may also have different discount percentages per department in a price 
table. 
 
Coupons - Coupons defined to be used to discount an invoice.  Coupons may be used in many different 
configurations using dollar discounts, percentage discounts, by one get one free or any other multiples.  See 
configuration options and details on Coupons in the ñCoupons / Promotionsò chapter of this document 
 
Invoice Adjustments - Adjustments that affect the price of an entire invoice.  These adjustments can be a 
percentage or fixed price, Adjustments may be applied at any time prior to the invoice being sold and is 
controlled by security settings. Invoice adjustments can be used to ñoff-setò the promised day for an invoice or 
use a price-later option.  This will allow the adjustment to be priced at a defined process step for convenient 
and controlled price later management.  Adjustments may be defined to be associated with a visit or a single 
invoice. 
 
Invoice Comments - These are predefined comments that are associated to an invoice.  These comments 
have no dollar value associated with them and are used to describe or comment any special needs for the 
invoice.  These comments may be used to flag counter, production, assembly personnel or the customer of 
special needs for the invoice. 
 
Comments - These are predefined comments that pertain to the item only.  These comments have no value 
associated with them. They are just used for generic comments added to an item. 
 
Adjustments - Adjustments that affect the item only.  These adjustments can be a percentage or fixed price, 
applied at mark-in or a price later step and can be associated with a process days off set and can take 
advantage of our ñRushò tag printing option. 
 
Void Reasons - Generic list of why an Item or Invoice is being voided. 
 
Redo Reasons - Generic list of why an Item or Invoice is being placed in the Redo process. 
 
Cash Credit Reasons - A collection of reasons a customer would be receiving a cash credit.  At the time of 
applying a reason you have the option to Issue or Revoke cash credits, print a receipt and an option for 
details as to why the cash credit is being given to the customer. 
 
Credit Card Adjustment Reasons - Reasons for a customer to receive a credit card adjustment.  Each 
reason has the option to Debit or Credit the customerôs credit card and optional details as to why the 
adjustment is being given to the customer. 
 
A/R Adjustment Reasons - Reasons for a customer to receive an A/R adjustment.  Each reason has the 
option to Debit or Credit the customerôs account with optional details as to why the adjustment is being given 
to the customer.  This adjustment also has the option to be a ñrestrictedò adjustment.  Restricted adjustments 
require a second level of security before the adjustment can be applied. 
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Payin Reasons - Generic list of reasons for a clerk to create a Payin to the cash drawer.  These can range 
from extra change in pocket or found change.  Each of these reasons has the option to set a ceiling amount, 
create a receipt, make detailed comments or set a pre-defined forced amount for the Payin.  This reason list 
also supports the ñRestrictedò security setting.   
 
Payout Reasons - Generic list of reasons for a clerk to create a Payout from the cash drawer.  These can 
range from window cleaning to COD shipment.  Each of these reasons has the option to set a ceiling amount, 
create a receipt and make detailed comments or a pre-defined forced amount for the payout.  This reason list 
also supports the ñRestrictedò security setting. 

Price Table / Item Level Configuration 

Below you will find details of an item in your price table. These item level options are found by navigating to 
Setup > Program Configuration > Company Settings > Markin Settings > Price Table > Current Price Table > 
Department > Category > Item > Item Detail.  When reviewing the list of options available you will find details 
for each item and its description / usage in the lower right hand corner of the screen.  This ñConfiguration 
Notesò field will explain all fields and any associated configuration options. Some of the most commonly used 
ñItemò level configuration options are as follows. 
 
Item Name - Name of the item as it will be displayed on the Detail screen, Visual Invoice, Reports and Printed 
Invoices.  Each item in your price table should have a unique name for each Category.  This will allow for 
more descriptive and accurate Detailing and Reporting 
 
Item Price - The price of each item is set with this option.  This is the default price used when creating an 
invoice and in reporting.  You may choose to use other pricing option to override this price at the time of 
markin, racking etc. 
 
Piece Count - This option is used to calculate how many pieces an item will have as a default. A pair of pants 
would be set to 1 and a 2-piece suit will be set to 2 and so on. This number will be used to calculate total 
pieces in an order and is also used in reporting. 
 
