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MiniPOS® Sales Order Processing (SOP) System 
 
Introduction 
 
The MiniPOS® SOP system is an additional back office module that handles sales order entry and 
processing. The fully integrated SOP solution has been designed to cater for mail order and tele-
sales order entry with quotation, picking list, invoices, credit notes, delivery notes and packing label 
printing. The SOP system can be configured to operate in a variety of ways to suit your particular 
order processing requirements, please refer to the MiniPOS® SOP Configuration Manual for further 
details. 
 
The SOP system integrates to the MiniPOS® Customer Database and this must be registered for 
use in order to operate SOP. Sales orders can be entered for standard retail customer (product 
pricing is inclusive of any VAT) or for trade customers (product pricing excludes VAT). MiniPOS® 
SOP system supports sales promotions as setup in the MiniPOS® Stock Control module and 
Customer Discount Bands as setup in the MiniPOS® Customer Database module. You can edit 
product descriptions, change product pricing, add item discounts and apply a global discount to the 
whole sales order as required. The product description editing allows for comment lines in the 
order, which are printed on the picking lists, invoices, credit notes and delivery notes. New 
customer records can be created within the SOP system and automatically added to the MiniPOS® 
Customer Database.  
 
All sales orders are fully integrated to the MiniPOS® Stock Control system which records product 
quantities on SOP and provides real-time, free stock level information as orders are entered and 
processed. Full product searching by code, barcode or description is supported. The SOP system 
is multi-store enabled and you can select which store or stock control location you are processing 
sales orders for, this is ideal for entering web orders or orders that are serviced from a warehouse 
etc. SOP can even be configured to process sales from a store that does not have EPoS. This is 
achieved by scanning or typing in product tickets for a particular store and processing these sales 
to achieve stock control and sales analysis. 
 
All sales orders are listed in the Sales Order Tracker, which can be filtered by customer, user, 
dates and order status making it fast and easy to select an order to progress. Sales orders can be 
printed as a quotation and then edited before processing as required. Sales orders can be saved 
as Order Templates, which can be recalled again and again, to produce repeat ordering.  
 
MiniPOS® SOP handles account and non-account customers. SOP supports invoicing and cash or 
credit card payments for orders with the ability to have a fully integrated, on-line credit card 
authorisation facility, (additional credit card authorisation software and services are required).  
When Account customers have their sales orders processed, an invoice is printed with the values 
being transferred to the MiniPOS® Sales Ledger. Invoice details can be viewed with the SOP 
screens and re-printed as required. Part despatched orders have a separate invoice produced for 
each delivery and all invoices created against an order are listed on screen. Available credit is 
checked for every sales order entered and order processing is prevented for customer on ‘Hold’, 
however customers on ‘Hold’ can make payment by cash or credit card and the order processed on 
a non-credit basis. In addition to invoicing, the MiniPOS® SOP system can generate Credit Notes 
(Credit Orders) which are transferred to the MiniPOS® Sales Ledger for complete account control. 
Non-account customers must make payment either by cash or credit card, which is recorded on the 
SOP screens. Invoices can be produced for non-account customers but these are not added to the 
MiniPOS® Sales Ledger. 
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Entering a Sales Order 
 
Navigate to Customers / Sales Orders to display the Sales Order Tracker screen which should 
appear similar to the following: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are entering sales orders for the first time, the list of orders in the tracker will be clear. The 
Sales Order Tracker list all orders entered showing each order status and other headline 
information to assist in filtering the list and selecting any order for processing. 
 
To enter a new sales order, click on the New Order Button at the bottom of the tracker screen. The 
sales order entry screen will now display: 
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Sales Order Entry Screen. 
 
Sales Order No. - Each new sales order is automatically assigned a unique sales order number 
which is displayed at the top of the screen in the Sales Order No. field. This sales order number is 
permanently assigned to the order irrespective of the number of deliveries and invoices generated 
from this order. The sales order number is printed on picking notes, invoices and delivery notes. 
 
