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INVOICER/SP CASHIER CASHIER INVOICER/SP INVOICER/SP 

 

CASHIERING FLOW FOR ORDERED PARTS 
(Down payment & Full payment) 
 

SCENARIO 1.  If the customer pays for 50% down payment upon order placement and fully pays the remaining amount 
upon claiming the ordered parts. 
 
 
 
 

1. ACCEPTING DOWN PAYMENT FOR ORDERED PARTS 

 

 

 

 

 

 

 

 

 

 

 

 

 
On PAYMENT page, fill out necessary details. Specify on the MEMO the payment description “DOWN PAYMENT FOR ORDERED PARTS” 
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On sub-tab Apply, just type the amount of the down payment and click SAVE. 

 

 

 

 

 

 

 

 

  

 

 

 
 
After saving, there will be a confirmation that your transaction was successfully Saved. Proceed to printing the receipt by 
clicking the PRINT button.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upon saving, a pop-up 

message will appear. Just 

click OK. 
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NetSuite generated Cash Receipt 

 

 

 

 

 

 

 

 

 

 

 
 
Upon claiming the Ordered Parts, the Invoicer/SP will now create an invoice by going back to the customer’s SO and 
clicking Next Bill button.  
 
After saving the invoice, the invoice/sp will proceed to printing the invoice.  
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2. ACCEPTING FULL PAYMENT FOR ORDERED PARTS 

Since the invoicer/sp had already printed the invoice, the Cashier will now collect the FULL PAYMENT of the customer. 
 

*Search the invoice reference on the Global search. 

 

 

 

 

 

 

 

 

 

 

 

 

 
On the INVOICE page of the customer, click the Accept Payment button. 
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On PAYMENT page, fill out necessary details. Specify on the MEMO the payment description “FULL PAYMENT FOR ORDERED PARTS”. 

 

 

FULLPAYMENT 

 

 

 

 

 

 

 

 

On sub-tab Apply, go directly to Credits and check the pre-payment (down payment you first created upon placing the 

order) to accept the full payment of the customer.  

 

 

 

 

 

 

 

 
After saving, there will be a confirmation that your transaction was successfully Saved. Proceed to printing the receipt by 
clicking the PRINT button.  
 
 

 

 

 

 

 

DO NOT type anything on the PAYMENT AMOUNT box 

in collecting full payment. The system will 

automatically deduct the pre-payment. 
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NetSuite generated Cash Receipt for Full payment. 

 

 

 

 

 

 

 

 

 

 

 

SCENARIO 2.  If the customer pays the full amount of the ordered parts upon order placement and will just claim the 
ordered parts when it arrives. 
 
 
 
 
 
 
NetSuite generated Cash Receipt of customer’s Full payment for Ordered Parts.  
This receipt will be issued upon the placement of the order.  
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Upon claiming the Ordered Parts, the Invoicer/SP will now create an invoice by going back to the customer’s SO and 
clicking Next Bill button.  
 
After saving the invoice, the invoice/sp will proceed to printing the invoice.  
 
 
 

 

 

 

 

 

 

 

 

 

CLOSING THE INVOICE FOR ORDERED PARTS 
Since the invoicer/sp had already printed the invoice, the Cashier will now proceed to closing the invoice by applying the 
pre-payment so the invoice will now be tagged as PAIND IN FULL. 
 

*Search the invoice reference on the Global search. 
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On the INVOICE page of the customer, click the Accept Payment button. 
 

 

 

 

 

 

 

 

 

 

 

 

On PAYMENT page, fill out necessary details and proceed to sub-tab APPLY 
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On sub-tab Apply, go directly to Credits and check the pre-payment (the full payment you had previously collected) to 
close the invoice of the customer. 
 
 

 

 

 

 

 

 

 

After saving, there will be a confirmation that your transaction was successfully Saved. There is no need to print any 
document except the INVOICE.  
 
 

 

 

 

 

 

 

 

 

 

 

 

*****************************************E N D***************************************** 

DO NOT type anything on the PAYMENT AMOUNT 

box. The system will automatically deduct the pre-

payment. 


