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Maintaining Sales Transactions Transcript 

Andrew: Oh no, not again.   

Robert: What’s wrong Andrew? 

Andrew: I keep messing things up when someone comes to check out. First the 

quantity was wrong, then the customer didn’t want the item. Now the customer 

wants me to suspend the order while they’re leaving the store. I don’t know how 

to do any of that.  

Robert: Don’t worry. I can show you how to do all of that. Just let me know what 

part you want to start with.  

 

Topics- 

 Change Price Point or Quantity 

 Void A Line or Transaction 

 Insert a Line 

 Multiple Selling Units 

 

Change a Price Point or Quantity 

There are times you may need to change the quantity or price of an item in Point 
of Sale. Select Change from the Ribbon menu. Enter the line number that needs 
to be changed and press OK. The item will appear in the bottom of the screen.  

Now you can change the quantity or edit the price box if you have the appropriate 
authorization. Press Enter to save the changes. The posting line will then update 
with the changes. 

 
Void a Line or Transaction 
At times, a customer may decide they no longer want an item or want to 
complete a transaction. To void a single line, select Void from the ribbon menu.  
Enter the line to Void and press OK.  
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The item description will change to “Item Voided” and the product is removed 
from the purchase. If you need to void the entire transaction, select Void 
Transaction from the ribbon menu. Select the reason for the void.  
The transaction will then be cleared and you can start a new one. 
 
Insert a Line 

There are times you may need to insert a line after an item to explain a change in 

its price. When this happens, select the Menu button from the Ribbon menu.  

Under Maintain, select Insert a Line.  

Then indicate which line the note will appear after. Select Comment from the 

Ribbon menu. Type your comment and press OK. Now, the comment appears 

after the line indicated instead of at the end of the list of transactions. 

 
Multiple Selling Units 

Products that are bought and sold by different units, may be set up with Multiple 

Selling Units. Items like wire, are often bought by the roll, but sold by the foot.  

Enter the item as you normally would at Point of Sale. A box will appear 

prompting you to select the appropriate selling Sell by. In this case we’ll select the 

foot length. Enter the quantity, in feet and press OK or enter. The proper unit and 

quantity of copper wire has now been added to the sales order.
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