-Clarity j e sontersaeiiodie

i-Clarity has two point of sale forms.

1. The patient account. This is accessed by ensuring the patient you would like to process
a sale or payment for is active on the screen and then by clicking the ‘Px Sale’ icon.

DRI e y-iﬁaa D

Walk4n Rx Dispense  C Lens d Note Clinical CLMgmt Imaging Orders o
0g

2. Walk-in Sales. This is accessed by clicking on the ‘Walk in” icon. The form that opens will
ignore the active patient record.

L @ler 0@ MG 2 0 5 [

Walk4n Rx Dispense  C Lens PxSale Send Note Clinical CLMgmt Imaging Orders
s Log Out

The layout of both the patient account and the walk-in sale are the same, however, the walk-in
sale has reduced functionality e.g. You cannot leave an outstanding balance on a walk-in sale.

Features of the patient account form.

@ Mr M Rutherfud (6245)

A full list of the sales put through o the patient’s account,
Sales Transactions Summary including all historical sales, will be listed in the ‘Sale
Date Value ToPay [ Transactions Summary’ field.

0 £1000 W

It shows the date of the sale. The total value of the sale and
28/07/2020 . 1 .
11/07/2020 : _ the amount the patient has left to pay.

e Lines in white have been paid in full

e Lines highlighted in pink have an outstanding
balance the patient needs to pay

e Lines highlighted in green have an overpayment, so
the patient is owed money or has a credit on the
account

e The single line highlighted in blue is the selected
sale.

The total outstanding balances of all the individual sales

Total Outstanding Balance: £210.00 |
T s shown at the bottom of this column.

Create Enter \Write Off Create Amend Print Print Full Print VAT !
New Sale Payment Refund Payment Receipt Receipt Receipt ‘

The point of sale modulev3 32001 Last Edited: 03 08 2020



Mr M Rutherfud (6245) - @
(@)

Sales Transactions Summary Details of Selected Transaction - Sales ltems

Date Value ToPay Product Description Price Discount

£10.00 £10.00 | m | 732084000 8 Supranettes (20) £1000

26/07/2020 | £30000  £20000 [,

The highlighted sale.
Full details of the
products included in the
highlighted sale will be
displayed in the top right

Details of Selected Transaction - Payments

) Payment Type Date Paid Amount i
box Detglls of Selected T
Transactions — Sale Write-off
items o
Off Reason
Any payments that have open Cash
. . Drawer
belen rTlaSe ar?am'st tr:IIS Total Sales Value. —
Zati WI . ehtS hOWdInbt e lz'r‘llklhltmr;mll(j,nn to transfer puyme' fr:m Total Paid: T
: 0 om right hand box oo
Details of selected Claims
Transaction — Payments Create . Print VAT \
Refund Payment Receipt Receipt Receipt
|
|

A calculation of the highlighted sale is shown below the
payments field.

[t shows the total sales value.
The total paid against the sale.

The outstanding balance of the sale.

The point of sale module v3 32001 Last Edited: 03 08 2020



@ Mr M Rutherfud (6245) - O X

Sales Transactions Summary Details of Selected Transaction - Sales ltems

Value

Date ToPay
£1000 W

Product Description Gty Ref Price Discount
4 Supranettes (20) £10.00

Details of Selected Transaction - Payments

Payment Type Date Paid Amount

Paid by DD or
Wirite off

Refund/Write
Off Reason

Open Cash
Drawer

Total Outstanding Balance: £210.00 Transfer Payments Total Sales Value: £10.00 o
- - o
highi e ey Total Paid: Ordering
Outstanding Balance of This Sale: £10.00 e

| Send Receipts by Email: [ Claims
Create I’Enter T Ln—h B .
New Sale ayment
! Create New Sale.
‘ Clicking on this button will open the new sale form.
@ Creste New Sale - o
Create Sale Home

Staff Member: | Test User M
1 2 3 Enter
Setwyt Barcode
Cloth
10*10
Get
Frame or 4 5 6 o
Sunspec
- ‘D D
Lenses
Search By

i 7 8 9 o

Description: -
v

ppsmen e [

Conﬁlmsde‘ SddioS ek ‘ ‘ Add to Sale ‘

Product Code  Description Qty Total

Home

Cancel Sale ‘

Remove ltem ‘

This form provides you with the ability to select the
products that the patient is purchasing.
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@ Mr M Rutherfud (6245)