Price At - This option allows the configuration of what step the item is priced.  By default the item will set to 
ñDefaultò.  This means the item will be priced using the default price at the time of Detail.  If you choose the 
ñDetailò option you will be prompted for a price at the time the item is Detailed with a default set to the ñItem 
Priceò.  If you choose to use the ñStepò option the pricing will occur at a defined ñProcess Stepò, usually the 
racking step.  For more details on the ñStepò option please read chapter on ñProcess Step Configurationò 
 
Upcharge Tables ï Upchargeôs are additional charges added to a specific item.  Upcharge can be either a 
Positive or a Negative amount.  This amount may be either a fixed dollar amount or a percentage of the item.  
Upcharge tables are associated to a specific item and may or may be shared among many items.  For 
instance your DryCleaning department has a single Upcharge table called ñDCò that is associated to all items.  
An example of a specific Upcharge table association would be all DryCleaning items are associated to the 
ñDCò Upcharge table with the exception of pants that are associated with an Upcharge table of DC-Pants. 
 
With this example you can see the flexibility you have with items and Upcharge tables. You may create as 
many price tables as required.  These are created by navigating to Setup > Program Configuration > 
Company Settings > Markin Settings > Upcharge Table  and creating a new table or modifying an existing 
table.  After this table is created you may associate it to an item.  You may review the detail of each item 
found in an Upcharge table by viewing the configuration notes field. 

Modifier Tables / Item Level Configuration 

Modifiers are descriptions that are attached to a specific garment at the time of detail / mark-in or at a later 
time in item view.  Modifiers can be used to describe color, patterns and brands of a garment.  Others uses of 
modifiers are damage, starch, label etc.  These modifiers may be used to add value to the item it is describing 
and can be defined by you.  The value attached to a modifier may be a positive, negative, fixed or a 
percentage amount of the item price.  
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With a limit of four modifiers associated to any single item you may have ten different modifier lists. An item 
may have a specific list of modifiers available, disabled or required.  These options are available at the items 
level and can be configured with the ñDisabled Modifiersò and ñRequired Modifiersò options. 

Alteration Tables / Item Level Configuration 

Alterations are additional charges added to a specific item via the ñAlterationsò button on the order detail or 
the Item details screens. Alterations can be either a Positive or a Negative amount.  This amount may be 
either a fixed dollar amount or a percentage of the item.  Alteration tables are associated to a specific item 
and may or may be shared among many items.  For instance your DryCleaning department has a single 
Alteration table called ñDCò that is associated to all items.  An example of a specific Alteration table 
association would be all DryCleaning items are associated to the ñDCò Alteration table with the exception of 
pants that are associated with an Alteration table of DC-Pants. 
 
With this example you can see the flexibility you have with items and Alteration tables. You may create as 
many Alteration tables as required.  These are created by navigating to Setup > Program Configuration > 
Company Settings > Markin Settings > Alteration Table and creating a new table or modifying an existing 
table.  After this table is created you may associate it to any item.  You may review the detail of each item 
found in an Alteration table by viewing the configuration notes field. 

Upcharge Tables / Item Level Configuration 
Upcharge are additional charges added to a specific item via the ñUpchargeô button on the order detail or the 
item details screen. Upcharge can be either a Positive or a Negative amount.  This amount may be either a 
fixed dollar amount or a percentage of the item.  Upcharge tables are associated to a specific item and may or 
may be shared among many items.  For instance your DryCleaning department has a single Upcharge table 
called ñDCò that is associated to all items.  An example of a specific Upcharge table association would be all 
DryCleaning items are associated to the ñDCò Upcharge table with the exception of pants that are associated 
with an Upcharge table of DC-Pants.  Upcharge may also attribute to the piece count of a garment. 
 
With this example you can see the flexibility you have with items and Upcharge tables. You may create as 
many Upcharge tables as required.  These are created by navigating to Setup > Program Configuration > 
Company Settings > Markin Settings > Upcharge Table and creating a new table or modifying an existing 
table.  After this table is created you may associate it to any item.  You may review the details of each 
Upcharge item by viewing the configuration notes field in the configuration / setup utility. 
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Price Table Configuration 

Overview 
This document is a starting point to understand the theory and process of SPOT and the use of its Meta 
Space Browser for configuration and pricing changes 
 
This document assumes you understand basic use of SPOT and know the Detail process of SPOT.  In 
Detailing an invoice you deal with Departments, Categories, Items, Modifiers, Upcharge's, Comments and 
Adjustments.  These will all be explained in the following paragraphs. 
 
Most pricing changes are done in the Company settings.  Company settings are shared among all stores in 
your enterprise.  You will have store specific settings available store by store but the pricing of the items will 
be set at the Company level under Mark-in Settings. 

