
HOW TO ADD A SALE IN BILLING REGISTER?



PREFACE

1) Simple use : using just the basic/necessary features

2) Full use : using all the available features for maximum efficiency

So, generally, you need not use all the features of Billing Register. You can 

just add a sale, add some item(s) to it and print the invoice. But you can 

maximize your working efficiency if you understand all the features of Billing 

Register and use those appropriately, whenever needed.

There are 2 ways of using Billing Register:



Click on 
Sales

menu button



Click on 
Sales
button



Click here to close 
this help window. 
It appears only 

while creating the 
first sale.



At first glance, this form/page might seem to have a lot of information to be entered, but it has been 
designed keeping User Experience in mind after doing a lot of research on easy-to-use user 
interfacing, brainstorming and taking feedback from numerous users throughout the world. 

Almost all the users of Billing Register gave a very positive feedback on the usability, design and 
experience of the application. Some experienced users have even gone so far as to say that Billing 

Register is the easiest-to-use POS software they have ever used in their lives, while being 
comprehensive at the same time.

Thus, please follow the tutorials in the Help Docs section of our website to understand Billing Register 
better, use it for a few days and it will soon become second nature to you.



Click here 
to Unlock
the form



Click here to 
Add a Sale



Sale Number is 
assigned automatically. 

Just click on 
the ‘Add’ button

Tip:

Enter a Sale Number to start 
generating Sale Numbers 

from that number onwards. e.g. If 
you enter 85, the next Sale numbers 
that will be auto-generated by the 
system are 86, 87, 88 and so on.

This popup form is displayed only for 
the first Sale – not for subsequent 

Sale.



The newly 
created sale 
appears here.



Type here to search for a 
specific Customer 

(you can search customers 
based on their names, 

addresses, contact nos., etc.)

Adding Customer to a Sale is optional. If you don’t add a customer 

to a Sale, it would be shown as “Sale to: Cash” in the invoice.



If you have not added any customer yet, you may refer to the Help Docs 

section of our website for detailed instructions on 

How to Add a Customer in Billing Register?













Select the Payment mode 
from this drop-down list



These box turns 
GREEN after 

the amount is settled 
successfully.

These box also turns 
GREEN after 

the amount is settled 
successfully.

Double-click here 
after the payment

is received.



Double-click here 
or select ‘Completed’ 

from the drop-down list.



Now, the sale is 
Completed.



FEW MORE NOTEWORTHY FEATURES



Use these buttons 
to delete item(s)



Use these buttons 
to change quantity



Use these buttons to 
change item’s order



Use this button to 
load items from a

Sales Order

Please refer to the Help Docs section of our website for 

Understanding Sale Orders in Billing Register.



Internal Code of the item 
(if any) is displayed here.



“With item” is displayed 
here when selected.

“Without item” is displayed 
here when selected.

Please refer to the Help Docs section of our website for detailed instructions on

How to Add a With-Without item in Billing Register?



Internal Note of the item (if any) 
is displayed here.

You can also add a new Internal note here (which 
will be visible for this item in this Sale only)



Click here to apply 
discount

(Best/Average/Nominal)

Discount functionality can be enabled/disabled at 

Dashboard → General Settings → System Features → Enable Item/Sale Level Discount Functionality

Best/Average/Nominal discounts for an item can be configured at

Dashboard → Inventory → Items



View & manage 
credit balance for 

this customer



symbol: Double click for extra functionality

symbol: Right click for extra functionality

^
>



Double-clicking the 
Selling Qty opens 
this popup form 
where you can 

update the quantity



Right-clicking the 
Selling Qty opens this 

popup form where you can 
automatically calculate 

Quantity & Discount based 
on Net Price.



Click here to view 
all the sales made 

to the current 
customer only.



These are the 
sales made to the 
current customer 
(in this example, 
Test Customer)



Click here to 
remove CCS 

filter and view 
all sales.



You can add a 
Quick Estimate

from here.



You can click here to 
convert the Quick 
Estimate to a Sale
whenever needed.



There are numerous features on the 
Miscellaneous tab too. These are simple to 
understand as they are self-explanatory.

You can always reach out to us in case you need 
information or clarification on any topic related 

to Billing Register.
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