Orders and Layaways

There are 2 General Uses for Orders & Lay- aways
Typically if you are selling a one-time special order item such as a yearbook,
varsity jacket, or an apparel item personalized for a specific customer, then Or-
ders fit the bill perfectly.

A second use for the Order function will be with sales from a “Satellite” location,
such as an athletic venue, the cafeteria, a hallway, or any location outside of
your store without using your POS station(s) for sales.

To use the Order function, you will need to have the POS_PRO version of the
PFW software installed. If you have the POS_BASIC version of PFW in-
stalled, you can use the Layaway function to accomplish the same basic
activities.
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Orders and Layaways

Example 1 — Selling a special order shirt, A jersey, with a personalized num-
ber and name printed on the garment. Assume you have a local apparel sup-
plier that agrees to custom print jerseys individually either for a special limited
time or on a regular basis.

First you will need to create a set of inventory SKUs for various sizes of the spe-
cial order jersey. Example, for a Central HS Football Jersey Blue Small =
“CFJBS”, with the Medium “CFJBM”, Large “CFJBL" and so on for all the sizes
offered. Lets assume a item has a cost of $21.00 and a retail price of $30.00.

Then create an item and SKU for the Custom Number on the Front and Back, or
SKU “CNFB”. With a cost of $4.00 and a retail of $6.00.

Then create an item and SKU for the Custom Name to be placed on the back
shoulder to shoulder, or SKU “C NAME”, again a similar cost $4.00 and retail
$6.00 for any length name up to 12 characters.



Orders and Layaways
Important things to remember:

1. Bar-code labels can be created to scan on a master sheet or on 3” x 5” cards
when creating individual order sales transactions.

2. Special Notes and Comments can be added when sold.

3. You may wish to add a special policy statement @ he bottom of your Order-
Layaway receipt stating. “No returns on Special Orders”

4. All Orders will be assigned to a specific customer who will need to be added
to your master Customer List.

5. Many schools require a deposit or payment in full with any special orders
since these items are consumer specific and will not be able to be transferred to
another customer.

6. All Special Orders will be placed in a Pending file until the Order has been re-
ceived, converted, and finalized to an actual sale.
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To record a Special Order or Layaway for a customer, from the Manager Console Screen

1. Click the Register Center [F2]

2. Select the Orders (or Layaway) from the options in Column One [Current Items] - arrow down
and click enter.
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Browsing Records
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Your Customer List will appear

1. Locate the Current Customer from the list and click the Select button.
2. If the Customer is new, click the Add button to add them to your list.
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On the Order Screen or Layaway Screen:

1. The Customer Name appears in the blue area on the lower left.
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On the Order or Layaway Sales Screen:

1. Scan or type in the Special Order ltems SKUs for the Order
2. Add a Note (hot key or Ctl N) to list the specifics for any line item such as the jer-
sey number or name to appear on the back of the customer’s order.
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On the Order or Layaway Sales Screen:

1. Details for the Special Order now appear on the Invoice.
2. Click the Save button or the F10 key to save and place the order.
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A calendar will pop up with the current month. Future months are also available to select
from.

1. Project a Delivery Date and highlight it in yellow.
2. Select it by clicking the OK button or F10 key.
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A Positive Alert will Appear asking to Apply a Payment. Most schools require a partial or
full payment at the time of the order..

1. When Prompted Enter the Deposit Amount
2. Click OK to accept the deposit amount.
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If you take a Deposit the Tender screen appears.

1. Select the tender type from the list presented. Click until the tender line appears
blue and yellow.

2. Click Enter to accept the default tender amount, or enter the amount if different.

3. Click OK F10 to accept the tender.
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When the Print option appears.

1. Click Yes to Print 2 Receipts - one for the customer and one for your records.
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To access any existing Orders or Layaways, go to the Register Center [F2]

1. Click Orders or Layaways from the Pending column (2nd column, 2nd item down) to
view any orders in the system.
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Converting an Order to a Sale
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In the Pending Screen, you see a list of current Orders or Layaways.

Click The Customer Name you want to convert or edit.

Chose Edit if you want to change the Order or Layaway

Details of their Order/Layaway appear in the bottom section.

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

You also have the option of Partial Payments (to Pay-Down the Order or Layaway).
e This will print an Order/Layaway Balance Receipt

abhwn =~
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When you convert an Order or Layaway...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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CENTRAL FBALL JERSEY BLUE MED 1] 30.00] 0.00 30.00
CUSTOM NUMBER FRONT & BACK 1 6.00] 0.00 6.00
Customer Number 28

CUSTOM NAME BACK 1 6.00] 0.00 6.00
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— 1
Change Due:
/7:::‘-':“ m
&‘
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The Change Due screen appears.

