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RETAIL - DEPOSITS AND LAY AWAYS

Introduction

The purpose of this Document is to explain the features, functions and steps
relating to lay aways and Deposits on Retail Orders.

Order versus Sale

Deposits and Pre Payments can only be processed on Orders, not on Sales.
Therefore, once the Deal Items have been listed, you will choose ORDER
FUNCTIONS rather than SALE FUNCTIONS. Furthermore, Deposits are processed
only while the Order is in Pre Approval. Once the Order is approved, full tendering
must be completed.

CUSTOMER:
Account
CRh Sale Functions e
Cluk —_—
Expiry > Crder Functions
Account Balance Render Guotstion
—raclit | imit

Currencies

Deposits and Pre Payments are processed in Retail only on Local Currency Deals.
For Forex Deals in Retail, the Customer Account is always charged, rather than
collecting Cash (or other Tender), and therefore if Deposits need to be processed
on Forex Deals, then it is performed by the normal functions of Receipt Journals,
and the standard Credit Control procedures are followed for managing Account
Credit Limits.

How to Process a 1% Deposit

Once the Order Items have been listed on the Deal screen, please choose “Order
Functions”. Since it is a new Deal and not yet an Order, your purpose would be in
the 1% instance to commit a Pre Approval Order, and therefore please choose
“Save and Stay”.
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[ New Order [‘5_<

Thiz Deal iz a Mevy Order. ¥ou can choose to process t now as Pre-Approved (until the Tender Sequence can be
completed), or you can choose ta APPROYE now, in wwhich case the full Tender sequence must be satisfied. Far

example, if Payment iz not "On Account", then you must ensure that Credit Card or Cther Paymerts are fully
approved before choosing this step.

Uze Payment Motes to record Credit Card or other Detail before saving as Pre-Approved, and please verify the CRM

Contact Detail.

Save az Pre-Approved Save and Stay

Pmit Motes then Pre-Approved

Approve Nawy Back

The system will save the new Deal as a Pre Approval Order and allocate it an
Order Number.

Rate Book CUrrency

Tranzaction Period | Tranz Date

Operator Hanag Sys Ref #
Cazh Account
_> Deal Status
i Tax Status

Total =i Incl Walue

Once the Deal on Screen is a Pre Approval Order, you may choose “Order
Functions” again, and this time the “Pre Payments” option will be present.

[é Pre-Approval Order

Thiz Deal iz an Order in Pre-Approval. You can choose to simply SAVE it nowe, for recall later, or you can choose to
APPRONE nowy, in wwhich case the full Tender seqguence must be satizfied. For example, if Payment is not "On
Accourt”, then you must ensure that Credit Card or Other Payments are fully approved before choosing this step.

Hint: Choosze "Pre-Payments" to process Deposits and Layavway Paymerts.

Save Pre-Payments Approve

Back

At this point, you will choose “Pre Payments”, to be offered the Pre Payment
options.
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[i pre Payment Options

Pleaze choose an option -

Mesy Payment Payment Detail Reversals

Re-Frint Receipt it

From here, please choose “"New Payment”.

Order MNumber
Feceipt Mumber
Received From

Amounit m

Date

Cperator
Cazh Account

Deposit Account

Process Receiat

You need only specify the Amount the Customer is paying now, and which will be
received into your Cash Account. Then please choose “Process Receipt” to process
and print the Receipt.

Technical Note: The Receipt print program may be customized, and can be moved
from file ‘cbp’ to ‘client.bp’ and changed according to requirements. Please see
program “print.layaway.receipt”.

Additional Payments or deposits -
After this, you may SAVE the Deal and continue with other Deals. If any further
or future Deposits need to be processed, simply use the “Retrieve” function on

the main Deal screen to re-call the Pre Approval Order for this Customer, choose
Order Functions, choose Pre Payments, and choose New Payment. Please note
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that the Order should not be advanced to the “Approved” stage until the
Customer is ready to settle the final outstanding amount.

Whenever this Pre Approval is on screen, the system will reflect the total of all
Pre Payments, and the net amount outstanding.

[ Specials
. [ett
Excl Total Tax Inzl Tatal
Deposits z Mett Due

Performing Reversals and Re-Printing Receipts

Reversals of Receipts should be kept to the minimum. Therefore, the system
alerts the Operator to accept the Cash BEFORE issuing the Receipt. However, in
case of mistakes or where a Cheque has been returned from the Bank as unpaid,
a Receipt may be reversed, as follows: -

[ pre Payment Options

Pleaze choose an option -

Mesy Payment Payment Detail Reversals

Re-Frint Receipt it

From the Pre Payment options, the ‘Payment Detail’ option leads to Receipt detail,
from where a Receipt may be re-printed or reversed. (Hint: The ‘Reversals’ and
‘Re-Print Receipt’ options eventually lead to the same place.)

