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Deposit Order Feature

As of version 12.9005, Cash Register Express now supports the ability to allow customers to place an order for the item
you offer, pay for the order, and pick up the order at a later date. You can print reports that will show the items that are

pending to be picked up.
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Important Notes — Please Read!

Must upgrade Cash Register Express to version 12.9005 or newer to use this feature.
Must Enable and configure the start deposit order and pickup deposit order through CRE Hot buttons



Revision History

Document Version Author Description of Changes
1.0 September 27, 2018 JC 1st Release




Enabling Hot Button feature in CRE

You must enable the Hot buttons in CRE to see them on the invoice screen. Follow steps below:

Manager

1. With CRE open select the Manager or Options
button. Enter the Administrative ID &
password.

2. Select Setup [4] followed by Display Setup [E].

E
]
:

Invoice Screen Options

O Toclber

Restaurant Invoice grid text size

Cllsturner Display ® Large

Select Invoice Screen to Use =T
Small

(@) Modern O

() Traditional

() split Invoicing
() self Check in

Set Form's Background Color >>

Uy Screen Options 3. Select Hot Button under the Invoice Screen
Display Type {Slnenc LA senc Options then select update.

‘ Background Color ‘ ‘

‘ oreareuna Celer ‘ -

Select Picture | Logo

I Update I | Cancel




Configure CRE for the DepositOrder Start/DepositOrder Pickup Hot Buttons

Configuring CRE to work with hot buttons to create and pickup deposit orders.
The full list of hot button descriptions and features : CRE Hot Button document

Manager ‘

1. With CRE open select the Manager or Options
button. Enter the Administrative ID &
password.

2. Select Setup [4] followed by Touch Screen
Configuration [J].

Touch Screen Configuration B
% Items & Departments SCHEDULE:
ﬁqnanﬁl\l1 Q |
‘ ‘# o | Cuantty Price 3. Select your hot button location.
Info FAY
- | 4. Select DepositOrder Start from the button’s
" function list.

5. Enter a Caption for the Button.

6. Check Display this button.

7. Select a Picture for the Button. (Optional).
Touch Screen Configuration Ex
QZ:;eral Items & Departments =

ﬁg'mw o ‘_

% i vy e [ 8. Select your Hot Button Location
m 9. Select DepositOrder Pickup from the button
function list.

10. Enter a Caption for the button.

11. Check Display this button.

12. Select a Picture for the button (optional).

S —— 13. Select Save & Exit.

Picture [ Del ]| _Select



https://c528a1c3-a-82a64781-s-sites.googlegroups.com/a/pcamerica.com/support/file-lockers/pdf-locker/CRE_Hot_Button_Configuration_Guide.pdf?attachauth=ANoY7cpfJ6dXfXTjz8fwTeal_FE9EA0uFtMFx0ededwOIZJ19mqnS7bRgDsLdogkZ7T4twP8xWjgLe9Nfw9iuMZPhPbFQN9HpsGownPWTJWAYuxjmn7emwG-F-HHJNfLAsYayy7Yj5JNpSTkQDYGGhY-4pZJcd4dVFgP32ejT8TBYeDAvTVLW1MnIseD2JD4ap_VYFZ1uG_x8eiNTiI2W8WGo3-6Ny-G03S5EqlMkBiX1BLPvBg8tnZJsZq5u7d36yOPBbzlhvClqklHYYYWiTP0Hu1gnGfqEQ%3D%3D&attredirects=0

Enabling an item for the deposit order

In Order for any item to be placed on an order, first the item must be configured to be allowed on Deposit Orders.

Follow steps below

Manager

1. Select the Manager or Options button.

2. Select Administrative [5] followed by Inventory
Maintenance [A].

Iltem: 123456789012345678901234567890 Keyboard

D N R

f&ﬁﬂ"ﬁ:‘m Split Invoice V| Avg Cost $23.89000 [I7ax (v

ltem Number g Pm:e Yuu $59.29000 W= OTexs
Craxs

Description 123456789012345678901 z:u\ Pm with| 55929 [Jaarmax [Crexe

o |second Description |

oescripiff Pt #1n Stock 0.2

GClick to Select Picture

Select any existing/new standard Item.
Select Optional Info Tab.
Select Additional Info Tab.

