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1. Taking Account Payments at POS 
 

If new members sign up at reception, then carry out the following: 
 
Create a customer record for the new member and make a note of their address code. Figure out 
how much money they will owe you up front.  
 

 
 
Log into the Point of Sale. 
 
 

 
 
Select – Payments 
 
 

 
 
Select – Account Payment 
 
 

 



 

 
Enter the Customers address code or swipe members card. 
 
 

 
 
Select – Accept twice. 
 
 

 
 
Enter the amount the customer is paying. 
 
 

 
 
Select – the Payment Type 
 
 



 

 
 
Select where the payment is being Allocated to. 
 
The transaction is complete. 
 
 

 
 
The payment is now visible on the members Sales Ledger. 
 
 
 
 