Status. – All sales orders have an order status that changes as the order is processed. New sales 
orders start with a status of OPEN as shown above. The various status levels are: 
 

OPEN – New order that has not been processed in anyway. You can create an order without 
any products listed and the status will show OPEN until the order is progressed. Products 
added to an OPEN order have the quantity ordered allocated to SOP. 
 
QUOTE – This status signifies that a quotation has been printed for this order and now 
awaits amendment or progressing to the next stage. Orders that have a QUOTE status can 
be cancelled at anytime. Stock is not allocated to SOP for an order that has a QUOTE 
status. 
 
PART DES. – This status signifies that an order has been part despatched and some 
products remain on the sales order for future delivery. These ‘back order’ quantities can be 
cancelled at anytime and the sales order closed. 
 
CLOSED – A CLOSED status means that the order has been fully despatched and invoiced. 
 
CANCELLED – If an order is cancelled before any deliveries have been made then the 
status will show CANCELLED and the order is closed. 
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Branch – If you operate a multi-store installation of MiniPOS® you can select any store or stock 
control location to process sales orders for. By default the Branch field is set to the store you are 
currently working at. For single site installations the default branch will be ‘Head Office’, however, 
even on a single site installation you may require additional stock control locations such as a 
Warehouse or Web stock holding and it is possible to set a workstation running MiniPOS® to start 
up as a different store automatically. (As an example you may operate a retail outlet where the tills 
are controlling stock locally, you have one workstation that takes mail orders and effects the stock 
for the local store along with the tills but you want to operate another workstation to handle web 
orders for which you hold stock in a different location. This additional workstation can be configured 
to always start up as the web store. – For further information on multi-store / stock locations please 
consult your dealer.) 
 
Sale Date – This is the date on which the sales order was first created. 
 
Customer No. – If you are entering a sales order for an existing customer, you can type in the 
MiniPOS® customer number in this field to automatically assign that customer to the sales order. 
 
Customer Search – You can search for an exiting customer in the MiniPOS® customer database by 
entering part or all of their name or company name into the Customer Search field and then 
pressing the SPACE BAR on your keyboard. The SOP system will display a list of all customers 
that match the text you enter. You can then click on a customer in the list to assign it to the sales 
order. If the customer cannot be found in the database, you can cancel the search list by clicking 
on the Cancel Search Button at the bottom of the search screen. 
 
If a customer is selected from the Customer Search List, the list will close and the customer’s 
number and name will appear in the relevant fields. In addition the full customer details can be 
viewed by clicking on the Customer Details Tab as follows: 
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Creating New Customer Details. If you are entering a sales order for a new customer you must first 
add the customer details using the Customer Details Tab: 
 

Click on the Customer Details Tab as shown above. 
 
Click on the Add Button at the bottom of the Customer Details page. 
 
Enter all of the customer details as required including the Category, VAT Mode and any 
account settings needed. The Customer Details Tab can integrate to the QAS post code 
lookup database to automatically fill in address details. Once QAS is installed on the 
workstation, you can click on the Lookup Button next to the Post Code Fields to bring up the 
address lookup system. (Please consult your Dealer for further information on the QAS 
database.)  
 
When you have finished entering the customer details click on the Save Button and then 
click on the Sales Entry Tab to return to the sales entry screen. 
 

Sales Department Ref. You may wish to assign your own internal reference to each sales order for 
future analysis. These Sales Department References could include sales reps, sales origin 
(advert), and sales promotions or to identify mail order verses web sales. This field is useful for 
creating reports to monitor your sales information. (You can force users to select one of the Sales 
Departments for each sales order entered to ensure that Sales Departments are always recorded. 
Please refer to the SOP Configuration Manual.) 
 
Sales Departments are added and maintained as follows: 
 

Click on the Green Field Edit Button next to the Sales Department Ref. Field. The Maintain 
Departments Pop-Up will appear: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To add a Sales Departments, click on the Add Button on the Maintain Departments Pop-Up 
panel and enter sales department description in the Name field. 
 