Sales Transactions Summary

Details of Selected Transaction - Sales ltems

Date

Value

ToPay

Product

Description

Qty Ref

Price

Discount

Supranettes (20)

Details of Selected Transaction - Payments

Payment Type

Total Outstanding Balance: | £210.00! Transfer Payments

Tick

Date Paid

Amount

Total Sales Value: £10.00

to

to.then  Total Paid:

to

from

£0.00

Outstanding Balance of This Sale: £10.00

Send Receipts by Email:

O

£10.00

Transactions
Paid by DD or
‘Write-off

Refund/Write
Off Reason

Open Cash
Drawer

GoTo
Ordering

Go To NHS

Create
New Sal

Enter
Payment

rite Off

Create
Refund

Amend Print
Payment Receipt

Print Full
Receipt

Print VAT
Receipt

/

@ Enter Payments

7
Enter Payment.

Show Entire
Amount to Pay: £10.00]  Balance \

This button allows you to enter a payment against the
highlighted sale once the products have been added to the
patient account.

The enter payment button will put payments against the sale
that has been highlighted blue.

Add to Family
s

Vise) Debit
Mcard Card Cheque Cash Amex 1 2 3 (Minus)
Delta
NHS Fee NHS
12y || DomFee || b Hospital | | Corporate 4 5 6
VoucherA | | Voucher Voucher | | Voucher F
£39.10 B £69.30 | E £67.50 £85.60 fr=t U & & g
Gift Sols Super Other £10.00 Confirm Amount
Voucher Voucher Saver Card
DD/SO - Interest Retumned Online BACS
PS Free ‘Cheque Payment

Payment Type

Amount

Total entered:

Confirm Total ‘|

o

There is a button on the enter
payment form that allows you
to pay off an entire account

balance at once.

‘Show Entire Balance’

Show Entire

Balance

The point of sale module v3 3 2 001
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@ Mr M Rutherfud (6245)

Sales Transactions Summary

Details of Selected Transaction - Sales ltems

Date

Value Product

Description

Price Discount

Supranettes (20)

Details of Selected Transaction - Payments

£10.00

The write off button allows you to remove
either all the outstanding balance against
an individual sale, or part of the
outstanding balance.

It is used when sales are entered

Payment Type Date Paid Amount
Transactions
Paid by DD or
Write-off
Show
Refund/Write
Off Reason
Open Cash
Drawer
Total Outstanding Balance: £210.00 Transfer Payments Total Sales Value: £10.00 o
- N o
= totran; Lo wen  Total Paid: £0.00 Ordering
QOutstanding Balance of This Sale: £10.00 TS
. Send Receipts by Email: [ Claims
Create Enter \Write Off Create Amend Print Print Full Print VAT !
New Sale Payment Refund Payment Receipt Receipt Receipt
| |
Write Off. / Refund.

The refund button is used when a patient
returns a purchased item.

You can either give a full refund or a part
refund.

incorrectly or when the amount left to pay
needs to be reduced. For example, a pair
of spectacles have been delayed and the
supplier is reducing the cost and you are
choosing to pass this price reduction on
the patient.

The point of sale module v3 3 2 001
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@ Mr M Rutherfud (6245)

Sales Transactions Summary

Details of Selected Transaction - Sales ltems

Value Product

Date

Description

Price Discount

Supranettes (20)

Details of Selected Transaction - Payments

£10.00

Payment Type Date Paid Amount
Transactions
Paid by DD or
Write-off
Show
Refund/Write
Off Reason
Open Cash
Drawer
Total Outstanding Balance: £210.00 Transfer Payments Total Sales Value: £10.00 o
o
i mn puylltl:'n‘thfer:m Total Paid: i‘.{}.l}{] Ordering
QOutstanding Balance of This Sale: £10.00 TS
ipts by Email: [ Claims
Create Enter Wr'.e Off Create Amend Print Print Full Print VAT
New Sale Payment Refund Payment Receipt Receipt Receipt

Transfer Payments.

