Quick Ticket Transactions
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Overview

Get to the Add a Quick Ticket screen by selecting the Cash Register shortcut icon. Enter the Cashier PIN if required
by the Location. This brings up the Select Customers screen defaulted to the cash customer selected at the Quick
Ticket Preferences screen, but any customer in the list may be selected. After choosing the Customer, thelnventory
Selection window immediately appears based on the preference set under Options.

After choosing the products and entering quantities for each, make any changes to pricing, dates, and terms. To give
adiscount percentage to all products on the Quick Ticket, enter the percentage in the field above Set Discount %
and then select Set Discount %. Once all information has been entered choose Tender to calculate the Amount Due.
Select Take Payment then choose the transaction sale type: Cash, Check, Company Credit, Credit Card, JDF
Multi-Use, AMEX, Master Card, Visa, or Discover.

The Amount Tendered then defaults with the same amount as the Amount Due. If the amount being paid is different
than the defaulted Amount Tendered, type the actual dollar amount received to calculate the Change Due. If more
than one Payment Method is needed, select the Allow Multiple Payment Types option and choose the Pay Methods in
the grid. Enter the corresponding Pay Amount for each payment type in the Pay Method grid. If the location is set to
apply a surcharge to the selected payment type, this information defaults but may be removed if necessary.

o= Add Transaction #120007 - Cashier ID: ABC = = =
=Customer ID= |Cashs | 2 | Regular PrePay UAC Credit Limit Inveice Date |08/07/2023
Mame | Cash Sale 0.00 0.00 0.00 500 Due Date |09/15/2023
<Comments= | Terms | N1§ v
<Salesperson ID= | BeanSt £
<Product Name= Quantity Inv U <Unitg= PkgU Totald Tax Status  Price Level Tax Rate Tax Amount =State Tax C
1 p Allium, Azure 10.0000| Each 5.85 Each 58.50 Taxable |+ | List 7.5000 448 IL
£ >
HatCode | Change Price Change Qty Subtotal 59.50
Search (F5) Fi1 F17
ProdD || | (F11) i Set Discount % Discount 0.00
|:| Allow Multiple Payment Types o Tt 4 46
~
Pay Method Ref# Pay Amount| Surcharge| Surcharge Amount | Total Ar . Amount Due 63.96
1 » Cash - 7000 [ 0.00
2 v O 0.00 " Amount Tendered(F2) 70.00
< — ) » Clear Locks Change Due 6.04
Company Credit  Charge Amount <Auth. Agt.= Cust PO # |
[] show Lot Mumber [] Payment Only
Lock Down
D £2ETE Select Take Payment
D Print Tran=saction S Suspend Ticket (F4) Cancel (ESC) Tender (F2) Sawve (F1)

|:| Print Load Copy

Add a Quick Ticket Process



1. Choose the Add a Quick Ticket icon and select the appropriate customer.
Note: The customer selected as the Cash Customer from the Quick Ticket Preference window defaults as
highlighted.

2. Select the products, enter the Quantity, and choose Done.
Note: To take a payment only, select the Payment Only option with no products selected. The dollars are sent
to Unapplied Cash.

3. Edit any information if necessary.
Note: Selecting Change Price or Change Qty helps edit when scanners or ProdID Product Selection methods
are used. Tender updates calculations.

4. Choose Take Payment and select the proper sale type on the Select Sale Type window. The Allow Multiple
Payment Types option is then enabled on the Add Transaction window.

5. Edit the Pay Method and Pay Amount if necessary and choose Save.
Note: Selecting Suspend Ticket suspends the transaction to be completed later. Select Suspended allows a

suspended ticket to be recalled for completion.

Suspended Quick Tickets

A situation might occur during a Quick Ticket where all the information is not yet available to complete the
transaction. Quick Ticket transactions may be suspended during the transaction by using Suspend Ticket. This
basically puts the ticket on hold and allows other tickets to be done. When the information is available to complete
asuspended ticket, retrieve the ticket by choosing Select Suspended. Once the suspended ticket is retrieved, it can
then be completed.

A Suspended Ticket report may be generated to show information on Suspended Tickets. It can then be decided if
the tickets should be completed or if they are no longer needed and should therefore be voided.

Posting

If Online Posting is not turned on, then each Quick Ticket transaction is held for batch posting, usually at the end of
each day or shift. To post transactions, go to the Manage Quick Tickets screen at A/R / Manage Quick Tickets.
Manually check the first column for each ticket to be posted, and then choose Post. The suggested way to post a
day’s activity would be to filter for Not Posted transactions, select Tag All to select all entries, and then choose Post.
All Cash transactions will be combined into one Invoice per default cash customer. All other transactions post as
separate Invoices.



ol Manage Quick Tickets

Transaction #
1 » ] 120004
2 ] 120008
] 120008
Filter

Tag Al .

Location

UnTag All User

Status

Type

Cashier ID

Suspended Tickets Report

Preview

Customer
Lyle Bodrick
Cash Sale
Cash Sale

User| Date

0T/28/2023
OT/28/2023
0T/28/2023

Location
COMAIN | 1re
COMAIN | 1re
C0OMAIN | 1re

All
All
Both
All
All

Voiding a Quick Ticket

Quick Tickets may be voided from A/R / Manage Quick Tickets as long as they have not been posted. Select the
Quick Ticket and then choose Void. If a Quick Ticket has been posted, then the Invoice created by the posting

should be voided.

Type
Cash
Cash
Cash

[=] @ ==

Amount| Posted| Inv Location| Inv Diate | Inv Mumber | Cashier D

30,00 Yes DOMAIMN
300.00| Yes COMAIM
271.00| Yes COMAIM

Date Range
- |Use Date Range

w Start | p7/01/2023
o B ozn7izozz

~ | | Select Cust

Print only Toetals page
when printing prove
out report

w Cust. Cls.

OTi28/... | 1200884 ABC
O7i28/... | 1200888 ABC
0728/ 1200888 ABC
Reprint View WVoid
Reprint LC
VoidiStart With
Options Include Products |:|
Prove Out Post Cancel

|:| Sales per hour

Print Product Recap  [T] Print Customer Name
[] wehen printing
Prove Out report

[] Print Department Totals