Click the Save Button to save your new sales department description and then click on the 
Close Button  to close the Maintain Departments Pop-Up. 
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User Reference. If you want to record a user reference for the sales order you can enter a free text 
reference into the User Reference field. This field is often used to record customers own purchase 
order numbers or references and this text will be printed on Picking Lists, Delivery Notes and 
Invoices. (You can force users to enter a User Reference for each sales order entered. Please refer 
to the SOP Configuration Manual.) 
 
Entering Products on a Sales Order 
 
There are a number of ways to add products to a sales order as follows: 
 
 
 
 
 
 
 
 
 
 
Product input section of the Sales Order Screen. 
 

Code. The Code field can be used to scan in barcodes via an attached barcode scanner or 
you can type in PLU / stock codes via the keyboard followed by the Enter Key. The product 
details will appear in the sales order list and the cursor will return to the Code field ready for 
the next input. 
 
Product Search. You can search for a product to add to the sales order by entering text into 
the Product Search field and pressing the Space Bar on the keyboard. By default, the 
system will list all products that have the search text you entered somewhere in their 
description. (For example if you enter Red into the product search field, then all products 
that have the text Red anywhere in both lines of description will list.) You can add additional 
text to the Product Search field followed by the Space Bar to narrow down the list to show a 
specific range of products to choose from. (For example, if you type in; Red [Space Bar] 
Size [Space bar] 12 [Space Bar], then only those products will all three sections of text will 
list.) 
 
Department, Sub-Department, Brand, Category and Supplier. These Drop-Down Lists  
allow you to select any particular Department, Sub-Department, Brand, Category or 
Supplier and a list of products that match your selection will appear. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Example: List of products displayed when BOOKS has been selected in the Department Drop-Down. You can further limit 
the list by selecting additional Drop-Down Entries  
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To select a product from the list, Double Click on a product and it will be added to the sales 
order and the list will close. To close the list without selecting a product simply click on the 
Cancel Search Button at the bottom of the screen. 
 
After entering a product code or selecting a product from a list, the sales order will show the 
product details as follows: 

 
 
 
 
 
 
 
 
 
 

You can now edit the details for each product on a sales order as follows: 
 
Description. Click in the Description field and the first line of description will become 
highlighted ready for editing. You can now type in a replacement description or if you want 
to add to the existing first line description then click again at the end of the highlighted text 
and add additional text as required. (Any product description changed in a sales order will 
be recorded permanently with the order as it is processed and will be recorded is sales 
history. The main stock file will not be effected and the original product description will be 
retained) 
 
The ability to edit product descriptions is particularly useful for adding comment lines to the 
sales order. If you create a product in the main stock file, say you call it Comment, and it is 
without any price, then when ever you add this product to a sale order you can edit the 
description to the comment you wish to add to the sales order. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
The 5th product in the list is a comment line, the ‘NEW PUBLICATIONS’ text has been added to the description. 
 

Ord Qty. The Ord Qty field (Order Quantity) defaults to 1 but you can click in this field and 
change the quantity as required. The sales order processing system does not automatically 
sum the same product if added on different lines. If a product is added to a sales order 3 
times then there will be 3 separate lines all showing the same item. 
 
Price. The Price field shows the standard retail price of each product entered. If the 
customer has VAT exclusive pricing as set in the MiniPOS® customer database, then the 
price shown will exclude VAT.  
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Discount. You can enter an item discount amount in the Discount field and the amount of 
discount entered will be deducted from the amount in the Price field to give a Total for that 
line of the sales order. (You may need to setup security rights in order to change the Price 
and Discount fields as described in the SOP Configuration Manual.) 
 
If the customer selected for this sales order has a Discount Band setup in the MiniPOS® 
customer database, then the Discount field will automatically show the amount of discount 
set. 
 
