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POS & Sales
Checkout, sales orders, delivery and returns

Make a sale at the POS
Use POS Checkout to add products to a cart, pick a customer, take payment and finish the sale.
Plan: Starter and above

What this does
POS Checkout is the quick sale screen for the counter. You add products, take payment and finish in one
screen. Each sale reduces your stock and is recorded in your sales and accounts.

Before you start
You need at least one product with stock in a warehouse.

For a named customer, create the customer first. Otherwise sell to Walk-in Customer.

Steps
1. In the left menu, click POS Checkout.

The checkout screen. Numbers match the steps below.

2. Check the warehouse at the top of the page. Your default warehouse is chosen for you.
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3. Click the search box (1). Type at least two letters of a product name or SKU, or scan the barcode. Press
Enter or click the product to add it to the cart.

4. Change the quantity with the − and + buttons or by typing a number. You can change the unit price
and add a discount to a line.

5. To sell to a named customer, click Change next to the customer (2), search by name, phone or email,
and pick the customer. Click Use Walk-in to go back to a walk-in sale.

6. Choose how the customer pays (3): Cash, Card, Online, Cheque or Other. Check the Account that will
receive the money, for example Cash in Hand.

7. Leave Amount received as the total, type a smaller amount for a part payment, or, for a Cash sale,
type the cash the customer handed over. If it is more than the total, the screen shows Change due (2).
See Credit and part payments.

Amount received (1), Change due (2) and Checkout (3).
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Quantity (1), price (2), discount (3), customer (4), payment method (5), amount received (6) and Checkout (7).

8. Click Checkout (7).

What happens next
The Sale Complete screen shows the sale number, the customer, the total and the amount paid. An
invoice is created for the sale.
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Print a receipt or start the next sale.

The print window of your browser opens by itself with the receipt. Click Print Receipt to print it again.
See POS settings and receipts.

Click New Sale to start the next sale.

Your stock goes down by the quantities sold.

Important notes
If a cash customer hands over more than the total, enter what they gave you. NEXTOREx records only
the sale amount as the payment and shows the Change due for you to hand back. The extra cash is
not recorded as a payment.

POS Checkout does not add sales tax to the cart. If a sale needs sales tax, create it as a sales order.

You cannot finish a sale with a payment of zero. To sell on credit with nothing paid, use a sales order.

Related guides
POS settings and receipts

Sales returns

Credit and part payments

Customers

Sales orders
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Credit and part payments
Sell to a customer who pays only part now, and see how much they still owe.
Plan: Starter and above

What this does
Sometimes a customer pays only part of the bill. NEXTOREx records the part payment and keeps the rest
as an amount the customer owes you.

Before you start
Create the customer. Part payments are recorded against a named customer.

Steps
1. Open POS Checkout and add the products. See Make a sale at the POS.

2. Click Change and choose the customer (1).

3. Type the amount the customer is paying now in Amount received (2). A red message (3) shows how
much is Short by.

City Mart pays 2,000 of 4,500.

4. Click Checkout (4).

What happens next
The sale is marked partial. The screen shows how much was Paid and how much is Outstanding.
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The customer still owes 2,500.

The outstanding amount is added to the customer's balance. You can see it in the Customer Ledger.
When the customer pays more later, record it with a receipt voucher.

Important notes
POS Checkout needs a payment of at least 0.01. For a sale where nothing is paid now, create a sales
order instead.

For a cash sale you may enter more than the total. NEXTOREx records only the total as the payment
and shows the Change due.

Related guides
Receive a customer payment

Customer and supplier ledgers
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Customers
Add customers, see what each one owes, and open their ledger.
Plan: Starter and above

What this does
A customer record keeps a person or business's contact details and what they owe you. You pick a
customer when you sell, so each sale is recorded against them.

Steps
1. Open Customer, then All Customers.

2. Click Add Customer. The Create Customer window opens.

Name, phone and opening balance.

3. Enter the Customer name (1). This is the only required detail.

4. Add the Phone (2) and Email. You will use them to search for the customer at the POS.

5. If the customer already owes you money from before you started using NEXTOREx, enter it as the
Opening balance (3).

6. Add the Tax number and Registered address if you need them on documents.

7. Click Save (4).

What happens next
The customer appears in the list with their outstanding balance.
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Walk-in Customer is always there for cash sales.

Double-click a customer to open their profile. The Overview tab shows contact details and balance.
The Transactions tab lists their transactions.

Click Customer Ledger at the top of the list for balances and statements of all customers.

Important notes
Walk-in Customer is a built-in customer for sales where you do not need to record who bought.

Related guides
Customer and supplier ledgers

Make a sale at the POS
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Sales orders
Create an order for a customer, confirm it, deliver the goods and collect payment later.
Plan: Starter and above

What this does
A sales order is an order from a customer that you deliver and get paid for later. Use it when the customer
does not pay at the counter, when you deliver goods after taking the order, or when the sale needs sales
tax.

Before you start
Create the customer and the products.

Steps
1. Open Customer, then Sales Order.

2. Click Create Sales Order. The New Sales Order window opens.

3. Under Customer, search for and choose the customer.

4. Choose the Sales warehouse, the warehouse the goods will come from. The order date is today unless
you change it.

5. Under Order Items, search for a product by name, SKU or barcode and pick it. Set the Qty. The Unit
price is filled in from the product. If the product has a tax rate, it is filled into Tax.

