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/ÖÅÒÖÉÅ× 
SPOT Offline Services (or SOS) provide SPOT hosted customers with offline access to critical data in the event of a hosted service 
interruption or local Internet outage. Data is sent up to three times per day on a user-defined schedule to your secure Microsoft 
OneDrive cloud storage account. This data is then sent automatically to your local workstation and is immediately available for use. 
 
There are two tools offered through SOS to help you run your business in the event of an outage: 
 
The Order Pickup tool allows you to locate and pick up in-process and ready orders. Clerks can print lightweight counter and 
ŎǳǎǘƻƳŜǊ ǊŜŎŜƛǇǘǎ ǘƻ ǘƘŜ ǿƻǊƪǎǘŀǘƛƻƴΩǎ ŘŜŦŀǳƭǘ ǇǊƛƴǘŜǊΦ ! Ǉƻǎǘ-back feature is also available, enabling you to submit pickup 
information back to SPOT once service is restored. 
 
The Assembly tool allows you to assemble in-process orders and to identify heat seal items not currently detailed. All items 
associated to an order are grouped to a slot assigned to that order. Non-detailed HSL items are grouped by the customers they 
belong to. Lightweight invoices and customer slips are printed to your default printer, making it quick and easy to manage your 
assembly process. 
 
²ƘŜƴ ŎƻƴǎƛŘŜǊƛƴƎ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ǎŜǊǾƛŎŜ ŎƻƴǘƛƴƎŜƴŎȅ ǇƭŀƴΣ ǇƭŜŀǎŜ ōŜ ŀŘǾƛǎŜŘ ǘƘŀǘ {h{ ƛǎ not intended to be a replacement for 
SPOT itself. For example, SOS cannot: 

¶ Add or edit customers, orders, or items. 

¶ Process credit card transactions. 

¶ Share data across multiple workstations. 

¶ Send emails or notifications to customers. 

¶ Run Reports. 
 
tƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ά{ǘƻǊŜ hǇŜǊŀǘƛƻƴ {ǳƎƎŜǎǘƛƻƴǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘƛǎ ŘƻŎǳƳŜƴǘ ŦƻǊ ŦǳǊǘƘŜǊ ƛŘŜŀǎ ǘƻ ƘŜƭǇ ȅƻǳ ŘŜǾŜƭƻǇ ȅƻǳǊ ƻǿƴ 
contingency plan. 

2ÅÑÕÉÒÅÍÅÎÔÓ 
¶ Microsoft Windows 7, 8.x, 2008 or 2012  

¶ 1024 x 768 monitor (minimum) 

¶ Current version of Chrome or Firefox web browser (Microsoft IE is not compatible) 

¶ 1-3 GB of local hard disk storage 

¶ Microsoft One Drive account ς Currently SOS supports the personal ǾŜǊǎƛƻƴ ƻŦ hƴŜ 5ǊƛǾŜΦ  ¢ƘŜ άhƴe DǊƛǾŜ ŦƻǊ .ǳǎƛƴŜǎǎέ 
accounts are not supported at this time.  You can sign up for your personal account with limited storage at OneDrive.com .   

¶ SPOT hosting services account 

¶ SOS to be setup and tested prior to an outage 

#ÏÎÆÉÇÕÒÁÔÉÏÎ 

OneDrive Local Data Sync 
1. [ƻƎƛƴ ǘƻ ȅƻǳǊ hƴŜ 5ǊƛǾŜ ŀŎŎƻǳƴǘ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άDŜǘ !ǇǇǎέ ƻǇǘƛƻƴ ŦǊƻƳ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΦ  If you have not created or have a 

OneDrive eligible account go to onedrive.com and create your free account. 
2. Select your windows PC based device and download the setup utility.   
3. Run the setup wizard and follow the instruction defining the local directory you would like to use for cloud synchronization.   
4. During the setup wizard you are prompted to select folders/directories to synchronize.  Select tƘŜ ά{h{έ, ά!ǎǎŜƳōƭȅέ ŀƴŘ 
άOrderPickupέ ǎǳō ŦƻƭŘŜǊǎ as a minimum. 

5. Complete any remaining prompts found in the wizard. 
6. If running Windows 8.x or higher, enable offline access to all files. You can do this by right-clicking on the One Drive icon in 

your ǎȅǎǘŜƳ ǘǊŀȅ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ǎŜǘǘƛƴƎǎΦ ¢ƘŜƴ ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ άaŀƪŜ ŀƭƭ ŦƛƭŜǎ ŀǾŀƛƭŀōƭŜ ŜǾŜƴ ǿƘŜƴ ǘƘƛǎ t/ ƛǎƴΩǘ 
connected to the internet.έ If this is not configured, SOS will not run properly. 