Total. You can enter a figure in the Total field that is different from that automatically 
displayed and the system will calculate the amount of discount automatically. This is useful 
if you are negotiating a total price for a quantity of a particular item. 
 

 
Sale Promotions. 
 
The MiniPOS® SOP system supports all types of Sales Promotions as setup in the MiniPOS® Stock 
/ Promotions Manager.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The above screenshot shows a Multi-Buy Promotion where a ‘Buy Any 3 Books and Get the 
Cheapest Free’ promotion is active. When a quantity of 3 of any books are entered, the system 
automatically applies the discount and indicates at MUL BUY in the Discount field. Special Offer 
and Quantity Discount promotions work in a similar manner. 
 
 
Finishing the Sales Order 
 
Once all the products have been added to the sales order and before we process the order to 
produce a Picking List, Delivery Note or Invoice (depending on the configuration setup), you can 
add further order details as follows: 
 

Req. Deliv. Date. This field is at the bottom of the screen on the left and allows you to enter 
a Required Delivery Date for the items on this order. This date field can be printed on 
Picking Lists, Delivery Notes and Invoices and can additionally be used to filter SOP reports 
as required. 
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Global Discount. When products are added to a sales order the value of the order is 
automatically calculated and displayed at the bottom of the order screen in the Total field. 
You can apply a Global Discount figure to the Total amount by entering a value in the 
Global Discount field. This amount will be deducted from the Total amount to give a sales 
order total value in the FINAL TOTAL field.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Global Discount field

 
If the customer selected for the sales order has VAT exclusive pricing as set in the MiniPOS® 
customer database, then the Global Discount amount entered should be exclusive of VAT. If the 
customer is a standard customer and prices are show with VAT, then the Global Amount entered 
must include VAT. 
 
The Global Discount entered will be applied Pro-Rata to all the products on the sales order when 
the order is processed and the details are recorded in sales history. 
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Sales Order Notes. You add free text notes to a sales order by clicking on the Notes Tab at 
the top of the order screen. The order screen should appear as follows: 
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can enter Internal Comments for notes that are for internal use only. These can be 
printed on Picking Lists etc as required. 
 
In addition you can enter Customer Comments for notes that are specifically requested by 
the customer and these can be printed on Picking Lists, Delivery Notes and Invoices as 
required. 
 
To close the Notes Tab simply click on the Sales Entry Tab to return to the sales order entry 
screen. 
 

 
Saving a Sales Order 
 
You can exit a sales order at anytime by clicking on the Close Button at the bottom right of the 
screen. All the details entered for the sales order will be saved and the order header information 
will appear in the Sales Order Tracker.  
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Progressing a Sales Order 
 
There are a number of ways that a sales order can be progressed depending on the SOP 
configuration settings. (Please refer to the SOP Configuration Manual or consult your dealer for 
further information.) You can operate the MiniPOS® SOP system as a standard trade ordering 
solution, producing invoices for account customers or you may want to operate a tele-sales service 
for standard retail customers that make payment before goods are despatched. The following text 
will explain the various processes for handling the different uses of the MiniPOS® SOP system. 
 
Sales Orders for Account Customers with Invoicing: 
 
The conventional use of an SOP system is to process sales orders for account customers where an 
invoice is printed and the amount of the invoice is added to the customer’s sales ledger. To 
process sales orders for account customers the following applies: 
 

Account Customer. The customer selected from the existing MiniPOS® customer database 
or created from within the SOP order entry screen, must have the Run Account flag set and 
have a Credit Limit with sufficient Credit Available remaining. See screen shot below: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note there is an On Hold flag below the Run Account flag, if ticked this will prevent sales 
orders being processed for the customer. 
 
Credit Available amount is shown at the bottom right of the Sales Order Entry Screen along 
with A/c Status, Credit Limit and A/c Balance information. 
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Picking the Sales Order 
 
If you have configured your SOP system to ignore the picking stage (automatically pick 
orders) then please skip the following section and move to the Despatch and Invoicing 
section. 
 
