
Applying a Trade Discount in POS 

1. Process the sale/order as 
normal until you reach the 
“Total Due” screen. This is 
where the discount will be 
applied if applicable. 
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2. If the transaction is on an account, 
and has a credit card on file, the 
“Select credit card” box will appear. 
If so, click “No”.
● If the customer would like to pay 

with the card on file, be sure to 
complete step 6 to re-select the 
credit card on file after the 
discount has been applied. 

3. Click on “Disc” or hit “Ctrl+D” to 
apply a discount to the 
transaction.
● If items on the transaction 

are discountable, the 
“Trade Discount” box will 
appear. Proceed to step 4 
to apply the discount.

Note: If no items on the transaction are 
discountable, the “Trade Discount” box will not 
appear, and a “No items are discountable” 
message will appear at the bottom of the 
screen. Proceed to take payment and 
complete the transaction as normal. 
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4. Enter the discount amount (eg. 
10 for 10%) into the “Discount 
Percent” field, then click “OK”, 
or hit “Enter” to apply the 
discount.

5. The Total Due will reflect the after 10% total 
for all discountable items on the transaction. 
● The discount amount will also be 

reflected in the “Trade Discount” field at 
the bottom of the screen.

● Proceed to take the customers payment 
and complete the transaction as normal. 

6. To re-select a credit card on file 
after the discount has been 
applied, click on the “Menu 
KPad” or hit the “-“ key to open 
the “Total Menu”. 
● Click on “Select Credit Card” 

or hit “8” on your keyboard to 
select the credit card on file.  


