* Rundoo

GETTING STARTED WITH RUNDOO - GO-LIVE DATA CHECK

Match the Receipts
I Spot-check recent sales, confirm your tax rate, and catch duplicate accounts.

Step-by-step walkthrough ~3minread Companion to the 3:51video

This is the last stop on your go-live data check. Everything Rundoo pulled from your old
system is sitting in front of you, and now you get to make sure it landed right. You are
not auditing every record. You are pulling up a handful of recent sales, matching them
against the paper receipts in your drawer, confirming your tax rate, and giving your
house accounts a quick once-over. Just enough to trust the numbers before your first
real day.

(
Before you start: expect the totals to look low

This check runs on a preview built from your recent history, so big roll-ups like year-to-date
sales will read low, and a customer’s transaction list will look short. That is normal. Rundoo
loads your most recent data for the review, not years of old tickets. You are confirming the
numbers that are here are accurate, not that every past sale has arrived yet.



file:///videos/library/#match-the-receipts

DO THIS
Match the numbers, step by step

a Pull up your completed sales

Grab a few of your paper receipts first, so you have something to check against. Thenin
Rundoo goto Pointof Sale , open Transactions , and clickthe Completed tab.Thatis
your list of finished sales, newest at the top.

Transactions
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® Receivables Isswr-04218:5 8 Menlo Park Sold $113.26 v
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Point of Sale -~ Transactions — Completed. Open a sale to see its full detail.

Match a handful against your paper receipts

Open your latest few sales one at a time and line each one up against the paper copy. On
each sale, check that the subtotal, the sales tax, and the final total all match. Confirm the
tenderisright too, whetheritwasrungas Card , Cash ,or Chargeaccount .Ifyou
write purchase order numbers on your tickets, make sure the PO made the trip.

Checkfive or six, not every one

You do not need to open every sale. Check five or six random ones. If they all line up, that is
your happy path, the rest of your history is almost certainly solid, and you can move on. If
one is off, note the sale so you can flag it (more on that below).



° Confirmyour taxrate for each location

Next, flipto Admin andopen Locations . Rundoo sets a default tax rate for each store
from its address, so you do not type the rate in. Just read the Tax Rate columnand
confirm the rate looks right for each location. This one rate applies to the whole sale, not
line by line, so getting it right here is what matters most. You will also see your
Customtaxrates here, includingabuilt-in' Tax exempt rate for yourexempt customers.

e . Rundoo Staff m
R Rundoo [#]  Locations aunDo0 wemepak QL Search @ support v ]
POS & Admin )
Locations
Q Ideas Add and edit locations.
General
@ company Q search locations... + Add location
Locations W show/hide v i} Filter
@ staff
n Name Address Phone Tax Rate Active

Blocks
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Admin — Locations. Each store’s default tax rate shows in the Tax Rate column.



Spot-checkyour house accounts

Backin Point of Sale , open Customers and pull up one of your charge accounts. Click

pbetweenthe Transactions and Balance tabs.Remember, ashort transaction history is
expected. The thing that really matters is that the starting balance is correct. Do this for a
couple of your bigger accounts.
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A charge customer’s detail page. Confirm the starting balance under the Balance tab.

Scanthelist for duplicate accounts

While you are on the main Customers list, give it a quick scan for obvious duplicates, the
same name or the same phone number showing up twice. Itis common for a few to sneak
in during a migration, so this is worth a minute.

Flagany duplicate for your guide to merge

You do not merge duplicates yourself. A merge cannot be undone, so Rundoo handles it for
you. Right underneath this video there isan  Aska question box. Type exactly what you
see, for example that you have two accounts with the same name and phone number, and
send it. It goes straight to your Rundoo guide and lands on their list to fix before you go
live. They merge the records safely, and you keep moving.



KEEP IT HANDY
Your data check at a glance

RECENT SALES ON EACH SALE

POS - Transactions - Completed Subtotal, tax, total, tender
Match five or six against paper receipts. Plus the PO number if you use them.

TAX RATE HOUSE ACCOUNTS

Admin - Locations POS -~ Customers

Default per store, applied to the whole sale. Starting balance right; scan for duplicates.

Good to know

e Short history is fine. Only your most recent data comes over for this review, so low totals
and short transaction lists are expected, not a problem to fix.

e Do not fix datain bulk yourself before go-live. Flag what looks off with the sale ID or
customer ID, and Rundoo corrects it on our side so the fix survives the final overnight
sync.

e Duplicate accounts are support-only and cannot be undone. Flag them, never merge
them yourself.

e Acompleted sale’s tax rate is locked to what it was rung at. Changing a location’s default
rate never rewrites past sales.

“ Ru ndoo Your data check is done. Next stop, go-live day. - rundocs.com
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