Optional Info Pending Orders | Properties | Notes | Modifiers | Price Levels |

Ordering Info Special Pricing | Matrix | Sales History | Recipe | Printers |
opions (oo ] @

Nowuaw

[ Prompt Completion Date  [] Exclude From Loyalty Plan ~ Scale tem Type [F’,‘SC““;‘” pe (Retail Onl
[ Prompt | Not [ Print Ticket ® Sold by P Stce hd . . .
DP:th Sﬂejfﬁm.z.fs Dsgzle I;negle Deduct OW:\gh:d ovogag | Come Ladgor e Check the Allow on DEPOSIt Invoices option
[ISell'Asls' Allow Returns O Weighed with Tare
[] Require Customer [ Liability item () Barcoded Se I ECt SaVe .
gr:mpt for Description e o gaﬁusm and
or old by piece . .
i Alow on Fleet Card Once complete all desired items are enabled. We
[ Display Tax in Price [ Never Print in Kitchen
— can now start a deposit order.

@ L
Erevious @ e




Setup Deposit Invoices (Options)

1. Select Setup [4] followed by Setup Screen [G].

Account Control Company Info

Couponing

Hardware

Internet Features

Inventory | Invoice Settings

Payment Processing |

Quick Invoicing & Alerts |

‘Quick-Add

| meceipt |  Reports

Restaurant Features |

Station Specifics |

System Access

| Touch Screen

Max Balances
(@) Disabled
() Enabled

Deadbeat Control
(@) Disabled
() Enabled

Accept Digital Signature On:
[ credit Cards

[Jchecks

[] onAccount

# Days 1D Valid

Referral Sources

Scale

Layaway Options =
[l Enable Layaway Features @ Fiats () Percentage %
Days Allowed for Cancellation 50.00
 — Fre-Canceliation Fee Type
[ Allow Pickup of Partially Peid @ Flats () Percentage %
Orders.
50.00
I Force minimum deposit I
PostCancellation Fee Type
(®) Flat S () Percentage %
50.00

[ Check ID Speed Entry

[ Notify Cashier of Expired Members Auto-pay AR Invoices

Exit

2. Select the Account Control tab.

3. Under Layaway Options:

Enter a number of Days Allowed for
Cancellation. This will let the customer cancel
their order in the allotted time period. After
the number of days has expired the customer
will not be able to cancel their order. Enter a
0 (zero) if the order can be cancelled at any
time

Check whether partially paid orders are
allowed to be picked up.

Optionally you can choose to Force minimum
deposit (you will set the deposit under
Deposit Type).

Under Deposit Type choose whether it will be a
flat rate or a percentage of the total order.
Enter a value accordingly.

Under Pre-Cancellation Fee Type choose
whether it will be a flat rate or a percentage of
the total order. Enter a value accordingly




Creating a Deposit Order

Start and pickup deposit orders in CRE are available thru the customized hot buttons only.

a i it i i 24 - Cait. 1O10H - 1001 004 A

LB ..

0 tem Info Quantity

- 1. From the Invoice Screen, Select the
- Start Deposit Order Hot Button
Enter completion date/time:
Sun Mon Tue Wed Thu Fri Sat
30 1] 2 3 4 58]
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27 2. Enter the date/time that this order will be
28 29 30 31 1 2 3 picked up.
4 ) 6 7 8 9 10 o
Cl Today: 10/1/2018 3. When finished select the green Select bar that
shows the correct pickup date/time.
Select time
Type date & tmeorselect  10/6/2018 9:50:00 PM
Create Deposit Order
4. You will then be asked to create a new

customer account or lookup an existing
customer.

If you select New Customer you will be
prompted to enter the customer’s information.
This information will automatically create a
customer account within CRE.




Address

000000000001 |John Q.

