House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Invoice: 1373 By: POS Cashier: POS Date: 11/08/2010 Register: 1 - PL: Our Price

SCAN: | '
| | | | ith B S
< ¥
Lacate It 5 d Recall
NGy || Men [ESC] Paeel Sl
Description | Quantity [ Price | Dsc.% | Total E
G
BilTo 1§hip To |H0te | % ‘g r@i
[uick Sale E] < =)
Show Maore Select Bill To Custorner
B Dptians [F2] [F3] History [F4] | Legewt[Fs]
e @
k [F\&L TlmFFgI]Iock Discount [F8] TrarE;_thlon
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 0.00 Total: 0.00 [F10]

IN KEYBOARD SALES MODE:

To Add or edit house accounts, you can either go to Manager Mode or:
1. SELECT BILL TO (Your “Customer Sales” labeled keyboard button, or F3)

(NOTE: Only Teachers & Managers will have access to Manager Mode)



House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

i v | x
| | i = & |l
¥
Lacate Item Suspend Fecall
[INS] hi=nu[E= [Pause] Suspended
Description Locate Customer _ _ | Total =
Locate: | (7] © B[ oot |#6—arer] —t—1
- H Rt s mit | |
Account Caode Mame -
JOMES, SaLLY
€5 2] Jones, Tam
44 Srith, Jane
15 TEACHER. MR.
SALLY JOMES
ROOM 123 2 ~
Horme: d
whork:
»
= Account: 2 Code: 2 ==
Bl To | hip To | Hote |
Bl Gl | To | Edit Bill To [F4] Logout [F5]

M Find Authorized B uyer ] lﬁ Add ] [Q Edit ] l bore Detail ] o

] I I 1

LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 0.00 Total: 0.00 [F10]

Woid
Dizcount [F8] Tlah_sacti_or] [F3

IN KEYBOARD SALES MODE:

A Customer List will appear, and you can do:
1. SELECT Customer Sale

Fast Tip: Type the 1st Letter of Last Name or 1st Letter of Organization’s Name
If your list is long, you can use Student & Teacher’s ID # (barcode can be scanned in code field)
Large Customer Lists can be imported from another database

2. Add a NEW CUSTOMER (See how to do in Customer Training)
3. Edit existing Customer

Fast Tip: A selected customer on Sales Screen can be edited by selecting (F4) “Select Bill To”



House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

CEX

Invoice: 1258 By: POS Cashier: POS Date: 10/28/2010 Register: 1 - PL: Our Price

SCAN: | '
| | ih = %ﬂ
< Ft,ock: 0.00 | Held: 0.00 | Awvailahle: o.go | ¥ Lacate ltem Suspend Recal
[INS] Menu [ESC] [Pavse] Suspended
Description | Quantity [ Price | Dsc.% | Total E
HOODIE MASCOT LOGO BLACK/LARGE 1.00 20.00 10.00 18.00
G

Bill o | hip To | Hote |

SALLY JOMES Select Bill To | Edit Bill To [F4] k tIF5
ROOM 123 L <'> Show Mare [F3l sl

B Options [F2]

Home:

wiork: Vaid
Account; 2 Code: 2 @ Adius{FQBL]Aantity Time Clack [F7] Dizcount [F8] | Tranzaction [F3]
Tems: 20

I

LineTotals: 18.00 | SubTotal: 18.00

T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 1.00 Taotal: 18.00

IN KEYBOARD SALES MODE:

Once you selected a customer:
1. Their Name and Customer Info Appears in the BLUE BOX (Bill to area)

2. Allows you to edit Customer Info (Customer info hot button on keyboard)



4 House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

SCAN: ' v | x
| [ g || = x| x]
< lsv;ock: 0.00 | Held: 0.00 | Availahle: 0.0 e Suspend Frecal
[INS] Menu [ESC] [Pause] Suspended
e — ~
Description | Sam——— AE Total E
HOODIE MASCOT LOG E— 18.00
Currency Gift Cert. & Cradit Limit || 48 Balancs / 0K [F10]
[F2] [F3] [FE] - 7]
Aol Balance Due:
Cash 0.00
Check 0.00
Visa 0.00
MasterCard 0.00 =
| Tatal: 3.00]
Discover 0.00 I? Dfa 71800_:
American Express 0.00 -Deposits: [ 0.00]
1 ExiEI . “Coupors: [ 0.00]
Cedts | 000
- Gift Cent: 0.00]
Total Due:
B,
Bill o | Ship To | Hote |
cal Ly JOMES =Iec;?l‘3ill To | EditBill To[F4] Logout [F5]
ROOM 123 ﬁ Put Balance On Printer Selected: F31
: Account [F5] Generic Receipt Printer
Home:
Work: - - & ghathE[Fg] Press ESCAPE To Cancel Yaid
s i S ”@M . = Clock (F7)) piscount [F] | Transaction F3
Temsz: 30 -
[ ‘ [ ] |
LineTotals: 18.00 | SubTotal: 18.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00|| - Deposit 0.00 Tender
Item Count: 1.00 Total: 18.00 [F10]