 

file://sbs-markjlaptop.wsi.com/c$/Users/mark.WSI/Desktop/In%20Process/SOS%20-%20Lights%20Out/OneDrive.com


4 
 

 
 

SPOT Service Configuration  
1. Navigate to Setup > Program Configuration > Company Settings > Service Host Settings > Offline-Services  
2. Configure what data you would like to receive and the times you would like to receive them.  If you are not using 

ItemTrac/HSL in your operation, the ά9ƴŀōƭŜ Assemblyέ data will not be sent. 
3. In the exampƭŜ ōŜƭƻǿ ȅƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜ άhrder PƛŎƪǳǇέ Řŀǘŀ push at 9:00 AM, 1:00 PM and 4:00 PM. 

 

 
 

4. Configure ŎƭƻǳŘ ǎŜǊǾƛŎŜǎ ǇǊƻǾƛŘŜǊ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ά/ƭƻǳŘ {ŜǊǾƛŎŜǎ {ŜǘǳǇέ  
 

 
 

5. {ŜƭŜŎǘ άaƛŎǊƻǎƻŦǘ hƴŜ5ǊƛǾŜέ ŦǊƻƳ ǘƘŜ Offline Cloud Service option list 
6. {ŜƭŜŎǘ ά!ǳǘƘŜƴǘƛŎŀǘŜ {ŜǊǾƛŎŜέΦ  When authenticating the cloud service you will be prompted for login credentials for the 

OneDrive services.  If you are having issues authenticating with your credentials please verify you can login to the account 
via your local web browser to validate credentials. 

7. Select άOKέΦ 
8. ά{ŀǾŜέ ȅƻǳǊ ǎŜǘǘƛƴƎǎΦ 

Store Time Zone Configuration  
1. Navigate to Setup > Location Information > Store > Time Zone. 
2. Select the correct time zone for your store.   
3. ά{ŀǾŜέ ȅƻǳǊ ǎŜǘǘƛƴƎǎ. 

 

#ÏÎÆÉÇÕÒÅ Ȱ/ÆÆÌÉÎÅ 2ÅÑÕÅÓÔÓȱ !ÌÅÒÔ 
1. bŀǾƛƎŀǘŜ ǘƻ {ŜǘǳǇ Ҕ tǊƻƎǊŀƳ /ƻƴŦƛƎǳǊŀǘƛƻƴ Ҕ {ǘƻǊŜ {ŜǘǘƛƴƎǎ Ҕ {ƛǘŜ 5ŜŦŀǳƭǘǎ Ҕ !ƭŜǊǘǎ ŀƴŘ ŜƴŀōƭŜŘ ǘƘŜ άhŦŦƭƛƴŜ wŜǉǳŜǎǘǎέ ŀƭŜǊǘ 

as shown below. 
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5ÓÉÎÇ 3/3 3ÅÒÖÉÃÅÓ 
Once you have your cloud storage, local file sync and Spot configuration completed wait for your first data push by monitoring your 
cloud sync directory on the local hard disk.  You will find the needed data in the OneDrive\documents\SBS\SOS directory. 

Order Pickup ɀ Startup and Getting to Know the Tool 
1. Browse to the OneDrive\documents\SBS\SOS\OrderPickup folder/directory 
2. Notice files in this directory that start with a date and end with your store name and number (example: File 

2014_09_09_20_30_ABC Cleaner01.htm ς File includes data for ABC Cleaner store #1, Downloaded on 9/9/2014 at 8:30 PM  
 

 
 

3. Selecting the most current file for your store number ensures you will have the most current inventory for your store.  
Please verify that you have selected the correct store and file by verifying the store name and date as noted below. 
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4. Press F11 to enable your browser to go full screen allowing more viewable area for the application.  (Press F11 again to 
return to standard viewing mode) 

5. Review the documentation on the home page for information on usage and configuration 
6. tƭŜŀǎŜ ǊŜǾƛŜǿ ǘƘŜ άǇǊƛƴǘŜǊ {ŜǘǳǇέ ǘŜƳǇƭŀǘŜ ǘƻ ŀǎǎƛǎǘ ƛƴ ŎƻƴŦƛƎǳǊƛƴƎ ȅƻǳǊ ōǊƻǿǎŜǊǎ ǇǊƛƴǘŜǊ ǎŜǘǳǇΦ  ¸ƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ άtǊƛƴǘŜǊ 
{ŜǘǳǇέ ōǳǘǘƻƴ ƻƴ ǘƘŜ άLƴǘǊƻŘǳŎǘƛƻƴέ ǘŀōΦ 
 

