
Welcome to the rePOR Training Manual. This manual has been designed by the Alberta Bottle 

Depot Association (ABDA) to help you navigate rePOR, from basic operations to advanced 

management functions. It will guide you through each module and function of the software and 

will help you learn and understand the rePOR system. This manual is meant to primarily be a 

training guide for new hires and a resource for current staff. 

 

Please consider the environment and refrain from printing this manual, as it will be updated 

frequently with new or changing information. You can search for keywords using the electronic 

copy of the manual to easily find what you’re looking for. 

 

You may also find valuable rePOR resources, including an interactive lesson, on the ABDA’s 

Depot Downloads page here: www.abda.ca/depot-downloads 
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Introduction 
Let’s get started! Below is the rePOR Login screen. When you open rePOR on a terminal, this 

screen will appear. A staff member with log in credentials will enter their unique User ID and 

password here. 

 

To log in, you have the option of using an ID card (RFID or barcode, if equipped) instead of 

manually entering the user ID code each time. This can make for a more efficient log-in process 

and provides a layer of security in accessing the program. 

To exit the rePOR program from this screen, a user with application exiting permissions can 

touch the EXIT button in the top right corner and enter their credentials; this will completely 

exit rePOR and bring you to your Windows desktop.  

Once you have logged into rePOR, there are module buttons that allow you to access different 

parts of the rePOR software. Each of these buttons will access a specific module in rePOR which 

correlates to an aspect of the depots day-to-day operations. Typically, when a user has logged 

out, rePOR will log back into the last screen used after the user has logged back onto a terminal. 

  



RePOR Main Screen  
The main screen of rePOR is laid out for easy navigation through each module. It is colour 

coded to minimize errors and maximize ease of use. This manual will go through each module 

and sub-module of rePOR as shown in the main screen image below. From left to right: 

Returns, Cashier, Sales, Accounting, Materials/Products, Shipping, Manage, Quick Drop, 

Reports, Calendar and Schedule, Settings, Depot Releases, Help and Lock. Each button on the 

main screen opens into a different module of rePOR and this manual will guide you through 

them.  

Returns 

The Returns module is used to process customer transactions. Each Depot can customize how 

they want their Returns screen to look based on their needs. It is possible to create several 

different category buttons for customer returns, and to customize the layout to some extent. 

Inside Returns you will also find several different ways to pay out a Returns transaction. The 

Returns portion of this manual will give you a more in-depth look at Returns and its functions.  

Cashier  
The Cashier module is used to cash out a Return or Sales transaction. Its purpose is to help your 

Depot manage each transaction and monitor cash internally. It is used to cash out all orders 



when there is a single cash terminal at a Depot, or to find past orders and be able to change the 

status of orders when necessary.  

Sales  

The Sales module of rePOR has a similar look to the Returns module. It is available for a Depot 

that is selling items to customers. It can be customized, like the Returns screen, and allows for 

Depot-specific sales to be processed. Returns orders and Sales orders can be combined at cash 

out to calculate a balance owing, instead of cashing two separate transactions. 

Accounting 

The Accounting module of rePOR is used mainly by a Depot operator, manager or supervisor. It 

allows you to open and close your cash drawer(s), add float, make any cash-related 

adjustments, manage customer accounts, and see all financial-related transactions for each 

cash drawer at your Depot.  

Materials and Products 

The Materials and Products module is used primarily to keep track of inventory of products and 

Shipping Containers in the Depot. It is also connected to the BCMB’s BREG database to allow a 

user to search for specific containers to verify if they are registered or not, and therefore 

acceptable to be returned to the Depot for a deposit The Materials and Products module also 

allows you to manage any items you may wish to sell at your Depot.  

Shipping 

The Shipping module of rePOR can be used to track all tagging and shipments done at the 

Depot. You can scan all bags and pallets ready for shipment, and manage shipments to and 

from ABCRC and BDL. It will allow you to create an RBill for each shipment and transmit the 

eRBill to ABCRC.  

Manage 

The Manage module is specifically set up for a manager or supervisor. It allows the manager to 

see all activity live at each station in the Depot and can even send custom alerts through email 

when an abnormal transaction has been completed (such as voiding or un-voiding an order). 

The Manage tool also allows you to use rePOR in training mode, which will not affect anything 

in your main database while training a new employee or learning something new.  

Reports  

The Reports module allows a user to view summary reports of Depot activity based on date 

ranges selected. A list of each report that can be generated within rePOR is available here, and 

any report can be printed when needed.  



Calendar and Schedule  

The Calendar and Schedule module allows an operator, manager or supervisor to create events, 

build a schedule, and view individual employees’ hours worked. Your employees can see their 

own schedule and any important upcoming events by using this module. Using rePOR as a time 

clock to track employee working hours and breaks is available in this module.  

Settings  

The Settings module contains customizable settings for your Depot. You can create and manage 

users and roles, set up the look and feel of your Returns and Sales screens, and manage 

customer screen content. ABDA staff will go through this with you at the initial set-up of your 

rePOR system.  

Depot Releases 

The ABDA on occasion will push notifications, updates, newsletters and other communications 

relating to industry news and system updates that they want all Depots to be aware of. The 

Depot Releases area will flash if there is a new release added since you last checked. Click the 

Depot Releases button and the notification will open with further details.  

Help 

The Help module of rePOR gives resources for Depot staff if they are having any problems with 

rePOR or need help answering any questions regarding the rePOR software system.  
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Module 1 - Returns  

1.1 - Returns Screen Overview 
Use the Returns screen to process all customer returns. The screen can be customized to reflect 

the way your Depot wants to track each return. The Returns screen is broken into 3 sections:  

 

 

 

 

 

 

 

 

 

 

 

 

A. Order Tally - this includes all information about the current order being processed. 

B. Category Buttons – customizable buttons linked to categories that you are purchasing. 

C. Keypad & Function Buttons – the keypad is used to enter the quantity of items being 

purchased. The function buttons perform a variety of tasks that are explained further 

below. 

In the bar at the very bottom of the screen, you will notice the rePOR version number, the 

terminal name that you are working on, the user currently logged in, and the date and time. 

Let’s take a closer look at each of the parts of the screen. 

  



A. Order Tally 

1. Order Number: an order number is assigned once the first item is added to the tally.  

2. Contents of Order: each time a quantity of containers is entered, a new line will be 

added to the contents of the order, which will keep a running tally of the order.  

3. Fee: if a fee has been added to the order, the fee amount will appear on this line and 

be included in the order totals below. 

4. Total $: the total amount of payout owed to the customer is displayed on this line. 

The total will climb as items are added to the order. 

5. $0.10 & $0.25: a summary of 10 cent and 25 cent items is included at the bottom of 

this screen for an at-a-glance summary of how many 0-1 Litre and Over 1 Litre items 

have been included on the order.  

  



B. Customizable Category Buttons 

 

1. Category Button: in this example, there are 4 separate category buttons. However, your 

Returns screen may include any number of category buttons, depending on how you 

wish to keep track of returns and inventory. When a category button is pressed, the 

corresponding items will be added to the Order Tally. 

2. Bin Count: in some cases, Depots wish to keep track of the counts of specific products to 

avoid re-counting a bin of product later. In this example, 28 more PET 0-1 Litre 

containers are required to fill the bin. If you wish to use the Bin Count function, refer to 

the advanced section of the manual. 

3. Category Description: the text field on the button describes what type of product is 

being purchased from the customer. 



C. Keypad & Order Menu 

 
1. Input Bar: In this area, you can see the numbers entered from your counts after being 

punched in on the key pad.  

2. Clear Entry: This button will clear the numbers in the Input Bar if you have made an 

error.  

3. Quantity Shortcuts: These can be custom set to make entering common quantities of 

container quick and convenient for staff. 

4. Keypad: Use the keypad to track how many containers you have counted. A 

multiplication function is included if you have multiple cases or flats of containers to 

enter. 

5. BREG: Use this function to check whether a container is eligible for a refund or not by 

scanning or manually inputting the UPC. Note: a more comprehensive search may be 

necessary to find items; this simply allows an easy way for staff to do a quick search for 

registered products. 

6. Member/On Account: This allows you to put a return onto a customer account and is 

covered more in Module 2.2 and 2.3. 



7. Finish/Cash: Use this function when an order is complete and you would like to print a 

receipt for the customer to bring to the cashier. If your terminal is set up as a Cash 

Drawer, the button will display the word Cash, and when pressed will open the cash 

drawer so you can pay the customer from your station. 

8. Token: This function will only be available if you have RFID enabled on your terminal. 

When you have completed an order, press Token and scan the RFID card or fob to place 

the order onto it; the same card or fob can then be scanned at the cash terminal and the 

customer ca be paid the money owed. 

9. Delete Row: This function allows you to remove an entry in the return if there has been 

a mistake made. 

10. Cancel: This allows you to cancel the entire order.  

11. Fee: Fees are pre-set and can be charged in the case of a Depot doing a pick-up or any 

added service the Depot usually charges customers for.  

12. Recall: A suspended order can be recalled using this function, and a list of all suspended 

transactions will be available. The user selects the order to be recalled, and can continue 

working on it. 

13. More: This function allows you to see more options in the Returns menu.  

14. Exit: This allows you to exit the Returns screen to the Main rePOR screen.  

15. Adjust Bin: If the Bin Count feature is being used, this function allows the user to adjust 

the quantities inside their bins to maintain accuracy by counting the number of 

containers in each bin. 