IN KEYBOARD SALES MODE:
To TENDER an Account Receivable (A/R, House Account):
1. Select the House Account button (on your smart keyboard)
« You may then have to select the enter key to complete
If you don’t have a smart keyboard, choose F10 & then F5 to complete



s House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

nvoice: 1258 B 05 D 0 010 Reg PL: Our Prict |
< Ft,ock: 0.00 | Held: 0.00 | Awvailahle: o.go | ¥ Lacate ltem Suspend Recal
[INS] Menu [ESC] [Pavse] Suspended
Description | Quantity [ Price | Dsc.% | Total E
HOODIE MASCOT LOGO BLACK/LARGE 1.00 20.00 10.00 18.00
M Transaction finalizing...
o _
o [@Z
: =] \[
E-bail [F5] Reprint [F7] DK [F10]
b
Bill o | Ship To | Hote |
SALLY JOMES Select Bill To | Edit Bill To [F4] k tIF5
ROOM 123 L <'> Show Mare [F3l sl
B Options [F2]
Home:
wiork: Vaid
Account: 2 Code: 2 @ Adius.EFQBL]Aantity Time Clack [F7] Dizcount [F8] | Tranzaction [F3
Temsz: 30
LineTotals: 18.00 | SubTotal: 18.00
T axable: 0.00| - Coupon: 0.00 ﬁ
SalesT ax: 0.00| - Deposit 0.00 Terder
Item Count: 1.00 Total: 18.00 [F10]

IN KEYBOARD SALES MODE:
The Processing, On Account Confirmation will appear:
1. Select Reprint (Use F7 on your keyboard)
« 2 Receipts will print automatically
« Have A/R customer sign one. Keep in drawer for your records.



House Accounts

£~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Invoice: 1162 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

SCAN: | | i o %ﬂ | x|

5

S | | Z Locate ltem Suspend Riecal
pEn ecal
INS] Menu [ESC] [Pauss] Suspended

Description | Quantity | Price | Dsc.% | Total |2

V

Bl To | Ship To | Hote

Rt E] @ Show Mare
5] Options [F2]
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Taotal: 0.00

IN KEYBOARD SALES MODE:

To pay on a house account, you can either go to Manager Mode or:
1. Select Make A/R Payment (F3)



House Accounts

£~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Invoice: 1162 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

SCAN: e
| (o | = =
S | | Z Locate ltem Suspend Riecal
fINS] Meru [ESC] [Pause] Suspended
Description | Quantity | Price | Dsc.% | Total |2

|£

Bl To | Ship To | Hote

&0
o

Quick Sale
Show Mare
Options [F2]
LineT otals: 0.00| SubT otal: 0.00
T axable: 0.00| - Coupon: 0.00
SalesT ax: 0.00| - Deposit 0.00
Item Count: 0.00 Taotal: 0.00

IN KEYBOARD SALES MODE:

1. Select Show More Options Button (F2)
2. Select Manager Mode Button(F6)

(NOTE: Only Teachers & Managers will have access to Manager Mode)



8 House Accounts

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

SKU Description Custamer
Quantity Price Disc. Total List
Coffee Small Large
Breeze Ereeze
Freeze Freeze Cinnaman Extra Cream
Srmall Large Bun Cheeze
Retrieve
© & 6 —
Feserve E verything French
Touch Bagel Toast Bagel striie
Prompt
[ -. : N —
Ny ANNE
. Choc. Chip Blueberry
1 Eaokie 2 Cookies Muifin Muiin Colped
Mini Melts
Small
Pink K
Lemondade Strawbermy
. Aefust .
Quick Sale Quarntity Z 3
LineT otals: 5 SubT otal:
Taxable: 5 - Coupon:
SalesT ax: k - Deposit
Item Count: E Total:

