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To add or edit a House Account: (You must have POSitive PRO-Version)
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A

FPOS w2004,

o Tip: At any Work Center, locate Customer button at right corner of Console (F8)
1. Click CUSTOMERS button (F8).........
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[ESC] Menu In r: POS Date:
SCAN:|| &5} Laokup ltem [INS]
Description Quantity| Price | Dsc.% Total i
e
Bil Te |Ship To
E=la Sl @ Showbore | Select Bil E dit Bill To Custorer
Options [F2] To [F3] [Fa] Hiztary [F5]
Adjust Balance Waid
Cluantity Fegister Drizcount Tranzaction
[FE] [F71 [FE] [F9]
LineT otals: 0.00 |SubT otal: 0.00
Taxable: 0.00 |- Coupon: o.o0 ﬁ
SalesTax: 0.00 | - Deposit 000
Item Count: 0.00 Total: 0.00 Tender
[F10]
Profession Edition Multi-User W.2004.1 34 242006 4:03 A

On the Sales Screen, you may also choose:
1. SELECT BILL TO (Your “Customer Sales” labeled keyboard button, or F3)



[ESC] Menu Ir 1300 By: POC r: POS Dat

SCAN:| @3 Lockup ltem [INS] |

I

Description Quantity | Price Dsc.% Total =]

B8 sclect Type Of Sale...

P | € Coee

par=—xJ

Quick Sale Cancel
[F3] [ESC]

bl
Bill To |Ship Ta
HHicE ol <‘.> Show More || Select Bil Edit Bill To Custamer
Options [F2] Ta[F3] [F4] Hiztom [F5]
Adjust Balance “Woid
Cluyantity Fegister Dizcount Transaction
[FE] [F¥] [F&1 [F9]
LineT otals: 0.00 | SubTotal: 0
Taxable: 0.00 |- Coupon: 0.00 ﬁ
SalesT ax: 0.00 | - Deposit 000
Item Count: 000 Total: 0.00 - T erider
[F10]
Profession Edition Multi-User POS Y.2004.1 3/ 2/2006 417 Ak

A prompt will appear:
1. SELECT Customer Sale
= Fast Tip: Since this is a highlighted button, use your enter key on keyboard.
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[ESC] Menu Invoice: 1300 By: POS Caszhier: POS Date: 34 2006 Fegister: 1
SCAN:" @gmokupuem IMS] |
[f2 2APPAREL mMIscrsrwsrrriririrrbbar
D St <% Customer List E] -Ei -~
escription = =
Menu Firvd Add Mote | &2 Print E-tail | Inv. History | 52 Create |
@ £ [F11] [F5] [FE] — Fa [FE] Diial
To Search, twpe the first few characters of the Customer Mame Auth. Buypers AR |5t_ats |
Acht [F2] Code [F3] »Marne [F4] Phone | Credit Condition
1 (122456 Employes, Student
il Foothall T eam Varsi Op=n Ces: Doy
[ | 202 Teacher, Nice Open Credits: 0.00
Met Owed: 0.00
Credit Limnit: 200,00
N =l
= Take P k ] &R Detail
1 _* * Sclect | =l ShipTo | < odd | Z< Edit | ®, Delete | | = ske Bayment | ) A Detai |

(Account: 3 Code: 3
John Johnzon, Football Team “arsity
Room 452
Wwoork:  Faw:
3 -
Bl To |Ship Ta \4‘\
Account 2 Code: 2 kg [F12] Frice Lewel: Our Price @ Map ——

.ll:!oohonr:ﬁggson, Football Tearn %a Edit Bill To Custorner
“General | "Details J “MHotes J “Phones I FPending I “Hiztory I “Terms I “Buyers J Erequent Euyer I E Close I [F4] Histanw [F5]
“wiork: Fax:
Adjust Ealance woid
Terms: 30 " Cuantiby Fegister Discount Transaction
[FE] [F71 [Fa]1 [F3]
LineT otals: 0.00 |SubT otal: 000
Taxable: 0.00 |- Coupon: 000 ﬁ
Exempt: 0.00 | - Deposit o.on
Item Count: 0.00 T otal: 000 Tender
[F10]
Browsing Records Frofezzion Edition kdulti-Uzer FOS wW.2004.1 34 22008 4: 273 Aabd