Transfer payment will take a payment
made against a selected individual sale
and move it to another sale.

The point of sale module v3 3 2 001

Amend Payment.

Amend payment allows you to amend the
payments against a sale. This is used to
correct errors e.g. the patient said they
would pay by card but then the payment
failed.

Last Edited: 03 08 2020




Send Receipts by Email

If this box is ticked, then receipts will be
sent to the patient’s email address rather
than being printed on the receipt printer.

Details of Sele

isaction - Sales ltems

Price Discount

Transaction - Payments

£10.00

Payment Type Date Paid

Total Outstanding Balance: | £210.00! Transfer Payments

Total Sai s Value:

Tick

to to, then P
ion to from  lOt@1 Paid:

QOutstanding Balance of This

Amount

: £10.00 GoToNHs

Transactions
Paid by DD or
‘Write-off

Refund/Write
Off Reason

Open Cash
Drawer

£10.00 .

£0.00 ]

Claims

Create Enter
New Sale Payment

Print Full Print VAT !
Receipt Receipt

Print Receipt.

Print receipt will cause a
receipt to print (or be sent by
email) for the highlighted sale.

If more than one sale is
selected using the tick boxes,
then these sales will be
consolidated onto one receipt

Print Full Receipt.

Print full receipt will
look through all the
sales on the patient
account to see if any
sales have a receipt
pending and will put all
pending receipts onto
one print out.

Print VAT Receipt.

Print VAT receipt will print
a receipt for the
highlighted sale and mark
it as a VAT receipt.

The point of sale module v3 3 2 001
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@ Mr M Rutherfud (6245)

Sz

D
28
28)
11,

lles ltems

More Info.
Gty Ref Price Discount
Clicking more info will display more ! £1000
information about the sales such as the cost
price of the products and which i-Clarity user
entered the sale and the payment. If you
have a multibranch system, it will also display
the branch the sale and payment are
accredited to.
DITETE More Info
|| Payment Type Date Paid Amount S
Transactions
Show transactions paid by DD or Write-Off. e
Transactions that are paid in full by the type Direct ReAmuNre
debit/standing order or transactions that have been written off gfffisason
in full are hidden by default. Clicking this button will display the = Oprawer
transactions in the sales summary list of the patient account. .00 oo
7}40] Ordering
QOutstanding Balance of This Sale: £.0.00 TS
Claims
Show Refund Write-Off Reason.
:Full | Print VAT IV
eipt Receip.

When entering a write off or a refund, a reason must be
entered. Clicking this button will show the reason of the

selected refund or write off.

Open Cash Drawer

If you have a cash drawer connected to you receipt printer,
then clicking this button will open the drawer but only from the
computer physically plugged into the printer.

Go To Ordering

Clicking this button will open the spectacle ordering for this

patient.

Go To NHS Claims

Clicking this button will open the NHS claims for this patient.




Creating a sale

On the patient account, click on the ‘Create New Sale’ button.

Create
New Sale

The product the patient is purchasing now needs to be entered onto the sale.

This can be done in the following ways.

1. By clicking on one of the till buttons linked to products on your system.

Create Sale

NHS Pri
Exam Exa

Supranett o T o0 stenle  Blephasol
es(20) oo i 100m
Selwyt
Misc Acc F{“HS. Cloth
epair 1010

Frames.. | Len

vate Student Lens
m £35 Exam £25 Fees

Menicare | Blephaclea

Contact || Cleaners/
Lenses... Cloths

Ses...

OCT

Scan
Analysis

Fee

Lens Plan

Home

EHEW...

NHS Dom
(1st)

Low
Vision
Assess

2. By typing in a barcode number or scanning a barcode.

Enter
Barcode

Get
Frame or

Sunspec

Search By
Description

Staff Member: |[®EIEREN )

e

1 2
4 5
7 8 9

Enter

Click the enter barcode button and
then scan the barcode,

or

Click enter barcode and start typing
the barcode number, once you
have finished typing click the enter
button on the keyboard.