IN TOUCH SCREEN SALES MODE:

To Add or edit house accounts, you can either go to Manager Mode or:
1. SELECT CUSTOMER LIST

(NOTE: Only Teachers & Managers will have access to Manager Mode)



9 House Accounts

K= Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

SKU Sorted by: Name Custorner
List
Account Code Name @ .
—
= | JONES, SALLY ||
3 Jones, Tom
4 Smith, Jane |
Drawn
1 TEACHER, MR. S Reliieve
S —l
S =
| s Uy Irvoice
——— Prarnpt
; — |
Fage Down
Coupaon
L5y
Al ol ) @ & o
Find Fin_d At Ermail e Sort By Add
- - e et et

SALLY JOMES
ROOM 123

Home:
ork:

Account: 2 Code: 2

Terms: 30 2

Quick Sale

Authorized Buyers fe

LineT otals:
Tazxable:

SalesTax:
Item Count:

IN TOUCH SCREEN SALES MODE:

A Customer List will appear, and you can do:

1. SELECT Customer Sale
e If your list is long, you can use Student & Teacher’s ID # (barcode can be scanned in code field)
e Large Customer Lists can be imported from another database

2. Add a NEW CUSTOMER (See how to do in Customer Training)

3. Edit existing Customer



House Accounts

K= Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

SKU Description
Quantity Price Disc. Total
« 123456 GYM SHORTS GREEN/XXL
1.00 1950 1000 1755

1 &mold
Palrmer

2-Amnold
Palmers

JOMNES, SALLY

LineT otals: 17.55 [SubTotal

Taxable: 17.55 |- Coupon:
SalesT ax: 1.05 | - Deposit
Item Count: 1.00 Total:

IN TOUCH SCREEN SALES MODE:

Once you selected a customer:
1. Their Name and Customer Info Appears in the Bill to Area

Curzor Diown

Curzor Up

Adjust
Quantity

Fink
Lemondade

Coffee Small Large ‘
= - O
Breeze Breeze
Freeze Freeze Cinnaman Extra Cream
Small Large Bun Cheese
=Z.. -.< Retrieve
@ @ e ' — |
Rezerve Everything French b
Touch Bagel Toast Bagel Tk
Frampt
P s \_~‘
JiEadkic 2 Cookies Muf s

Kiwi
Strawberry

2

3

M anager




u House Accounts

K= Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price

SKU Description
Quantity Price Disc. Total
o 123456 GYM SHORTS GREENIXXL Coffee Small Large
1.00 19.50 10.00 17.55
5| &3 @@
Breeze Breeze
Freeze Freeze Cinnaman Extra Cream
Small Large Bun Cheese
Retrieve
© © =
Rezerve Everything French
Touch Bagel Toast Bagel Tk
Frampt
e P o =
f Choc. Chip Blueberny
JiEadkic 2 Cookies Muffin Muffin s

1 &mold 2-Amnold
Palrmer Palmers

Fink Kiwi
Lemondade Strawberry

JONES, SALLY | | 2 3 ® | -

LineT otals: 17.55 [SubTotal 18.60

Taxable: 17.55 |- Coupon: 0.00
SalesT ax: 1.05 | - Deposit 0.00
Item Count: 1.00 Total:

Curzor Down Cursor Up

IN TOUCH SCREEN SALES MODE:
Once you selected a customer:
1. Finalize the sale by selecting the Tender button



|

£ Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register Our Price

SKU Description Balance Due:
Quantity Price Disc. Total
o 123456 GYM SHORTS GREENIXXL
Clear ‘
Credit Available:
o 00
Total Due: 18.60 L.
Adjust Credit [
Limit

1. Enter Amount Tendered
2. Select Type of Tender

- T andanna-th b A rnouat

Diue, just zelect the Tender Type.

