CREATE POS SALES ORDER WITH DEPOSIT INTO SALES
On Home Page go to Point of Sale

Select New Sales Order
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Create your sales order

To record deposit select “I Want To”

Select Take Payment/Deposit
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Enter Deposit Amount
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Select type of payment 

Select Accept Payment

[image: image4.png]mple Rock Castle C

Fie Edt Vew Pontof Ssle Customers Inventory Purchasing Tools Employess Financial Stores Reports Window _Help

EES
soufe DepostBalarce | $0.00)  OicerDate | 212011 |
Staus = o Asocite >

Cashier v

15000 Enter the amount received from the customer i thefrs ol an thencick Accept Paymenbutton o press Enter, Use the arow keys or cckin another cel o change
et s
s50.00

$0.00 4 Hide Hints.

Custome o
. & seve & prntoepost

Price Level [Reguls Price v Sublotal | $10000

S
Tax| 800 Ta 300
Enter Shipping Info. L g
Aocount Balnce: Diox|  000] Discourt| 5010
valale Creat
Shiopng | $0.00
Total

Balance Due
= Required Field

T price Regular e Tax Locatons Loca SalesTax
' @ Document





Select Save & Print 
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Select Close Screen
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This will post $50.00 to Customer Deposits and cash to be deposited in QuickBooks and will not record any sales at this point.  
To complete sale with the final payment

Go to Point of Sale

Select Sales Order List
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Select the sales order you want to complete
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Select “I Want To”

Select Sell Items
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Select All

Select Continue
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Select Take Payment
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The remaining amount and deposit will fill in.  You will need to select the type of payment and accept payment.
You again will need to select Save and Print

This will take you back to your sales order list and you will see that the total on balance due to -0-.  When this posts to QuickBooks it will record this as a sale and reduce your customer deposits and record the cash that was received from the final transaction ($59.00 in this transaction) to be deposited.
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