Adding/Editing Accounts

Requirements

Steps:
e Login to your BrewPOS Admin Back Office =| Reports “’\: Setup ,@ Secuity | = More
° Go to the More tab 8 Customers \ﬁ Inventory ’, Shipments
e Go tothe Accounts tab

. .. . 2] | 52 X N Delet M Duplicat

e To edit an existing account balances double click on the 2 ‘ 2 & -‘ 1 New X Delete ‘5' HEERAEE "):
account, To add a new account click on the New icon AllCustomers  ClubMembers || Trade Accts / Emp Alllowance ||Employ
in the toolbar

These accounts are also the customer records
you see in the POS front of house e kit

Bobby
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e Active - button will make the account Email
H Phone
active o

Primary Location

e Choose Trade Account by double clicking B
on the Underlined Text. e S

Delivery charge 90 Days

History Deposits Comps Overides Cancels Voids

D & m

Ticket Date Loc Employee Total Notes
11414 12/21/2017 11:58 AM Santa Fe Gillian Brown 4000

10676 12/21/2017 11:54AM  Santa Fe Gillian Brown 13544
Total 175.44

e Beginning Amount — Sets your starting balance i Trade Account X
e Remaining —is the amount left, also allows you to Customer

adjust the remaining manually Beginning Amount A
e Allow negative, this allows an account to be used st

past a 0 balance Allow Megative Balance
e Add monthly — automatically adds a balance equal
to the amount on the first of the month

Add monthly

B &

Date Loc Warkstation Amount Employee
12/21.17 SantaFe PONDER 13544  Gillian Brown

Save Cancel




Front Of House Account Management

e QOpen an account with a customer record or add a customer record to an open ticket.

Checking balance

Once a customer record is on a ticket, you can touch the customer name to check the account balance.

fiprewros  1016AM  colt

Customer name Club Member expires 10/15/19
Nickname (optional)  [leleloY Trade Account  balance 235.00
Email I cicac o
- ; ; Phone |

Moogi's Lager Pint

|| Pugsly IPA Pint . o)
' Puggy Sue's Cider Pint |

CustSince 122117  Total
Last Visit 1212117 90 days

Paying with Account

Once a customer record is on a ticket, you can chose the other payment a tab and select trade account

10.80
\_b Trade Acct

Check [l Pub Money