16. Log Off: This allows you to log out of rePOR directly from the Returns module. When 

you have logged back in it will automatically open to the returns screen. 

17. Add Float: This allows you to add cash to your cash drawer float if your terminal is set 

up as a cash drawer and more money is needed.  

18. Open Drawer: If a terminal is set up as a cash drawer, users with permission to pop the 

cash drawer open can use this button. 

19. Suspend: This suspends the order to be recalled later, and is covered further in Module 

1.2 

20. Message: This Function allows you to create a message visible to the customer on the 

customer display; for example, “till down, next window please.” 

21. Back: This function will return you back to the first set of functions in the Returns menu.  

 

 

You may also notice that the New Release button will flash at the bottom of the Returns 

screen when a new Depot Release has been added. This will help your staff keep up to date 

on news, even when they are using the Returns module all day. To view a new release, exit 

Returns after completing a customer transaction, and click on the Depot Releases button 

from the main screen. 



1.2 – Suspending and Recalling an Order 
The Suspend button is found under the More menu. The Suspend option will 

save the current order and clear the Order Tally side of the screen. When 

the order is ready to be finished, the user can press the Recall button in the 

bottom left corner of the Returns menu. 

The Recall button will open to a screen where 

you can see a list of suspended returns. Select 

the desired transaction you would like to recall 

and press the ‘Open’ button at the bottom of 

the list of transactions. Be sure that you have 

selected the correct transaction. 

 

 

 

Once the order has been selected and the Open button pressed, the selected transaction will 

re-open and is ready to finish. 

 

1.3 - Member Returns and On Account  
Customer accounts can be set up within rePOR to allow transactions to be 

placed on an account and paid out at a later date.  

The Returns screen includes two options for linking a transaction to a 

customer: Member and On Account. 

The Member button will allow the user to select 

the customer account that they wish to link the 

order to, prior to being ready to pay out the 

order. This means that the Member can be 

selected before or during the order so that it is 

clear which customer the transaction belongs to. 

When the member is selected, the account name 

will display immediately under the order number 

on the order tally side of the screen.  

 

To place the transaction onto a customer account, use the On Account button. The options will 

appear to Pay on Account or by Cash. Pay on Account means that the transaction is placed on 

the customer’s account to be paid out at a later time. Cash means that while the order will be 



linked to the customer account and appear on customer 

statements, they will be receiving cash right away for the 

transaction.  

Once your selection of Pay on Account or Cash has been 

made, if a member was already selected, the transaction 

will automatically be processed. If a member was not yet 

selected, you will now need to start typing in the name of 

the associated account. Once you’ve found the correct 

account, press OK and the order will be placed on the 

account.  

 

1.4 – Finishing or Cashing Out a Return 
To cash out a transaction from Returns, your terminal must have a cash drawer 

connected to it. Once you’re finished counting an order, press the Cash button. 

You will be prompted to confirm the total to be paid out, and upon 

selecting OK, a receipt will be generated if a receipt printer is 

connected to the terminal. and it will automatically print a receipt for 

the customer.  

 

If your terminal is not acting as a cash terminal, the 

Finish button will appear in place of the Cash button. Finishing an order will send 

it to the Cashier module where it can be paid out. In most cases, using the Finish 

button will generate a receipt with a barcode that can be scanned at the Cashier 

to call up the order.  

In other cases, RFID cards may be used in place of receipts. In this case, the 

Token button will appear below the Finish button. Both of these functions will 

prompt for an RFID card to be scanned, which will link the order to that card. 

The token can then be scanned at the Cashier to call up the order for payment.  

Note: multiple orders can be placed on a single RFID card. If you receive the 

message below asking for confirmation, ensure that this is not being done in 

error.  

 

 

 



1.5 – Adding Fees  
To add a fee to a transaction, use the Fee function button. It is important to 

note that the fees are set up by a Depot operator, manager or supervisor and 

cannot be changed unless proper authorization has been given. Any available 

fee types will be listed and can be selected to apply to the order by checking 

the box beside the fee type. The fee amount will then appear on the order tally.  

 

 

 

 

 

1.6 - Delete Row 
If you have made a mistake on a Return, highlight the line in the order tally 

that is incorrect and use the Delete Row function button to remove it. You can 

then correct it by re-entering the containers and continuing with the order. 

 

1.7 - More Menu Options  
In the Returns screen, there is a button labelled More; 

when selected, a secondary function button menu 

appears, where the user can adjust bin counts, log out 

of the rePOR system, add to or subtract from the float, 

open a cash drawer (if attached), or change the 

customer screen message depending on the need at 

the time.  

Some of these options need a supervisor role to 

approve them and are covered in the Settings and 

Manager sections of this manual. 

  



Module 2 – Cashier 

2.1 - Cashier Screen Overview 

The Cashier module in rePOR allows you to pay out a transaction that has been processed. It 

controls the cash drawer and allows quick access to any transaction to change its status or 

reprint receipts as needed.  

The Cashier module includes Returns, Sales, and Expenses as transaction types. Each 

transaction type may have specific functions applied to it. Normally, the Cashier module is used 

almost exclusively to simply pay out transactions as they’re completed by other terminals.  

 

1. Menu Bar: The user can switch between Returns, Sales, and Expenses to view 

transactions of each type. 

2. Transactions Window: All available transactions are displayed here. By default, unpaid 

Returns transactions will display when entering the Cashier module. Transactions with a 

different status can be viewed by using some of the other menu buttons, such as View 

Voided, View Paid, etc.  

3. Selected Transactions Window: Any transactions that have been scanned or selected 

will be displayed here. This makes it easy to see how many orders have been selected. 

4. Transaction Number and Orders Summary: This is the input bar to scan orders or enter 

order numbers manually with the keypad below. The Returns Count will track how many 

orders have been selected to be paid out, along with the total dollar value. 

5. Order Contents Summary: The total quantity of containers and dollar value for all 

selected transactions will appear here, split into 10 cents and 25 cent denominations. 



6. Print: This will print a receipt for selected transactions; it can be used when viewing 

transactions of any status, so paid orders can be reprinted if needed. 

7. Member: Performs same function as described in section 1.2 of Returns. 

8. Cash: Cashes out all selected transactions. 

9. Void: All selected transactions will be voided, and the contents removed from the 

Depot’s container inventory. Be aware that the status of a transaction must be Counted 

in order to void it. Paid, Voided, and Suspended transactions cannot be voided, and 

must first be put into Counted status to complete this function. 

10. On Account: Performs same function as described in section 1.2 of Returns. 

11. Unpay: If an order was paid in error, it can be unpaid to return it to a Counted status, 

which will allow for it to be paid by cash or placed on account as needed.  

12. Sales: Opens the Sales module. 

13. More: Opens a second function menu with additional options for Cashier. 

14. Open Drawer: If the user has permission, selecting Open Drawer will pop the physical 

cash drawer to be able to add or remove cash.  

15. View Unpaid: If someone has been performing searches for transactions of a different 

status, this function will restore the default view to only view Counted transactions. 

16. Redeem Token: If equipped with a RFID reader, this button will allow the user to scan a 

card or fob to redeem the order, instead of using a receipt barcode. 

17. Exit: Returns the user to the main rePOR screen. 

When the More button is selected, the second function menu 

will appear: 

18. Customers: Shortcut to Customer Management area. 

19. Add Float: Allows user to add float to the cash drawer 

total without leaving the Cashier module. 

20. Suspend: Allows user to suspend a transaction so that it 

can be recalled from Returns.  

21. History: Provides ability to look up transactions in any 

date and time range.  

22. View Voided: Will display the full list of voided 

transactions for the Depot’s full history. 

23. View Suspended: Will display any currently suspended transactions. 

24. Un-Void: Allows user to reverse a voided transaction. 

25. Return Report: Shortcut to the Return Orders report. 

26. Log Off: Logs user directly out of rePOR. 

27. Select None: If there are transactions currently selected, pressing Select None will un-

select all transactions.  

28. Expenses: If cash is removed from the till to pay for a Depot expense, the details of the 

expense can be added here to ensure cash reconciliation is correct. 

29. Back: Returns user to first function menu.  



2.2 - Cashing Out an Order 
At a Cashier terminal, the barcode on the customer receipt can be scanned and 

the transaction will be selected. If there is no barcode present on the receipt, 

manually highlight the transaction by clicking on it on the screen. The Selected 

Transactions area at the bottom of the screen will list all highlighted 

transactions.  

The order can now be paid out by pressing the Cash 

function button.  

A prompt will appear to confirm that the transaction is 

ready to be paid. Once you have selected Yes, the cash 

drawer will automatically release for you to pay the 

customer. If your terminal is set up to automatically print a 

receipt, the receipt will be generated. If not, you can print as 

many receipt as needed by manually using the Print button 

that will appear once the payment has been confirmed.  

Just as in the Returns module, you can place an order on 

account in the Cashier module if needed. Use the On Account 

or Member function button, and follow the same procedure 

covered in the Returns module of this manual.  

 

2.3 - Voiding and Unpaying an Order 
To void an order, select the transaction that you wish to void, and press Void 

function button. A prompt will appear to confirm the action. If you need to 

make changes or have pushed the Void button by accident, select No and you 

will be returned to the main Cashier screen. If you select 

Yes, rePOR will void the order and then return you to the 

Cashier screen.  