Markin Setting Definitions 
You will notice in the picture below that you have Company Settings and a node called Mark-In Settings that 
is expanded. Under the node ñMarkin Settingsò you have the following options.   
 

 
 
Price Tables ï These are the actual price tables that can be assigned as a default to a store, a route or 
specific to a customer.  These contain the Promised Date Schedules, Department Groups, Departments, 
Categories and Items on the Detail mark-in screens.  The Item level options include Price, Pieces,  Modifiers, 
Upcharge list, Processing costs as well as other pricing options. 
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Upcharge Tables ï A list of Upcharge tables available for association with an Item.  Each table contains its 
own Upcharge items.  Each item has options for a Price, Pieces, Quantity, Unit Descriptors and Processing 
Costs as well as other pricing options. 
 
Alteration Tables ï A list of Alterations tables available for association with an item.  Each table contains a 
detailed description of the alteration, price of the alteration, when the alteration gets priced, processing days 
and quantity. 
 
Preferences ï A list of user definable preferences to be associated with a customer.  Spot has a default 
Starch and Finish preference list.  Starch includes None, Light, Medium and Heavy.  Finish includes Box, 
Hang and Fold.  Preferences can be created for any customer preference you need.  Pants, flat work etc. 
 
Modifiers ï Spot has a default Colors, Patterns, Brands and Damage as a modifier list.  These lists can be 
modified as needed or new lists can be created and associated as needed per item.  Each modifier has 
pricing and tag printing options.  Up to four of these modifiers can be associated to an Item or forced to be 
used at markin. Each modifier may also have a unique button color on the markin screen for easy viewing by 
the clerk. 
 
Unit Descriptors ï This is the type of unit described by an Upcharge.  You may have Per Pound, Per Foot, 
Per Sq. Foot etc.  Each of these Unit Descriptors has the ability to price per item or use two and three-
dimensional pricing.  
 
Discount Groups ï A customer can be assigned a discount group for automatic pricing adjustments.  Most 
installations will use a Senior discount, Employee discount and an Owner discount.  These discount groups 
can be a flat amount for all departments and all price tables or can be customized to discount only certain 
departments per price table.  You may also have different discount percentages per department in a price 
table. 
 
Coupons ï To be documented at a later time. 
 
Invoice Adjustments ï Adjustments that affect the entire invoice.  These adjustments can be a percentage or 
fixed price, applied at mark-in or a price later step and can be associated with a process days off set. 
 
Invoice Comments ï These are predefined comments that pertain to the entire invoice.  These comments 
have no value associated with them. They are just used for generic comments added to an invoice. 
 
Comments - These are predefined comments that pertain to the item only.  These comments have no value 
associated with them. They are just used for generic comments added to an item. 
 
Adjustments - Adjustments that affect the item only.  These adjustments can be a percentage or fixed price, 
applied at mark-in or a price later step and can be associated with a process days off set and can take 
advantage of our ñRushò tag printing option. 
 
Void reasons ï Generic list of why an Item or Invoice is being voided. 
 
Redo Reasons ï Generic list of why an Item or Invoice is being placed in the Redo process. 
 
Cash Credit Reasons ï Reasons for a customer to receive a cash credit.  Each reason has the option to Issue 
or Revoke cash credits, print a receipt and an option for details as to why the cash credit is being given to the 
customer. 
 
Credit Card Adjustment Reasons - Reasons for a customer to receive a credit card adjustment.  Each reason 
has the option to Debit or Credit the customerôs credit card and optional details as to why the adjustment is 
being given to the customer. 
 
A/R Adjustment Reasons - Reasons for a customer to receive an A/R adjustment.  Each reason has the 
option to Debit or Credit the customerôs account with optional details as to why the adjustment is being given 
to the customer.  This adjustment also has the option to be a ñrestrictedò adjustment.  Restricted adjustments 
require a second level of security before the adjustment can be applied. 
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Pay-in Reasons ï Generic list of reasons for a clerk to create a Pay-in to the cash drawer.  These can range 
from extra change in pocket or found change.  Each of these reasons has the option to set a ceiling amount, 
create a receipt and make detailed comments or a pre-defined forced amount for the paying.  This reason list 
also supports the ñRestrictedò security setting.   
 