6. Click Add product for more lines. Check the Order Summary on the right: subtotal, discounts, tax and
grand total.

7. Add notes if you need them. Customer-facing notes are for delivery instructions. Internal notes are
for your team.

8. Click Create Sales Order.

The order is saved as a Draft. Open it from the list by double-clicking it.
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Edit (1), Fulfill Goods (2), Cancel Order (3) and the Payments tab (4).

1. Click Confirm. The order status becomes Confirmed.

2. When you hand over the goods, click Fulfill Goods. See Deliver an order.

What happens next
After delivery the order shows Delivered and an invoice is created automatically. The amount the
customer owes is added to their balance. To record the customer's payment, see Receive a customer
payment.
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All sales orders with their status and payment status.

Important notes
Confirm the order before you deliver it.

On the order page, the Collect Payment button is not available yet. Record payments with a receipt
voucher instead.

After goods are delivered, the order page offers Return Goods if the customer sends something back.

Related guides
Deliver an order

Receive a customer payment

Credit and part payments
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Deliver an order
Record that goods have gone to the customer so stock goes down and the invoice is created.
Plan: Starter and above

What this does
Fulfilling a sales order records that the goods have left your warehouse. NEXTOREx reduces your stock and
creates the invoice.

Before you start
The sales order must be Confirmed. See Sales orders.

Steps
1. Open Customer, then Sales Order, and double-click the order.

2. Click Fulfill Goods. The Fulfill Goods window opens.

Delivered date (1), quantity to fulfil (2) and Confirm Fulfillment (3).

3. Check the Delivered date (1).

4. For each product, the table shows Ordered, Delivered so far, Remaining and In stock. Check the
Fulfill now quantity (2).

5. Add a note if you need one.
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6. Click Confirm Fulfillment (3).

What happens next
The order status becomes Delivered.

Your stock goes down.

An invoice is created and linked from the order, for example Invoice: INV-2026-0004.

The Deliveries tab keeps a history of each delivery.

The order now says how much is still to collect. To record payment, see Receive a customer payment.

Related guides
Sales orders

Stock movements
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Sales returns
Take goods back from a customer, put them back into stock and credit the customer's balance.
Plan: Starter and above

What this does
A sales return takes goods back from a customer. The returned quantity goes back into the warehouse
you choose, and the value of the goods is credited to the customer's balance.

Before you start
The sale must exist as a sales order. POS Checkout sales appear in Sales Orders too, so you can return
them the same way.

The Return Goods window shows how much of each product can still be returned.

Steps
1. Open Customer, then Sales Orders, and open the order (for example SO-000006).

2. Click Return Goods (1).

Return Goods (1).

3. In the Return Goods window, check the Return warehouse (1). Stock goes back into this warehouse.

4. Type the Reason for return (2), for example Customer changed mind.
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5. Enter the Return Qty (3) for each product the customer is returning. You cannot return more than the
Returnable quantity.

6. Click Confirm Return (4).

Return warehouse (1), reason (2), return quantity (3) and Confirm Return (4).

What happens next
A return such as SR-000001 is created with the status completed. Open Sales Returns to see all
returns.

Each return, the order it belongs to, the amount and the status.
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The returned quantity is added back to Stock Levels in the return warehouse.

The customer's balance is credited for the returned value. You can see it in the Customer Ledger.

Open the return to see the returned items, the reason and the activity.

The returned items, the reason and the refund summary.

Important notes
You cannot undo a return from the return window. Check the quantity before you confirm.

The credit stays on the customer's balance. NEXTOREx does not pay cash back from the return screen.

Related guides
Sales orders

Customers

Stock levels
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POS settings and receipts
Set the default customer, account and payment type for POS Checkout, and print receipts for your
customers.
Plan: Starter and above

What this does
POS Settings sets the starting choices of the checkout screen so your cashier does not repeat them on
every sale. Receipts are printed from your browser in a narrow format made for a receipt printer.

Change the POS defaults
1. Open POS Checkout.

2. Click Settings at the top right.

Walk-in customer (1), walk-in sales account (2), default payment type (3) and Save defaults (4).

3. Choose the Walk-in Customer (1) used when no customer is picked.

4. Choose the Walk-in sales account (2) that receives the money.

5. Choose the Default payment type (3), and the payment types that are available at checkout: Cash,
Card, Online transfer, Cheque and Other.

6. Click Save defaults (4).
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The defaults apply to the current company. Your cashier can still change the customer, payment type and
account on any sale.

Print a receipt
When a sale is complete, your browser opens its print window with the receipt. Choose your printer and
click Print. Click Print Receipt on the Sale Complete screen to print it again.

The receipt is laid out for an 80 mm receipt printer.

The receipt shows your company name, the receipt number, the date, the cashier, the customer, each item
with its quantity and price, the subtotal, any discount or tax, the total, the payment type and the amount
paid. For a part payment it also shows the Balance due.

Important notes
The receipt is printed by your browser. Use the printer's own settings in the print window for paper
size and copies.

If a customer hands over more cash than the total, the receipt shows the amount paid, which is the
sale total. The Change due is shown on the checkout screen, not on the receipt.

Related guides
Make a sale at the POS

Credit and part payments
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