Note: Only Unpaid orders can be voided. The order status 

must appear as Counted before the Void function can be 

used. If you wish to void a Paid order, be sure to first use 

the Unpay function, and then void the order.  

 

  



2.4 - Adding Expenses 
Expenses can be tracked in rePOR to ensure that cash reconciliation is 

accurate.  

Use the Expense button to enter any cash expenses that are being taken from the cash drawer. 

Some default Expense types will appear. Expenses may or may not have tax added to them. The 

default list of Expenses will indicate this in the description of each Expense. Depots can add 

their own Expense types in the Settings module.  

Select the Expense type that best describes why 

the cash is being removed from the cash drawer. In 

the Amount column, use the keypad to enter the 

dollar value of the expense. For Expense types that 

have tax added, the tax will automatically be 

calculated on top of the Expense amount entered. 

Ensure that the total at the bottom of the 

Expenses modal displays the correct value, and 

then use the Save button.  

 

Expenses that have been saved are visible in Cashier by selecting the Expenses tab. A date 

range can be selected if needed.  

If an error was made in entering an Expense, it can be voided to ensure that the cash 

reconciliation for that day is correct. When an Expense has been voided, it will clearly appear in 

red text to indicate that it has been voided.  

 

  



Module 3 - Sales 
If your Depot sells any items, you can use the Sales module to track these transactions to be 

included in your cash reconciliation. Entering the Sales module will display the Sales screen and 

any items that have been made available for sale within rePOR for your Depot.  

 

The Sales module operates very similarly to the Returns module. Choose the item or number of 

items the customer would like to purchase and enter it into the Sales screen. If tax has been 

applied to any of the sales items, it will be automatically calculated as items are entered.  

Press the Cash button or use the Finish button to complete 

the cash out from Cashier. When cashing out a Sales 

transaction, you can enter the dollar value of the cash 

received to calculate the change you should provide to the 

customer. 

In the Cashier module, Sales and Returns transactions can 

be completed at the same time to provide a single cash 

transaction for the customer.   



Module 4 - Accounting  

4.1 - Accounting Overview 
The Account module allows you to perform many functions related to cash management and 

customer management for your Depot. Each function will be covered here.  

Here is an overview of the Accounting module main screen:  

 

1. Add Float: allows you to add a float to a cash drawer.  

2. Cash Adjustments: allows you to review and adjust any cash entries from any day. 

3. Cash Manager: allows you to track cash in safe. 

4. Cashier View: allows cashier to see activity in their till, including current expected 

balance. 

5. Cheque Management: provides easy tracking of cheques to be paid. 

6. Close Cashier: allows you to close a cash drawer at end of shift or end of day. 

7. Customer Management: allows you to manage and edit customer and member 

accounts. You can add, view, and edit accounts as necessary. 

8. Open Cashier: allows you to open a cash drawer, which is necessary in order for 

transactions to be processed. 

9. QuickBooks Settings: Allows fields to be linked to QuickBooks (if installed on the same 

terminal that work is being done on). At this time.  

Note: At this time, QuickBooks integration is only partially complete.  

  



4.2 – Open Cashier  
To be able to start processing transactions on a terminal, the cash drawer associated with that terminal 

must be opened. Use the Open Cashier function to do so. Select the appropriate cash drawer (if you 

have multiple drawers available). 

 

 

1. Denomination Value List: This is a list of each denomination being added to the cash 

drawer. Enter the number of bills, coin or rolls of coin in the counts column, and the 

total dollar value will be calculated automatically. 

2. Total Open Cash Counted: this will show you the total dollar value being added, and will 

update with each denomination added. 

3. Keypad: use the key pad to enter quantities.  

4. Cancel: this will exit Open Cashier without saving any entries.  

5. Open: once you have entered all denominations and ensured that quantities are 

accurate, use Open to save the entries and open your cash drawer.  

6. Load Float From Last Shift: if you are opening the cash drawer with the same quantities 

that were used for the last close that was done for this cash drawer, this button auto-

loads the quantities for you.  

Note: This option is permissions-based so may not be available to all users. 



4.3 – Close Cashier  
At the end of a shift, or the end of a day, all cash drawers should be closed to create an end-point for 

the financial transactions for that day or that shift. Once a cash drawer is closed, all terminals that use 

that cash drawer will not be able to perform transactions until the cash drawer is opened again. 

 

1. Denomination Value List: performs the same function as in the Open Cashier 

description. 

2. Cash Details: all cash activity since the cash drawer was opened will be summarized 

here, including value for open cash; float added; returns, sales, and expenses processed; 

accounts paid out, and the expected closing balance. Some Depots will choose to do a 

blind cash close, so the expected closing balance may not be visible. 

3. Variance: the calculated total for cash close based on the entered denominations 

appears here. The Variance will calculate the difference between the expected cash 

close and the actual cash close values. 

4. Key Pad: use the key pad to enter quantities.  

5. Cancel: will exit the Cash Close screen without saving any entries. 

6. Close Cashier: after entering all denominations and reviewing the summary of cash 

activity, use this button to save the closing cash details. 



4.4- Add Float 
The add float button allows you to add cash to your cash drawer when needed. There may be 

multiple cash drawers available, so be sure to select the correct one to reflect the drawer to 

which you are adding cash. 

 

 

1. Denomination value: performs the same function as in the Open Cashier description.  

2. Total: this will show you the total dollar value being added, and will update with each 

denomination added. 

3. Cash Details: all cash activity since the cash drawer was opened will be summarized 

here, including value for open cash; float added; returns, sales, and expenses processed; 

accounts paid out, and the expected closing balance. Some Depots will choose to do a 

blind cash close, so the expected closing balance may not be visible. 

4. Key Pad: use the key pad to enter quantities.  

7. Cancel: will exit the Add Float screen without saving any entries. 

5. Add: once all denominations have been entered and confirmed, this button will save the 

added float value.  



4.5 - Cash Adjustments 
The Cash Adjustments section allows users with permission to see all cash entries and create or review 

adjustments to those entries. This provides the ability to correct errors, and tracks any changes made to 

cash to allow for transparency in who is creating changes and for what reason. 

 

1. Date: this allows you to review cash entries for a specified date range.  

2. Cash Entries: all cash entries are listed here for the specified date range. Each can be 

selected to view or create adjustments.  

3. Filters: searches can be performed by filtering by employee or terminal that is linked to 

the cash entries.  

4. Description: for the selected cash entry, the open, float, and close details will be listed. 

The denominations for each highlighted individual entry are listed down to the 

denomination details on the right side of the screen. If an adjustment has been made to 

one of these entries, it will be highlighted in red.  

5. View Changes/View All Changes: if changes have been recorded for an entry, these 

buttons will be live. View Changes will provide more information about an individual 

entry that is highlighted, while View All Changes will provide information about all of the 

changes made within a set of entries.  

When a Cash Adjustment has been saved, the entry along with any altered denominations will 

be displayed in red:  



4.6 - Cashier View 
The Cashier View allows you to see the open and close transactions done on the cash drawer linked to 

the terminal you are viewing. It displays all cash-related information and displays a current expected 

balance for the till.  

 

1. Print: will print a receipt showing the summary details of a selected entry. The cash 

summary slip that is generated on Cash Close can be reprinted by using this Print 

function.  

2. Show: allows a date/time range to be selected to view specific cash entries. 

3. Cash Entries: lists the details of all cash entries in specified date range. An ID number is 

assigned to each entry, and then the details for cash reconciliation are displayed. If the 

date range selected includes cash shifts that have been closed, the variance and other 

details will be available.  

4. Current Float for All Terminals: Any cash drawers that are currently open will be 

displayed here, along with a current float value based on the calculated cash 

reconciliation so far during that shift. This is an easy way to see what should be available 

in each cash drawer at any time of day.  

 

 

 

 

 

  



4.7 - Cash Manager 
Many Depots have a safe that is used to store cash until it is placed in the cash drawer. rePOR allows for 

tracking of the safe contents for operators and management to be able to verify the contents of the safe 

against what has been added and deducted from it when opening and closing cash.  

In order to use this function, a starting balance must be created. To do so, use the Safe Box Balance 

function to adjust the denominations in the safe. Afterwards, the Replenish Safe Box function can be 

used when adding new money to the safe; otherwise, the denominations will automatically adjust based 

on each cash open and close, and can be verified by reviewing the quantities in Safe Box Balance. 

 

1. Replenish Safe Box: when new cash is being introduced to the safe, this function allows for it to 

be entered and added to the current balance of the safe box.  

2. Replenish Adjustment: allows for an adjustment to be made to a replenish entry, in the event 

that an error was made when entering denominations placed in the safe.  

3. Safe Box Balance: the current quantities of each denomination making up the safe box balance 

will be displayed when viewing Safe Box Balance. These quantities can be changed and saved if 

the balance requires adjustments outside of regular replenishments.  

4. Print: will print the current view.  

5. Show: a date and time range can be selected to filter the activity list.  

6. Details: each entry within the selected date range will be displayed here. The current balance of 

the safe box will be updated with each entry. The remark will be automatically created in the 

event of an open cash, close cash, or add float, as well as a replenishment or replenish 

adjustment. However, if a manual adjustment is made to the safe box balance, a remark must 

be input, which can allow the user to see why the adjustment was made.  

