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NEW ClickPOS SALES SCREENS: OVERVIEW 

ClickPOS has a number of new features within its sales screens, designed to make 
working with ClickPOS easier for the end user. Many of these enhancements, whilst 
subtle, provide a much better experience, and streamlines the day-to-day sales 
process of many businesses. 
 

NEW FEATURES OF ClickPOS SALES SCREENS: 
 

• A built-in calculator function to automatically calculate change based on 
amounts tendered. Buttons representing physical cash are now provided, or 
amounts can be entered directly into the tender box. 
 

• Multiple payments no longer require the user to select “Multi” as a payment 
prior to tendering sales, this is done automatically when an outstanding 
balance is detected. 
 

• The ability to sell phones without IMEI is also available, ideal for customers 
who have stock drop-shipped to their location but need an invoice on the 
spot. 
 

• Existing customers can now be searched on-the-fly with automatic filtering 
of customer name allowing for quick addition of existing customers without 
the need to re-create or follow a dedicated search process. 
 

• The ability to add and select a different shipping location to the one already 
on file with a customer. 
 

 
 
 
 
 
 
For all general enquiries, please contact ClickPOS Support by sending an email to 
help@clickpos.com or alternatively, call (03) 9092 5300. 
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Building Customers – Bill To and Ship To Addresses 

Building a customer in ClickPOS, in many cases, is a necessity for clients who keep 
records for either marketing, billing, shipping, loyalty rewards or other programs. 

Here is how to create a customer with either a single billing and shipping address, 
or a billing and separate shipping address. 
 

 
 
Once this is clicked, ClickPOS will bring you to the following screen: 
 
 

 
 
  

1. Click on the 
Customer icon 

2. Enter all customer 
information. The address fields 
are the physical address of the 
customer. 

3. If the customer has a 
different shipping address to 
their billing address, click the 
“Ship To” tab. 
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Within the Ship To tab, notice the address is greyed out (locked for editing). This is 
due to the “Use Bill To” option being ticked. When unticked (see below), this will 
allow the user to edit these fields and replace them with the new shipping 
address. 
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When the invoice generates, provided a separate ship-to address has been 
selected, the invoice should display both the customer being billed and the address 
the stock is being delivered to (see over).  

4. Once a product has been 
added for sale, tender the 
sale, and the invoice should 
generate. 
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5. As displayed here, the 
customer information on the 
left is the bill-to address, and 
on the right, the ship-to 
address 
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Selling A Product Part 1 (Single Tender Type) 
 
In this Example we will sell the following Item. Payment Type will be Cash. 
 
1 x Genuine Nokia 3100 Battery 
$66.00 
<Insert Prod Code> 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

1. Select Rep 
Name.  

2. Enter 
Quantity of 1 

Please note: If using a SCANNER the system will 
AUTOMATICALLY HIT the return carriage. If you 
are entering MANUALLY you will need to click on 
the OK button. Also note the last sales rep name 
and printing options will stay the same until they 

are changed. 
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Selling A Product Part 1 (Single Tender Type) 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Click Cash 

4. Check to see Printer 
Type is correct 

5. Enter 
tendered 
amount 

directly or 
click the 

buttons to 
select 

amounts 
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Selling A Product Part 1 (Single Tender Type) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Receipt will 
Display and 

automatically 
print to the 
EPSON T88 
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Selling A Product Part 2 (Multi Tender Type) 
 
For this example, we will process the same sale, but with multiple tender types. 
i.e Customer paying half the total in cash, the other half in eftpos/credit card. 
 
 

 
 
 
The key feature of this new screen is the ability to auto-detect when a multi-
payment is being processed based on the amount tendered by the user. 
 
 
 
 

6. Click Cash 

4. Check to see Printer 
Type is correct 

Note that the 
tendered 
amount of 

$30 cash now 
leaves a 

balance of 
$36 

outstanding. 



ClickPOS – SALES MODULE 
 

Page 11 of 35 – SALES MODULE REV 13/08/2008    

 

Selling A Product Part 2 (Multi Tender Type) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

Click “Eftpos” 

Now ClickPOS 
recognises thata 
second payment 

needs to be made, 
and expects $36 to 

be tendered 
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Selling A Product Part 2 (Multi Tender Type) 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

This receipt now reflects that 
a split payment has been 

received for both Cash and 
Eftpos, and shows both 

amounts for each tender type 
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Selling A Pre-Paid Voucher / Recharge Card 
 
In this example we will be selling a Recharge PrePaid Plus $60. Barcode is 
provided. 
 
Recharge PrePaid Plus $60 

 

 
 
 

 
 
 
 
 
 

5. Click Cash 

4. Check to see 
Printer Type is 

correct 

2. Enter 
Quantity 

of 1 

3. Scan 
Barcode 

1. Select Sales 
Rep  
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Selling A Pre-Paid Voucher / Recharge Card 

 
 

 

 

 

 

 

6. Receipt Will 
Display 

7. Click Print Icon then close page. 
NB: If Epson Printer is selected, 

this screen will NOT appear. 
Instead, it will directly print to the 

T88 
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Selling A Plan/Handset Combination – Contract Only 
 
There  are a number of different phone sale combinations using the ClickPOS 
system. Please see further for detailed instructions on how to process each sale. 
 

a) Outright Sales, Plan/Handset Combinations, Prepaid – Scan IMEI 
b) Contract Only – Do not scan IMEI 
c) MRO Sales – Scan IMEI 

Outright Sales 
The Phone Sale screen is designed specifically for selling handset and dealing with 
carriers. In addition it can capture services such as insurance. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Select Rep  3. Click On 
Customer Icon 

2. Click OK to 
Create Invoice 
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Selling A Plan/Handset Combination – Contract Only 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
. 