JOMNES, SALLY

LineT otals: SubT otal:

Taxable: - Coupon:
SalesT ax: - Deposit E

Item Count: Total:

Curzor Down Cursor Up
———

IN TOUCH SCREEN SALES MODE:
To TENDER an Account Receivable (A/R, House Account):
1. Select the House Account button (F8)



: House Accounts

I Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL; Our Price

SKU Description
Quantity Price Disc. Total
« 123456 GYM SHORTS GREEN/XXL
1.00 1950  10.00 1755 -On Account

JOMNES, SALLY

LineT otals: SubT otal: £

Taxable: - Coupon: L

SalesT ax: - Deposit E

Item Count: Total: L
Curzor Down Cursor Up

IN TOUCH SCREEN SALES MODE:
To TENDER an Account Receivable (A/R, House Account):
1. Select the Complete (F10) button to finalize the sale.




m House Accounts

E= Invoice: 1569 By: POS Cashier: POS Date: 12/17/2010 Register: 1 - PL: Our Price [=1E3

SKU Description
Quantity Price Disc. Total On Account
« 123456 GYM SHORTS GREENIXXL
1.00 19.50 10.00 17.55

- e

E-tail [F5] Reprint [F7

JOMNES, SALLY

8| LineT otals: 17.55 |SubTotal: £ i
Taxable: 17.55 |- Coupon: L
SalesT ax: 1.05 | - Deposit E
Item Count: 1.00 Total: L
Curzor Down Cursor Up

IN TOUCH SCREEN SALES MODE:
The Processing, On Account Confirmation will appear:
1. Select Reprint (Use F7 on your keyboard)
« 2 Receipts will print automatically
« Have A/R customer sign one. Keep in drawer for your records.
2. Select OK (F10) to finish sale.




House Accounts

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

IN TOUCH SCREEN SALES MODE:
There are two ways to pay on a house account.

1.

Touch Manager Button

e
( o =
Coffes
Coffee Small Large
S| @2
Breeze Ereeze
Freeze Freeze Cinnaman Extra Cream
Srmall Large Bun Cheeze
(e =]
o e o
e ) |
Feserve E verything French
Touch Bagel Toast Bagel
. ‘ Choc. Chip Blueberry
1 Eaokie 2 Cookies Muifin Muiin
1 Amnold 2-Amold
Palrner Palmers
Pink K
Lemondade Strawbermy
Adjust .
Qualntity 2 3 M anager
Mare

SKU Description
Quantity Price Disc. Total
Quick Sale
LineT otals: SubT otal: —a
Taxable: - Coupon:
SalesT ax: - Deposit
Item Count: Total:
Cursor Down Cursor Up

Customer
List

\ =

Retrieve

|

Invoice
Prompt

Coupon

=




m House Accounts

K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

SKU Description
Quantity Price Disc.

Total

Goto SaesJ\
I‘\

EEX

i

SalesT ax:
Item Count:

- Coupon:
- Deposit
Total:

Cursor Down |

Curzor Up

Balance Daily Sales Gift s
Reo. Summary Certificates Edit Bil To
Invoice Make &R )
Higtary P ayrnert Hate Edit Motes
Price Check
Repart Fieturn From
Center Irrvoice
it Show Costs
Discount Time Clack
QAuick Sale
LineT otals: SubT otal:
Taxable:

ON MANAGER BUTTON SCREEN:
1. Select Make A/R Payment Button
2. Select Manager Mode Button

(NOTE: Only Teachers & Managers will have access to Manager Mode)
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I':a nagt:r
Mode

Manager Mode
House Accounts

£~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

a ﬂé} ﬁ a LJ a 30 j =1 ] ‘ =[ Transactions l Purchasing Accounting E-C € M t Maintenance

g a B A < Inquiry | 7 EJ @ Hinveice Histery %3 Clock In/Out

l % Open Register
Customer Quick Return Exit Manager AR D Retrieve Clsate Penvdinq Calevndal a Balance Register ‘ Logout Eselﬂials
Sale Sale Mode Payments
Sales Pending Actions Summary

’ Q ’ B 2 ’ TTTT ’ " .‘1'.
: p) ()

c 5 Keyboard - Open éalanca
Toucsha?ecsmen gales Returns Cash Drawer Cash Drawer

House
Vendors Customers Accounts

Email : Purchasing
Marketing & Receiving

Graphs & Invoice
Time Clock Spreadsheets History

- Setup & Marketing
POS Tips POS Info Utilities Lessons

IN MANAGER MODE:

To pay on a house account, go to House Accounts.
1. Select House Accounts Button



: House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

a 5:O:f ﬂ a l: & E 30 3] S | 1 a ?| Transactions l Purchasing Accounting E-Commerce Management Maintenance

8 a H & 9 Inquiry / | @ [Rramt T T 5 ClockIn/Out.
£ J & Open Register
Customer Quick Return Exit Manager AR D Retrieve Cle;a’(e Penvdinq Caievnda[ Q Balance Register a Logout -Eseslﬁals
‘ Sale Sale Mode ' Payments |
Sales Pending Actions summary

P

Balanca.
Cash Drawer

. Jones, Tom
Employees 4.4 Smith, Jane
1 TEACHER, MR.