  



4.8 - Cheque Management 
The Cheque Management module allows for customer payouts by cheque to be managed in one 

location. Both requested and issued cheques can be found here.  

The default view will list cheques that are pending payment: 

 

1. Pay: will issue a cheque from a requested payment.  
2. Cancel: removes the requested cheque and places the balance back on the 

customer’s account.  

3. Receipt: provides printed copy of individual requested cheque information.  

4. Print: provides printed copy of all requested cheques displayed on screen.  

5. Search: searching by first, last, or business name will display only pending 

cheques for the applicable customer.   

6. Pending Payment/Paid: toggle between requested (pending) cheques and 

issued (paid) cheques. 

7. First Name/Last Name: customer name is displayed here.  

8. Request: shows the date the cheque was requested. 

9. STS: shows the status of the request.  

10. Total: shows the total of the cheque to be paid out.  

11. Fee: displays any fee that was specified during the cheque request.  

12. Net: this is the total amount of the cheque minus any fee.  

When the Paid tab is selected, any past paid cheques information will be displayed along with 

relevant information: 

 

13. Date: provides ability to view cheques issued in a specified date range. 

14. Reference: paying cheques requires a reference remark. This may be the cheque 

number, or other information relevant to the payout, which can be viewed here. 

15. Payout: shows the date and time that the cheque was paid.  



4.9 - Customer Management 
Customer Management allows you to create, edit, and manage customer accounts within rePOR. An 

account allows for a customer to be credited for an order, but paid for it at a later date. You are able to 

pay customer accounts by cash or cheque, adjust balances if needed, and find all activity for a customer 

in one easy location.  

By default, all active customers will be displayed in a list when entering Customer Management. You can 

filter this view to search for customers with pending balances, charity accounts, suspended accounts, 

etc.  

When an account has been selected, recent activity will appear in the bottom half of the display, along 

with a current balance for that customer. There are a number of functions that relate to Customer 

Management, as outlined here:  

 

1. Add: allows you to add a customer into your system.  

2. Edit: allows you to edit an existing customer account.  

3. Delete: allows you to delete a customer account. Note: only accounts with no activity 

can be deleted. Accounts that have had any activity associated with them must be 

marked inactive to not appear on this list.    

4. Pending: filters the list to only display accounts with a balance pending.  

5. Charities: if any Charity accounts have been set up, this will filter the list to display only 

those accounts. 

6. Print: prints the current view. 

7. Search: use the search bar to filter specific customer numbers or names when looking 

for a specific account.  

8. Search Inactive: checking this box will allow for inactive accounts to be viewed. When 

the box is check, leaving the Search bar blank and performing a search will show the full 

list of inactive accounts. 

9. Customer Details: The list of customers will display here, with the basics of customer 

name, contact details, and balance displayed. Clicking on the column headers allows for 

the list to be organized alphabetically by any column. 



10. Total Pending Balances: at any point, the total dollar value owing to all active customers 

will display here. You may use the Pending button to then display only the accounts with 

pending balances that would make up this total.  

11. Account Balance: shows the available balance on the selected account.  

12. Unpay: when a payment line in the activity list is selected, the Unpay function will be 

live to allow the user to reverse the payment and place the funds back on the customer 

account.   

13. Pay: provides options for paying the customer from their available balance.  

14. Adjust: allows for the customer’s dollar value balance to be increased or decreased 

without changing any order details, if necessary.   

15. Receipt: allows you to issue the customer a receipt for any of the activity on their 

account. Simply select a transaction line from the list below and use the Receipt option.   

16. Find: using the Order Number search bar allows for any activity regarding a specific 

order number to be found. The Find button allows a date range to be specified to view 

all activity within that range.  

4.10 – Paying Customer Accounts 
As orders are placed on a customer’s account, their pending balance will increase. In order to 

settle the customer account, use the Pay option. 

The payout amount will default to the full available balance, but can be changed to any dollar 

value if a partial payout is requested. A fee can be added at this point to deduct from the net 

payment. 

Once the net payment line is displaying the dollar value you wish to pay the customer, there are 

several methods for payout: 

• Issue Cheque: if a cheque is being written, the 

cheque number can be input for reference 

when this option is selected. 

• Request Cheque: if the user is not authorized 

to write cheques, a cheque can be requested 

to be issued at a later date, but the balance 

on the account will still be adjusted. 

• Donate: the customer can opt to donate their 

balance to a charity. In order to do this, the 

charity must be set up as a customer account 

in rePOR with the Charity option checked.  

• Pay Cash: if the amount is being paid from a 

cash drawer, be sure to process this payout on a terminal that is linked to the 

appropriate cash drawer for cash reconciliation to be accurate.  



Module 5 - Materials and Products 

5.1 - Materials and Products Overview 
 

 

1. BREG: allows for searching the BCMB’s beverage container registration database to 

inquire about registered products.  

2. Category Inventory: allows for viewing and adjusting the current inventory of purchased 

products.  

3. Items: in order for items to be available in Sales, they must be created as an item here 

first. 

4. Products: all material streams shipped to ABCRC or BDL will appear here for 

customization to a Depot’s needs.   

5. Shipping Container Inventory: allows you to manage your CBills and make any 

adjustments to received Shipping Containers from ABCRC or BDL.  

6. Value Added: for Depots performing compaction services, Value Added Fees may be 

created and adjusted here in order for shipment value reporting to be accurate for the 

Depot. Note: if your Depot is receiving VAFs, be sure to have ABDA staff assist in setting 

up the values for you during your rePOR training.  

 

 

  



5.2 - BREG 
The BREG feature will search the BCMB’s database of registered products and indicate if a product 

should be accepted at the Depot. You can search by either entering the brand or flavour of the container 

(e.g. Arizona), or by the UPC found on the container. It is important to note that not all products have a 

registered UPC in the BCMB’s database, so it is important to search by name as well if the UPC is not 

found on the first try.  

The BREG is updated nightly based on any changes that have been made to the database. In order for 

this update to occur, your server must have Internet connectivity.  

 

1. Search Bar: enter the search criteria here; specifically, either brand name or UPC number 

should be entered in order for results to be found.  

2. Check: once an entry has been made in the Search Bar, press Check to apply the search and 

gather results.  

3. Results: Any entries that match the search requirements will be displayed here. Each entry 

will include information regarding the brand, flavour, size and material, and UPC number. 

Column headers can be clicked to sort the results by the column description.  

Any products found are registered and should be accepted by the Depot.   



5.3 - Category Inventory 
When purchasing and shipping containers, inventory management is essential for tracking activity and 

catching potential errors as soon as possible.  

In rePOR, there are a number of available categories, as Depots all track their inventory in various ways. 

Your Depot may only use 2 categories (0-1 Litre and Over 1 Litre), or you may use a category for every 

different material stream; this is entirely up to you.  

Essentially, your Category Inventory should be broken into the categories that you use on your Returns 

screen. If you purchase customer transactions in 5 different categories, then there should be 5 

categories with quantities of on hand inventory listed in your Category Inventory. Note: all available 

categories will be listed in Category Inventory, even if you do not use them. It’s important to understand 

which categories you are keeping track of.  

It is recommended that an actual count be performed from time to time, and inventory adjusted to 

reflect the physical count in the Depot. This allows for discrepancies to be tracked more easily if 

category inventories are done properly. 

 

1. Adjust: for the selected category, an adjustment can be applied. The options to adjust are to 

insert an actual count, an increase, or a decrease in quantity. 

2. Date: a date and time range can be selected to view inventory changes within that range.  

3. Print: produces an Inventory Adjustment Report, detailing any changes in all inventory 

categories in the selected date range.  

4. Category Inventory/All Category Inventory Changes: toggles between current inventory 

numbers, and recent activity affecting your inventory.  

5. Inventory Levels: each category will be listed here, with the current on hand quantity, which 

includes any tagged bags. The quantity of bags is listed, along with a total deposit for the full on 

hand quantity.  



5.4 – Items 
If your Depot sells anything, the Items function allows for each product that is being sold to be added 

and described. Once this is done, Items can be added to a Sales screen configuration to be available in 

the Sales module.   

5.5 - Products 
Each material stream shipped to ABCRC or BDL will appear in the list of Products. Details associated with 

each material stream will be used when shipping your products on loads. Fields like Shipping Container 

types and Volume (quantity per bag) are customizable to your Depot to make shipping loads more 

streamlined.  Select a material stream from the list of Products, and press Edit to customize its settings.  

 

By default, each Product will be configured with the standard quantities consistent with Schedule A of 

the ABDA-ABCRC Service Agreement. If you normally ship a different quantity for certain material 

streams, or if the quantities you ship 

per bag are not consistent, you can 

change the standard that rePOR will 

remember by altering the Volume field. 

The number of units that is entered in 

the Volume field will automatically be 

entered when tagging bags of this 

material stream but can also be edited 

on a per-bag basis at that point.  

The other area that can be edited is the Category. This is the inventory category that the material stream 

is linked to; when shipping a bag of the material, the inventory category that is specified here will 

decrease in volume. This means that the inventory category that is linked to a material stream should be 

the same category as the one that it is purchased under in Returns. For instance, if you would normally 

purchase Aluminum under a general 0-1L Container Mix button, the Aluminum material stream in 

Products should have 0-1L Container Mix as its category. However, if you have a button specifically for 

Aluminum on your Returns screen, then the Aluminum material stream in Products should specify the 

correct Aluminum category to ensure that your inventory can be managed properly in rePOR.  