Payout Reasons - Generic list of reasons for a clerk to create a Payout from the cash drawer.  These can 
range from window cleaning to COD shipment.  Each of these reasons has the option to set a ceiling amount, 
create a receipt and make detailed comments or a pre-defined forced amount for the Payin.  This reason list 
also supports the ñRestrictedò security setting 
 

 
 

Company / Markin Setting 
When you select the ñmarkin Settingò node you are presented with several options on the properties screen 
on the right side of the Meta Space browser.  These options are detailed below. 

Splitting Settings  
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These will create the rules for your invoice splitting.  You may choose to split by department group, 
promised date or quantity.  Each option is explained with an example below. 
 
Department groups - Each department will create a new invoice at markin time.  If you marked in 
Dry Cleaning and Laundry on the same ticket and had Department Group splitting on you would get 
invoice #1 for the DC goods and invoice #2 for the LD goods. 
 
Promised Date ï Markin 1 pair of blue pants and pair of black pants in your Dry Cleaning 
department.  Both items by default are due on Tuesday.  The customer requests the blue pair of 
pants he needs for Monday.  Now change the promised date for the Blue pair of pants to Monday.  
SPOT will now print invoice #1 with the black pair of pants due Tuesday and invoice #2 for the blue 
pair of pants due Monday. 

 
Quantity Quick ï If at the front counter you create quickôs for customers this setting will split quick 
invoices using the department group Splitting quantity.   
 
Option Selected ï You have DC quantity splitting set to 6 pieces and you quick in 8 pieces.  SPOT 
will generate 2 quick invoices.  Invoice #1 with 4 pieces and invoice #2 with 4 pieces. 
 
Option Not Selected ï If you have DC quantity splitting set it will ignore these setting for quick only.  If 
you quick 8 pieces of DC you will get a quick with 8 pieces on it.  This will only generate one order for 
you bag with 8 pieces.  Your Detailing clerks will need to use manual splitting or the Quantity ï Detail 
splitting option to create two orders from the original 8 piece quick. 
 
Quantity Detail ï If you have DC quantity splitting set to 6 pieces and you are detailing an order with 
8 pieces you will generally get two 4 piece orders.  If you are detailing 2 or 3 piece items your order 
will be split according to pieces per item.  Using the manual ñSplitò button at Detail can also 
supersede this setting. 
 
Slot Occupancy ï This is only used with our Automated Assembly interface to MetalProgetti or when 
using Item Tracking.  The Idea behind this is to give a slot a valid width for garments.  Letôs use an 
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example of 100.  Pants will have slot occupancy of 33 and your heavy sweaters may be set to 50.  
SPOT will split according to the garments occupancy per slot. 
 

Customer Tracking ï Full tracking is the only option currently supported in the latest releases of SPOT. 
 
Enable Quick Receive ï If this is not enabled you will not be allowed to create a Quick from the Home Page. 
 
Prompt for Pickup After Quick/Detail ï This option is set to prompt the clerk to go directly to order pickup if 
the customer has ready orders.  This is a time saver for front counters that detail at drop off.  If the customer 
has orders ready and this is checked it will take the clerk directly to the customerôs order pickup screen 
 
Hide Categories ï If you do not want to use Categories at markin and want to go directly from the 
ñDepartmentò level to the item level you can select this option.  This will give you more room on the detail 
screen for items but will remove the ñCategoryò completely from the markin screen.  If your price tables have 
been created using categories you will not see anything except the first categoryôs items and you will need to 
move items to this first level of the price table. 
 
Combine Like Items ï Many stores like to see all of the like items on a single line on an invoice.  If you detail 
3 blue pair of pants with this setting enabled you will see one line item on the VI and the printed invoice 
showing 3 pants.  If you do not have this option enabled you will see three separate line items for 1 pair of 
blue pants.  The items have to be identical.  A pair of blue pants with a grass stain will not combine with a 
plain pair of blue pants. Enabling these options saves space on the VI and on printed invoices.   
 
Allow Price Modify on Mark-in ï At the detail screen you have a ñModify Item Priceò button for easy access 
to changing item prices.  If this is not enabled you will see the button in grey and it is not usable. 
 
Price Change Clears Additional Charges ï If you have this selected any cost used with ñModify Item Priceò 
will override the price of the item, modifiers and up-charges.  
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Automated Price Changes 

Overview 
This document will walk you through the process of updating prices in a price table with a percentage or by a 
fixed amount for the entire price table.  This document assumes you understand the usage and configuration 
of a price table in SPOT.  This utility will allow you to select a price table, department or even an item.  You 
also have the ability to make automated changes to your Upcharge tables.  This utility may also be used for 
simplified price changes on many items.  At this time we do not support bulk changes to your Alteration 
tables. 
 
