Pending Orders

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

Description

SCAN: |
| | = eh
< ¥
| > | gt || wemsn el
| Quantity | Price | Dsc.% | Total

Bl To | hip To | Hote |

Quick Sale

E] Show Mare
B Options [F2]
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 access existing orders, you must go to Manager Mode.

1. Select Show More Options Button (F2)

2. Select Manager Mode Button(F9)

(NOTE: Only Teachers & Managers will have access to Manager Mode)
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K= Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price

Pending Orders

e
< -
Coffes
Coffee Small Large
S| @2
Breeze Breeze i
Freeze Freeze Cinnaman Extra Cream
Srmall Large Bun Cheeze
Feserve E verything French
Touch Bagel Toast Bagel
. ‘ Choc. Chip Blueberry
1 Eaokie 2 Cookies Muifin Muiin

Customer
List

Retrieve

|

Invoice
Prompt

1 Amnold
Palrner

2-Amold
Palmers

IN TOUCH SCREEN SALES MODE:
To access existing orders, you must go to Manager Mode.

1.

Touch Manager Button

Adjust
Quantity

Pink. Kiwi
Lemondade Strawbermy
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

Coupon

=




Pending Orders

3
& Invoice: 1170 By: POS Cashier: POS Date: 10/11/2010 Register: 1 - PL: Our Price (=3
— r
SKU Description
Quantity Price Disc. Total .
Goto Sales
Balance Daily Sales Gift PRt
Req. Summary Cerlificates EditBil To
Invoice Make &R ’
Histary Papment Mate Edit Motes
gg Price Check I
Feport Fieturn Fram
Center Irrvoice
Show Costs
P Time Clock
: Manager Mode <
Quick Sale
LineT otals: SubT otal:
Taxable: - Coupon:
SalesT ax: - Deposit
Item Count: Total:
Cursor Down Cursor Up

ON MANAGER BUTTON SCREEN:

1. Select Manager Mode Button
(NOTE: Only Teachers & Managers will have access to Manager Mode)
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Pending Orders

K= Invoice: 1958 By: POS Cashier: POS Date: 1/28/2011 Register: 1 - PL: Our Price

a @‘J’ a a L} :-*_j 30 ! = | a = Transactions Purchasing Acc ti E-C o M t i e |

Pending p Balance
Orders Cash Drawer

Department

n’-‘lﬂ'lh

- SlarEil’
Email ¥ Purchasing =
Marketing Labels e & _Recelvmg Credit Cards

; Graphs & Invoice
Time Clock Spreadsheets History

wes

— Setu &_ Marketing -
POS Tips POS Info Utiiit?es Lessons POS Help Contact Us

N Y

Manager
Mode

IN MANAGER MODE:
To create access existing orders, go to Pending Orders

1. Select Pending Orders Button



5

K~ Invoice: 1961 By: POS Cashier: POS Date: 1/28/2011 Register: 1 - PL: Our Price

Bk | E s =) 1@ Tansactions Purchasing Accounting

E-Commerce

Management

Maintenance

I Orders In Process

Pending Orders

v S ) i
IE¥E _ £ = T‘ Paymert Ez:‘\?ért & Fint || 4] Conver ﬂ

Header
Details Layaways Orders iWeb Orders Hecurringl
Contact Log Reft « | Mame Entered Due ID | Total w/Tax | Deposit Balance
FEmiden O« B0 JOMES, SALLY 10/05/2010 10428/2010 FOS 46749 10000 IE7.43
T fion L
L O« F03 JONES, SALLY 10/21/2010 10/30/2010 POS 437.25 10000

1 Transaction Frompts

_ : c 509 Apple, Sue 745 200 8545

1/03/2011

______ o I | 1zt

il

Actions

2142011

2011 {POS

Find PO

. | Total Orders: 100350 | [a New ] [@ Edit ﬁm Void ]
E-Mail Tranzaction
Bl Details Deposit 4452 (kg
Create PO SkU Drescription Guantity B'Order Frice Disc.2 Total
3 FOOTBALLJERSEYBLLUELARGE | 10|  100]  an.oof
CUSTOM NUMBER FRONT & BACK 1.00 1.00 E.00  0.00 £.00
Customer Mumber 26
CUSTOM NAME BACK 1.00 1.00 E.00 000 £.00
Mame Lewis
J (@]
@ Detail Lines: B [] Show Cost Total [wio Tax): |IUUU_|
|

ORDERS IN PROCESS:
In the Pending Screen, you see a list of current Orders

1. Click The Customer Name you want to convert or edit.
2. Chose Edit if you want to change the Order or Layaway
3. Details of their Order appear in the bottom section.

4. You also have the option of Partial Payments (to Pay-Down the Order or Layaway).

e This will print an Order/Layaway Balance Receipt

5. Click the Convert button or the (Alt V) keys to start the conversion to a final sale.
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Pending Orders

Purchasing Accounting E-Commerce

M Orders In Process

Vi Locate: E =
162 el | o | [- Payment ” Ez:‘\?ért ”@ Frrint ”g”_'l Coryert ” l_ Cloge [F10]
Header
Details Layaways Orders |W’eb Orders I Hecurringl
Contact L 5 | = -
Hon az i UEEN Select Transaction to convert to 1= )57 Gl Balance
Tem\n e.rs . O«
ranzaction Lo
fagl Oo¢
1 Transaction Prompts
Invoice
Actions Layaway
Find PO
Total Orders: 100 S : :
Calendar [D W ][ il ][m o ]
E-Mail Tranzaction L
Bl Details Deposit 4452 (e
2 Create PO Price  Disc.% Total
~
20.00
B00 000 £.00
E.00 000 £.00
J &J
‘;';‘; InfoB ar Detail Lines: [ [] Show Cost Total [w/o Tax]: 42.0000
A

Pending
Orders

ORDERS IN PROCESS:
When you convert an Order...