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”
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[ESC] Menu Inwoice: 1300 By POS Cazhier: POS  Date:

2006 Fegister: 1

SCAN| 5% Lookup Item [INS]
[AR APDAREL MISCreeevessireraiivrris
Description Quuantity | Price Dsc.% Total |"
FOOTBALL CAP LARGE 1 24.00 0.00 24.00
A
Eil Ta |Ship To
Account 3 Code: 3 _
g, Seedell e <.‘> Show More | Select Bil Edit Bill To Customer
EIET A1 Options [F2 To [F3 F4 Histary [F5
0l Zmerican High School Elifmrs (P2 B IIFE] [F4] stz [I7]
wiork: 248 123-4567 Fax Adiust Blelerzs waid
football@school k12, edu @ Quantity Reqister Discount Tranzachion
Terms: 30 [FE] [F71 [F=1 [Fa]
LineT otals: 24 00 |SubT otal: 24 00
Taxable: 24 00 |- Coupon: o.o0 %
Exempt: 0.00 | - Deposit 0.00
Item Count: 1.00 Total: 24 00 Tender
[F10]
Profession Edition Multi-User W.2004.1 34 242006 447 A

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)
3. Shows all the Sales History for that Customer
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[ESC] Menu |

STAN:| E=5% Laokup ltem [INS] |
Description | Quantity| Price | Dsc.% | Total [=
FOOTBALL CAP L 2 |nvoice History ﬂ
tenu =7 " p *oid
@ [ESC] Erint @ E-ail ‘ﬁ Clane [F2] I ﬂ Close I
Cuztomer [F5] |
Invoicet Station] Status Crate Time Customer Invoice T otal
1300 1| Irwoice 37 272006 4:55 Ak | Football Team ¥ arsity 2400
~ 1222 1 | Inwoice 11/ 2/2005 10:00 Pk | Football Team W arsity 1.00
-~ 1221 1 | Inwoice 11/ 2/2005 10:00 Pk | Football Team W arsity 1.00
<
) 1
SE.L D ezcription Lty E'Order Frice Dizci T otal
1234 FOOTEALL CaP LARGE 1 u] 24.00 0.00 24.00
b
Eill To |5hiD To " Sold To: Tender Amount -~
= = ) [~ Show Costs
Account: 3 Code: 3 3 Football Team Varsity, John Johnson I Show VoidsiUnused On Account 24.00
John John=on, Football Team YWarsil| —— - - Cust
Foom 458 = Header SubTotal: 24.00 H.”tS C‘m,_?é
All Armerican High Schoal = Time: |4:55 AM Exempt 0.00 istare [F5]
w o Total: 24.00
wiork: 248 123-4567 Faw £ Cashier:|FOS Sales I: |[FOS “oid
football@school k12, edu == Register: [ 1 eo: [ P Tranzaction
Terms: 30 [F9]
LineT otals: 24 00 |SubT otal: 24 00
Taxable: 24_00 |- Coupon: 000 ﬁ
E xempt: 0.00 | - Deposit 000
Item Count: 1.00 Total: 24 00 Tender
[F10]
Frofession Edition Multi-User FPOs W.2004.1 3/ 2720068 4:56 Ak

If you Select Customer History Button (on screen or smart keyboard):

1. Shows all the Sales History for that Customer
= You can clone a past Invoice
= You can Print a past Invoice
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SCAN:| @::3 Laokup Itern [INS] | |
— 2 Invoice Tender
Description [~
. Adjust
FOOTBALL CAP LARGE Cug=mey (Bil{: [T Credit Limit Eolonas J Ok [F10] 24.00
[F2] [F3] [FE] [F71
Amount Balance Due:
Cash o.00
Crone o o0 24 .00
1 — | Store Account 24 001
- Total: 24.00
- Deposits: liDDD
L\ _1’1 - - Coupons: 0.00
g - Credits: 000
- Gift Cert: 0.00
Total Due: 24 00
Paid: [ 000
-
Bil To | ship Te % Put Balance On Printer Solootod:
ocount 3 Code 3 - Account [F5] Generic Beceipt Printer
.ll:ﬁjhonraliggson, Football Tearn W arsity = Change Press ESCAPE To Cancel Edit Bill To Custarer
2l A morinan High S chool Credit Limit: 200.00 Printers [F3] [F4] Histary [F5]
‘wiork: 248 123-4567 Fax: Adiust Balance “aid
fDDtba."@SChDDLk-I 2.edu @ Cluantity R eqgister Dizcount Transzaction
Termns: 30 [FE] [F7] [F&] [F3]
LineT otals: 24 00 | SubTotal: 24 00
Taxable: 24 00 |- Coupon: 0.00 ﬁ
Exempt: 0.00 | - Deposit 0.oo
Item Count: 1.00 Total: 24 00 Tender
[F10]
Profession Edition Multi-User FOS W.2004.7 34 242006 5:07 AukA