You can also change the normal Shipping Container used to transport the material stream; for smaller 

Depots, one-way bags may be used for more products than for larger Depots. This Shipping Container 

type will be the default that appears when tagging a bag for the material stream but can also be 

changed on a per-bag basis. When a load is shipped, the Shipping Containers will automatically be 

deducted from the Shipping Container Inventory, which is explained next.  

 



5.6 - Shipping Container Inventory 
Part of a Depot’s responsibility is to manage their on-hand inventory of Shipping Containers. This can 

partially be done within rePOR to track incoming and outgoing Shipping Containers; however, physical 

counts of the Shipping Containers should be performed periodically, including the semi-annual required 

Shipping Container inventory to be sent to ABCRC. 

The default view in Shipping Container Inventory 

will list recent Shipping Container activity. When a 

CBill is received with supplies, use the Add button 

to enter in the CBill quantities. Note in the example 

here that there is an entry for receiving the CBill, 

and there is also an adjustment line. In this case, it 

was later discovered that one of the bundles of 

mega bags did not contain the correct quantity. To keep an accurate record of 

this, use the Add button to add a new record, use the same CBill number that 

the supplies were received on, and use the Increase or Decrease options 

under Adjustment; this will make it easier to reconcile any discrepancies, and 

keep your records consistent. Each line in the Receiving/Adjustment tab can 

be reviewed by selecting the Detail button to see the type of inventory entry 

and the quantities that were added or adjusted.  

 

When adding a record, the default will be Receiving; this should only be 

used when entering a new CBill to record the supplies that are agreed 

to as received. If there is any need to change these quantities, enter a 

second record as an Adjustment.  

Using the Actual Count function will adjust the entire quantity of a 

specified Shipping Container to the quantity that is entered, so should 

only be done when a physical inventory count has been completed.  

 

 

To view the current inventory of Shipping Containers, click on 

the Shipping Container Inventory tab instead of the 

Receiving/Adjustment tab, and your current inventory levels will 

be displayed.  

 

  



Module 6 – Shipping 

6.1 – Shipping Screen Overview 
The Shipping module of rePOR allows you to keep track of and edit tags and shipments and 

transmit eRBills, all while automatically updating your expected category inventory (physical 

inventory should still be manually counted. ABDA recommends this is done at least once a 

month). Please ensure your scanner is functioning properly before scanning bags that have 

been tagged.  

 

 

The 3 main areas within Shipping are: 

Tagging: This area allows you to tag bags/pallets for ABCRC or BDL.  

Shipments: This area allows you to prepare and send shipments to ABCRC or BDL, print 

an RBill and send an eRBill to ABCRC. 

Adjustments: This area allows you to make any adjustments to shipments in the event 

that errors were made or audits or miscounts on a shipment are communicated by 

ABCRC or BDL.  

  



6.2 - Tagging Overview 
Here is a breakdown of the Tagging screen: 

1. Add: allows you to add a tag. Use this button to enter tag information. 

2. Edit: allows you to edit a tag if you need to make any changes or corrections. 

3. Void: allows you to void a tag if needed. Tags cannot be un-voided, so use the edit 

function to resolve errors instead of voiding, where possible. 

4. Label: will print a bag tag (not recommended if you are using ABCRC-supplied tags). 

5. Unvoid: allows a voided tag to be reversed and available for use. 

6. Tagged: allows you to search for tagged bags. 

7. Date: allows you to search for shipments by date.  

8. Tag#: allows you to search for a specific tag.  

9. Back: returns to the main Shipping screen.  

10. Total # of Bags: this area will tell you the total number of bags that have been tagged 

and are available for shipping to ABCRC. 

11. Tag Details: this area lists all tags that have been created for ABCRC bags, including 

details such as tag number, date and time created, product type, number of units, etc.  

12. Total # of Pallets: this area will tell you the total number of BDL pallets that have been 

tagged and are available for shipping. 

13. Pallet Details: this area lists all tags that have been created for BDL pallets, along with 

details such as the product type, date and time created, tag number, etc. 

To tag and record a bag, press the Add button and select the agency that you will be shipping 

the item to (ABCRC or BDL). Once selected, you are ready to begin tagging your bags and 

preparing for shipment.  



6.3 – Adding Tags - ABCRC  
To tag a bag, press the Add button and select the agency that 

you will be shipping the item to.  

Here is what you will see when you have selected ABCRC as 

the agency: 

 

1. Tag #: scan the bag tag here to auto-fill the contents of other fields.  

2. Product: displays the product type for the tag that was scanned (ie: Aluminum, PET 

Over 1L, etc.) The Search function can be used when tagging a product with a 

Miscellaneous tag. 

3. Shipping Container: auto-fills the default Shipping Container type (ie: mega bag, 

glass bag, one way bag). Use the Search function if you need to change the Shipping 

Container type for an individual bag.  

4. Units: auto-fills the default number of units for the product type. 

5. Enter Dozens: allows you to enter a dozen quantity, which will be calculated into 

units. 

6. Keypad: use the keypad to enter any quantities needed.  

7. Tagged at: the time a container was tagged (this is automatically filled in after the 

bag is saved).  

8. Tagged By: user name of who tagged and scanned the specific container (this is 

automatically filled in after the bag is saved). 

9. Close: will cancel any entries made and return to the main Tagging screen.  

10. Save & Close: will save a tag’s details and return to the main Tagging screen. 

11. Save & New: will save a tag’s details and refresh the screen for the next tag entry. 

12. Save and Print: saves the tag details and prints a tag for your records (not necessary 

when using ABCRC-provided tags). 



6.4 – Shipments Overview 
Here is a breakdown of the main Shipments screen: 

 

1. New: allows you to start a new shipment. 

2. Edit: lets you edit (make any adjustments or changes) any existing In Progress shipment.  

3. Void: allows you to void an empty shipment. Shipments containing bags cannot be 

voided until the shipment is edited to remove all bags from it. 

4. Print: allows you to print a copy of an RBill for your records. 

5. eRBill: is used after you have shipped and printed your RBill; it will transmit the 

necessary RBill to ABCRC so they can receive your shipment properly.  

6. Unvoid: will make a voided shipment active again and available for editing.  

7. Unship: allows you to unship a shipment that has already gone been shipped in the 

system, changing the status of the shipment from Shipped to In Progress. 

8. In Progress: gives you a list of shipments that have not been shipped but are being 

prepared to go to ABCRC. This is the default view for this screen. 

9. Shipped: lists your shipments that have been finalized and sent to ABCRC. 

10. All: allows you to search for all shipments with any status within a selected date range.  

11. RBill #: allows you to search for a specific RBill.  

12. Back: will take you back to the shipping main screen.  

13. Shipments List: this section shows you a filtered view if you have used any of the filter 

functions, and the default view is the In Progress shipments. 

14. Shipment Details: this section gives you a detailed list of what is in a selected shipment. 

It shows the tag numbers, type of containers and the total number of units in each bag 

in the shipment. 

  



6.5 – Creating Shipments - ABCRC 
To ship to ABCRC, press New and select ABCRC. Bags can then be moved from the Available list 

to the Picked list, either by scanning bag tags or manually selecting bags that should be added 

to the load.  

When creating or editing a shipment, this is what the screen will look like: 

 

1. Agency: ABCRC will appear here when selected at point of creating new shipment.  

2. RBill: rePOR will autogenerate the next RBill based on your Depot ID number and 

consecutive numbers following it, making a 10-digit RBill number that will appear on 

your paper copy.  

3. PRO Bill: if linking the shipment to a Bill of Lading separate from the RBill, the number 

can be entered here. Generally, this will apply only to BDL loads. 

4. Carrier: typically this will be auto-filled with the Carrier assigned to your Depot, but 

can be changed if necessary using the search icon.  



5. Trailer #: if you know the trailer number that your load is being shipped on, enter it 

here. This can assist in tracking loads when necessary.  

6. Shipped by/Created at: this information will auto-fill once the shipment has been 

saved or shipped and will display information about the time of creation and the user 

who created the shipment to refer to at a later date.   

7. Tag #: allows you to scan tag numbers to move to the Picked column. 

8. Available Tags: all the scanned tags available for shipment appear here.  

9. Tag Movement Buttons: these buttons will move the bags over from Available to 

Picked. The single arrows will move 1 selected bag from one side of the screen to the 

other, and the double arrows will move the entire list of bags from one side to the 

other. 

10. Picked Tags: all tags that have been selected for the current shipment appear here. 

11. Available Shipping Container Details: this section shows the product and units 

associated with a selected bag in the Available list. 

12. Picked Shipping Container Details: this section shows the product and units 

associated with a selected bag in the Picked list. 

13. Cancel: cancels your current work and exits the screen. 

14. Save: saves the current shipment as an In Progress load to be finished later. This does 

not ship the RBill. 

15. Ship It: this will finalize the shipment and take you to the next step to enter pallets 

and print the completed RBill.  

NOTE: If you print a copy of a saved RBill that has not yet been shipped, the date on the RBill 

will appear as December 30, 1899 (see example below). This should alert you that it is not the 

actual RBill that should be submitted to your carrier or ABCRC. Be sure to use the Ship It 

function to create your actual RBill with the correct date once it is ready to be submitted. 

