HOUSE ACCOUNTS
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1. ADD A HOUSE ACCOUNT (Must have Local Credit Software)

· Click on File
· Click  on POS DATA EDIT
· Arrow Down   (   to CRDIT for Credit Files

· [image: image1.wmf]Press  Page Down 
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NOTE: Press  F 8   for HELP FUNCTION 

· Enter in Index #  (Usually Customer’s Phone Number) ) - Don’t use hyphens

Note: The Index number is the number that is used on the terminal for this client.

· Press   Esc  to Display 

· Enter Customer’s Long Name /  Address / City, State, Zip
· Enter other information (Optional) - Usually for other names used on the account

· Check cashing  STATUS             
<1> for Yes

<2> for No

· Credit STATUS

                           <0> for No

<1> for by day

<2> for by month

<3> for by year

· Personal ID # (4 Digit #) - Used if magnetic cards are used for charging

· Enter Credit $ Amt.
Note: Dollar amount is the limit to the client’s credit

**Note:  For setting up House Accounts from POS Terminal refer to you Manager 


   Training Guide.

2. DELETE A HOUSE ACCOUNT

· Click on File
· Click on  POS DATA EDIT
· Arrow Down    (   to CRDIT (Credit Files)

· Press   Page Down  
· Input Index # (Usually Phone Number) - Don’t use hyphens

· Press     Esc   to Display

· Input  9999  at XXXXX to delete record

· Press   Esc  to Update
· 3 Options

1) Enter New Index # to be deleted


2) Press   Page Up    to return to Main Menu


3) Press   End   to return to Master Communication Monitor
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