1. Click the OK button [F10} to print 2 copies of the converted final sale.
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1 =] of 1
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Ford Dealers

Henry Ford II High School
1191 clinton river road
Sterling Heights, MI 48313
Phone:567-555-1212

m

Qty Description Price Total
1 CENTIRAL FBALL 30.00 30.00
1 CUSTOM NUMBER 6.00 €.00
Customer Number 28
1 CUSTCM NAME B 6.00 &.00
Customer Name - Lewis
SubTotal: 42.00
Exempt: 0.00
[
@QQ | «|» wl 0 oo
POSitive POSitive
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; . T ] =
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The Receipt Printer will print 1 Receipt & post the sale (remove stock count & credit Dept/Category)

The Sale is now processed and complete and the original Order or Layaway has been

removed from the Pending list.
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Satellite Orders

Orders Example 2 — Selling from a Satellite location.

Let’'s assume you want to take an assortment of merchandise out to your
football stadium (or any other non-store venue) and sell to students, parents,
and the community. The Order/Layaway function will allow you to create a
master list of items by description, SKU, and quantity available for sale. You
can conduct your sales at the satellite location, then return and inventory the
unsold items, convert any items sold to actual sales from the pending order
that will now be adjusted to reflect items sold.

Sales for any Satellite venue will need to be assigned to a specific customer
name, such as Football Stadium, Cafeteria Sales, or Basketball Arena. The
customer name should be added to your Customer List prior to creating your
order. Various orders and sales for satellite venues can be tracked by date
and the customer (venue) name.
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To create an Order for a Satellite location, from the Manager Console Screen

1. Click the Register Center [F2]

2. Select the Orders (or Layaway) from the options in Column One [Current Items] - arrow down
and click enter.



Satellite Orders

Marketing Accounting Utilities Window  Help

POSitive For Windk
File Edit Register Inventory Management

POSitive

POSitive
for Windows for Windows
£ £
n Manager Console
n Customer List
G Menu Find bddNote | =2 Pint E-Mail & Inv. History
e [F11] [F5] [FE] [F7] [F&] &3 Dial |
To Search, type the first few characters of the Customer Name Auth. Buyers AR |5Lals | Picture |
Acnt [F2] Code [F3] Name [F4] [+] Phone | » Credit Conditiorr
48|48 Stadium, Football
1 7|2113 Steele, Mike Oy Gl n.oa
B Student. Joe Open Credits: [ 0.00
) 43 Student, Jchng [LanSi=E o
Met Owed: 0.00
Credi Limit i — 2

Take » AR
Payment | Detail ‘

- BDAY

[Account. 50 Code: 500
Mary Student

Fioom 123
CLARKSTON, Wi 45346

Home: 333 5151212 Work: 248

Mg [F12] Price Level. Our Price @ Map

Tax Group: Quick Sale Default

“General |Ship To | “Detail: | “Notes | “Phones | Pending | “History | “Terms | “Bupers | Frequent Buper ﬂ Close

\_?L")Sili\'c PC’SiU\'Cr
Jfor Windows

Sfor Windows

POS  [V433 8/2/20010 [11:06 AM
0 11:06 AM

Profession Edition Multi-User

Browsing Records

| Publisher Files d ers and Layawz)

For Win

Your Customer List will appear.
1. Locate the Venue Customer named from the list and click the Select button.

2. If the Venue is new, click the Add button to add it to your list.



Satellite Orders

# POSitive For Windowr:
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

scAN. || Lok
[ ol N

Description Quantity| Price |Dsc.% Total

Bil To |5h\p Ta ‘NEIE ‘
Account: 50 Code: 50 -

@

Show More | “Select Bill To Edit Bill To Customer
[F3] [F4]

1 5 [EEESE Gptions [F2] Histary [F5)
»
CLARKSTON, Ml 48346
Home: 3335151212 ‘work: 248 @ Vaid
Addjust Balance . Transaction
e 2 - Ouarity [FB] | Pegister [F7] | Discount [F8] IFa]
LineTotals: 0.00 | SubTotal: 0.00
Taxable: 0.00 |- Coupon: 0.00 ﬁ
Exempt: 0.00 | - Deposit 0.00
Item Count: 0.00 Total: 0.00 Save [F10]
Profession Edition Multi-Ussr P05  [¥.433 8422010 |11:08 AM

% pOSitive For Windo... | PuBhoher Files I Craers and Layaway .

On the Order or Layaway Screen (similar in appearance to the Invoice Screen)

1. The Venue Name (Football, Open House) appears in the blue area on the lower
left.



Satellite Order Inventory

# PQOSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

Order S Register, 1

SCAN. | Leckus el

| < |Sbuck: 41 | Held- 12 | Available- 23 | = | # H;'g] =1 [F'an?se]
Description Quantity| Price |Dsc.% Total |“
CENTRAL C BB HAT BLUE 12| 12.00, 0.00 144.00
FLEECE BEANIE NAVY 8| 12.00, 0.00 96.00
FLEECE MITTENS 12| 10.00] 0.00 120.00
KNIT MITTENS 6| 10.00] 0.00 60.00
CENTRAL LOGO HOODIE BLUE SMALL 3| 29.00/ 0.00 87.00
CENTRAL LOGO HOODIE BLUE MED 4| 29.00, 0.00 116.00
CENTRAL LOGO HOODIE BLUE LARGE 4| 29.00, 0.00 116.00
CENTRAL LOGO HOODIE BLUE XLG 4| 29.00] 0.00 116.00
FOAM FINGERS YELLOW - 12| 5.00] 0.00 60.00