 



6.6 – Finalizing & Transmitting ABCRC Shipments 
If you have prepared a new shipment and are ready to send it right away, use the Ship It button 

to move to the next step. 

If you saved your shipment earlier and are ready to ship it later, it will appear in the In Progress 

shipment list. You can use the Edit button to finalize this load after verifying all information by 

using the Ship It button.  

A window will then appear for you to 

enter the number of pallets present on 

the load. Because Depots use pallets in 

different ways, rePOR cannot determine 

how many ABCRC pallets should be on 

the load, so this needs to be entered 

manually for each load. If you do not 

enter a quantity of pallets, there will be 

a confirmation window when you say OK 

to ensure that you mean to ship the load 

with 0 pallets. If you do not report 

actual pallets shipped on the load, this will result in a Miscount report from ABCRC.  

You can also enter quantities of Shipping Containers that are being sent back damaged, empty, 

or unused in the other fields below so that they will be reported accurately on the RBill. Once 

you’ve entered the applicable quantities, click OK. 

rePOR will then automatically generate an RBill that can be printed. Print at least 2 copies of 

the RBill (one for the carrier, and one for your records). Ensure each copy is signed by each 

party.  

When you press the Back button, rePOR will ask if you would like to send an eRBill to ABCRC. 

ABCRC requires the eRBill to be released to them in order to start the offload process. eRBills 

should only be sent immediately after the load has left your Depot. Sending eRBills prior to a 

load leaving your Depot can result in errors that cannot be solved within rePOR.  

When the eRBill is sent, a successful message should appear on screen. If there is any other 

message besides an indication that the eRBill was successfully sent, review the message and 

then contact ABDA staff if assistance is needed to solve the issue.  

 

 

  



6.7 – Adding Tags - BDL  
Shipping to BDL is similar to shipping to ABCRC. Start in Tagging, and create pallet entries as 

necessary. The BDL Tagging process is a bit different from ABCRC’s, as it will default to tag a full 

pallet of Domestic Beer (also known as Industry Standard Bottles or ISB). This is what the BDL 

Add Tag screen will look like: 

 

If you are adding a full pallet of Domestic Beer at your normal standard quantity, you can simply 

save the pallet without making any changes. However, if you have different or multiple 

products on one pallet, you can check and uncheck the appropriate boxes to create your 

custom pallet. The functions to enter the number of units or dozens works the same as with 

ABCRC tagging. It is important to make sure that you have checked the box to the left of the 

product.  

Once you have tagged pallets, they will be visible on the main Tagging screen in the BDL list. 

Each pallet can be selected to view the products that are contained in it, as below. 

  



6.8 – Creating Shipments - BDL 
When you are ready to create a BDL shipment, navigate to the Shipments section and select 

New, and choose BDL for the Agency.  

A shipment screen similar to the one for ABCRC will display available pallets to be placed on the 

shipment. Move over the appropriate pallets, enter the BDL EC Document number in the PRO 

Bill field, as well as a trailer number, if applicable, and follow the same steps as with ABCRC 

loads to either save the shipment, or use the Ship It function to finalize the shipment. 

 

If BDL shipments are saved, they can be recalled and edited from the main Shipments screen. 

After using the Ship It function, a Bill of Lading will be generated with a summary of the 

shipment. 

Note: at this time, BDL does not accept eRBills. A manual EC Document is still required for the 

carrier to accept your load.  



6.9 - Adjustments  
The Adjustments area in Shipments allows you to make any adjustments to a shipment after it 

has been finalized and shipped. This may be a result of an Audit or Miscount report noting 

discrepancies between the expected and actual quantities or types of products received, or it 

may be an internal error that is caught. Adjustments allows you to correct these errors and 

adjust your inventory to reflect changes in a user-friendly way.  

 

1. Search: performs a date range search for any Shipments processed between selected 

dates. 

2. RBill #: performs a search for a specific RBill. Be sure to include all 10 digits without 

spaces or dashes when performing a search by RBill number. 

3. Adjusted: filters a list of Shipments that have had an adjustment applied to them 

already within a selected date range. 

4. Shipment Value: generates a Shipment Value report for a selected shipment. This 

report appears the same as it does in the Reports module; it appears here for easy 

review of the financial impact of adjustments made. 

5. Add Bag: allows user to add a tagged bag to the shipment. 

6. Remove Bag: allows user to fully remove a bag from a shipment and return the bag and 

its contents to the appropriate inventory if desired. 

7. Change Units: allows user to change the number of units in a selected bag. 

8. Shipments: lists all applicable shipments after a search has been applied. 

9. Shipment Contents: lists the bags contained on a selected shipment. 

10. Trace Tabs: Add/Remove Bag Trace includes details on adjustments in which bags were 

added or removed. Units Change Trace shows a record of any adjustments made to the 

quantity within bags. 

11. Add Record: allows user to note results of an Audit. For instance, if a bag was supposed 

to contain 2160 Aluminum but was found to contain 2080 Aluminum and 4 units of PET 

0-1L, 2 separate records would be added to the bag to reflect this and adjust the Depot 

inventory. 

12. Remove Record: deletes a record that has been made. 



Module 7 – Manage 

7.1 – Manage Overview 
The Manage module allows owners, managers or supervisors to review Depot activity in a detailed 

manner. Items directly related to training, employee performance, and detailed reporting can be found 

here. .  

 

1. Activity Logs: nearly every interaction in rePOR is logged here and stored indefinitely. Detailed 

information regarding orders, shipments, and other activities can be found in the Activity Logs. 

2. Alerts: pre-determined criteria have been identified in a list of Alerts that is available for each 

Depot. Setting up an Alert is quick and easy and can make you aware of critical items in an 

efficient manner.  

3. Attendance Board: displays a snapshot of scheduled attendance and actual attendance, along 

with who is currently logged in. 

4. Dashboard: includes a large amount of at-a-glance information about the current day, including 

a breakdown of Returns, Employee information, and Shipment details. 

5. Error Logs: every terminal’s Error Logs are available here. Both the Depot as well as ABDA staff 

may find this useful, especially in the event that a terminal is unresponsive or inaccessible.  

6. Live View: allows you to view another terminal’s screen on the same network. This does not 

allow you to control the terminal remotely but does allow visibility in real time to see what is 

happening on that terminal. 

7. Training Mode: A separate database is used in Training Mode to be able to perform all tasks in 

rePOR without affecting your main production database. This is best used for training new 

employees.  

  



7.2 - Activity Logs 
All interactions within rePOR are noted in the Activity Logs. In order to view logs, select a date range 

(the current day is selected by default), and select the Show Logs button. All logs in the date range will 

be generated. This tool is a simple but powerful way to see what has happened in rePOR, as the logs are 

retained indefinitely.  

Filters on the left side allow you to narrow down your search by employee or terminal, and the search 

bar can be used to find specific terms or order numbers.  

At any point, the current view can be printed or exported by using the Print button.  

 

1. Date: a specific date and time range can be selected to show logs within that range.  

2. Employee: filter function to only show activity from a specific employee. 

3. Terminal: filter function to only show activity from a specific terminal.   

4. Show Logs: applies filters and shows activity within the date/time and any search criteria 

specified.  

5. Print: allows you to print or export the current log view. 

6. Remark: expands the Remark column to provide an easier way to review additional data. This is 

particularly helpful when viewing large remarks such as an eRBill entry. 

7. Search Bar: use the text field to search for a specific order number or key word to filter results. 

8. Time: shows you the time an activity occurred; if multiple days are included in the date range, 

clicking the Time header will sort by time and by date, so days of the week are still separated.  

9. Terminal: shows you the name of the terminal that the activity was performed on.  

10. Employee: notes which user performed the activity.  

11. Activity: details the activity that took place.  

12. Remark: displays a synopsis of what the activity was or what it related to. 

  



7.3 – Alerts 
To be notified of a specific activity taking place, you can set up an Alert. An email will be sent to the 

address specified in the Alert with relevant information about how many times an activity has 

happened, and which user has performed that activity. Alerts can help managers and operators keep 

informed on situations, as well as prevent potential mistakes and employee fraud. 

 

There are options to add new Alerts, or edit/delete existing alerts. The Load button is a shortcut to 

create an Alert of every type automatically. Multiple email addresses can be entered both when using 

the Load or Add button if you would like for the same Alert to be sent to different addresses.  

When creating or editing an Alert, select the activity you would like to monitor, and specify a frequency 

that it is allowed to happen before an Alert is triggered. For example, in the image below, the Alert 

would be sent if the eRBill failed to send more than 0 times in one day. This means that the first time it 

happens, an Alert would be triggered. You may wish to allow for an activity to occur a few times before 

you are alerted about it. Enter an email address for where you’d like to receive the Alert, and save; you 

can edit or remove the Alert at any time. 

Once an Alert is triggered, you will receive the email at the specified address within 1 hour to inform you 

of what has happened.  

   



7.4 - Attendance Board  
If employee hours and 

scheduling functions are being 

used within rePOR, the 

Attendance Board provides a 

snapshot of the attendance at 

any given time. The scheduled 

hours for each employee are 

compared with their actual 

punch in/out times and break 

times.  

 

 

 

 

 

 

 

 

The Attendance Board will also track who is currently logged 

in on any active terminals. This allows managers and 

operators to easily tell if an employee has left themselves 

logged in on multiple computers, or gives them an easy way to 

tell where a specific employee is currently working.   



