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Getting Started 

A new “Receipt Option Box” will be prompted for every “Checkout”. User may choose the receipt type in 
this option box. 

1. eReceipt Only – Send the receipt to customer through e-mail 
2. Hard Copy Receipt Only – Print the paper receipt 
3. Cancel – Return to the previous screen. 

 
New receipt option box looks like this: 

 
 
The new eReceipt will look like this: 
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Procedure  
User may choose the following steps to send or print receipts based on customer’s preference. 

 
1. eReceipt Only 

If the system was set to print 3 copies of receipt for a transaction, first copy will be email to 
customer’s mailbox, the other 2 copies will be printed. 
 

 

 
 

1.1 Transaction without Customer 
Receipt option box will be empty. 

 
i. Input Customer email address 

ii. Select [eReceipt Only] 
iii. Continue with normal checkout process 
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1.2 Transaction with Customer (no e-mail address in profile) 
Receipt option box show customer name only. 

 
i. Input Customer email address (for one time eReceipt email) 

ii. Select [eReceipt Only] 
iii. Continue with normal checkout process 

 
1.3 Transaction with Customer (with e-mail address in profile) 

Receipt option box show customer name, sent history and email address data collect from 
customer’s profile. 

 
i. Confirm email address with customer 

ii. Select [eReceipt Only] 
iii. Continue with normal checkout process 
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2. Hard Copy Receipt/ Paper receipt Only 
If the system was set to print 3 copies of receipts for a transaction, all 3 copies will be printed as 
usual. 

 
2.1 Transaction with/ without Customer  

 
i. Select [Hard Copy Only] 

ii. Continue with normal checkout process 

 
3. Resend eReceipt 

In case the customer needs an eReceipt again, user can resend it under the “Search Sales” 
function. 

 
i. Select specific sales 
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ii. Select [eReceipt] 


