
 

Page 1 of 13 
 

OVERVIEW OF SPOTCASH TRANSACTIONS 
Accept Customers Payment 
 

REGULAR CUSTOMER  
Cash Transaction Procedure: Appliance, Motorcycle, Power Product and Spare parts 
Step 1: INVOICER will Create Sales Order.  Fill in necessary data 
Step 2: INVOICER will click Bill Remaining button to proceed Invoice.   
Step 3: CASHIER- will collect the full payment from customer  
Step 4: INVOICER will proceed to PDI/demo of unit to customer. Releases printed invoice and FULFILLS in NETSUITE. 
 

1. ) SPOTCASH MOTORCYCLE-APPLIANCE-SPARE PARTS 
Invoicer’s role:  

1. INVOICER will Create Sales Order.  Fill in necessary data 
Fill-out all mandatory details – Fields with asterisk (*) 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Just click saved if the inventory detailed was already filled-in during sales order. 
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2. INVOICER will click Bill Remaining button to proceed Invoice.   
a. For Private & Government Sales- Invoicer will set up the applicable Withholding Tax. 

 

 Click next bill to proceed to sales invoice .  

 

 

 

 

 

 

 

 

 

 

 

The invoicer will double check every detail reflected in the invoice then click SAVE. After saving, the invoicer will 

print the invoice by clicking the printer icon.    
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NetSuite generated invoice. 

 

 

 

 

 

 

 

 

 

 

 

 
 

CASHIER’S ROLE: Accepting payment for MOTORCYCLE and APPLIANCE 

3. Collect the full payment from customer 

 Transaction Menu -> Customers -> Accept Customers Payment  
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Fill-out all mandatory details then click SAVE. 
Note: Your MEMO should be SPOTCASH or DOWNPAYMENT FOR (UNIT SOLD) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Note:  
For CASH PAYMENT- default should be 
UNDEPOSITED FUNDS 
For CASH PAYMENT made via fund transfer 
direct to branch account- PICK THE ACCOUNT 
CASH IN BANK-BRANCH as specified in the 

lists of charts of accounts. 
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After saving, the cashier will print the cash receipt by clicking the print button.   

 

 

 

 

 

 

 

 

 

 

 

NetSuite generated Cash Receipt 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Whatever you will write on the 
MEMO field, will appear in the 
Item Description 
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CASHIER’S ROLE: Accepting payment for SPARE PARTS 

Step 1: INVOICER will Create Sales Order.  Fill in necessary data 
Step 2: INVOICER will click Bill Remaining button to proceed Invoice and will print the invoice for purchased Spare Parts 
(that will go directly to cashier’s printer.) 
Step 3: CASHIER- will collect the full payment from customer by searching the invoice of the customer on the Global 
search and proceed to clicking Accept Payment. 
 
 
 

 

 

 

 

 

 

 

 

 

The cashier will fill out the Payment form and will just SAVE the receipt. It is the printed INVOICE that will be handed 

over to the customer.  

 

 

 

 

 

 

 

 

 

 

 

  



 

Page 7 of 13 
 

2. ) CREATING AND ACCEPTING OTHER PAYMENT AND JOB ORDER 
CASHIER’S ROLE: Creating & Accepting payment for OTHER PAYMENT (e.g Delivery Charge, Used Oil, Borrowed 

OR/CR) and JOB ORDER 

 
*JOB ORDER (NON-COUPON) 
Transaction Menu -> Sales -> Enter Cash Sales  
 

 

 

 

 

 

 

 

 

 

 

 

Fill-out all mandatory details. (OPTIONAL: If the customer pays thru CHECK, just change the Payment method to 
CHECK and proceed to navigating the bottom part of the Cash Sale Page where you will find the Sub-Tab ACCOUNTING 
and nominate ACCOUNT to select the bank where the check payment will be deposited.) 
 

 

 

 

 

 

 

 

 

 

 



 

Page 8 of 13 
 

  

 

 

 

After filling out primary information, navigate to “ITEMS” sub-tab, pick the service Item ID corresponding to the customer's 

requested job order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

  

Click  to show the list of 

Service item id 
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After selecting Service ID, finally click SAVE. 
 

 

 

 

 

 

 

 

 

 

Last step will be the printing of the cash sale-JOB ORDER by clicking the print icon.  
 

 

 

 

 

 

 

 

 

 

 

 
*JOB ORDER (COUPON) 
Job order coupon will have the same workflow as the Non-Coupon but there are additional fields to be filled out. 
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Navigate to “ITEM” sub-tab, select the Item ID associated with the coupon provided by the customer and put zero 

amount since no payment was received from the customer. Finally, click “Save”. 

 

 

 

 

 

 

 

 

 

 

 

NetSuite generated Cash Sales Receipt for JOB ORDER 
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*OTHER PAYMENT- DELIVERY CHARGE & COMPREHENSIVE INSURANCE 
 

For transactions involving Other Payments, for the CUSTOM FORM select Cash Sales - Other Payment. Complete the 

essential primary information, sales information, classification and fill out the sub-tab Items. 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Navigate to the “ITEM” sub-tab, choose an Item ID such as “Delivery Charges” for example and enter the relevant 

amount according to the delivery charges price list (Taripa). Finally, click the “Save” button and proceed to printing. 
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NetSuite generated Cash Sales Receipt for OTHER PAYMENT-DELIVERY CHARGE 

 

 

HOW TO REFUND CASH SALE DELIVERY CHARGE 
REFUND OF CASH SALE-DELIVERY CHARGE 

 
 
TO REFUND GO TO TRANSACTION>BANK>WRITE CHECK 
BROWSE THE NAME OF THE CUSTOMER, FILL IN SUBSIDIARY, LOCATION 
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ON THE EXPENSE LINE ACCOUNT-%OTHER INCOME, TYPE THE AMOUNT AT GROSS 500  
TAX CODE: VAT PH MEMO-SPECIFY DESCRIPTION OF TRANSACTION  

 
 
 