7.5 - Dashboard  
Data is collected in rePOR and placed in the Dashboard views for a convenient look at your overall 

performance on any given day.  

At the very top of the Dashboard, there may be order 

numbers from the current day that are flagged as 

Potentially Fraudulent Transactions. These are orders that have been identified as having something 

suspect about them, which could include having been suspended and recalled, voided/un-voided, or 

having maximum quantities or dollar values exceeded. In all cases, you can simply click on an order 

number, which will automatically open the Activity Log with any activity having to do with that 

transaction filtered for you.  

Below any potentially fraudulent transactions, there are three tabs: Daily Returns, Employees, and 

Depot Status.  

Daily Returns: 

Daily Returns includes information about the volume and dollar values for the current day, and how it 

stacks up against the average throughput of other days. The top half breaks down the current day’s 

Returns by hour, which provides a visual representation of each hour of the day with the total dollar 

value of returned items.  

The total returns by day section displays the total value of Returns, Sales, and wages over the course of 

each day of the week. Returns are broken into Cash and On Account transactions, as well as dimes and 

quarters to provide more detail.  

 



Employees: 

The Employees tab gives a visual representation of orders processed by each user throughout the day. If 

the punch in/out function is being used, the clocked in times are also displayed. The employee 

throughput per hour compares dollar values and container quantities purchased by each user every 

hour. 

Depot Status: 

The Depot Status tab displays information regarding shipments and inventory for your Depot. Under 

Shipments, some comparisons between recent loads can be observed, and the graphs will display the 

products shipped on each load. Depot operators can easily see their normal load make-up at a glance by 

reviewing this data.  

The On-Hand Inventory area provides the current category inventory, along with some information 

about the last adjustment values. If the inventory for any category has been adjusted, the dollar value of 

the adjustment will be displayed, along with the percentage change. For instance, the Aluminum Cans 

category above was decreased by 438 units, which was 10.6% of the previous balance. For Depots 

keeping track of their inventory values, this is a quick way to review the most recent adjustments an 

overall performance in terms of inventory accuracy.   



7.6- Training Mode 
When showing employees rePOR and creating test transactions, shipments, etc., Training Mode allows 

these activities to happen without affecting your real data. The training database is separate from the 

production database that rePOR uses. For this reason, updating the training database is necessary 

before it can be used successfully.  

 

To use Training Mode, first select Update Training Database. 

Once the update is completed, you can select Turn on 

Training to begin using Training Mode. You will be placed 

back at the log in screen, and a red bar will indicate that you 

are in training mode. Note that no interaction with your 

production database can take place until you’ve turned off 

training mode. Each interaction with rePOR will remind you 

that you’re in training mode.  

To turn off Training Mode, head back to Manage > 

Training Mode, and the Turn on Training button that 

you selected before will now display “Turn off 

Training.” When Training Mode is turned off, you will 

return to the production database and end up back at 

the log in screen.  

Use the Clear Training Transaction button to remove 

any orders, shipments, or other transactional data from the training database. If you do not clear 

training transactions, they will remain in the training database and be available later to review.  

  



Module 8 – Quick Drop 
The Quick Drop module allows bags of containers from registered Quick Drop customers to be labelled 

and left at the Depot. These bags are then scanned, counted, and saved on the customer’s account. 

Customers can review their Drops online and request cheques or donate their funds to charity accounts.  

More information about Quick Drop and a guide on its use will be available soon.  

  



Module 9 - Reports 
The Reports module in rePOR lists the different ways that rePOR tracks the day to day operations of 

your Depot. Most reports require you to search between specific dates before they can show you any of 

the information recorded in them, each report is specific to its title and it is important to note that for 

accurate record keeping a good practice is to keep hard copies of your reports in a safe place with the 

manager or owner. You can use these reports to track everything that has happened in your Depot.  

 

1. Bag Summary: any tagged bags in a selected date range can be found easily and details about 

their status and date of shipment are included in this report.  

2. Cash Reconciliation: for any closed cash shift, the details of cash reconciliation are available in a 

single line in this easy to read report.   

3. Cheque Management: cheques that have been requested and paid are summarized here.  

4. Clerk Report: each employee’s performance is summarized in this report, along with a 

calculated average dollar per hour productivity value.  

5. Current Inventory: the current quantities of each category that should be present in the Depot 

are displayed in this report, along with the number of bags and total dollar value.   

6. Customer Statement: transactions and payments for On Account orders can be viewed here.  

7. Donation Report: shows a report of donations made by customers.  

8. Employee Hours: shows a record of each employee and their hours worked including 

information about recorded breaks. 

9. Expense Report: details about entered Expenses can be found here.  

10. Financial Summary: this is the most commonly used report, as it contains a summary of Returns, 

Sales, Expenses, payouts, etc. in a one-page document.   



11. Inventory Reconciliation: a summary of containers purchased, shipped, and adjusted in a date 

range will help in understanding how rePOR has calculated the current inventory balance. 

12. Product Summary: provides a high-level summary of the quantity and type of bags tagged.  

13. Refund Statistic: breaks down the per-container statistics for Returns in a given date range.  

14. Return Orders: allows you to review Returns order details, including filters to narrow down 

searches. 

15. Sales Orders: allows you to review Sales order details, including filters to narrow down searches. 

16. Shipment Report: provides a summary of shipments, including filters to separate between 

ABCRC and BDL, or status of shipments.   

17. Shipment Value: a calculation of the overall value of a load is provided in this report, including 

Handling Commissions and deposit values.  

18. Shipping Container Reconciliation: provides an overview of Shipping Container inventory 

including received, shipped, and adjusted quantities, along with the current balance.   

19. User Created Report: custom reports made available by the ABDA will be available here.  

9.1 – Generating Reports 
The contents of each report are unique, and for that 

reason, the details that can be generated in each 

report may be different. Most reports will have a 

date and time selector to choose a date range; by 

default, the current day is always selected.  

Other report criteria will be relevant to the specific 

report being generated. For instance, when 

generating a Customer Statement, you may search 

for an individual customer, choose to show only 

charity accounts, and decide whether you would 

like to see a summary report or a full customer 

statement.  

 

For the Return Orders report, filters for 

order status, pay type (cash or on account), 

and specific customers can be selected. 

Order Details can also be included to give a 

more detailed breakdown of every order.  

For any report being generated, be sure to 

apply the date range and filters prior to 

using the Show Report button.  

  



Module 10 – Calendar & Schedule 
Employee scheduling and hour management can be done from the Calendar & Scheduling module. 

Employees can punch in and out for their shifts, review their schedule, see upcoming events, and more.  

Managers and operators can create schedules and gather payroll information easily here.  

10.1 – Calendar & Schedule Overview 

 

 

1. Break Start/End: employees can clock in and out for their breaks here. Breaks are tracked in the 

Employee Hours reports and subtracted from overall hours. 

2. Calendar View: allows you to see your Depot calendar and any events you want to remind your 

employees about.  

3. Create Calendar Event: allows you to create an event visible to your employees.  

4. Current Schedule: displays the employee work schedule for current and upcoming weeks. 

5. Export to Payroll: allows time sheets to be exported for payroll purposes. Includes wage 

information where applicable.  

6. Punch in & Out: employees can punch in and out at the beginning and end of their shifts. This 

tracks total hours worked for payroll purposes.  

7. Schedule Template Builder: employee schedule templates can be created here to import into 

the current schedule view. 

8. View Employee Hours: allows you to view and edit the hours each employee has worked.  



10.2 - Calendar View 
A built-in calendar allows for reminders and events to be added into rePOR at a per-staff level, or for all 

employees in a Depot.  

 

1. Add: allows an event to be added to the calendar. 

2. Edit: previously-created events can be edited, provided you have permission to edit them.  

3. Delete: allows you to delete existing events.  

4. Previous Month: changes calendar display to the previous month.  

5. Next Month: changes calendar display to the next month.  

6. Details: for any date with events listed, the details of the events will be displayed here.  

 

10.3 – Adding an Event  
When adding a calendar event, 

there is an option to make it 

visible to the entire Depot, or to 

specify Depot employees.  

Any events that are not made 

visible to specific employees will 

not be seen when they are 

viewing the calendar. 

Start and end dates and times can 

be selected, and the Content field is where a description of the event can be added to provide further 

information.  

   



10.4 – Current Schedule 
Employee schedules can be created and maintained in rePOR. Templates can be imported and then 

adjusted when needed to create an easy-to-use scheduler that is visible to staff members. Current and 

upcoming schedules can be viewed as soon as they are added.  

 

1. Add: creates a new shift for an employee. The date and times need to be specified. 

2. Edit: any adjustments to an entry can be made to change the date, time, or employee specified 

for any shift. 

3. Delete: removes an entry from the schedule. 

4. Delete All: allows you to delete the entire schedule.  

5. Load: a list of created schedule templates will be available here. Choose the dates to apply the 

template to, and it will import the specific schedules of employees automatically. Loaded 

templates can be edited on a per-shift basis once imported into the Current Schedule.  

6. Date: displays the schedule for any week selected.  

7. Print: generates a print preview of the current view, where it can be exported or printed.  

8. Prev.: toggles to the previous week.  

9. Next: toggles to the next week. 

10. Date Range: displays the week that is being currently displayed. 

11. Schedule: each employee on the schedule is listed in a separate row. Their hours specified for 

each day will be displayed in the date columns. 