If your SOP configuration is setup to manage picking of sales orders (Please refer to the 
SOP Configuration Manual or consult your dealer for further information.), then you are able 
to print a picking list which can be used to confirm that all products ordered have been 
located and are ready for despatch. (If you do not want a picking list you can enter picked 
quantities on the sales order screen at anytime.) 
 
To print a picking list click on the Print Pick List Button at the bottom of the sales order 
screen. A pop-up will appear for you to confirm which printer you are using and the number 
of copies required. When the printing options have been confirmed the picking list is 
printed. A pop-up will now display asking you to confirm that the picking list was printed ok 
or if not whether you want to print again. The picking list should appear similar to the 
following: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This is the default MiniPOS® SOP Picking List report layout. The barcode under the picking list 
number (SOP No.) can be used if you have a barcode scanner connected to your workstation to 
quickly find the sales order in the Sales Order Tracker. 

 
When a picking list has been printed, the Status of that sales order changes to Picking. The 
Picking Status can be used to filter sales orders in the Sales Order Tracker.  
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You can now exit the sales order entry screen by clicking on the Close Button at the bottom 
of the screen. The order will be saved in the Sales Order Tracker for selection and 
progressing when required. 
 
When the picking list has been returned you can now recall the sales order and enter the 
picked quantities for each product. (You may want to operate a mail order or tele-sales 
facility where orders are entered and the Picking List printed immediately in a warehouse or 
stock room. In this case you would configure the report to print over a network to a remote 
printer. Then you can exit each order to process new ones. When the Picking Lists are 
returned from the Warehouse or Stock Room, you can then call up the order in the Sales 
Order tracker and progress it.) 
 
To enter a picked quantity on the Sales order Entry Screen, click in the Picked Field against 
a product and type in a picked quantity followed by the Enter Key or the Up / Down Cursor 
Keys to move to the next Picked Field.  You have the option to click on the Pick All Button at 
the bottom of the screen to automatically fill in each of the Picked Fields with the Qrd Qty. 
This fully picks the products for you. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the products cannot be fully picked, you enter the actual picked quantity and the 
difference (shortfall) will be automatically entered into the On Bo Field (On Back Order). 
(You can prevent Back Orders in SOP Configuration. Please refer to the SOP Configuration 
Manual or consult your dealer for further information.) 
 
Sales orders can be edited before and after picking, however once a sales order has been 
processed for despatch and Invoicing, no further changes to the order can be made. 
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Despatch and Invoicing 
 
This section details processing a sales order for Despatch and producing an Invoice for account 
customers. If you have configured SOP for Picking Sales Orders, you must have first entered some 
picked quantities before a sales order can be invoiced and Delivery Notes or Packing Labels 
printed. If your SOP configuration has been set for ‘Automatically Pick Whole Order’ then the 
system will automatically fill in the picked quantities for you when you process the order. 
Processing a sales order makes changes to stock levels, prints invoices, updates customer’s 
accounts and creates sales history records.  
 

To process a sales order click on the Process Order Button at the bottom of the Sales order 
Entry Screen. 
 
A pop-up will display for you to confirm that you wish to process the order. Click on the Yes 
Button on the pop-up display to continue. 
 
The system will process the sales order and print Delivery Notes, Invoices and Packing 
Labels as set in the SOP Configuration. (Please refer to the SOP Configuration Manual or 
consult your dealer for further information.) 
 
If the sales order has been fully despatched and Invoiced, the sales order status will change 
to CLOSED. If the sales order has been part shipped and Invoiced accordingly, then the 
sales order status will change to PART DES. Part Despatched sales orders can be 
processed once the products on Back Order have been picked. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4th Item Not Picked 

Process Order Button

 
(The 4th item on this sales order could not be picked and therefore the Picked quantity shows zero. 
When this sales order is processed the 4th item will be on Back Order, On BO, and the order status 
will become PART DES.) 