——d

Eill Ta ote @

Account: 48 Code: 48 -
Facibd staain grovioe | I
Home: ‘Work: @
Terms: 30 el

- uu:ndt::ﬁm] F\fg?slfgc[??] (DX ) Tmrff'g]cm"
LineT otals: 915.00 | SubTotal: 915.00
o hmtwen 8 i

Item Count: 65.00 Total: 915.00 Save [F10]

Professian E dition Multi-User POS V433 6/ 1/2010 5:05 Pk

1" & posSitive For Windo... | Publisher Files [Br Orders and Layaway... ¢ o WA 506 PM

On the Order or Layaway Screen

1. Enter (scan) Iltems that will be sold @ your Satellite Location.
2. Be sure to adjust the Quantity for each item, [F6] you will take to the satellite location



Satellite Order Inventory

# POSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

Order: 754 By: POS Date 010 Date Dt

scan | , _— A | s g

‘ < |smc1«, 0 | Held- 0 | Available- ) | > | [INS]
Description Quantity| Price |Dsc.% Total |‘
BAGEL PLAIN 12 1.00f 0.00 12.00
BAGEL CHEDDAR 18 1.25| 0.00 22.50
BAGEL PIZZA 12 1.25| 0.00 15.00
BAGEL CHEWY 6 1.25| 0.00 7.50
CREAM CHEESE PACKET 48 0.25| 0.00 12.00
Bill To | Ship To | Hote |
Account: 14 Code: 14 - . ——
Eetore Gohmnl DECA @ 3};3;24[?25] se\e[c; 3l‘a].n Ta Edll[ Faﬂ Ta Hc:tzt;r?sé]
Horme: wiork: <.>
Termns: 30 : VOid-

il Eu;dI:EISEFE] Hei?slfgrm[?n Diszount [F8] Tmrflsr‘;']:“m
TineTolals: 5300 [SubTolal 6300
axable: | - Dupur!: .|

Wi R 5 69.00 B

Profession Edition Multi-Lser POS W.4.33 84 72010 5:03 P

Publicher Files [Br Orders and Layzway... " # positive For Windo... | <« 2 HW #Ed 503pM

Satellite Sales are common for all types of merchandise.

Shown above is an example of a Food Items Order/Layaway being taken to a Cafeteria venue lo-
cation for sale.



Satellite Order Inventory

7 PQSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

Order. 5 Register. 1
SCAN. | Leckus el
| < |Sbuck: 41 | Held- 12 | Available- 25 | » | # :Il:lrg] & [PESSE]
Description Quantity| Price |Dsc.% Total |‘
CENTRAL C BB HAT BLUE 12| 12.00] 0.00 144.00
FLEECE BEANIE NAVY 8| 12.00] 0.00 96.00
FLEECE MITTENS 12| 10.00] 0.00 120.00
KNIT MITTENS 6| 10.00] 0.00 60.00
CENTRAL LOGO HOODIE BLUE SMALL 3| 29.00| 0.00 87.00
CENTRAL LOGO HOODIE BLUE MED 4| 29.00] 0.00 116.00
CENTRAL LOGO HOODIE BLUE LARGE 4| 29.00] 0.00 116.00
CENTRAL LOGO HOODIE BLUE XLG 4| 29.00] 0.00 116.00
FOAM FINGERS YELLOW 12| 5.00] 0.00 60.00
Bil To |Ship To | Note |
Egéi:alﬁffdife = i <'> srevre | N
Heme: wark: @ 1
Terms: 30 el
) DUty ) | Fos fe7) | Discount 73] | 1Segg et /
- A
LineT otals: 915.00 | SubTotal: 915.00
e GG A B
Item Count: 65.00 Total: 915.00 Save [F10]
V\

6/ 1/2010

5:05 P

Professian E dition Multi-User

»" & posSitive For Windo... | Publisher Files ""i& Orders end Cayaway... | «<HIJWHE H{EAC 506PM 2

On the Orders or Layaway Screen

1. Once entire order has been entered, Click Save [F10]
(The Order will now be pending and available for sale at the Satellite venue)