Email
i Sally JOMES
Marketing ROOM 123
Huormne:
wfiork: 9

Account: 2 Code: 2

Time Clock

% Find Authorized Buyer J [D Add ] [E} Edit ] [ bore Detail ] g

Setup &
Utilities

EE
|| -

1*&,—:“"
POS Info

Marketing
Lessons

POS Help Contact Us

CUSTOMER LIST
On the Customer List, you can easily see who owes the store $$:
1. Customers who owe have a Flag icon next to their name
« Green Flag means they are not beyond 30-days (current) in their Credit Payment
. means they are not current (up to 60 days old) in their Credit Payments.
» Red Flag means they are not current (over 60-90 days old!!) In their Credit Payments
2. Click Select to continue.



w House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

1 @ 5| Transactions |

RoGalDEm e

S ] =8
Customer Quick Return
Sale Sale

|

Exit Manager
Maode
Sales

Payments

Purchasing Accounting E-Commerce Management Maintenance
" ' Inquiry 4 HInvoice History i3 Clock In/Qut
e £ & Open Register
AR [] Retrieve Create  Pending  Calendar || 1} Balance Register # Logout Essentials
Pending Actions Summary

I AR Payment

Actions

Auto-Fay Tagged
Advance Pay
AR Detail

Print 5 tatemant
Wiew Invoices

tark Tagged
Uncollectable

Edit Disc. Taken

Customer. [JOMES, SALLY

Payment Post Date: 107287200 [

Unapplied Credit: Total Due: 17.49] Total Paid: m

[ 1213

Tranzaction = Type Date

CHG | 104212000 30

4| Tems

[ue Date Original Paid Dsc. Taken | Dizcount Balance Fayment

11/20/2010 17.49 n.oon noon 0o 17.49

]

Invoice 1213
[Q‘ Tag/UnTag ] [.‘; Tagall ] [X, Untag Al [ Enter Payment ] [ Enter Discount
Open Creditz
Date Tatal Used Balance o |
»

s

HOUSE ACCOUNT PAYMENT PROCESSING:

1. Customer can selectively payoff specific invoices
2. Highlight invoice line, click enter payment (or ENTER KEY)
3. Click Take Tender (F10) to continue



: House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

& kb | B0 El 50 = =1 1 @ 7| Transactions | Purchasing  Accounting E-Commerce Management Maintenance

8 § i Ei & 9 Inquiry P - Binvoice History || (2, Clockn/Out,

& Open Register |

| Customer Quick Return Exit Manager AR D Retrieve | Cre;ate Penvdfnq CBFevnda: “ Balance Register | 0 Logout EESSED‘.‘BES
| Sale Sale Mode Payments | : | | |
: Sales. | Pending

Adions | summary | |

I AR Payment

: Customer. [JONES, SALLY [ Take Tender [F10] H X cancel }
Actions
Auto-Pay Tagged Total Paid: 17.49
Advance Pay i
AR Detail I’
. Dizcount Balance Fayment
Print 5 tatemant
Wiew Invoices
tark Tagged
Uncollectable
Edit Disc. Taken -
|
[ Pomenoae 1072672010 L Payment | [ ErterDiscount |
0g i f
i | OKFIO) Hx Caieal
yy A 7]
v

CONFIRM A/R HOUSE ACCOUNT PAYMENT:

1. Click OK to continue
2. Click CANCEL to go Back



m House Accounts

k. POSitive Retail Manager - The Bluetigue - Station: 1

File Edit window Help

Aobw B

| z : = :
E= Inquiy . Binvoice History | (3 ClockIn/Out
8 ﬁ a % Ee= 1& i Open Register
AR