~
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....... | ]
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If you selected the Lookup Customer option
when you created a deposit order, the Select
Customer screen will prompt you to select a
pre-existing customer from your database.

Highlight the customer and press the Select
button. It will then take you to the invoice
screen.

DEPOSIT REQUIRED:
$15.00
PAY HOW MUCH NOW?

$15.00

7 8 9
4 5 6
1 2 3

Select the Pay button to accept payment for a
deposit. If you have a flat rate or percentage
selected you will prompted for that amount
automatically.

Select Ok to proceed.

Type Tender Amount &
Select Tender Type Clear

Minimum deposit: $15.00

-
[ ) oo

Finish the deposit transaction with the type of
payment and print a receipt for the customer.
A deposit is not recorded as a sale until the
final payment is made.




MAME: John . C

LAYAWAY #15
Closed to Cash Purchase

DATEMTIME: 10/1/2018 10:32:03 AM
CASHIER: 100101

STATION: 24

LAST DAY TO CANCEL: 10/1118

Customer Info

000000000001 PL:A
John Q. Customer

Item Count: 1

1RC CAR $399.99
Subtotal $399.99
GRAND TOTAL 539999
Amt Tendered $15.00
Change 20000
Layaway Balance 535499

Date Amount Paid

Payment Type

107172018 10:32:03 AM  $15.00
Cash

Total Paid So Far 315.00

Due Date: Saturday, 10/6/2013 9:50 PM

Order Deposit Receipt

The receipt for the customer will have their

deposit information recorded on it. You will notice

the Order Number and Balance are listed. In

addition, it records the pickup date, time and
amount of the deposit paid so far.

SALES TOTALS

NetSales................

Net Tax 2.
Net Tax 3.
Net Tax 4.
Net Tax 5.
Net Tax 6

Grand Total Sales..

Net Taxed Sales.......... $0.00
Net Non-Taxed Sales..... $42.00
Net Tax Exempt Sales..... $0.00
Grand T + GC/SC/Tips..... $42.00

Grand T + GC/SC/Tips
-DISC for GC $42.0

0
|La¥awaz De%osit Collected $15.00 |
rand T + ips/Dep.... }

Deposit Payment on the Detailed Daily Report

The deposit will be listed under Sales totals as
Layaway Deposit Collected on your Detailed Daily
Report (DDR).
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Completing a Deposit Order

. o P e S - Eme VI N 1

SonBucodbow..  Quny N

- o" --

5 - - - — e

1. Invoice Screen, Select the Pickup Deposit Order
hot button

Amount Owed Customer #
384.9900/000000000001 |John

10/1/2018 15|0
Clear
Search

<

Customer #

000000000001

Phone #

- Q

FirstName

Last Name

Slan Date

9/24/2018 10/1/2018

2. The Order Lookup screen will be displayed.

Note: There are many ways to search for an order
in the database. You can select the customer from
the customer grid, enter their Order Form Number,
type in their name, phone number, dates, etc.

3. Choose the order by highlighting it and press
the Select button.

e - -

Imv # 95 craated on 10172018

— S
0 0. Cus
n: (845) 1200800

4. The Invoice Screen will appear showing you the
remaining balance for the order.

5. Select pay to close out the transaction

Amount Remaining

Type Tender Amount &
Select Tender Type  Clear

$384.99
E
ﬂ
23

3

A N

Food Stamps
$385.00

6. The Payment Screen will show you the amount
remaining for the order.

7. Select the type of payment and close out the
transaction.

8. Once the order is paid in full it will now record
as a sale in the system.

9. Areceipt will print indicating that the invoice
has been closed. Followed by the future order
details receipt

11




NAME: John Q. C

INVOICE# 15
Closed to Cash Purchase

DATE/TIME. 10/1/2018 10:32:03 AM
CASHIER: 100101
STATION: 24

Customer Info

000000000001 PL:A
John Q. Customer
131 Elm Street

Pearl River NY 10965
(845) 920-0800

Item Count: 1

1 RC CAR P/U 10/01/18 $399.99
Subtotal $399.99
GRAND TOTAL $399.99
Cash $384.99

(Tendered: $384.99. Change: $0.00)

Layaway Balance $0.00

Date Amount Paid

Payment Type

10/1/2018 10:32:03 AM $15.00
Cash

10/1/2018 11:51:09 AM  $384.99
Cash

Total Paid So Far $399.99

Item PickupDate
RC Car 10/01/18

Due Date: Saturday, 10/6/2018 9:50 PM

Completed Deposit Order Receipt

Here is an example of the Deposit order details

receipt. It will include the items on the invoice, the

payment history of the invoice, and a list of items
and the dates they were picked up.

