
 
 
UPDATE: 

 COMPANY customer should be categorized as REGULAR CUSTOMER.  
 
**to edit the category of the existing customer record for COMPANY (customer), do this: 
 
Search for customer on the Global search and create or update the customer’s information especially 
the CATEGORY for COMPANY customer 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the Customer Information Page, click EDIT 
 
 
 
 
 
 
 
 
 
 
 
 
In editing, you can now change the category of the COMPANY customer tagging as a Regular customer.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After updating the customer details, click SAVE. 



 
 
APPLIANCE SALES ORDER (CASH) 

1. Go to Transaction        Sales        Enter Sales Order       

2. Fill up all necessary fields. Customer Name, Date, Brand, Subsidiary, Location, Item Class, Type 

of Sales 

For Customer Field, you may click the list to find the customer name if already exist: 

 

 

 

 

 

 

 

 

 



 
 
DATE to fill up                                                                        Subsidiary & Branch Location      

 

 

 

 

 

 

BRAND to fill up     ITEM Class  

 

 

 

 

 

 

  

   TYPE OF SALES to fill up         Then the ITEM to find in the list 

 

 

 

 

 

For the selected ITEM, system will automatically shows the current available on hand.  

  



 
 
Since the amount reflected on the Gross amount is LCP, please input your Branch Percentage Discount 
on "Percentage Discount" column to arrive to the correct CASH PRICE amount.  
***For Credit Card Price Percentage discount is strictly 3%.  

Click the Inventory detail to assign serial number to be sold. 

 

Then review everything from the data filled up to serial number assigned to given price. Then click SAVE. 

 

 



 
 
Once SAVED, a confirmation will show that the Transaction successfully saved. Then it will automatically 

GO to INVOICE.

 

In INVOICE, you have to input the customers name, update all the fields – Same as what you have filled 

up during the Sales Order process.  

 

 



 
 

 

 

Once Paid from Cashier Invoice Status as PAID IN FULL 

 

Once Paid, Back to Sales Order then click FULFILL. 



 
 

 

 