Customer Quick Return Exit Manager El Retrieve Crgate Penvd ing Cale'ndar u Balance Register e Logout Essegtials
Sale Sale Mode Payments
| Sales Pending Actions Summary

i'l = | ﬂ ¢! Transactions | Purchasing Accounting E-Commerce Management Maintenance

o= .
M AR Payment

RAEE

— n Take Tender [F10] ” X Cancal }
Actions |-_ | |t§
Auto-Fay Tagged .
Total Paid:
Advance Pay @ FFE%'?”CB ] Ok [F10] 17.43 17.49 u
AR Dretail
Frint Staterment zCount Balance Payment
Balance Due: e j
1 o | _ m
Mark Tagged 3
Uncaollectable C_hECk
Edit Disc. T aks ¥ia
ekl MasterCard 0.00 i
: Toak [ 1749 -
Discover 0.00 T Oé 17.49 b
American Express 0.00 - Deposits:
Coupons
Gt
G e
Total Due: b
Poig
L Papment ] [ Enter Dizcount ]
Press ESCAPE To Cancel "
v
|

A/R HOUSE ACCOUNT TENDER:

When assigning (adding) or editing a Category

1. Select method of payment & click highlighted Tender line (or Enter on Keyboard)
e (Cash
e Check
o Credit Card?



: House Accounts

I~ POSitive Retail Manager - The Bluetique - Station: 1
File Edit wWindow Help

a {:‘2} ﬁ a |a @ a 30 3] = ] a s | Transactions l Purchasing Accounting E-C € Manag: t Maintenance
s é i S A @ Inquiry P Blnvoice History || 1 Clock In/Out||
| £ J : 4 Open Register |
Customer Quick Return Exit Manager AR D Retrieve Create  Pending  Calendar & Balance Register a Logout Essentials
| Sale Sale Mode | Payments | 4 - i i
sales | Pending Adtions /| Summay |
M AR Payment |;||§||X| F
- Customer. [JONES, SALLY | [ Take Tender [F10] ” X Cancel }
Actions

Auto-Fay Tagged

Payment Post D ate: 10/28/2010] (-] Unapplied Credit Total Due: 1743 Total Paid: 17.43
Advance Pay

AR Dretail l’

Tranzaction | Type Date | Temz = DueDate Original Faid Dsc. Taken | Discount | Balance FPayment

Print Staternent

: : 0.on
Wiew Invoices iced)

Mark Tagged
Uncaollectable
Edit Disc. T aken |
2]
P | Yes | [ Ho ]
2]
Irvoice 1213
[J Tag/UnTag J M Tag Al ] [X, Untag All [ Enter Payment J[ Enter Dizcount ]
Open Creditz

Date Total Used | Balance

£
‘.

PRINT A/R HOUSE ACCOUNT RECEIPT
1. Select YES (or Enter on Keyboard)

o Wil print a receipt (s) of payment. Shows: Mini-Statement of Account.

e Print 1 for Customer & 1 for you’re A/R files.

e In Customer’s A/R folder... Staple PAYMENT RECEIPT to all receipts that it paid.
o All Payments will later show on A/R Reports
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House Accounts

£~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

B e ) S =s=l18 :[ Transactions l Purchasing Accounting E-C e M t Maintenance
g a B S 9& Inquiry [ A | @ ™ Invoice History @Ck}ck In/Out
e | ] % Open Register
Customer  Quick Retun  Exit Manager AR [JRetrieve  Creste Pending Calendar | g, Balance Register | @ Logout Essentials
Sale Sale Mode Payments
Sales Pending Actions Summary

Employees

o
o

Email
Marketing

.L“'

POS Tips

o

e
Keyboard
Sales

Department &

E-Commerce

POS Info

Returns

Graphs &
Spreadsheets

Setup_s
Utilities

Purchasing
& Receiving

Invoice
History

Marketing
Lessons

&1

Customers

|
Credit Cards

POS Help

()

Balance
Cash Drawer

House

Accounts

Gift Cards

Contact Us

IN MANAGER MODE:

To print a report, go to Reports.

1. Select Reports Button
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House Accounts

K~ POSitive Retail Manager - The Bluetigue - Station: 1

File Edit Window Help

ﬂ \..,.f u “ : -J 3 _n] G ! Transactions | Purchasing Accounting E-Commerce Management Maintenance
! 8 a ﬁ = ' Inquiry 4 HInvoice History i3 Clock In/Qut
== £ 14 ||'% open Register
Ciitornos Bk Refurn 0 Edt Manaer AR [] Retrieve Creste  Pending Calendar || 14 Balance Register # Logout Essentials
Sale Sale Mode Payments 4 - i i
Sales Pending Actions Summary |
k= Report Center |- | j [Z| I
@ Fun Report [F7] ‘ l ﬂ Cloze ]
View x
Feport Type Feport AR Statements a
Actions 2 Sales Reports i Produces AR Statemerts
] Irwventory Reports AR Aging Heport
Fieceipt Layouts Management Reparts Store Credits Report
Invaice/Reports Layouts Purchasing Reparts AR Activity By Date
Inventary Labels FMa Reports AR Payments By Date
Customer Labels Customer Reports AR Tranzactions By Date
TR P
AP Reports
GL Reports
‘Wendor Reports
d
-
External Reports
() POSitive Report Writer Add
() Crystal Reports
Edit 4
Froperties Delete