12




Pending Order Report

1. Select the Administrative then Reporting.

Top 10 Sellers
Transfer Statement

Specific lem Activity Report

eqalBalch# |isting
3 | Pendina Orders

Green = ALL in list selected

Start Date
1011/2018

End Date
10/6/2018

Red = One or more selected

App
Barcodes
bb

BB DEP

~| |Beer

01

End Time
11:59:59 PM

select Departmen IEI  Seject Station NI seject Store 0 NI

Start Time
7:00:00 AM

Select Vendor  INSHIN
1 B

10
123
2

3

FOOD

New Category Mainter
NONE

ALL
0987654321

1234567890
1521564

Select Matrix Group

12345678897778¢

Ho inventory item ssiected

Mo customer selected

Select Custamer

Clear

2. Select the Inventory Category.

3. Scroll down until you see the Pending Orders
report. These reports will display information
regarding orders that are waiting to be picked
up.

4. Specify the date range. For an order to be
displayed, the Pickup date of the order must be
within the date range of the report.

e You can specify which customer you want to see
the pickup orders from, this will prevent other
customers’ pickup orders with due dates that fall
within the date range from appearing on the
report.

5. Select Display

List sorted by customer?

Next you’ll be prompted to sort the report by
customer. If you Select Yes, the report will display by
grouping the items by the customer that placed the
order. An example of this will be displayed on the next
page.

If you Select No, the report will display by grouping
the items by the department they are associated
with. An example of this will appear on the next

page.
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One page per department?

If you Select No to the “List sorted by customer?”
prompt, you be prompted to specify whether or not
you want one page per department.

ltems Currently Pending

10/1/2018
Item Name Department Due Date Invoice # Quantity Status Pick Up Type
Customer Information:
000000000001 131 Elm Street Phi: 8459200800
John Q. , Customer Ph2:

Pearl River , NY | 10965

14




Pending Order Item Details Report

1. Select the Administrative then Reporting.
2. Select the Inventory Category.
Report. Date/Time Range Ag"i'l‘_fled
Sales Transfer Statement " Start Date Start Time | . .
ooy | | S fem Aty Repot 3. Scroll down until you see the Pending Order
Customer, = S nd Date nd Time . . .
- 62016 | 6]—\11:5959PM Item Details. These reports will display
Resiaurert  Criteia e e information regarding orders that are waiting
ReMAIS g iect Cashior MMM Select Deparimen clect Station BBIH Select Store 1p NN .
e B ssecOrprne R S | [ - to be picked up.
100101 Barcodes 02
Yiewtem 100102 bb 03 .
pdra | 10000 . B o 1o . 4. Specify the date range. For an order to be
IR R e e S displayed, the Pickup date of the order must
10 FOOD 0987654321 . .
123 New Category Mainter| | 12345678807778( be within the date range of the report.
2 NONE 1234567890
E - S e You can specify which customer you want to
oo e ot Vo eEETT ek e ‘ . - -
e o] = see the pickup orders from, this will prevent
other pickup orders with due dates that fall
within the specified date range from appearing
on the report.
5. Select Display

ltems Pending Details

Department:
RC Toys

Invoice #

ltem Name:

ltem #:

Quantity:

Customer Information:

000000000001
John Q. , Customer

Due Date:
10/6/2018 9:50:00PM

RCCar

RCCar

131 Elm Street Phi
Ph2
Pearl River, NY , 10965

8459200800

Status:
Complete

Pick Up Type:

Order No:
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