1. Highlight Invoice
2. Click Select

We will now convert our special order to an invoice.



K~ Invoice: 1961 By: POS Cashier: POS Date: 1/28/2011 Register: 1 - PL: Our Price

(5]

B el BEE
Invoice: 1962 By: POS Cashier: POS Date: 1/28f2011 Register: 1 - PL: Our Price

_| ﬂ 5  Transactions Purchasing

Accounting E-Commerce

Management

Maintenance

Pending Orders

Name Lewis

Bill To | Ship To | Nots |

Jane Smith
Foom 1234
Clarkston, kI 42345

Home: 333 444-5454
ork:

Account: 4 Code: 4

~d

SCAN: | | # = % ¥ x|
£ tock: a.oo Held: o.oo Available: o.oo
: | | > | reter || wes e

Description | Quantity | Price | Dsc.% | Total E
FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.00 30.00
CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00
Customer Number 26

CUSTOM NAME BACK 1.00 6.00 0.00 6.00

&

[F7]

Show Mare | SelectBill To Customer & -
Options [F2] [F3] Hi ogout [F5]
| ¢
x
] ; Void
Time Clack Dicourt [F8] Trarhs:gi:ty/

LineT otals: 42.00
Taxable: 42.00

E 2.52

Item Count: 3.00

SubTotal:
- Coupon:
- Deposit
Total:

44 52
0.00

44 52
0.00

ORDERS IN PROCESS:
When you convert an Order... the Invoice Screen will appear with the al your items

1. The Amount due will be Zero if 100% deposit payment was received when ordered.
2. Click the Tender [F10] to process the converted sale.




Pending Orders

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

=) I Y

ﬂ 5 Transactions Purchasing Accounting E-Commerce Management Maintenance

~

SCAN: | | #
< Ft,ock: 0.00 | Held: 0.00 | Awajilahle: a.oo | > Lacate ltem Suspend Becal
INS] Meru [ESC] [Pause] Susperded
Description | Quartity | Price | Dsc.% | Total |
FOOTBALL JERSEY BLUE LARGE 1.00 30.00 0.00 30.00
CUSTOM NUMBER FRONT & BACK 1.00 6.00 0.00 6.00
1 customer number 26 M Transaction finalizing X
— | |CUSTOM NAME BACK - 1 0.00 6.00
nam i
@ | (= | of
E-MallF5] || Repint[F7] || OKIF10] v
Bill To |Ship To | Note | :
Jane Smith ~ D <"> “% g @
Foom 1234 Show More Select Bil To Custorner i .
Clarkston, M| 46346 B Options [F2] [F3] Histary [F4] ogout [F5]
Home: 333 4445454 ' | =
vialk <'> . 5] $ o
e v :-::. .- ¥ FB'E TimFF%Iock Discourt [F] Trarhs:g?lion
LineT otals: 42.00||SubTotal: 44 52
Tazable: 4200 |- Coupon: 0.00 ﬁ
2 2.52|| - Deposit 44 52 Y
Item Count: 3.l]l]l Total: 0.00 [F10]1

ORDERS IN PROCESS:
The Change Due screen appears.

1. Click the OK button [F10] to move to tender screen & print a receipt.
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Pending Orders

£ POSitive Retail Manager - The Bluetique - Station: 1

Purchasing Accounting E-Commerce Management Maintenance

SCAN: | | ) Sy ~|x]
< ISt,ock: 0.00 | Held: 0.00 | Availahle: 0.00 | Al e e e Recal
[INS] ol k] [Pauss] Suspended
Description 2]
i wo T E
FOOTBALL J§ | = 30.00
CUSTOM NUN 6.00
Feceipt: 1971 1/28/2011
CUStomer num Register: 1 PO3 3:30PH
CUSTOM NAN 6.00
H The EBluetigue
name IeWIS Manheim Township High School
1 School Road
Lancaster, PL 17601
Phone:717-560-3097
QLY Description Il Total = |
1.00 FOOTEALL JERS 30.00 30.00
1.00 CUSTOM NUMEEE .00 G.00
customer number Z6
1.00 CUSTOM MAME E G6.00 G.00 b
Bil To 1§hip To*r_slote ] name lewis g .
JHa_ne_Qgg)A SubTotal: 4z .00 : @
Hoom 123 4 stomer -
Clarkston, MI 45345 Aaleslax: Eia2E o Bonre | LogsutrFsl
Hame: 333 444-5454 $ ®
. QA K« > W e
Account: 4 Code: 4 sy | et | | S| | Sl el ount [F8] || g
: :
LineT otals: 42.00 SubTotal: 4452
Tazable: 4200 |- Coupon: 0.00 ﬁ
2 2.52|| - Deposit 44 52 Y
Item Count: 3.00 Total: 0.00 [F10]1

ORDERS IN PROCESS:
By converting a pending order to an invoice, the invoice stock count is subtracted & Dept/Category is
credited for the sale)

The Sale is now posted and complete. The original Order or Layaway has been removed from the
Pending list.