14 



MiniPOS® Sales Order Processing (SOP) ____________________________________________________Sales Orders 
 
Delivery Notes 
 
If you have configured the SOP system to produce Delivery Notes automatically on processing a 
sales order, the system will print the default SOP Delivery Note similar to the following: (Please 
refer to the SOP Configuration Manual or consult your dealer for further information.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Delivery Note Number is made up from the Invoice Number plus the date to give a unique 
number for each Delivery Note printed.  The barcode represents the User Reference on the original 
sales order and may be useful to your customer when inputting the delivery to their system. 
 
 
Packing Labels 
 
Packing labels can be printed after a sales order has been processed. The default SOP Packing 
Label is defined in the SOP Configuration settings. (Please refer to the SOP Configuration Manual 
or consult your dealer for further information.) 
 

This is the default SOP Packing Label. Your company logo 
and information is printed at the bottom of each label 
including the customers reference (User Reference) and the 
Sales Order Number. 
 
(You can create your own Packing Label Report to suit your 
own requirements and printer setup. Please consult your 
Dealer for further information.) 
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Invoices 
 
Invoices for account customers are automatically entered into the MiniPOS® Sales Ledger. Each 
Invoice created has a unique Invoice number, which is recorded against the sales order information. 
 
Invoices to customers that have VAT Exclusive Pricing will show prices excluding VAT with the VAT amount 
shown separately in addition to the VAT Analysis. 
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 Viewing Invoice Details 
 
Invoice details created from a sales order can be viewed by clicking on the Invoices Tab on the 
Sales Order Entry Screen: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This screenshot shows that one invoice has been created for the sales order. The sales order 
status is however PART DES. (Part Despatched) which indicates that there are still items left to 
despatch. When these remaining items are despatched another invoice is produced and its details 
will also appear under the Invoices Tab. When the sales order has been fully despatched and 
Invoiced, the sales order status will show CLOSED. You can still view all of the details of a 
‘CLOSED’ order and reprint Invoices, Delivery Notes and Packing Labels as required. 
 
 
Reprinting Invoices, Delivery Notes & Packing Labels 
 

To reprint an Invoice, click on the Invoice Header Details in the top list and click the Print 
Invoice Button at the bottom of the screen. 
 
To reprint a Delivery Note, click on the Invoice Header Details in the top list and click the 
Print Del Note Button at the bottom of the screen. 
 
To reprint a Packing Labels, click on the Invoice Header Details in the top list and click the 
Print Pack Labels Button at the bottom of the screen. 
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Sales Orders For Non-Account Customers (Retail) 
 
You can use the MiniPOS® SOP System to take orders from customers that do not have a credit 
account but pre-pay their order by cash, cheque, credit card or any other payment method you 
choose. Non-account customers should have the Run Account Flag, un-ticked X, in their account 
details as shown below. (To enter sales orders for non-account customers you must have the SOP 
configuration settings to allow this. Please refer to the SOP Configuration Manual for further 
details.)  
 
This typical mail order or tele-sales operation allows the SOP user to check if the customer already 
exists in the MiniPOS® Customer Database or create the customer from new.  (Please refer to the 
Creating New Customer Details section earlier in this manual.) The order details are added and 
then a pre-payment is entered before the sales order can be processed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the non-account customer has been selected or added, entering products to the sales order 
is the same as described earlier in this manual. 
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Before a sales order to a non-account customer can be processed, a pre-payment must be entered 
on to the Payments Tab as follows: 
 

Click on the Payments Tab, the screen should appear similar to the following: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Method. The entries listed under the Method column are the various payment types defined 
elsewhere in MiniPOS. 
 
Payment. Click in a Payment Field against the Payment Type you are receiving for this 
order. Type in the payment amount. You can have multiple payments if required, for 
example the customer may pay part of the order value by a Voucher and the balance by 
Cheque. The Payment amounts entered must cover the total value of the sales order. 
 
