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Dispense 
 

You can access the Dispense section of Nova by selecting the ‘Dispense’ menu option. 

 

 

From here, you can view a list of recent dispenses that have been created, along with their 

status and a summary of the items and the value. 

 

 

You can view a recent dispense from the list by clicking the underlined patient’s name. 

 

 

 

 

Find Previous Dispense 

 

 

 

 

 

 

 

 

 



You can search for a previous dispense by clicking the ‘Find a Dispense’ button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This displays a window where you can filter previous dispenses based on date or branch.  

 

The branches listed will reflect your accessible branches. 

You can change the dates by typing into the field or clicking the calendar icon.  

 

This opens the date selector. 

 

 

 

 

 

 

 

 

 



Click the tick icon to view your chosen dispense record. 

 

This will open the dispense you want to view. 

 

New Dispense 
 

To create a new Dispense, first you must select a patient using the ‘Find a Patient’ button. 

 

Enter the search criteria into the popup window. 

 

Click select to go to the patient’s Dispense summary screen. 

 

On the summary screen there are several options shown below.  

 

Click New dispense to create a record. 



 

 

The summary is updated to include the empty dispense record we have just begun. 

 

 

 

The action buttons displayed relate to the current pair being dispensed. 

 

 

 

 

 

 

 

 

 

 

 



Selecting a Frame 
 

You can add a frame by clicking ‘Select Frames’ 

 

This opens a popup window where you can browse your frame stock. 

                    

You can search by Description, Code, Model and Barcode. You can also filter the list by 

using the drop-down lists. 

Frame variations are displayed so you can see the colours and sizes that are available. 

Click ‘Select’ on the frame you want to Dispense. 

   

The items list on the Dispense is now updated to show the selected Frame. 

                              

The balance at the top of the page is also updated to reflect the outstanding amount to be 

paid. 

                                                                  

 

 

 



 

Selecting Lenses 
 

To add lenses to the dispense, click ‘Select Spec Lenses’ 

 

This presents another popup window that allows you to search and filter your lens catalogue. 

                              

You can search by Supplier, Vision type, Refractive Index, Product Material in addition to 

Lens Code or Lens Description. 

The options available to you in the drop down lists are filtered by the contents of the 

catalogue. For example, if you only have Plastic lenses in your catalogue, only Plastic will be 

presented in the list. 

                                             

 

 

 

 

 

 

 



This also applies to Index and Supplier. 

Changes to the filters will update the list in real-time. 

 

 

 

To select a lens, you can click either, Right, Both, or Left using the button within the table. 

 

 

This populates the lower half of the screen with your selection. 

 

 

Once you have selected lenses, the Coats and Tints for that lens are available for selection. 

 

 

 

 

 

 

 

 

Selecting the required coating in the list will update the price. 

 

Making changes to the Right lens price and tabbing out of the field, will update the left lens 

price, if the left lens price has yet to be entered. 

One you are happy with your selection, click ‘Select’ at the top of the screen to add the 

Lenses and Coating to the Dispense. 



 

The list of items and the balance are updated to reflect the changes. 

 

 

Selecting Sundries 
 

You can include sundry items to add to your dispense by clicking ‘Select Sundries’. 

 

In the popup window that appears you can search your sundry items by entering a 

description. 

 

Click the ‘Select‘ button next to the item you want to add to your dispense. 

 

The Items and Balance will be updated accordingly. 

 



Selecting Fees 
 

You can include Fee items to add to your dispense by clicking ‘Select Fees’. 

 

In the popup window that appears you can search your fee items by entering a description. 

 

 

Click the ‘Select‘ button next to the item you want to add to your dispense. 

 

The Items and Balance will be updated accordingly. 

 

Scanning a Barcode 
 

To scan the barcode of an item, click the ‘Scan Barcode’ button. 

 

This opens a dialog window that will accept a barcode, either typed manually or scanned by 

a barcode reader. 

 

Click Accept to add the item to the Dispense. 

 



If an invalid barcode is entered, a notification is displayed at the top right of the screen. 

 

 

Other Actions 
 

The other Actions menu contains less frequently used options that relate to a dispense. 

Depending on the status of the dispense there will be different menu options available here. 

They are as below: 

 

Options on an                                                             Options on a 

Unconfirmed                                                               Confirmed 

Dispense                                                                     Dispense                       

 

 

       

 

Add Voucher 
 

Select Add Voucher from the Other Actions menu to include an optical voucher on the 

dispense. 

 



Select your voucher from the list and click ‘Select’ 

Added Vouchers appear within the Payments section of the dispense.  

 

 

The balance is reduced accordingly. 

 

Apply Discount 
 

There are two options available for applying discounts. Line Discount and Total Discount. 