PRINT A/R STATEMENTS & A/R AGING REPORTS:

In Report Center:
In the Yellow area, Select A/R Reports

1.
2. On the Report side, choose Aging Report to summarize who owes $ and how long (30, 60, 90 days) have they owed it?

1.

Run Aging report weekly to see changing A/R status
On the Report Side, choose A/R Statements to print a house account statement for everyone who owes $
Selective Customer Statements can also be printed off the Customer List (in A/R Detail)
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K~ POSitive Retail Manager - The Bluetigue - Station: 1
File Edit Window Help

Moo ks kb |5 E 3 = =111 @ 7| Transactions | Purchasing Accounting E-Commerce Management Maintenance
[ 8 a ﬁ % ' Inquiry 4 :_5 Invoice History i3 Clock In/Qut
| = - 1&] = Open Register
| Customer Quick Return Exit Manager AR D Retrieve Crgate Penvdirlq Calevndar u Balance Register ﬁ Logout Essegtiais
Sale Sale Mode Payments
Sales Pending Actions Summary
Bl Customer AR List |._||E||Z|
Locate: | =7 Prirt Statements J [ J
_ Cloze
Actions — [F7] ﬂ
Cloze Monthly Statements
Total Owed Current Ower30 OvverB0 Owerd0
Print 5tatements ] I’
AR Tranzactions [# 22 % JOMES, SALLY 0.00 0.00 0.00 0.00 0.00
Edit Customer
|| >
[ Tag/UrTag|[f Tagdl | [3 Untagal |
Last Cloged Or: I’
Do not print Statements with zero balances Last Processzed Period: g e
= ; i Last Printed On:
2 Statements are printed in the order that they are sorted above.
& = Piint Statement Click the column Header to sort.
- |

1. Select Close Monthly Statements

PRINTING ALL A/R HOUSE ACCOUNT STATEMENTS (1st week of each month):

This will POST & Date stamp the period (last month) the Statement
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Ml Report Preview

File
(e [ JIREIE s 3 &l |
Pages To Print: ] | gearc:h:i Q Copigs: 1 : |
Page  Size o
Statement
The Bhustique Staternsnt Date: 12/17/2010
Manheim Tewmshin Hizh Schaol emen e
1 School Boad
Laneaster, PA 17601 Amount Chared: 8549
Paid:
SALLY JOMES
ROOM 123 Aecount: 2
Code: 2
Aeoonmt: 2 Code: 2 Phone:
Eetwrn Top Half With Payment
Credit Limit: 100.00
Mewr Charzes: £7.49 Mewr Credits: 0.00 Payments: 0.00 Refinds: 0.00
Diascription Date Lnie Diate Charges Payments Balance
Invoice 1258 10/28/10 1142910 12.00 12.00
Balance Foreard 120910 12131110 50.00 50.00
Invoice 1563 121710 11611 17.4% 1743
Subtotal: 549
Finance Charge: 0.00
§ Total Charges: 8549
I——
A

|Zoom: 100% | 1 pages, 14.0Kb

PRINTING ALL A/R HOUSE ACCOUNT STATEMENTS (1st week of each month):

1. Select Print Statements
o Distribute statements in Teacher’s Mail Box
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Ml Report Preview

File

Pages To Print: ] | Copies: | |
Page  Size ad
Accounts Receivable Aging Report
Hame Aeecunt Lookup 1-30 31-80 &1 -90 Orver 20 Tatal
JONES, SALLY 22 000 18.00 0.0C 0.0 1800
a0

0.oc 15.00 0.00 0.00 18.00

W
|Zaom: 100% | 1pages, 57Kb

ACCOUNTS RECEIVABLE AGING REPORT

1. Review report for any mistakes.
2. Aging Report shows how long people have owed you $$
3. You may have to remind customers who are not current with their AR account to pay their bills.



