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User Guide
The user will be immediately presented with a main menu displaying buttons that will link to the various forms that allow staff to add, view, modify and remove data.
1. Using Reports
Reports are generated automatically when new data is entered into a form. The purpose of a report is to provide important data that is of high interest to staff or company directors, in a format that is easily readable. Reports can be accessed through the main menu by clicking on one of the tabs under ‘Reports’.
2. Using the ‘Customer Directory’
The Customer directory allows the business to store customer information that can be useful when dealing with enquires, shipping issues and complaints. Staff can easily update previous customer records or add new records by filling in the form provided and clicking the ‘save’ icon. Staff can also choose whether the customer has agreed to be added to the mailing list, at which point the customers first name and email will be added to the mailing list report automatically.
3. Creating Discounts
Discounts can be created through the ‘Discount Codes’ option on the main menu. This feature allows discount codes to be created, removed, or made inactive/active. The discount ID and percent can be customised so different codes can be created for marketing campaigns or can be made permanent, for example, for staff and students.
4. Navigating the ‘Orders’ section
Orders are given an ID (ORD****) to differentiate between orders that may contain the same product. Each drop down menu will display the correlating ID for that specific order, which can be expanded to display additional information by clicking the drop-down menu. The order section will also show whether a discount code was used, the type of sale and if delivery was required, at which point a delivery date can be added to the order.
5. Adding Reviews
Each review is given a review ID (R****) and can be added by selecting a book that’s either in stock or has previously be in stock from the drop-down menu under ‘Book ID’. The customer’s name can also be added, as well as a title and description. They can be adjusted as desired by simply changing the information and clicking the ‘save’ icon. These reviews are then automatically added to the ‘Reviews’ report which can be useful when adding the reviews to something like a website in the future.
6. Staff Records
The staff records can be navigated using the arrow keys provided. They can also be adjusted like other forms by simply changing the information and clicking ‘save’. Each member of staff is given an ID, and their personal details are stored in the database should they ever need to be used. A new record can be created by navigating to a blank form, filling in the fields and clicking ‘Save’.
7. Navigating & Adding Stock
The Stock Database provides all the important information about the businesses books, including the edition, barcode, number in stock, sale price and purchase price. The supplier ID pulls data from the supplier directory to show which book comes from individual suppliers. The sale price and purchase price is also added automatically to the profits report, which calculates the margin for the sale of that book as well as the total cost for all copies in stock.
8. Using the Supplier Directory
The supplier directory provides contact information for all the company’s book suppliers. New records can be added at any time by clicking over to a blank form, filling in the fields and saving the information. 
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