Discount templates can be created in settings. See the Discounts section of settings  

         

 

 

 

 

 

 



 

 

Line Discount 
 

A line discount applies to an individual item on the Dispense. 

To apply a discount, select the item you want to apply a discount to by suing the checkbox 

on the left hand side. 

 

  

Select the type of Discount you want to apply to the item. 

 

 

 

 

 

 

 

 

The options available are dependent on your settings and user permissions but will contain 

something similar to the above list. 

 

You can discount an absolute value ‘(£)’ 

 

Or a percentage value ‘(%)’. 

 

For both of these options, you must enter a number into the Amount field to correspond to 

the discount amount or percentage. 

Fixed values are also available.  



 

When choosing a fixed value discount, the amount field is greyed and cannot be entered 

manually. 

To apply the discount, click the apply button related to the Line discount. 

 

Once the discount is applied, the item line is updated to reflect the new price. 

 

You Click the “View” menu to see details of the discount applied to each line. 

 

                                 

You can remove a discount by clicking the red bin icon. 

Multiple line discounts be applied to each item, but the sale price will not go below zero. 

 

Total discount 
 

A total discount applies to all of the items on the Dispense. 

They operate in a similar manner to Line discounts but there is no need to select an item 

when applying a Total discount. 

 

Total discounts applied to items where a line discount has already been applied will apply a 

cumulative discount, i.e. a total percentage discount will be applied to any existing 

discounted prices. 

For example, the Glazing fee in the image below has a fixed £10 off, then an additional 20% 

off as part of a total discount. 



 

The details of the applied discounts can be viewed by clicking the “View” menu. 

 

The 20% off for the total discount is calculated on the already discounted price. 

 

 

Click ‘Save’ to apply your discount to a dispense. 

   

The applied discounts are now visible on the dispense under each item. 

 

       

 

 

 



Dispense Details 
 

In the details section, you can select a prescription to be assigned to your dispense. 

                 

Select the Rx Source for your dispense.  

                                                     

This will be pre-populated as ‘Exam’ if the patient has a recent examination with a refraction. 

Select the vision type for the dispense you are creating. 

 

Depending on the vision type you have selected, the Rx Type is updated and is available for 

selection. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Adding Measurements 
 

Enter the required measurements for the frame and lenses.  

                     

Toggling the Px Own Frame option, enables you to enter the Description, Colour and Model 

of the patient’s frame. 

Entering a PD value for the right eye that is 40 or above, will cause it to be split equally and 

populate the left value. 

You can also add any notes relating to the pair and assign a required by date. These items 

are posted to the order once it is created from the dispense. 

 

Deleting Items 
 

Items can only be removed from an unconfirmed Dispense. 

To remove an item from a dispense, use the “Other Actions” > “Void”. Then click the Trash 

Can next to the item you want to remove. 

 

(Items to the left of the screen and payments to the right) 

 



 

Take Deposit / Payment 
 

You can take a payment for all pairs you are dispensing for the patient, or for their family.  

Click ‘Take Payment’ to begin. 

 

The total amount is displayed as ‘Balance left to pay’. 

First choose a payment method from the options displayed. 

 

For the amount, you can choose from preset amounts, deposit or exact balance. 

Selecting Deposit will apply a 50% amount for you. 

You can also enter an amount manually. 

 

 

 

 

 

 

 

 

 

 

Click ‘Pay’ to add the payment to your dispense. 

The payment will appear within the Payments section of the dispense. 

                          

 

 



Payments taken on dispenses are added into the Patient’s account. Once the dispense is 

confirmed, the payment is allocated for VAT purposes. 

This process makes it simpler to apply changes to the dispense without having to process a 

refund. 

The symbol against the payment denotes that it cannot be deleted.  

 

Changes to Patient account payments must be processed via the Patient Account section of 

the Till. 

 

Confirm Dispense 
 

You can confirm a dispense using the Other Actions menu within the pair you are 

dispensing. 

 

 

Once you choose to confirm the dispense, several things are updated: 

• The items cannot be changed. 

• The title of the dispense changes to reflect the status update. 

• The Payments section reflects the status of the deposit. It is now applied to the 

dispense. 

                                 

• The menu of actions is updated and no further items can be applied. 

 

• Create Order option becomes available. 

 

 

 

Clicking ‘Create Order’ creates an order record based on the Dispense items. For more 

details about Orders, see the Orders section. 

 



 

Copy Dispense 
 

The copy option will copy the whole dispense, including the items and measurements. 

If there are any items on the copied dispense which are not required, then click on “Other 

Actions” > “Void” and then select the items you want to delete. 

 

Delete Dispense 

 
It is only possible to delete a dispense before it is Confirmed. 

 

Summary 
 

At the bottom of the screen is a list of all the patients' previous dispenses, including dates 

and values.  

 

 

 
 


