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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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IN TOUCH SCREEN SALES MODE: 
To access existing orders,  you must go to Manager Mode. 
1. Touch Manager Button 
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ON MANAGER BUTTON SCREEN: 
1. Select Manager Mode Button 
(NOTE: Only Teachers & Managers will have access to Manager Mode) 
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IN MANAGER MODE: 
To create access existing orders, go to Pending Orders 
 
1. Select Pending Orders Button 
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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). 

• 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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ORDERS IN PROCESS: 
When you convert an Order… 
 
1. Highlight Invoice 
2. Click Select 
 
We will now convert our special order to an invoice. 
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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. 
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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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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. 