2. The total $ value (at retail) appears at the bottom (black total area).



Satellite Order Inventory

# POSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

Order: 7 05 2010 Fegister 1
SCAN. | B e Suspend
=
| < |S:nck: 41 | Held- 12 | BRwvailable: 29 | > | [INS] [Ree)
Description [~ VRN I = [F=Y orl = ‘ -
nCa\endar EI@
CENTRAL C BB HAT BLUE 144.00
FLEECE BEANIE NAVY | " [3[B/20 [al] B tau | yune z5. 2010 96.00
FLEECE MITTENS Select Date Order Is Due 120.00
KNIT MITTENS 5 W U W T [ E 60.00
CENTRAL LOGO HOODIE T 3 9 ° 87.00
May 2010 Bugust 2010
CENTRAL LOGO HOODIE SU MO TU WE TH FR SR SU MO TU WE TH FR S& 116.00
CENTRAL LOGO HOODIE T : L L s 116.00
2 3 4 5 6 7 8 g8 910 11 12 13 14
1 —— [CENTRAL LOGO HOODIE 15 16 1732 19 20 22 116.00
13| 14| 15 18| 17| 18| 18 20 21 2z 22 73 24 25 26 27 Z
FOAM F OW 23 24 25 26 27 28 29 295 30 31 60.00
— 30 31
2o a2 L 2 ® July 2010 September 2010
SU MO TU WE TH FR SR SU MO TU WE TH FR S& =z
Eil To ‘EhiDTDleE | 27 2§ 290 30 4 5 § 7 ; ; 12 5 § 7 ; ; 12 1:
11 12 13 14 15 16 17 12 13 14 15 16 17 18
AszareiS il 18 13 20 21 22 23 24 5 20 21 22 23 24 25 SelectBil Ta | EdtBillTo | Custormer
Sale Tent 25 26 27 28 29 30 31 26 27 28 29 30 [F3] [F4] History [F5]
Home: Wwork:
Woid
Ui £ Balance . Transaction
Flegister [F7] | Discount [F8] IF3]
2 LY 43 1i)} X Cancel
LineT otals: 915.00 |SubTotal:
Taxable: 0.00 |- Coupon: LIRS
Exempt: 0.00 | - Deposit 0.00 91 5 00 ﬁ
Item Count: 65.00 Total: 915.00 ] Save [F10]

Profession Edition bulti-User POS w433 E/1/2010 5:09 Phd

- o »1 & poSitive For Winda... | B Publisher Files P Orders and Layaway - <@ #EC saoem

A Calendar Screen will appear

1. Select a Date in the future, the order will be processed by (highlight in ).
Choose the date on or just after your Satellite sales event.

2. Click OK [F10] to record the date.

25
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Satellite Order Inventory

# POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help
Order: 743 By: FOS Date: 6/1/2010 Register: 1
scaw | lecbor: Suspend
‘ < |Stuck: 41 | Held:- 12 | Bvailable: 23 | > | oo I[Itﬁngi] [Paupsel
Description Quantity| Price |Dsc.% Total |‘
CENTRAL C BB HAT BLUE 12| 12.00] 0.00 144.00
FLEECE BEANIE NAVY 8| 12.00| 0.00 96.00
FLEECE MITTENS 12| 10.00| 0.00 120.00
KNIT MITTENS 6| 10.00| 0.00 60.00
CENTRAL LOGO HOODIE BLUE SMALL 3| 29.00] 0.00 87.00
CENTRAL LOGO HOODIE BLUE MED 4| 29.00| 0.00 116.00
CENTRAL LOGO HOODIE BLUE LARGE P{‘Z)‘S'\tiv:ger?n Q=00 116.00
CENTRAL LOGO HOODIE BLUE XLG 116.00
FOAM FINGERS YELLOW o N 60.00
'_\..7..’] pply Payment?
Yes Cancel -
Bil To |ship To | Note |
Account: 48 Code: 48 - .
Eilo;b-l:a!rﬁlad‘um @ SEE&ZA[‘}[S] Ssle%%\ll To Edlt[FBiI]I To HE;;?;T%]
Home: Work: @
Terms: 30 o
il uu:rﬁ:fﬁm] HBBQTSITQIC[IE:T] (OHEart ] Tra?ég]cm
LineT otals: 915.00 | SubT otal: 915.00
Item Count: 65.00 Total: 915.00 Save [F10]

Profession Edition Multi-User POS V433 B4 172010 5:12 PM
a2 #>1" % POSitive ForWindo.. BB Publisher Fries L e oo <2® #WE( sazem

A Positive Alert will Appear asking to Apply a Payment. For Satellite Venue Sales, no payment is
taken at the time of the order..

1. When Prompted Enter NO.
The Order is complete and will then go to the Orders Pending area..
2. Print 2 receipt copies (1 for event Manager & 1 for Teacher)



1. To view an Order or Layway that has been saved and is now pending, go to the In-

Satellite Orders Pending

# PQSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help

PQSitive

Jor Windoiws

POSitive

Sfor Windoiws

28 Manager Console
Ford Dealers

—

=l = s

HEOF43/2010

2:40 PM

2 Layaway
ecuring Invoice

*3 Intemet Orders
“4 Recuring Invoices

Logged In: POS [=[#]
July
@& | Q@ | 5
200
Secure Log Clock In/Out
ut[*/] [Shit F11] Today |

»
»
Fiegister [F2] tanagement [F3] Irventaory [F4] Purchase [F5] Rk [FE] E-Commerce [F7]
Create Mew... | Pending... et (g ]
1 Invoice 1 Lavaways mﬁ Custorners [F8]

Itern Check [*2]
Balance Register [*3]
Station Settings [*4]
AR Payments [*5]

S MTWTF 5
1 2 3

4 5 68 7 & 910
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

@ Irventory [F3]
@p Wendars ["F3)
ﬁ Open Reqister [F10]

=

Report Center ["R]

support NET

Pl:SITIVE

PO Sitive

for Windaws

Pog_:ill\'c

Sfor Windows

\ f: = > "By Orders and Layaway... ||

# POSitive For Windo...

ventory Center [F2] from the Manager’s Console.

