@ Epicor University

ustomers | Partners | Employees

Maintaining Sales Transactions Transcript

Customers sometimes change their minds about their purchase when they reach

the register.

They may want to add or remove items, void an item or an entire transaction, or
buy an item that the system shows with multiple selling units.

In this course, we show how to change price or quantity, void a line or
transaction, insert a line, and sell items with multiple selling units.

Topics
e Change Price Point or Quantity
e Void A Line or Transaction
e |nsertaline

e 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 to change and press OK.

The item appears at the bottom of the screen.

Change the quantity or edit the price if you have authorization.
Press Enter to save the changes.

The posting line updates with the changes.
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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.

The item description changes to Item Voided and the system removes the product
from the transaction.

If you need to void the entire transaction, select Void Transaction from the ribbon
menu and choose the reason for the void.

The system clears the transaction, 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 choose the line after which you want the note to appear.
Select Comment from the Ribbon menu.

Type your comment and press OK.

Now, the comment appears after the line selected instead of at the end of the list.

Multiple Selling Units

Products bought and sold by different units, may be set up with Multiple Selling
Units.

For example, wire bought by the roll may be sold by the roll or foot.
Enter the item as you normally would at Point of Sale.

The system prompts to select a Sell by.
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In this case, we select the foot length.
Enter the quantity in feet and select OK or press Enter.

The system adds the proper unit and quantity of wire to the sales order.

As you can see, there are multiple and easy ways to manipulate transactions at
point-of-sale.

In this course, we showed how to change price or quantity, void a line or
transaction, insert a line, and sell items with multiple selling units.
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