Layaways And Pre-Payments [2] { {(ENG))

Retail Order Mumber |

»=> Operator Anont Receipt No Cash Account

18 tt Data Manager 25 /0542008 20.00 1375241362 10000076 n

Re-Print Receipt I
Reverse Receipk

| Drill Transackion
Mone of These
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When you dbl-click a Receipt, the system will offer appropriate options, e.g.
Transaction drill, Re-Print, Reversal ...

Hint: Once the Order is finally processed (or reversed), you can no longer gain
access to the Pre Payment detail screen from the Deal, but you may access this
detail for any Order Number from the Retail Enquiry options by choosing “Lay
Away Receipt Enquiry”.

Pre Payments on the Tender Screen
When an Order is approved, final tendering of payment must be completed. At

this time, the system will recognize the pre payments, and deduct it from the
amount due -

Inastructions |1 Amex 2 Diners 3 MasterCard
4 YViza S On Account & Cash
7 Gift Certificat & CE Voucher 9 T / Cheques
L4 Forex Notes E Debit Card C Chedque

Chooze Tender Type by Number or Code ...

£ >

Fazt Type
Tender Detail 57.50 Deal Total

' -20.00 Pre Payments

37.50 Femaining Tender

Pre Payments on Invoices and Proforma Invoices

The system will automatically recognize pre payments when printing Invoices and
Pro Forma Invoices.

Item Price ooy Value
One Day Acuvue 5.00 10 S0.00
Total before Tax s50.00
Tax on this Invoice 7.50
Inclu=zive Total ] 57.50

—’ Pre Payments —-20.00

Cash -37.50

Technical Note: Invoice prints are commonly customized for local stationery and
requirements. The Invoice print program may be moved from file ‘cbp’ to
‘client.bp’ and changed as required. Please see program “print.retail.invoice”.
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Controls: Deposit Account and Reversals

All Pre Payments and Deposits on Retail are credited to a Deposit Account. This
Account is specified on the Retail Control Parameters, and should also be
protected with a Ledger Protection rule to prevent general Journal capture from
posting to the Account.

4) CONTROLS
CRY Control Account
S Control Account

. Layawvay Deposit Account

100-00054 CEYW CONTROL
100-00055 GC CONTREOL
101-01010b LATAWAY DEPOSITA

The Deposit Account should always balance to the total of all Pre Payments listed
on the Pre Approval Orders listing, which is accessed from the Local Reports

options.
SINGLE SELECT: Local Reports

Select Report

Orders in Pre-Approval

Open Customer Orders

Open Orders with Open Items
Open Delivery Hotes

Open Order Items

Open Hanufacture Items
Retail Pre Payment Reversals
Hone of These

‘—

[T I = R Yy I L S B

il

Sales

0.4 | Cancel |

Local

In the same picture shown above, we can also discern the option for the
Reversals Report, which lists all Receipt Reversals for the selected Date Range.

Operators can only perform Receipt Reversals if it is specifically granted on their
Retail Profiles, and this option should be restricted to Supervisors, because a
Receipt reversal reduces either the Operator’s Cash Account, or the Bank (in the
case of a returned Cheque).

Privileges

v Fetail With Tax 7
[v Process Invoice Returns?

[ Process Mon-Invoice Returns?
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When a Receipt is reversed, it is recommended that the Cash Up Controller insist
on the cancelled original receipt, which should be retained for Audit purposes.
(Hint: Only 1 original Receipt is produced. Re-prints will include the word “copy”.)

When a Deal is reversed in it’s entirety, and it includes Pre Payments, then all Pre
Payments are reversed against the Cash Account of the Operator that performs
the Reversal, i.e. no monies remain in the Deposit Account. By drilling into a
Receipt reversal or a Deal reversal, the accounting transactions may be clearly
discerned.

© Infolab, 2005.
This Documentation is copyrighted by Infolab (Pty) Ltd. [ www.infolab.cc ] All rights are reserved.

Licensed INFOLAB Users are granted permission, for internal use ONLY, to reproduce the
Documentation, and to include amendments dealing with specific instructions local to your installation.
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