2. Click on the Orders Item [*2 = Shift 2] (2nd line) in the Pending column (2nd col-

umn).

Profession Edition Mulki-User

FOS

V.4.33

743/2010

<@

240 PM

240 PM




Satellite Orders Pending

POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help

2O Sitive 2O S itive
\' O3 ioraliiidats |‘ O et
[E Manager Console == == ||
£ OrdersIn Process | = | e )
5 Mernu ‘ Eind Customer g Orders |
E B Frint | EEH P t | B8 Calend
3 g ¥ fna & bin aven =N [Total Orders:  869.80
[ Deposit: 0.00
>Ref [F2] | Mame [F3] | Ertsred[Fa] | Due [F5] | 1D [FE]| Total w/Tax | Deposit | Balance
|miEd 733 Student, Johnny 12/ 842009 12/15/2003 | POS 16.30 15.20 0.00
y s ing, ic 1 010 2/25/2010| POS 27.00 15.00 12.00
[ 74 um, Footba £ 010 £/25/2010 POS .00 515,00
y ‘ tfm Conyert Partial Delivery “B New | &% Edit | €, Woid |
SEU D escription G uantity B'Order Frice Diisc. % Total -
CCEl CEMTRAL C BB HAT ELUE 12 2 2.00 0.00
407010 FLEECE BEANIE NaNY a8 o 12.00 0.00 96.00
FLMIT FLEECE MITTENS 12 0 10.00 0.00 120.00
KMMIT EMIT MITTENS ] 0 10.00 0.00 60.00
2 CLHESM CEMTRAL LOGO HOODIE BLUE Sha 2 0 29.00 0.00 g7.00
CLHEME CENTRAL LOGO HOODIE BLUE MED 4 0 29.00 0.00 116.00
CLHELG CEMTRAL LOGO HOODIE BLUE LAR 4 0 29.00 0.00 116.00
CLHE=L CEMTRAL LOGO HOODIE BLUE XLG 4 1} 29.00 0.00 116.00
2300z FOAM FINGERS YELLOW 12 1] 5.00 0.00 OO0 T
< [stack: O1Held: 0| Awailable: 0 2]
« Tog/UnTag | % Untagal | v Tagan 449 nfoBar | I Show Cost Total fwo Tax: 515.0000

Detail [F7] [Customer Cortact Log [FS] | Header [F12]]

Create PO JL Close [F10]

POSitive POSitive

Sfor Windowws Sfor Windows

Fiafession Edition Mult-ser FOS V433 73 /2010
— g =
Orders and Layaway o POSitive For Windo... A (]

The Pending Orders/Layway screen will now show all pending Orders/Layaways

taken and saved.

1. Click on the Satellite Order from the Pending Venue Orders listed.
2. The Order Details will appear below the yellow area.

3. You can Edit, Print or Covert the Pending Order.

28



Satellite Orders Pending

File

Edit Register Inventory Management Marketing Accounting Utilities Window Help

POSitive

for Windoivs

PO Sitive

Sfor Windoiws

B Manager Console

8 Orders In Process

Order Details
Ordet Surmary

Orcler By Date

5 |Orders. Grouped By ltem

Menu Eind Customer . Orders

& & £s1) i |

i | ¥ Ene & Fint Payment (e [Total Orders:  GBG.E0

| Deposit 0.00
>Ref [F2] | Name [F3] sl Balahce

InEd & Printing Options

Imie

Prints all Orders, grouped
by Item within a Date
1ange.

L@V Frint [F7]

BL CloseF10)

CLHBSM CEN
CLHEME CEN
2 CTABLG CEN
CLHBXL CEN
30012 Foal
ﬂﬁlock 0] Held: TRV 1=
« Tag/UnTag | ¥, Untagal | v Tagal 24 o o

| [~ Show Cost Tokal [wéo Tax): 915.0000

Detail [F7] ‘Cuslomer Contact Lag [FEI]I Header [F1 Z]J

Create PO

Bl close(Fin)

PO Sitive

Jfor Windows

PQSitive

for Windows

To Print an Order or Layaway:

Pratession Edition Multi-User

1. Click on the Highlighted Order from the list.

2. Click the Print button ( F 7)

FOS



Pending Orders Printed

##% POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help

POSitive POSitive

Jor Windois Jor Windois

B Manager Console
T

n G Sininio  ocarus
& Preview ==
1 x| of 1
| -
Receipt: 743 6/ 1/2010
Register: 1 PC3 4:55PM