If you choose to build a full schedule within the Current Schedule area, it can become fairly time-

consuming. It is recommended to instead use the Schedule Template Builder to make loading a schedule 

more efficient. Loaded schedules can then be edited to make any necessary adjustments.  

 

 

 

 

  



10.5 - Schedule Template Builder 
If you have fairly regular employee schedules, using the Schedule Template Builder can save time on 

creating a schedule each week.  

One option is to build the template within rePOR, but you can import a template from Excel. To use the 

built-in tools, add a new schedule and name it. You can then adjust the contents of the schedule using 

the Add and Edit buttons in the lower left corner to create individual shifts.  

To import from Excel, it is recommended to first create a template, and add an entry to it. Export the 

template, and then add to it in Excel from there. This way, the column headers and date and time fields 

are listed within the file that you exported. Be sure to keep the field settings consistent to ensure that 

the completed schedule can be imported. When building in Excel, make sure that all fields are complete. 

For example, the column for the Schedule Name must have a name in each row in order to properly 

import. For all entries that you want to appear on a schedule called Week 1, be sure to enter Week 1 

into each of the fields in that column.  

Also note that when importing schedules from Excel, the Employee Name column must use the full 

name of a rePOR user. If you are unsure of what this should be, navigate to Settings > Users, and view 

the Full Name field of each employee you wish to add to the schedule.  

Getting started with the Schedule Template Builder can be daunting, but your ABDA staff are here to 

help. Let us know if you need a hand getting your templates set up.  

 

 

  



10.6 - View Employee Hours 
If employees are using the punch in/out function, their hours are automatically tracked and calculated.   

1. Add: a new entry for an employee can be manually added.  

2. Edit: allows you to edit the hours for a selected entry.  

3. Delete: removes the selected entry.  

4. Date: allows a date range to be selected to view the hours worked in that range.  

5. Print: generates a print preview of the current view, which can be exported or printed. 

6. Shifts Worked: each shift is displayed on a row, including the employee’s name, the punch 

in/out times, and total hours worked per shift.  

7. Breaks Taken: if a break has been logged in the shift, the details of the break are shown here. 

8. Add Break: if an employee forgot to enter their break, it can be manually added here. 

9. Edit Break: allows you to edit a selected break duration.  

10. Delete Break: allows you to delete a selected break.  

 

When manually adding a shift, be 

sure to select the correct 

employee, and the correct date. 

Specify the clock in and clock out 

time. If you are making an entry 

for a shift that has not yet ended, 

simply select the “has not clocked 

out” box, and the employee will 

be able to clock out as normal at 

the end of their shift.   

Follow the same process to add breaks using the break function buttons, and there is an option to 

specify that a break has not yet ended as well.   



10.7 – Export to Payroll 
For each employee who has punched in and out for shifts, payroll calculations can be easily made.  

In order for the wage to calculate properly, the user settings for each employee should have their wage 

filled into the appropriate field. However, the wage on any individual shift can be added or updated as 

well.  

Many Depots will prefer to export the information from this area to Excel so that it can be further edited 

or saved for their records. 

1. Add: if an employee forgot to punch in, a manually entry can be made for them by using the 

Add button. 

2. Edit: any corrections to hours or wage can be made by selecting a specific record to edit. 

3. Delete: an existing record can be deleted if necessary, and will be deducted from an employee’s 

total wage. 

4. Export: allows for an Excel export of the summary information, including employee name and 

total wage. 

5. Export Detail: allows for an Excel export of the detailed information for the selected employee, 

including each day’s clock in and out times, breaks, and calculated wage.  

6. Show: a start and end date can be selected to display employee payroll information for the 

selected range. 

7. Employee List: each employee with hours clocked in the selected date range will be displayed 

along with their total wage for the date range. 

8. Hour Details: selecting an employee will display the details of each shift to provide information 

on how the total wage was calculated. Each of these entries can be edited if needed.  

 

When manually adding a shift, the 

process is the same as in section 10.6, 

except there is a wage field present. If 

you are tracking employee wages, use 

this area to complete your manual 

entries, as all information is captured 

at once, and the shift information will 

now be available in both this area as 

well as the employee hours area.   



Module 11 - Settings  

11.1 - Settings Overview 
Each of the sections in Settings will be explored in depth during ABDA training. Part of the overall 

training process is to ensure that your general settings are configured appropriately. However, you may 

need to make adjustments later on. Use the rePOR interactive lesson to assist you with this or contact 

an ABDA staff member if you’re having trouble.  

 

1. Business Hours: operating hours for each day can be added here to be displayed on a per-day 

basis on the customer screen.  

2. Depot Customer Display: images can be added and removed from the customer display loop. 

3. Depot Releases: displays list of news bulletins and updates relating to Depots. 

4. Depots: allows you to edit the details of your Depot, including contact details. Some Depot-

specific settings can be found here, including some Alert settings thresholds.  

5. Error Logs: any error logs for the terminal that you are working on can be found here.  

6. Expense Types: Depot-specific expense types can be added and edited. 

7. Fees: Depot-specific fee types can be added and edited, and then applied to transactions. 

8. Roles: default roles can be edited or new roles created as necessary. Roles are where all 

permissions are specified. A user is assigned a role, which allows them to permission to access 

all areas specified in that role.  

9. Screen Layout - Returns: allows you to customize your Returns screen.  

10. Screen Layout - Sales: allows you to customize your Sales screen (only necessary if your Depot is 

selling anything).  

11. Terminals: each computer station using rePOR must be set up as a Terminal. It may be 

necessary to edit terminals if you need to change bin counts, printer settings, etc.  

12. Touch Screen Configuration: opens any installed touch screen configuration tool available on 

the terminal. 

13. User Created Reports: ABDA may add customized reports here for Depots to use. 

14. Users: each employee using rePOR should be set up as an individual User. Users are then 

assigned a Role to allow them access to areas they will need to use inside the program.  

https://www.abda.ca/repor-training-module


Conclusion 
rePOR was built to help you in your general Depot operations. The software is continually being worked 

on to improve performance and meet the changing needs of operators. If you have suggestions for 

features or improvements, please submit a ticket for review.  

If your software is not performing properly, get in touch with an ABDA staff member. However, please 

be aware that hardware issues that may be at the root of a problem cannot be addressed by the ABDA. 

It is recommended to have someone local that you can get in touch with when hardware or network 

issues arise.  

ABDA staff may access your terminals when you’re experience issues using a remote viewing software 

called TeamViewer. It is recommended that you always leave TeamViewer running on your terminals so 

that there is no delay in ABDA being able to assist you. Records of each log in via TeamViewer are 

created on your terminals.  

In the event of a critical failure such as a rePOR server crashing, the ABDA is expected to respond to 

these incidents within 24 hours or the next business day. We will prioritize these events, but you should 

always be prepared with a back-up plan to be able to continue operations. ABDA staff will assist with 

suggestions of how to enter any records later if necessary.  

ABDA will occasionally have updates available for rePOR. When this happens, all Depots and all 

terminals should be operating on the most recent version of rePOR to avoid any existing issues in past 

versions. If you aren’t sure if you’re using the most recent version, please get in touch with us.  

All Depots are encouraged to use the rePOR interactive lesson to learn more about what rePOR can do 

for your Depot.  

You can contact the ABDA via phone at 780-454-0400 or toll free at 1-877-787-2232.  

  

bcmb.zendesk.com
https://www.abda.ca/repor-training-module


Basic Troubleshooting 

Network Errors 
At times, you may encounter a network error, which can be caused by a couple of different 

circumstance. This can cause an error that will look something like this: 

 

This can be confirmed by then viewing Error Logs on the terminal that is throwing the error. Quite often, 

the error log will include entries like this:   

  

  

This type of error is most likely to occur if terminals are not able to communicate with the server 

because of a network interruption or the Depot Service stopping. However, if there is a non-server 

terminal being used for a specific task (such as printing receipts across multiple terminals), the same 

type of error will be displayed.   

The most direct way to solve this is to go to the terminal which requires the Depot Service to be running 

(be it the server or another terminal that is controlling specific tasks), and opening Services from the 

Start menu, like so:  



  

In the list of Services, find the Depot Server.   

  

Right-click and Restart the service. Close rePOR on the affected terminals and reopen it, and the issue 

should be solved.  

 

 

  



Object Reference Errors 
Something else you may come across is an Object Reference error: 

 

 

  

This error can be related to a variety of issues. View the Error Log to see more details about the error. 

You will see an entry similar to this:  

  

While this may be difficult to decipher, there is information present in this error to give developers, and 

sometimes users, what they need to know to pinpoint the error’s origin.  

In this case, the first line lists the module – Accounting – as well as the specific area in the module – Cash 

Adjustments – in which this error was received. This is a starting point to be able to dig deeper into the 

error.   

Most often, an Object Reference error is thrown because the system is unable to find a reference point 

for what the user is trying to do. In this example, the user was attempting to view changes on a cash 

adjustment that simply did not exist. Any of these errors can be noted and solved in a future release, but 

until a specific sequence of events is attempted by a user, the developers may not be aware of the issue 

at all. It is important in these cases to get the full error from the Error Log and communicate it to ABDA 

staff, along with any specific information about the steps the user was carrying out when the error was 

thrown.  


