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Pay for Future Pickup 

 

When CRE/RPE is configured to work in restaurant mode, the Pay for Future pickup feature 

allows 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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Revision History 

Document Version Date Author Description of Changes 
1.0 NA RH Initial Release 

2.0 August 2, 2018 JC Updated new feature for complete date to 
print on kitchen receipt 
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Enable Allow on Deposit Invoices (Inventory Maintenance) 

 1. Select the Manager or Options button. 

2. Enter the administrator password (default: 
admin) where applicable. 

3. Select Setup then Setup Screen. 

 

 

4. Lookup the item you want to add the 
deposit feature to. In this example we are 
using Boneless Ribs. 

5. Select the Optional Info tab. 
6. Select the Additional Info tab. 

 

7. Select the Allow on Deposit Invoices check 
box to activate the deposit feature or 
uncheck to deactivate the deposit feature. 

8. Select Save to update.  
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Setup Deposit Invoices (Options)  

 1. Select the Manager or Options button. 

2. Enter the administrator password (default: 
admin) where applicable.   

3. Select Setup then Setup Screen. 

 

 

4. Select the Account Control tab. 

5. 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). 

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

7. Under Pre-Cancellation Fee Type choose 
whether it will be a flat rate or a percentage 
of the total order.  Enter a value accordingly. 
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Creating Pay for Future Pickup Orders 

You can create a pay for future pickup order at the beginning of the transaction by selecting the item that is allowed on 
deposit invoices, then follow the instructions below. 

 
1. After adding your item to your invoice, you 

will then need to select EDITS and then PAY 
FOR FUTURE PICKUP. 

 

 

2. Enter the date/time that this order will be 
picked up. 

3. When finished select the green Select bar that 
shows the correct pickup date/time.  

 

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 RPE. 
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5. 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.  

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

 

7. 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.  

8. Select Ok to proceed. 

 

9. 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. 
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Future 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. 
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Future Order Kitchen Receipt 

As of RPE version 12.9001 or higher, The 
completion date will print on the kitchen receipt.  

 This example is shown using the Epson TM-
U220 Kitchen printer which prints two colors. 

 

 

 

Deposit Payment on the Detailed Daily Report 

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

 

 

 

 

 

http://faq.pcamerica.com/hardware/kitchen-printers
http://faq.pcamerica.com/hardware/kitchen-printers
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Completing Pay for Future Pickup Order 

 
1. To complete the pay for future pickup 

order select the EDITS button and then 
the FIND ORDER FOR PICKUP from the 
Invoice Screen. 

 

 

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. 

 

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

5. Select pay to close out the transaction. 
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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. 

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

 

Completed Future Order Receipt 

Here is an example of the future 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. 
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Pay for Future Pickup – Reports 

Pending Orders Report 

 1. Select the Manager or Options button. 

2. Enter the administrator password (default: admin) 
where applicable.   

3. Select Administrative then Reporting. 

 

 

4. Select the Inventory Category. 

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

6. 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. 

 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. 
 

7. Select Display 

 

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.  

 

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. 
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Sorted By Customer Pending Orders Report Example 

 

Sort By Department Pending Orders Report Example 

 

The above example has multiple departments in one page 
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Pending Order Item Details Report 

 1. Select the Manager or Options button. 

2. Enter the administrator password (default: admin) 
where applicable.   

3. Select Administrative then Reporting. 

 

 

4. Select the Inventory Category. 

5. Scroll down until you see the Pending Order Item 
Details. These reports will display information 
regarding orders that are waiting to be picked up. 

6. 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. 

 You can specify which customer you want to 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. 
 

7. Select Display 

Example of a Pending Orders Item Details Report 

 

 


