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Setting up Layaway 

 

 

 

Layaway is the ability to give the option to your customers to pay an item off.  For example if you are the 

owner of an electronics store and you are selling a large TV for a price of $1,000.00 you can have the 

customer put an initial payment on the TV.  Then pay the remaining balance off in monthly or weekly 

installments. 
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Enable Layaway 

 
1. Select the Manager or Options button. 

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

3. Select Setup then, Setup Screen. 

 

 

4. At the Setup Screen go to the Account Control tab.  

5. Under Layaway Options select Enable Layaway 

Features. 

6. Optionally you can select to: 

 Set a number of Days allowed for Cancellation. 

 Allow Pickup of Partially Paid Orders. 

 Force a Minimum Deposit. 

7. For Deposit Type you can either select to have the 

customer put a flat amount or a percentage of the total 

of the item for the initial payment. 

8. A Pre-Cancellation Fee Type is a fee that is charged if 

the layaway is cancelled within the number of days 

specified in the Days Allowed for Cancellation field. 

9. A Post-Cancellation Fee Type is a fee that is charged if 

the layaway is cancelled after the number of days 

specified in the Days Allowed for Cancellation field. 

 

 

 

 

 

 

Create Items to be used for Layaway 
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1. Select the Manager or Options button. 

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

3. Select Administrative then, Inventory Maintenance. 

 

 

4. Select Add. 

5. The required information for the item is on the top one-third of the screen: 

 The Department this item will be inside of (ex: SWEATERS). 

 A unique Item Number (ex: Sweater01, or the barcode of the item). 

 A Description, which will print on the receipts (ex: short sleeve v-neck). 

 Your Cost, which is the price you pay. 

 The Price you charge the customer. 

 An optional # In Stock value if you track stock levels. 

 Various tax options if you charge tax for this item. 
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6. Go to the Additional Info tab. 

7. Select Allow on Deposit Invoices. 

8. Select the Save button and the item will now be added to your inventory list. 
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Creating the Customer for Layaway 

 
10. Select the Manager or Options button. 

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

12. Select Administrative then, Customer Maintenance. 

 

 

13. At the Customer Maintenance screen select Add. 

14. Enter the following required information: 

 Customer Number (tip: Use the phone number as the customer number for easy reference). 

 First Name. 

 Last Name. 

15. If applicable fill in the information under General Info. 
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16. Select the Account Info tab. 

17. For Account Type select Layaway to have a customer available for the Layaway features of the software. 

18. Under Open Account Date select the O which will fill in today’s date.  This is the recorded date when the account was 

opened. 

19. Under Close Account Date select the C which will fill in today’s date which you will change until a later date in time.  This 

is useful for limiting the amount of time that the account can be open. 

20. Select Save then select Exit. 
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Using Layaway with a new Account 

 

1. Add the item to the invoice that the customer 

will be placing on layaway. 

2. Select Find on the invoice screen which will 

bring you to the customer lookup window. 

 

3. Highlight the customer we created earlier and 

press Select. 
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4. After the (layaway) customer has been added 

to the invoice select LAYAWAY. 

 

Note: The only way to display the LAYAWAY button 

is to add a layaway customer to the invoice. 

 

5. Depending on the options that have been 

configured you may be prompted to enter the 

amount that the customer will be paying at the 

current time and select OK. 

6. You will then be brought to the amount 

tendered window where you can complete the 

transaction as you normally would.   
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Using Layaway to complete the sale 

 

1. After adding the (layaway) customer to the invoice the 

account button will be changed to Lookup Layaway. 

2. Select the button to see all of the outstanding layaway 

invoices from all customers. 

 

3. At this screen you will see a list of all the open  Layaway 

transactions. 

4. Highlight the account to be edited and touch Select. 
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5. This is the screen where the layaway is handled. 

 Make Payment – will allow the customer to make a payment toward paying off the balance. 

 Complete layaway – will allow the customer to pay off the balance. 

 Pickup Selected Items – will allow the customer to pick the merchandise up after the balance has been paid for. 

 Add Items – will allow you to add items to the layaway invoice to be paid for. 

 Delete Items – will allow you to delete items off the layaway invoice.  Note: if the value for the items deleted 

exceeds the amount of payments made then you will be prompted to do a refund for the payments collected. 

 Payment History – will display all the payments have been made towards the balance. 

 Cancel Layaway – will return the items and prompt for a refund for the customer. 

 Done – will get you back to the invoice screen. 

 