Reference. The reference field against each payment type id for recording details such as 
cheque number etc as required. 
 
Allocated. The Allocated Field records how much of a payment has been used in 
processing the order. If the order is fully despatched and invoiced then the total amount of 
the payment or payments will show in the Allocated Field. If an order is part despatched 
then only the amount of payment required for the part despatched invoice will be allocated. 
 
Click on the Sales Entry Tab to return to the Sales Entry Screen and you can now process 
the order for despatch. 
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Quotations 
 
The MiniPOS® SOP System can be used to produce quotations for customers. A quotation can be 
edited at anytime and either reprinted or progressed as a normal sales order for picking, despatch 
and invoicing. 
 
You can produce a quotation as follows: 
 

Create a new Sales Order, add the customer’s details and enter the products to be quoted. 
(You can close and save the Sales Order at anytime and return to it later as required.) 
 
Click on the Print Quote Button at the bottom the Sales Order Entry Screen: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The default SOP Quotation will now print with the usual print confirmation pop-up. The 
quotation type printed is defined in the SOP Configuration settings. (Please refer to the 
MiniPOS® SOP Configuration Manual or consult your Dealer for alternative quotation 
layouts.) 
 
The Sales Order Status will now show QUOTE to identify those orders in the Sales Order 
Tracker that are quotations as opposed to actual sales orders being processed. Product 
quantities on a Quotation are not used to calculate the On SOP and Free Stock figures 
shown on the Sales Order Entry Screen. 
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Sales Order Templates 
 
MiniPOS® SOP can save sales orders as Sales Order Templates which can be used to create new 
orders with all the details of the original order that was used to produce the template.  This facility is 
useful where you have repeat orders from customers or perhaps you have monthly billing where 
the order details are the same each month. Another use for Order Templates is in Quotations 
where you can create a standard quotation and save this as a template. This quotation template 
can be used to quickly display a standard quote, which can be edited, and a specific quotation 
printed. 
 
Templates can be created at anytime, irrespective of an orders status, even CLOSED orders can 
be used. An Order Template saves the order details and any changes made to product 
descriptions, pricing and discounts. If a customer is assigned to an order that is used for a 
Template then the customer’s details are also saved, however the customer can be changed when 
a new order is created from the Template. To create an Order Template;  
 

Click on the Sales Order Template Maintenance Button next to this field on the Sales Order 
Entry Screen. The Maintain Sales Order Templates Pop-up will appear as follows: 

 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 

Template Add Button 

Maintain Template Pop-up 

Sale Order Template Maintenance Button

 
Click on the Template Add Button on the pop-up and type in a name for this template in the 
Template Name Field. If a customer is assigned to the original sales order, the customer’s 
number and name will appear in the relevant fields. 
 
Click on the Save Button to save the template and close the Template pop-up. 
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Credit Orders (Credit Notes) 
 
There may be occasions when a customer has been incorrectly invoiced or products are returned 
for some reason. It is possible to generate a Credit Order and either produce a Credit Note or give 
a refund as required. 
 
In the case of account customers, a Credit Order would generate a Credit Note that would reduce 
the customers balance on their MiniPOS® Sales Ledger. Product quantities on a Credit Order will 
be returned into stock and the stock levels increased and sales history would be updated. 
 
Non-account customers would have a refund recorded by entering credit payments on the 
Payments Tab.  
 
To create a Credit Order, navigate to Customers / Credit Orders from the MiniPOS® Main Screen. 
You will now see the Credit Orders Tracker.  
 
Creating and entering a Credit Order is identical to that for entering Sales Orders except that a 
Credit Note is printed instead of an Invoice. (Credit Note numbers follow in sequence to Invoice 
numbers.) 
 
The Credit Note printed is defined in the MiniPOS® SOP Configuration settings. (Please refer to the 
MiniPOS® SOP Configuration Manual or consult your Dealer for alternative quotation layouts.) 
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