3. Clicking Search by description

Search By Description

Search for description: |

IEY

SCU Code

Type the product description the patient is purchasing and
click Go or click the enter button on the keyboard

Search By Description

Search for jon:  [hyabak

Description

Click on the product the patient is purchasing so that it is
highlighted and the SCU code of the product is displayed

Scuce ok || o |

The point of sale module v3 32001 Last Edited: 03 08 2020
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Each of the above methods will display the product details and price on the right-hand side.

Home

=

-
=
&

Staff Member: |[®fETEREN )

Confirm Sale

7320840000064 |
Enter
o 1 2 3 Enter
Get
Frame or 4 5 6
Sunspec
Search By
e 7 8 9 (1}
Description: | Supranettes (20) 2
L/
Quantity:
ty \1—1 Amend Qty
List Price: | £4.10| Total: | £4.10|
Adjustment Reason: [ v
Line Total: £4.10
ML eI Es Add to Sale
Home

If the patient is purchasing
more than one item of any
product, after the product
details have been displayed
on the right-hand side, click
on the ‘Amend Qty’ button
and then use the number
buttons to increase the
quantity number

Click Add to Sale. This will add a line item to the sale and will be shown in the bottom left-hand

box.
n
i F[amr V Lenﬂ"' Lconta‘:t - -
EeNses...
Product Code  Descriplion Qty Total

Cancel Sale

Supranettes (20)

Remove Item

Confirm Sale

sunapsy

Search By 7
Description

Description

Quantity:

List Price:
Adjustment Reason:

Line Total

Add1
H

If the patient is purchasing more than one product you can repeat the above steps to add more
line items to the sale.

Once you have finished adding all the required products to the
sale, click the ‘Confirm Sale’ button.

Confirm Sale

This will add the sale to the patient account and open the enter payment screen.

The point of sale module v3 3 2 001
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(@ Enter Payments - m}

‘ Manual PDQ ‘ ‘ Discount ‘ Show Entire
Amount to Pay: £4.10 Balance
visa Debit
M'card € Cheque Cash Amex 1 2 3 (Minus)
Delta Card
NHS Fee NHS 2
€911 Dom Fee e Hospital | | Corporate 4 5 6

Voucher A Voucher Voucher Voucher F

£2010 | B £5930 E £67.50 | g£8560 | voucher o = = g
£4.10

Gift Saols Super Other Confirm Amount

Voucher Voucher Saver Card
Clear Amount

DD/SO - Interest Returned Online BACS

25 Free Cheque Payment

Payment Type Amount
le i Confirm Total Cancel
ayments

You can now either proceed to take a payment for the sale or you can click the cancel button to
leave the sale with a full outstanding balance for the patient to pay at a later date.

Entering a payment against a sale.

If the enter payment screen is not already open after adding a sale to the patient account, you
can open the enter payment screen by highlighting the sale you would like to add a payment to.

Sales Transactions Summary Details of Selected Transaction - Sales ltems

Price Discount

Date Value Product Description Oty Ref

Supranettes (20) £410

ToPay

Single click on the sale summery line
to highlight blue

Details of Selected Transaction - Pay

Payment Type Date Paid Amount . — e |

Enter
Payment

Then by clicking on the ‘Enter Payment’ button.

The point of sale modulev3 32001 Last Edited: 03 08 2020
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@ Enter Payments - [m}

Manual PDGQ Discourt Show Entire
Amount to Pay: £4.10 Balance
Visa Debit
M'card Cheque Cash Amex 1 2 3 (Minus)
Card
Delta
3
NHS Fee NHS .
| £91 .31 Dom Fee T Hospital Corporate 4 5 6
n
Voucher A Voucher Voucher Voucher F
£39.10 | B £59.30 E £6750 & £8560 | Voucher ! - : g
1 £4.10
i Gift Sols Super Other Confirm Amount
Voucher Voucher Saver Card
Clear Amount
DD/SO - Interest Returned Online BAGS
PS Free Cheque Payment

1 Payment Type Amount

| Total entered: £0.00

Add to Family

Confirm Total Cancel
Payments

Once the enter payment screen has opened click on the payment method the patient is using.

