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CREATING A DATE SURCHARGE

Click on the setup menu.

Click on the configuration
icon.

Click on the sales setup
menu.

Click on the sundry
income icon.

Click new.

Enter the name of the
surcharge.

Click done.

Select date surcharge as
the sundry type.

Tick the relevant box to
create either a percentage
surcharge or a fixed
amount surcharge. Then
enter the percentage or
amount in the relevant
field.
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If you only want to apply
this surcharge when the
sale total is less then a
certain amount, you can
tick this box and enter the
relevant value.

Select the relevant tax
rate.

Tick the relevant boxes to
indicate which items the
surcharge applies to.

Click save.

Click done.
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APPLYING A DATE SURCHARGE

Click on the tools menu.

Click on the roster icon.

Next you’ll need to select
the date you wish to apply
to surcharge to. If the date
is currently within view,
you may skip to step 6. If
not, continue to step 4.

Click on select roster date.

Select the relevant date
from the calendar.

Click on the relevant date
on the left-hand side.

Enter the name of the
holiday.

Select the surcharge you
wish to apply.

Tick this box if it’s a public
holiday.

Click done.
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