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
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[ESC] Menu Ihwoice: 1302 By: POS Caszhier: POS Date: -

006 Register: 1

SCAN:|

@ Lookup |tem [INS] |

Description Quantity | Price Dsc.% Total |A
FOOTBALL CAP LARGE 1 24.00 0.00 24.00
Processing...
Oon Account
/'_«.-_::E"',;’h _
_‘/jfé’:‘;
= & | OKIFI
| | | | v
Eil To |5hip Ta
Account: 3 Code: 3 _
dohn Jahnson, Foatbal Team arsiy <l‘> Show Mars | Select Bl Edit Bill Ta Custamer
i S5 Options [F2 To [F3 Fa Histary [F5
)l merican High School 1 Eifelrs (72 o[F3] [F4] etz (17
wiork: 248 123-4567 Fax: Balance Waid
footba.ll@sc:hool.k'l 2.edu <'-> Quantity R egister Dizcount Tranzaction
Terms: 30 IF71 (=] [F3]
LineT otals: 24 00 |SubT otal: 24 00
Taxable: 24 00 |- Coupon: 0.00 ﬁ
Exempt: 0.00 | - Deposit 0.00
Item Count: 1.00 Total: 24 00 Tender
[F10]
Prafeszsion Edition Multi-Lser POS L2004 34 242008 5:07 Ahd

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.
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To Manage and view the House Account Customers:
1. On the Console, Select Customers (Use F8 on your keyboard)



@ Positive For Windows - The Dog Pound - Station: 1 B[E |

File Edit Register Inventory Management Marketing Accounting Utlites Window Help

OIS itlive OIS itlive
l L - JSor Windowws l L - Sor Windows
“% Customer List E]
o Men Find add Note | &2 Print EMail | B Inv. Histoy | 2 Create |
A& [F11] [F5I] ] — [F7l [Fl Dial
Ta Search. type the first few characters of the Customer Mame Auth. Buyers AR |S@ts |
Acnt [F2] Code [F3] >Mame [F4] Phone Credit Condition

123456 Ermploves, Student
P [ 33 Football Team Varsii 245 1234567 Dzt Cles: EL h 2
[=] 2 Teacher, Hice Open Credit= [ 000
MetOwed: [ 4200
Credit Limit: 200,00

—
Pl =

KN »

= TakeP k | af Detail
& seeer | 1= ShipTa | < add | £ Edit | € Delete | ake Payment | [2) 4A Detail |
Account: 3 Code: 3
John Johnson, Football Tearm W arsity
Foom 458

Al American High S choaol

wiork: 248 1234567 Fax:
football@E@school k12, edu 3

k=g [F12] Price Lewel Our Price @ Map I

“General | "Details I “Motes J “Phohes J Pending I “Histom J “Terms J “Buyers J Erequent Buyer J E Close |
2O Sitive 2O Sitive
IPOS Comaiidon;s IFOS S JNinsloms
Frofesszion E dition Multi-User FOS W.2004.1 34 22006 5:18 Ak

On the Customer List, you can easily see who owes the store $$:
1. Customers who owe have a $ icon next to their name
= Green $ means they are not beyond 30-days (current) in their Credit Payment
= A means they are not current (up to 60-days old) in their Credit Payments.
= A Red $ means they are not current (over 60-90 days old!!) in their Credit Payments.
2. Credit Condition is the status of what they owe, their Credit Limit
3. Take a Payment to subtract the $ they owe the store. (Can also do this on Sales Screen F2)
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POSitive POSitive