Ford Dealers

Henry Ford II High School
1191 clinton river road
Sterling Heights, MI 48313
Phone:567-555-1212

m

1 Qty Description Price Total
12 CENTRAL C BB 1z2.00 144.00
8 FLEECE BEANIE 12.00 86.00
12 FLEECE MITTEN 10.00 120.00
& ENIT MITTENS 10.00 60.00
3 CENTRAL LOGO 29.00 87.00
4 CENTRAL LOGO 23.00 116.00
A | 4 CENTRAL LOGO 238.00 116.00
4 CENTRAL LOGO 29.00 116.00
f
@Ak « > B oo
20 Sitive 20 Sitive
POS doraiilindas POS for Windoaws
Prrofession Edition Multi-User POS - |V.4.33 73200 | 254 PM

‘ . T — e
e > By Orders and Laysway... | & POSitive ForWindo.. | <2® WEA 250Pm

I's a good practice to have a copy of any Satellite Pending Order available for reference.

1. The Pending Order Report will have a list of all items with the retail price and
quantity available for sale.

You can Print a copy of the Pending Order

2. Click the Print button (P =Alt P)

30
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Converting an Order to Sales

POSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventory Management Marketing Accounting Utilities Window Help

2O Sitive 2O S itive
\' O3 ioraliiidats |‘ O et
[E Manager Console == == ||
£ OrdersIn Process | = | e )
Mernu Eind Customer Orders |
E 2 = ::: ]
[Fi1] ‘ ¥ s & bt Payment [EHIERE [Total Orders:  869.80
[ Deposit: 0.00
>Ref [F2] | Mame [F3] | Ertsred[Fa] | Due [F5] | 1D [FE]| Total w/Tax | Deposit | Balance
k4 9| Student. Johnny 12/ 842009 12/15/2003 | POS 16.30 15.20 0.00
s 742 | Reising, Vickie 1/22/2010 2/25/2010| POS 27.00 15.00 12.00
743 Stadium, Football E/1/2010 E/25/2010 .00 5.00

Juantity E'Order Frice Disc. % Tatal -

407010 FLEECE BEANIE NaWY

g 200

FLMIT FLEECE MITTENS 12 0 10.000  0.00 120,00
KNMIT KNIT MITTENS 3 0 10000 0.00 60.00

2 CLHESM CEMTRAL LOGO HOODIE BLUE SM 3 0 29.000 0.00 27.00
CLHEME CEMTRAL LOGO HOODIE BLUE MED 4 0 29000  0.00 118.00
CLHELG CEMTRAL LOGO HOODIE BLUE L&R 4 0 29000  0.00 116.00
CLHEL CENTRAL LOGO HOODIE BLUE XLG 4 0 25000 000 116.00
830012 FOAM FINGERS YELLOW 12 0 500l 000 £0.00
< [stack: 01 Held: 01 Available: 0 ﬂ
 Tea/lnTag | & UntagAl | v Taasi 22l | nioBar [~ Show Cost Total fudn Tax): 915.0000

Detail [F7] [Customer Cortact Log [FS] | Header [F12]]

Create PO JL Close [F10]

POSitive POSitive

Sfor Windoios Sfor Windoiws

Profession E dition Multi-dIser POS V433 7/31/2010 | 241 PM
—___, . =
> {8y Orders and Layaway... || & POSitive For Windo... <o ® W 241 PM

After an event has occurred and inventory & $$ has come back to the School-Store:

1. Go to Pending Orders or Layaways List....

2. The Customer Name remains highlighted.

3. Note, details of the Order/Layaway appear in the bottom section.

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



Converting an Order to Sales

# POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help

ST vcice: 12351 By: POS Cashier. POS Date 2010 Register: 1
SCAK || :‘t:;kw Suspend
| < |Stnck: 0 | Held:- 0 | Available: ) ‘ N ‘ [INS] [Pause]
Description Quantity| Price |Dsc.% Total |‘
CENTRAL C BB HAT BLUE 12| 12.00| 0.00 144.00
FLEECE BEANIE NAVY 8| 12.00/ 0.00 96.00
FLEECE MITIENS— 12| 10.00| 0.00 120.00
/K-N-H’MI TTENS 6| 10.00/ 0.00 60.00
1 CENTRAL LOGO HOQDIE BLUE SMALL 3| 29.00] 0.00 87.00
CENTRAL LOGO HOODIE BLUE MED 4| 29.00/ 0.00 116.00
CENTRAL LOGO HOODIE BLUE LARGE 4| 29.00/ 0.00 116.00
CENTRAL LOGO HOODIE BLUE XLG 4| 29.00/ 0.00 116.00
FOAM FINGERS YELLOW 12| 5.00| 0.00 60.00
BilTo |3hip To | Note |
Account: 48 Code: 48 -
;Da\ﬂéhTagnS:ladium <'> SEE;‘I"]:‘[OF'ZE] 5e|e[cl_5 :?].u Ta E:ht[ FEA‘II Ta HE‘:Izt;n’[\FEé]
Home: Wwork: @ //2
Terms: 30 Yk
- Qu;‘\jtltﬁFE] Heag?ifgz[lef?] ezl | e Fa] o
LineTotals: 915.00 |SubTotal: 915.00
T = &
Item Count: 65.00 Total: 915.00 T[t;r;dutlal

:} - o *" "B Ordersand Layaway... || . POSitive For Windo...