Once selected the payment method button will turn light blue.
Visa Debit
M'card Ce é
Delta ar
NHS Fee
£91 21 Dom Fee

The full amount outstanding will be displayed at the top of the screen and in the confirm amount
field.

Amount to Pay: £4.10

e Cash Amex 1 2 3 (Minus)

air Hospital Corporate 4 5 6

her Voucher F
7.50 £85 60

er Other £4.10 Confirm Amount

er Card

Voucher 7 8 9 0

Claar Amannt



If the patient is paying the full amount that is outstanding, then click on the confirm amount
button to add the payment to the confirmation box.

1 2 3 (Minus)
4 5 6
7 8 9 0
£4.10 Confirm Amount
Clear Amount

Payment Type

Amount

Total entered:

£0.00

Confirm Total

Cancel

1 2 3 (Minus)
4 5 6
7 8 9 0

‘ Sl Confirm Amount

Clear Amount

Payment Type

Visa M'card Delta

Total entered:

Amount

£4.10

£4.10

Confirm Total

Cancel

If the patient is only paying a deposit, e.g. not the full amount, then use the number buttons to
enter a different payment amount.

The new payment amount will now be displayed in the

£100.00 , )
‘ ‘ confirm amount field.
1 2 3 Mi
(Minus) £100.00
4 s ® 1 2 3 (Minus)
7 8 9 0
4 5 6
£100.00 Confirm Amount
7 8 9 0
‘ £50'00‘ Confirm Amount

Then click confirm amount to add the payment to the confirmation box.

The point of sale modulev3 32001 Last Edited: 03 08 2020



If the patient is using two different payment types, e.g. half card and half cash you can repeat
the above steps so that you have two payment lines in the confirmation box.

Once the payment is displayed in the confirm total box. Click Confirm total.

Payment Type

Visa M'card De

Total entered: £50.00

Confirm Total Cancel

The enter payment screen will close and a payment will have been recorded against the sale on
the main patient account form.

@ M B Rutherfud (6248) — ]

Sales Transactions Summary Details of Selected Transaction - Sales ltems

To Pay Product Description Qty Ref Price Discount
£5 Core plastic Stock MAR coated 7666 £224

BGC60 Core plastic Stock MAR coated £224
936772 000641 7666 £55.18
Glazing Misc Glazing Charge £0.00

Ao

The amount to pay
has been reduced

Details of Selected Transaction - Payments

Payment Type Date Paid Amount
Visa M'card Delta 04/08/2020 1 Transactions

The payment has
been recorded
against the sale

Total Qutstanding Balance: £50.00 ‘ Transfer Payments Total Sales Value: o
- - o
= oo et Total Paid: Ordering
Outstanding Balance of This Sale: TS
Send Receipts by Email: [] Claims
Create Enter Write Off Create Amend Print Print Full Print VAT L
New Sale Payment Refund Payment Receipt Receipt Receipt

The point of sale module v3 32001 Last Edited: 03 08 2020
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Applying a discount to a sale

There are 3 ways to discount a sale. Two methods are available on the date the sale is entered
onto the system. The third option is used on a date after the sale was added to the patient
account.

Applying a discount when creating a new sale

On the Create New Sale screen, select the product the patient is purchasing as normal.

3503190021123 |
Tick the Adjustment Reason box and
e 1 2 3 Enter -
Barcode select an adjustment from the drop-
down list.
Get
Frame or 4 5 6
Sunspec ) ) ) )
This will apply the discount that is set
Soarch up in the maintenance of your i-Clarity
e 7 9 0 system.

Description: | Menicare Plus Z50ml ’

Description” temcare Plus 250ml ‘

Quantity:

ty D Amend Qty Quanfity: & :I Amend Qty

ListPrice: | = £7.50|Total: | £75) L
Adjusiment Reson = Adjustment Reason:
E Line Total:
Line Total: £7.50
Add to Sale - Add to Sale
Home
Add to Sale - Add to Sale
Home

Click add to sale and complete as
normal.

Depending on the set up of your system you may be able to enter an adhoc sale price for a
product.