 

 

 

 

4. Enter Customer 
details. 

5. If customer details already 
exist, select the green check 
box to select the customer. 

6. The Phone 
Tab should 
now appear 

7. Click OK 

Note: System will display any customers that 
have the same first name. If the customer 
appears in this list then Select For Sale. 



ClickPOS – SALES MODULE 
 

Page 17 of 35 – SALES MODULE REV 13/08/2008    

 

Selling A Plan/Handset Combination – Contract Only 
 

 
 
 

 
 

 

Filters allow you to narrow down a list of plans 
that are available, rather than selecting from a 
complete drop down list. 

For This Example, a Consumer $80 Member 
Plan will be sold as contract only, with NO 
MRO added.  

8. Select all relevant filters and click “Search” 

9. Enter customer mobile number and 
click “OK”. N.B – If this is an “Early 
Upgrade” – “Comm Due” = “NO” 
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Selling A Plan/Handset Combination – Contract Only 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

10. Once you have confirmed 
these details are correct, click 
“Nil Pay”. 
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Selling A Plan/Handset Combination – Contract Only 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Click Print Icon 
and close page 

13. Receipt will display 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

N.B -  Notice now that the 
IMEI is recognized as an 
Apple iPhone 8GB model in 
Black 

Repeat Steps 1 through 7 as if selling 
“Contract Only” except adding the IMEI 
for the handset before clicking “Search” 
and “OK” 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Now the IMEI appears 
as well as the plan 

combination 

Once all details are 
confirmed, check printer 

and click “Nil Pay” 

N.B – The “Nil Pay” option is 
used where money is NOT 
being received immediately 
from the client, or is on an 
account arrangement. Payment 
is received at a later date 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Click Print Icon 
and close page 13. Receipt will display 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 
This process is similar to selling “Contract Only” however, the MRO/Handset 
Repayment is added as a separate product. 
 

 
 

 

 

 

 

 

 

 

 

 

The “Sale Price” fields 
should always be blank  
or $0 for the sale of 
contracts, as no money 
is collected from the 
customer, unless there 
is an upfront component 
payable. 



ClickPOS – SALES MODULE 
 

Page 24 of 35 – SALES MODULE REV 13/08/2008    

 

Selling A Plan/Handset Combination – Phone/Plan Combination 
 

 
 

 

 

 

 

 

 

 

 

 

Repeat the process as 
if adding a phone, 
except choosing 
“MRO” in the filters. 

Zero out the RRP as this payment 
will be added under the 
“Services” tab. 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Mobile Repayment Option” 
from the list, enter the value and 
click “OK” 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 

 
 

 

 

 

 

 

 

Now both the contract and handset 
repayment components are added 
to the invoice. Click “Nil Pay” to 
close off the sale. 
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Selling A Plan/Handset Combination – Phone/Plan Combination 
 

 
 

 

 

 

 

 

 

 

 

14. Click Print Icon 
and close page 

13. Receipt will display 
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Refunds – Cash and Non Cash Items  

 
 
 
 
 
 
 
 
 

1. From the Sales screen, tick 
the “Refund” box. And a new 

dialog box should appear 
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Refunds – Cash and Non Cash Items  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Once the invoice number is 
selected, the dialog box will 

now show all items on an 
invoice. Multiple items can be 
refunded individually if only 

part of an invoice needs to be 
refunded. 
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Refunds – Cash and Non Cash Items  

 
 
 
 
 
 
 
 
 
 
 
 

3. The item will now appear 
with a negative figure in the 

“Tender” box, and must not be 
adjusted when performing a 
refund. The tender type used 
to make the original purchase 

should be used. For this 
example, assume it is cash. 
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Refunds – Cash and Non Cash Items  
 

 
 
 
 
 
 
 
 
 
 
 
 
 

14. Click Print Icon 
and close page 

13. Receipt will display 
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Additional Features: Colour Co-ordinated Payment Buttons 
 
Payment type buttons can now also be colour-coded to assist end-users in 
classifying a payment type. By default, all tender type buttons have a uniform grey 
shadow, which is displayed in the screenshot below. 
 
 

 
 
To edit the background colours of the buttons, follow the procedure as per the 
screenshots on the following pages. 
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Additional Features: Colour Co-ordinated Payment Buttons 
 

 
 
 

 
 
 
 
 
 
 

 

Click “Maintain”, then “System 
Administration”. 

 

Click “Payment Type” 
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Additional Features: Colour Co-ordinated Payment Buttons 
 
 

 
 
 
 
 
This process needs to be repeated for each button that you wish to change. 
The end result should look as per the screenshot on the following page: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the button you wish to 
modify, then change the 
colour and click “Edit/OK” 

NB: The DPS button will always remain in red, 
as this payment type covers all forms of 
electronic payments, regardless of card type.  
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Additional Features: Colour Co-ordinated Payment Buttons 
 
 

 
 
Once this is done, you have successfully colour coded the payment types for easy 
identification.  
 
 
 
 
 
 
 
 
 
 
 
 
 


