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Customer Payments

This simple explanation is the procedure that must be followed in order to make a customer or subagent payment using the POS Solutions software. It has been tested and proven the most efficient way. If any of these instructions are unclear, then you are welcome to call the helpdesk number above during office hours to clarify.

CUSTOMER PAYMENTS FROM CASH REGISTER  
1) Begin in the cash register screen where the prompt is flashing in the price field.

Make sure that previous sales are complete and you have not rung up a transaction.

2) Press the plain ‘Home’ key. You may also have a hot key allocated to Customer Payments!

Note that this is NOT the Num lock keypad ‘home’ with numeral 7 on it.

3) This transfers you to the customer payment section where you find the Code prompt.

There are several ways to call up a customer account at this point. 

4) Type the surname or house number and street address. For surname recall press enter.

For house number and street address recall use the ‘down arrow key’.  

5) This produces a match screen to confirm the correct account. Press enter on your selection.

The match screen is likely to be a listing in a light blue window sized box in the center.

6) The account details should now be on the screen. This includes the balance outstanding in the top left corner. The prompt is at the date field waiting for the appropriate entry. Most payments are made from weekend to weekend. Press enter on date entry. 

7) At this point you can also clear the date to enter a monetary amount only eg. The customer only wants to pay a flat $50. Use the letter Z to clear the date. Enter the amount & confirm with F5. If you do not use F5 at this point, the software will attempt to calculate the closet corresponding date for the amount. 

8) On the next step you can issue a deduction or discount if the customer qualifies for one. Enter.

9) To finalise the payment you must enter your staff initials. Follow by enter to confirm that details are correct. At this point you may also use ‘P’ to print a hardcopy receipt for the customer.

It is at this point that the customer balance receives the payment into transaction history.

10)  This transfers you back to the cash register to total the transaction like a normal sale. The line should display the customer account number is done correctly. You may add to the sale from here. 