After selecting the product the patient is purchasing, select a reason for the adjustment from the
drop-down list as described above. Before clicking Add to sale use the number buttons to enter
a new sale price for the product. Then click add to sale as normal.

Applying a discount before entering a payment.

Like the above method this can only be done on the date of the sale.

On the enter payment screen of the patient account, there is a button at the top left called
‘Discount’.



Manual PDQ Discount Show Entire
Visa Debit
M'card EL Cheque Cash Amex 1 2 3 (Minus)
D Card
elta
NHS Fee NHS
£21.31 Dom Fee Tz Hospital Corporate 4 5 6
VoucherA | Voucher Voucher | | Voucher F rTE DT 7 8 9 0

£39.10 B £59.30 | | E £67.50 £8560

Gift Sols Super Other Confirm Amount

Voucher Voucher Saver Card
Clear Amount
DD/SO - Interest Returned Online BACS
PS Free Cheque Payment
Payment Type Amount
Adlf ol Confirm Total Cancel
ayments

Click on the discount button.

In the Add Discount window select a

ol Add Discount X e .

g = discount reason from the drop down.
DiscountReason. SIS ‘I b Thisnew adjusted price will be displayed.
Original Price: £221.00 W]

X X Add Discount > (
Adjusted Price: £221.00 C g ]
( DiscountReason: - b
Confirm Cancel

s | Original Price: £221.00 Bi
3 FITIETIC 77 T Adjusted Price: b
1 Confirm Cancel |

Click Confirm.

The new price will be entered onto the enter payment screen and the main patient account
screen will also be amended to match the new adjusted price.

Proceed with entering a payment as normal.

Show Entire
Amount to Pay: Balance
sh Amex 1 2 3 (Minus)
pital Corporate 4 5 6
?EBF Voucher 7 8 9 0

er £110.50 Confirm Amount

ird

Claar Amanind



Reducing the balance the patient must pay on a sale.

This method is used if a sale needs to be discounted at a later date.

On the main patient account screen, single click to highlight the sale that needs the outstanding

balance reducing.

@ MrE Rutherfud (6248) - m}

Sales Transactions Summary Details of Selected Transaction - Sales ltems

Value ToPay Product Description Qty Ref Price Discount
M.J225 Rainbow Falls, 63/17/125, 225-... |1 £110.50 | 2nd Pair Sunn..

Date

£11050 £11050 W

0
oy | eooo|—eowo |

Details of Selected Transaction - Payments

Payment Type Date Paid Amount

Show
Transactions
Paid by DD or

Write-off

Show
Refund/Write
Off Reason

Click the ‘Write Off’ button.

Outs

Create Enter . Create
New Sale Payment B Refund [

In the write off Windovynter the amount the balance needs to be reduced by.

Confirm Writeoff

Amount: [] Restore to Stock
Reason If you are using the
i-Clarity stock
module, then tick or
f untick this box as
applicable.

Then type a reason for the write off and click ‘OK’.

The balance outstanding will be reduced, and a write off will be entered against the sale to show

the amount to pay was reduced.

Date Value To Pay

Details of Selected Transaction - Payments

Payment Type Date Paid Amount
Write Off 04/08/2020 £50.50

The point of sale modulev3 32001 Last Edited: 03 08 2020
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Refunding a Sale in Full.

This method of refund is used if a patient returns a product and is owed a full refund.

@ Mr M Brown (6251) — ]

Sales Transactions Summary Details of Selected Transaction - Sales ltems

Price Discount

£195.00

Product Qty Ref

Description

Date Value ToPay
0 M.J Bryon Bay, 62-19-125, 746-03F - M...

Sale of Sunglasses that
have been returned.

Details of Selected Transaction - Payments

Payment Type Date Paid Amount Show
Visa M'card Delta (04/08/2020 Transactions
Paid by DD or
Write-off
Show
Refund/Write
Off Reason
Open Cash
Drawer
Total Outstanding Balance: ‘ Transfer Payments Total Sales Value: £195 00 o
. - [«]
Tiek t o tran nentiom  TotalPaid: [ £19500) CrErT
Qutstanding Balance of This Sale: £0.00 Go To NHS
Send Receipts by Email: (€IS
Create Enter Write Off Create Amend Print Print Full Print VAT !
New Sale Payment Refund Payment Receipt Receipt Receipt

Tick the box next to the sale that needs refunding.