Sor Windoiwws Sor Windoies

P Payment

Cuztomer: |Football Team Y arsity

Tranzaction Due Date COriginal Faid Dizcnts Applied Dizcount Ealance Fayment
1300 34 2/2006 24.00 0.00 0.00 0.00 24.00 24.0
1302 3 2/2006 24.00 0.00 0.00 0.00 24.00 / 0.00

/
/

/

Invoice 1300 1 /

Auto-Pay [F2] | Enter Favment [F3] | Enter Discount [F4] | Total D ue: 438.00

Total Paid: 0.o0

2 — * Advance Pay | LCustomer Detail | AR Detail |
& Frint Statement I B2 view Invoice I Mark Az Uncollectable | Take Tender [F10] |ﬁ 3
Unapplied Credit: 0.00 ! Close |
QOIS ilive FOSitive
l L_ - Sor Windoiwws I L— - Sor Windoies
Frofession Edition Multi-User FPOs W.2004.1 3/ 2720068 5:35 Ak

House Account Payment Processing (requires ID Login/Password):
1. Customer can selectively payoff specific invoices
= Highlight invoice line, click enter payment (or ENTER KEY)
= Other options available: Discounts, View Invoices, See A/R Detail, Mark as Uncollectable (Void)
2. Customer can pay all that is owed with AUTO PAY (F2).
3. Click Take Tender (F10) to continue
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Jor Windoios

Cuztomer: JFootbaII Team “arsity

I_“ L_‘rt: itive

T ranzaction Diue D ate Original Paid Dizcnts Applied Dizcount Balance Fayment
1300 3¢ 22006 24.00 0.00 0.00 0.00 24.00
1302 3/ 242008 24.00 0.00 0.00 0.00 0.00
Confirm AR Payment
Transaction Diue Date Balance Due Faid
23 37 252006 24.00 24.00
Invwoice 1300
&uto-Pay [F2] Dus: 48.00
Faid: 24.00
Advance Pay Payment Date: 32200 J
% Print Statement I Take Tender [F10] |
" OK[F10] | 3 cancel |

Unapplied Credit:

[?;\_Wt__: itive

Jor Windateos

1

2

i Cloze I

I_“ Os itive

for Windoios

for Windoies

Confirm A/R House Account Payment:
1. Click OK to Continue
2. Click CANCEL to go Back

Profession Edition bulti-Llzer

FOS

Wo2004.1

34 242006

5:47 &b



|ﬁ POSitive For Windows - The Dog Pound - Station: 1

BE <]

File Edit Register Inventory Management Marketing Accounting Utlites Window Help
NS itive NS itive
I LE for Windows l LS for Windoiws
-
Cusgtormer: |Foatball Team W arsity
T ranzaction Due Date Original Paid Dizcnts Applied Dizcount B alance Payment
1200 2/ 242006 24.00 0.00 0.00 0.00 24.00 24.00
1302 3 242006 24.00 0.00 0.o0 0.00 24.00 0.00
& Invoice Tender
Currency Gift Cert. Balahce ¢
& [F2] &7 [F7] O I
TGN Balance Due:
Cash 0.00

1 —p | [Check Z4.00] 2-00
Total Due: 48.00
’. Total: 24.00 T otal Paid: 400

- Deposita: ,7000

L - Cowy 3
& - [lmlgt n.oo
ey i ! Take Tender [F10]
ﬁ : - Credits: 000

- Giift Cert: 0.00

Total Due: 24 .00

Faid: [ 000

! Close I

2O Sitive
I L N for Wiin

PO Sitive

FPress ESCAPE To Cancel Sfor Windoes

Frofession Edition kMulti-User FOS w2004 34 22006 5:57 Ak

A/R House Account Tender:
1. Select method of Payment & Click Highlighted Tender line (or Enter on Keyboard)
= CASH
= Check
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l k' — Sor Windoiis I k' = Sor Windoios
&+ :
i = i | M il =i Inw. Hista == Create J
AT e | S| 2 e | |
Customer: | Football Team “Yarsity
Tranzaction Due D ate Original Faid Dizcnts Applied Dizcount B alance Fayrnent
1302 3/ 242008 24.00 0.oo 0.00 o.oo 24.00 24.00
| Positive Alert
?]/ FPrint Heceipt?
1 — Ho
Auto-Pay [F2] | Enter Payrent [F3] | Enter Discount [F4] | Tatal Due: 24.00
Tatal Paid: 24.00
Adwvance Payp | LCustomer Detail | AF Detail I
&5 Print Statement I W2 view Invoice I Mark &z Uncollectable | Take Tender [F10] |
Unapplied Credit: 0.00 ! Close I
*YyYCitive XYy <ilive
l s Jor Windoios I e for Windoios
Frofession Edition Multi-U ser FPOS 20041 3/ 2720068 5:56 Ak