Frofession Edition Multi-User POS  |¥433 8/ 8/200 11940
<HIHE F 119AM

The Invoice Screen now appears with the sale items shown converted from the pending order.

1. The items listed will show all original quantities from the pending order.

2. The Amount due will be for the entire order.



Converting an Order to Sales

# POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing ccounting  Utilities  Window  Help

el | o’ Susperd

‘ < |Sbnck: 4 | Held: 3 | Available: 1 ‘ >| [INS]
Description Quantity| Price |Dsc.% Total \ =
CENTRAL C BB HAT BLUE 5| 12.00] 0.00 60.00
FLEECE BEANIE NAVY 3| 12.00] 0.00 36.00
FLEECE MITTENS 7| 10.00| 0.00 70.00
KNIT MITTENS 3| 10.00] 0.00 30.00
CENTRAL LOGO HOODIE BLUE SMALL 3| 29.00] 0.00 87.00
CENTRAL LOGO HOODIE BLUE MED 4| 29.00| 0.00 116.00
CENTRAL LOGO HOODIE BLUE LARG= o b QOO B0 = 116.00
CENTRAL LOGO HOODIE BLUE XLG | 3 Adu=Queny . 116.00
FOAM FINGERS YELLOW CENTRAL LOGO HOODIE BLUE SMALL /69_6,6——

_ o« [FID]

1 —— : > e
Eg%%}z}ffdife: 4 <t> srowttcre |
Home: afork:

Teims: 30 : Veid
Gu:rﬁ::f;FB] HeBg?;?z:rD[EF] el [l Tmrflsig']:“m
Lin_lt_aTDlzlls: BEIE.I':JII[]l SEbTulal: Bga.gg E
axable: 00 |- Coupon: i
s e 691.00 =

> "{By Orders and Layaway...

=~ .

%)
v

# POSitive For Windo...

Profession Edition Multi-User

POS

v.4.33

8/ 8/200 1:22 &M

™

EF 1:22AM

The Invoice needs to be adjusted to show the guantity of items actually sold during the satellite

sales event..

1. For each line, adjust the quantity [F6] to reflect the recorded sale amount.

2. Click OK [f10] to complete the quantity adjustment.

The remaining unsold items will be automatically returned to stock—no adjustment will be needed.
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Converting an Order to Sales

# POSitive For Windows - Ford Dealers - Station: 1
File Edit Register Inventery Management Marketing Accounting Utilities Window Help

LT (vcice: 12351 By: POS Cashier: PDS Date: 6/ 1/2010 Register. 1
ScAN | Lozt Suspend
| < |Stuck: 41 | Held:- 5 | Rvailable- 36 | > | o) {It;rg] [Pa'iel
Description Quantity| Price |Dsc.% Total 2
CENTRAL C BB HAT BLUE 5 12.00f 0.00 60.00
FLEECE BEANIE NAVY 3] 12.00] 0.00 36.00
FLEECE MITTENS 7/ 10.00| 0.00 70.00
KNIT MITTENS 3| 10.00] 0.00 30.00
CENTRAL LOGO HOODIE BLUE SMALL 1]/ 29.00/ 0.00 29.00
CENTRAL LOGO HOODIE BLUE MED 2| 29.00] 0.00 58.00
CENTRAL LOGO HOODIE BLUE LARGE 2| 29.00f 0.00 58.00
CENTRAL LOGO HOODIE BLUE XLG 1] 29.00] 0.00 29.00
FOAM FINGERS YELLOW 5 5.00/ 0.00 25.00
Bl To |ship To | Mot |
e : D | s el e S
Home: “work:
U 20 @ Adjust Balance Tra:;i‘gtinn
1 —— - Quantity [F5] | Fegister [F7] | Discount (F8] Fa] / 2
LineTotals: 395.00 |(SubTotal: 395.00 A’
Item Count: 29.00 Total: 395.00 Tender
[F10]
Profession Edition Multi-U ser POS W.4.33 8/ 8/2010 1:29 88

===t "
» "By Orders and Layaway... || i POSitive For Windo...

ey |

<HITH® S 129am

The Invoice Screen will now reflect only the sale items from the Satellite Sale..

1. The Amount due should match the $ payments received when sold at the Satellite
2. Click the Tender [F10] to process the FINAL sale of the event.