=== B
) Mr M Brown (6251)

Sales Transactions Summary I

Date Value To Pay

Click on the button ‘Refund Selected Sale’

This will open a confirmation window, which also gives you the option to
Refund
Selected return a product to stock.

Sale

Click ‘Yes’ to proceed.

The point of sale modulev3 32001 Last Edited: 03 08 2020
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d
T
T

L

Are you sure you want issue a refund for £195.007 ;

l [ ] Retum to stock Yo No l

A refund for the selected sale will be entered onto the system and the enter payment screen will
open automatically.

-l S |

If you are adding the refund to the patient account so it is ready to return the payment when the
patient arrives then you can click ‘Cancel’.

e This will close the enter payment
Amount to Pay: -£195.00 ] Screen-
r;‘cls::u 'g;’: Cheque Cash Amex 1 2 3 (Minus) ., )
The refund will be show on the patient

« s e : account, highlighted in green because
the patient is still owed the money for
19500 {this refund. When the patient does
g A contmAmant ! come in for the refund, select the
S Ament refunded sale line and click enter
payment and follow the steps
i described below.

7 8 ] o

DO/SO- | interest | Retumed | Oniine s
PS Free Cheque | Payment

Payment Type Amount

Total entered: £0.00

Add o Family
Paymenc: Confirm Total Cancel

On the enter payments screen select the method that is being used to return the payment to the
patient.

O ttomers The amount to be refunded will be shown as a
= = Amount to Pay: £195.00 minus figure.
M‘?ﬁ:d gi:' Cheque Cash Amex 1 2 3 (Minus) . . .
Deta Click confirm amount and confirm total.

Super Other HO ﬂ Confirm Amount

Saver Card Refund

Clear Amount

DDISO-  Interest | Retumed | Online BACS
PS Free Cheque | Payment

Payment Type Amount

Total entered: £0.00

Add to Family Confirm Total Cancel
Payments




Refunding part of a sale

This method is used if the patient is due a refund for part of a previous sale.

Click the button ‘Create Refund’

Create Enter ] Create Amend Print
New Sale Payment o0 Refund Payment Receip

This will open the create refund screen. It is like the create sale screen, but the price of all
products entered with be preceded with a minus.

Using the same methods as when creating a sale, select the product that needs to be refunded.

The selected product will appear on the right-hand side of the

screen.
Staff Member: | Charlie Gibson v‘
7320840000064 H ¢ )
| Click ‘Add to Refund
pomar |1 2 3 Enter
This will add the product line to the refund.
Get
Frame or 4 5 6 = @ Create NewSale - o
Sunspec
Create Refund Home
it 7 8 9 o
scription -
I Contact ~ OCT
NHS Privat Student L
) Exam | Exam 35| Bam £25 t‘:; Aﬁ;’;g‘s EHEW.
Descripfion: | Supranettes (20) ‘ Staff Member: |Charlie Gibson v
Menicare  Blephaciea
Supranett Blephasol Lens Plan  NHS Dom 7320840000064
Quaniy: Amendaty ! pus s Pl Leshn Mol |
Efr":g;e 1 2 3 Enter
ustprce: [ gatoftost [ eag v | 52 e o
Adjustment Reason: [ 100 (esE=s &
4 5 6
Line Total £4.10 F;:r:'sl:ecm
— Frames. | Lenses. Lce:’s‘fg C'az’;f’
- ‘Search By
d Add toRefund Add to Refund oescrgin | : s ’
e Product Code  Description Qty Total
EEZIZTINZ MM Supranettes (20) 1[40 Description: ‘
Quantity: | Amend aty
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Cancel Refund Confirm Refund B l:(:%"?;und : Add to Refund

Once all the products have been added to the refund

The price of the product to

click Confirm refund. be refunded can be
amended by using the

The enter payment screen will open. number buttons if
necessary

Select the payment method being used to return the money
to the patient.

Click confirm amount and confirm total.