PRINT A/R House Account Receipt:
1. Select YES (or Enter on Keyboard)
= Will print a receipt (s) of payment. Shows: Mini-Statement of Account.
= Print 1 for Customer & 1 for you’re AR files.
= In Customer’s A/R folder.. Staple PAYMENT RECEIPT to all receipts that it paid.
= All Payments will later show on A/R Reports
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Create Mew. . Fending... Inwaice History [*1] |
1 Invoice "1 Lapaways ﬁi Customers [F3]
2 Lapaway “2 Orders Itermn Check [<2
3 Order _ "3 Internet Orders St (Ef=els ] |
4 Recuring lnvoice 4 Recuring [nvoices Ealance Register [*3] | @ Inventor [FA]
Station Settings [*4] | @P
Wendors [TF9]
AR Payments [*5] |
- Open Register [F10]
. S M TWTF S E
Legged In: POS [=l>] L
March 5 6 7 8 910 11
[=»] 12 13 14 15 16 17 18
= 2008 19 20 21 22 23 24 25
Lag In/Out Clack. In/Out B
[F111 [F12] Today |
WO Sitive OIS itive
[ L - JSor Windous I L - Sor Windoiws
Profession Edition Multi-User FOs W.2004.1 34 242006 E:04 Ak

PRINT A/R, House Account Reports:

1. In Console, Select Report Center
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PO Sitive PO Sitive
Sor Windoiwws Sor Windoies
38 Report Center -W
Report Tupe Heport AR Statements
Sales Reports AR Statements — 2
Inventony Reports AR Aging Report < i 1 Statements
kM anagement Reparts Store Creditz Report
EEHAHi;tDw Reports ig .;c:tivity ByBD a[t)e
eporks avments By Date
Cuztomer Reports AR Tranzactions By Date
AR Heports AR Cash Forecast

wWendor Reports

“ou can add. edit, or remove reports

.cf _ &z;_ﬁ‘ﬁ fram the Clarion Fepart Wfriter to this list. Run Report [F7] |
L L=
Add Edi Remove |
ﬂ Cloze |

PO S itive PO Sitive

Sor Windoiwws Sor Windoies

Frofession Edition Multi-User FPOs W.2004.1 3/ 2720068 E:08 Ak

In Yellow area, Select A/R Reports:
1. Aging Report will summarize who owes $ and how long (30, 60, 90-days) have they owed it?
= Run Aging report weekly to see changing A/R status
2. A/R Statements prints 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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@) Guer | <o fesa

28 Customer AR List
Edit = /=7 Frint Close Monthly | Last Closed On: 21542005 4:02 Phd
‘% Customer Transactions | (__—# Statements @ Statements Last Processed Period: 1/ 1/2005 - 1./31/2005
[F5] E] [F7] [F3] Last Printed On:
I
> Account Code | Mame Total Owed Current +30 +60 +30
2|12 =i Teacher, Mice 4299 0.o0 25.00 0.00 1799
[ 212 = Foothall Teamn MWarsity 2400 24,00 000 (ANA]E] (ENE(TH
[« | >
I Iv Do not print Staterments with zero balances "% Tag UUnTag I 5, Tag sl I 3¢, Untag all

“Statements are prinked in the order that they are zorted abowe

E Close I

Sfor Windoiws

& = Print Statement Click the column Header to sort.
JL iose I
PO Sitive POSitive
l L - ‘or Windors l L - ‘or Windoiors
£ s
Profession Edition Multi-User FPOS 20041 3¢ 2420068 E:19 Ak

Browsing Hecords

Printing all A/R House Account Statements (1st week of each Month):

1. Select Close Monthly Statements
= This will POST & Date stamp the period (last month) the Statement

2. Select Print Statements

= Distribute statements in Teacher’s Mail box