Converting an Order to Sales

# POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting Utilities Window Help

Invoice; 12354 By POS Cashier FOS Dt 0 Register, 1
SCAN | P .
‘ < |S::ck: 0 | Held: 0 | Available: o | > | [INS] [FPause]
Description [Quantitv] Price [Nser 24l Total =
I Tend
CENTRAL C BB HAT BLUE & [nvoice Tender 60.00
) Adijust P
FLEECE BEANIE NAVY C% [cFuZ.]rancy @ [Gg&]ten & e L _,;@ & ', oK [F10] 36 00
FLEECE MITTENS IFE] 70.00
KNIT MITTENS Amoum Balance Due: 30.00
CENTRAL LOGO HOODIE BLUFE Sy oy [ PR 286 00 29.00
1 CENTRAL LOGO HOODIE BLUE ME] g:';';kAcmum 5g'gg - 58.00
y B
CENTRAL LOGO HOODIE BLUE LAH |viea 2200 | W= 58.00
Master Card 29.00 ¥
CENTRAL LOGO I—p@ﬁﬂ:‘BLUE XLd Deﬂziféﬂﬁ; olon Depasit [ 0.00 29.00
FOAM FINGERS YELLOW p | ntsrnai Transter oo | (N 25.00
Ciedits: [T 000
/ - Gift Cert: o.00
/
2 Total Due- 395.00 s
BilTo |ship To | Hote | Paid 109.00
Eccount. 48 Code: 48 = ’ .
Footoal Stadim Show More | Select Bil Te | Edit Bil Te Customer
e Tert % P Balnce 0n = i G Piriar Selected Options [F2] iz [F4] History [F5]
Home: ‘work: et ] IFel Ao
T 20 & Change Press ESCAPE To Cancel Vaid
ms: Credit Limit: 0.00 Printers [F3] Adjust Ealance . Trangaction
i Quantity [FB] | Register [F7] | Diseount [FE] [Fa]
LineT otals: 39500 [SubTotal 39500
T axable: 0.00 |- Coupon: 0.00 E
Exempt: 0.00 | - Deposit 0.00
Item Count: 29.00 Total: 395.00 Tender
[F10]
Frofession E diion MuliUser FOS  [V.4.33 8/ 8/20010 (1257 FM

> & positive ForWindo... | I Publher Files /P& Orders and Layaway.. | <@ 2WHE A 1257 PM

When the Tender Screen appears, apply the appropriate tender types and amounts collected

1. Click on each Tender Type (blue). Enter the $ amount.
2. Arrow down or up to the next tender type and enter each tender amount.
3. Click OK [f10] when the balance due is $0 to accept the tender.
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Converting an Order to Sales

# POSitive For Windows - Ford Dealers - Station: 1

File Edit Register Inventory Management Marketing Accounting  Utilities Window Help

| [ESC]Menu [ 351 By POS Cashier POS Date
SCAN. | ooy Suspend
| < |St|::k: 4l | Held: S | Avsilable: 36 | > | # htﬁrg] [hetee
Description Quantity| Price |Dsc.% Total |*
CENTRAL C BB HAT BLUE 5| 12.00/ 0.00 60.00
FLEECE BEANIE NAVY 3| 12.00/ 0.00 36.00
FLEECE MITTENS 7| 10.00| 0.00 70.00
KNIT MITTENS 3| 10.00[ 0.00 30.00
CENTRAL LOGO HOODIE BLUE SMALL iesndi alieis 29.00
CENTRAL LOGO HOODIE BLUE MED ) 58.00 U1 —2
CENTRAL LOGO HOODIE BLUE LARGE RS (U :
1 \CENTRAL LOGO HOODIE BLUE XLG = 29.00
FOAMHNGERS YELLOW ‘\/;},f; 25.00
. b
\ré e
Bl To |§h|p Ta ‘Eute |
e i @ Shaw Mare | Select Bill To || Edit Bill To Customer
Sale Tent Options [F2] IFa] [F4] History [F5]
Home: Wwork: @
Tems: 30 et
- Qu:ndIEt_:JSEFG] F\eBg?l?;C[?n Discount [F8] T’a"[é‘a?‘””
Lin_lgTolglls: 333.33 SEhTolaI: 333.33 E
axable’ .00 |- Coupon: )
i AR TR Wl 395.00 [g=

Profession Edition Multi-User 8¢ 8/2010

@ 137 AM

1:37 AM

i POSitive For Windo... f

=N > "B Orders and Layaway o |

When the cash drawer opens and the change due appears.

1. Print a receipt [F7] for your records to record the Satellite Sale..
2. Click OK [F10] to proceed to the next sale.



Satellite Orders

The Satellite Sale has now been completed. You have successfully tracked all sales
from the Satellite Venue and have adjusted all quantities to reflect the sales of those in-
dividual items. All remaining items are put back in stock and remain available for sale
with the proper quantities.

Your method of conducting the sales at your venue is up to you. Some schools will just
use a cash box and paper hand written receipts. Some will use a laptop computer with
a copy of the real program available to track sales on a different station number. Some
will also use a hand held bar-code scanner with a USB port connection with the laptop.
ltems can then be sold by scanning the bar code tag attached just as in your regular
store location, creating greater accuracy.

If a school network is available, some schools can even go online as an additional sta-
tion and just link into your store’s network and avoid the use of the order function all to-
gether, and just conduct regular sales at that station. Any way you configure the sys-

tem, Satellite Sales can be a great option to open up a new market and increase sales.

POS SysTEMS GROUP
B7F7-271-3730
www.schoolpos.com

infoEdschoolpos com
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