This utility will require a user to have security access to use this utility.  This security setting will be found 
under Activity Rights > Utilities > Price Change Utility.  Any changes made and saved are permanent and 
cannot be reversed.  You may want to export your price table prior to using this utility to ensure the ability to 
recover from any change in pricing thoughts using this utility. 

Updating your price table 
 
The price change utility is found on your Home Screen F3-Menu > General 2 of 3 > Price Change Utility.  
Selecting the price change utility will display this screen. 
 

 
 
Step 1 - You will select a ñPrice Tableò from the ñTablesò list.  This will populate the departmentôs list with your 
price tables departments.  You may choose to use all departments or a specific department.  
 
Step 2 - After selecting your price table and department you are ready to configure pricing options.  The 
screen below has the price table ñGeneralò and the department ñShirt Laundryò selected.  You have the 
options to select a single price table, all departments or a single department. 
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Step 3 - Amount (+/-) must be entered.  By default it is set to 0 and will assume that any number here will 
increase the price.  If you want to reduce the price enter a negative number here.  The example below shows 
that The General Price table is selected and the Shirt Laundry department will be increased 6% and all prices 
will be rounded to the nearest .09 cents. 
 

 
 
Step 4 ï Once you have the pricing parameters set you now have the option to update the prices with the 
ñCalculateò Button.  Selecting this option will only calculate the new prices based on the parameters set.  
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Step 5 ï Review the item prices and compare the ñOriginalò and ñNew Priceò Column.  You may manually 
modify any of the prices in the ñNew Priceò column.  This allows you to modify any price that was 
automatically updated with this utility.  This will allow you to modify any price in the selected price table and 
department from within this utility. 
 
Step 6 ï Once you have made your price changes you will use the ñSave Changesò button so save your 
changes.  Once this option has been selected you permanently save your changes to your existing price 
table.  Before saving your changes make sure you have an export of your current price table and the price 
tableôs changes are correct.   
 
Step 7 ï After you have saved your changes users will need to exit and restart SPOT for the updates to price 
table will be used in production. 

Optional Features 
 
The pricing grid in the utility allows you to make quick price changes both automatically and manually.  Using 
the manual process lets you change prices line by line very quickly and is much faster than using the 
standard interface for modifying price table items. 
 
The utility also allows batch setup of Colors, Patterns, Brands and other selected modifiers.  Rather than 
using the standard configuration utility to enable, disable or require these modifiers just select the price table 
items and modifiers you want to change and use the ñSet as Requiredò, ñSet as Disabledò or ñSet as 
Optionalò.  You may select a single cell, line or column in this utility and change these options in batch. 
 
If you use this utility for the above options make sure that you have an export of the current price table before 
processing and you ñSaveò the changes after making them.  These changes are permanent and cannot be 
reversed. 
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Department, Category and Item Disclaimers 

Overview 
The option to print disclaimers for an item dropped off by a customer for items that require a customerôs 
permission or release to clean before the process begins.  In the past companies would use a pre-printed 
disclaimer and manually fill out the information and have the customer sign it.  With this feature set at the item 
or Upcharge level you will have a form printed form from SPOT to your invoice printer at the time the item is 
marked in.  With the printing of the disclaimer you also have an entry in the activity log showing that the 
disclaimer was signed by the customer.  This feature does not store the signature but does prompt the clerk if 
it was signed. 
 
The disclaimer prints after you finish and save the invoice during the detail process and based on items not 
the entire invoice.  This allows us to include Department > Category > Item details and invoice numbers on 
the printed disclaimer.  You are not able to print a disclaimer with a quick, only with the detail process of 
configured Department, Category or Items during the detail process. 

Configuration 
You will assign a predefined disclaimer to each item or Upcharge you wish to print.  You may review the pre-
defined items available with Setup > Program Configuration > Company Settings > Markin Settings > Item 
Disclaimers.  Each of these disclaimers is defined in your default installation and may be used as is or 
modified to your needs.   

Sample  
This is a copy of the text found in the ñDisclaimer Textò field in configuration for the Stain Removal disclaimer. 
 