 
 

7. {ŜƭŜŎǘ ǘƘŜ ά/ǳǎǘƻƳŜǊǎέ ǘŀō found at the top of the screen and review the following fields and options: 
a. Search option.  Like Spot you will search by last name, first name 
b. Customer list sorted by last name (Notice the filter option available on this field) 
c. Scroll page to page of customer records 
d. Number of active customers 
e. Number of orders in process 
f. Balance of orders in process 
g. Number of Ready orders 
h. Balance of Ready orders 
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Order Pickup ɀ Using the Tool 
1. Search for a customer Name using last, first name. 
2. Select the customer and double click or sŜƭŜŎǘ ǘƘŜ ά±ƛŜǿ hǊŘŜǊǎ ŦƻǊ {ŜƭŜŎǘŜŘ /ǳǎǘƻƳŜǊέ ōǳǘǘƻƴ. 

 

 
 

3. Select individual orders to be picked up ƻǊ ǳǎŜ ǘƘŜ ά{ŜƭŜŎǘ !ƭƭέ ōǳǘǘƻƴ. 
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4. {ŜƭŜŎǘ ǘƘŜ άtǊƛƴǘ tƛŎƪƭƛǎǘέ button and generate a pick list of the selected orders including location information. 
 

 
 

5. {ŜƭŜŎǘ άTender TȅǇŜέ ŦƻǊ transaction. 
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6. {ŜƭŜŎǘ άCƛƴƛǎƘ ϧ tǊƛƴǘ wŜŎŜƛǇǘ.έ 
 

 
 

7. End of Day processing ς tǊƛƴǘ wŜǇƻǊǘǎΦ   bŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ƛƴǘǊƻŘǳŎǘƛƻƴ ǇŀƎŜ ŀƴŘ ǎŜƭŜŎǘ ά±ƛŜǿ {ƻƭŘ hǊŘŜǊǎέ ŀƴŘ ǇǊƛƴǘ ǘƘŜ 
report for your records. 
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8. End of Day processing ς Post orders. Navigate to the iƴǘǊƻŘǳŎǘƛƻƴ ǇŀƎŜ ŀƴŘ ǎŜƭŜŎǘ άPost Sold Ordersέ ŀƴŘ post any sold 
ƻǊŘŜǊǎ ǘƻ {ǇƻǘΦ  ¢ƘŜǎŜ ǇƻǎǘŜŘ ƻǊŘŜǊǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ǇǊƻŎŜǎǎŜŘ ǳǎƛƴƎ ǘƘŜ άhŦŦƭƛƴŜ wŜǉǳŜǎǘǎέ ŀƭŜǊǘ ŦƻǳƴŘ ƻƴ ȅƻǳǊ ƘƻƳŜ 
screen. 

 

 

Order Assembly ɀ Using the tool 
 

1. Browse to the local computers OneDrive\documents\SBS\SOS\Assembly folder/directory and select the 
ά{ǇƻǘΦhŦŦƭƛƴŜΦ!ǎǎŜƳōƭȅΦŜȄŜέ ŀǇǇƭƛŎŀǘƛƻƴΦ 
 

 
 

2. Scan HSL / ItemTrac barcode (option shows item associated with a detailed order) 
 

 
 

3. Locate garment on customer slot indicated on screen.  All pieces for a customer will be assembled to a unique slot number. 
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4. Place the item and option printed details slip on the slot indicated 

 
 

5. Continue scanning pieces.   You may see X of X piced indicated for an order 
 

 
 

6. Continue scanning pieces.  You may see Completed indicating all pieces of the order are on slot and should be removed and 
moved to bagging. 

 

 
 

7. /ƻƴǘƛƴǳŜ ǎŎŀƴƴƛƴƎ ǇƛŜŎŜǎΦ  ¸ƻǳ Ƴŀȅ ǎŜŜ ά{ƛƴƎƭŜ LǘŜƳέ ƛƴŘƛŎŀǘƛƴƎ ƛǘ ƛǎ ǘƘŜ ƻƴƭȅ ǇƛŜŎŜ ƻƴ ŀ м ǇƛŜŎŜ ƻǊŘŜǊ ŀƴŘ ƻǊŘŜǊ ƛǎ ŎƻƳǇƭŜǘŜ 