Date:%Date%CR%CRIt is %Company's%CRprofessional opinion %CRthat further stain removal 
%CRtechniques on this %CR%CR%DEPARTMENt%CR%CATEGORY%CR%ITEM%CR%CRgarment may 
cause damage %CRto the fabric and/or dyes. %CRHowever, it may also be %CRpossible to restore your 
%CRitem to an acceptable %CRwearable condition with %CRadditional procedures.%CR%CRAlthough we 
are trained %CRprofessional spotters and %CRtake great care to test %CRfor color fastness %CRand 
possible fabric %CRdamage, there is no way to %CRpredict the outcome %CRof a spotting procedure 
%CRuntil it has been completed. %CRFor this reason, we %CRask your permission %CRto 
continue.%CR%CRSignature: 
_______________%CRDate:______________%CR%Customer%CR%INVOICENUMBER%CREmployee:__
_____________ 
 
This is a list of tokens available for automated replacement during the printing of a disclaimer. 
 

Token Description 

%DATE Current Date when the disclaimer is printed 

%DEPARTMENT Department description as defined in your price table 

%CATEGORY Category description as defined in price table 

%ITEM Item description as defined in price table 

%CUSTOMER Customer name  

%Company Store / Company Name as defined in SPOT configuration 

%INVOICENUMBER Current Invoice number of item with disclaimer 

%PROMISEDDATE Promised date of the invoice associated with the disclaimer 

%CR This is a Carriage Return in your form layout.  Each time you see this 
token a new line will be created on your disclaimer form  

 

Company settings  
Now that you understand the disclaimer text and configuration you will need to assign the disclaimer type to a 
Department, Category or to specific Items.  If you choose to assign this at the department or category level all 
items detailed in the department or category will automatically receive the disclaimer.  This may be the case 
in Leather or Wedding gowns but is not used in most cases.  Assume you want to assign a single item the 
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Wet Cleaning disclaimer.  You would go to Setup > Program Configuration > Company Settings > Markin 
Settings > Price Table > Department > Category > Item > Disclaimer and select the disclaimer you want to 
print with the item being detailed. 

Workstation Settings 

You have the option at the workstation level to print disclaimers.  You would go to Setup > Program 
Configuration > Workstation Settings > Mark-in Settings > Print Disclaimers and enable this option for the 
workstation.  You have the option (default) No, Yes or Prompt for each workstation. 
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Preset Promised Dates 

Overview 
Preset promised dates are used for those times that you would like to override the standard promised date 
schedule for a single machine.  This could be a time that a large rush job has just arrived, the boiler is down, it 
is extremely busy day and production is behind etc.  This setting effect Quick and Detailed orders including 
ñallò departments and price tables but only effects the workstation it has been enabled. The presets are reset 
either by turning it off or by exiting SPOT.  This feature should be used with caution. 

Setup Preset Promised Dates 
1- Navigate to the ñHome Pageò > Menu ï F3 > General 1 of 4 > Preset Promised Dates and you will be 

taken to the screen below. 
 

 
 

2- This screen will set the override date and time for the workstation.  By selecting a date and time and 
selecting the ñPreset Promised Date is Offò button you will display the following screen and have 
preset promised dates enabled. 
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3- Select the ñOKò to return to the Home Page and begin using the preset promised day. 
 
To turn the preset promised day off follow the instruction below and select the ñPreset Promised Date is ONò 
button and select ñOKò to return to the Home Page or exit SPOT and reload at any time. 
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Production Commitments 

Overview 
Of the many advanced features in SPOT, you will find the ñProduction Commitmentò options to be very 
powerful in assisting you in decisions based on order and item production. With production being the most 
important part of your operations, SPOT can assist in giving you real time production commitment numbers 
within the Quick and Detail process step and the Alerts tab on the Home Page as well as supporting reports.  
You may view production commitments with single store data or as a central plant with multiple stores feeding 
the central plantôs production commitment data.  You may have a single plant or multiple plants with multiple 
drop stores.  Centralized / Hosted configuration of SPOT must be used for the multiple store configurations. 

Using Production Commitments 
You will notice differences in the two views of the Home Page below.  The first is the view uses the ñStandardò 
or default Production Commitment Mode. The second uses the ñAdvancedò Production Commitment Mode.  
The major differences in these modes are display the of Group/Sponsor and Store and Sponsor Level detail 
buttons.  In standard mode the ñStores in Sponsorò and the ñThis Storeò buttons are disabled. 
 

 
 




































































































































































































































































































































































































































































































































































































