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Nova Transaction V.2

Transactions

This will show a list of all patients, sales balances, payments and the amount to of

transactions made between each patient.

& m QaQa & Qo Miss Sami Heath v (
& Find a Patient V{ Q FindaTransacion ) ( & Non-PatientSate ) ( @ Cashup l/
Patients (This Cashup) /
PATIENT DATE TIME SALES PAYMENTS TRANSACTIONS )
Mx Finley Morgan - #55353 02/04/2024 - 09:28:14 £0.00 £0.00 1
Mr Jo Bloggs - #9847603 27/03/2024 - 16:01:36 £15.00 £15.00 2
Mrs Jenny Smith - #9847599 27/03/2024 - 13:37:14 £318.32 £319.32 2
Mx Maisie Knight - #3621610 27/03/2024 - 13:35:45 £0.00 £0.00 1
Ms Polly Kettle - #9847598 24/03/2024 - 13:45:03 £495.90 £330.60 2
Mrs Linden Delves - #9847594 24/03/2024 - 1324:31 £23994 £159.96 2 \
Non-Patient Sale 23/03/2024 - 20:03:35 £60.00 £60.00 6 /

—— —

e e e N e,

Click on the patient’s name and the list of transactions for that person.

-01/11/2002 (C_NBS )

Transaction Summary for Miss Sami Heath

Patient Account: £106.98
Patient Total Spend: £121.98
Family: None

Corporate: None / Loyalty: None

All Transactions Active Transactions

(It S 200 04/04/2024 - Total: £121.98 Balance: £0.00

Standard #41 - 13:44
DESCRIPTION
Spec Cord *
Card *
Patient Account #40 - 13:41

DESCRIPTION

Patient Account Top-Up

Card

e ——

e e ™ e

e S

e

Miss Sami Heath v

& n a ¢ @

~

£0.00

DATE TIME
04/04/2024 - 13:44
04/04/2024 - 13:44

DATE TIME
04/04/2024 - 13:41
04/04/2024 - 13:41

0 =0 X ¢ -

>
P S e —

PRICE DISCOUNT TOTAL
£15.00 £0.00 £15.00
£15.00
Slocked & 8B K
PRICE DISCOUNT TOTAL /
£106.98 £0.00 £106.98
£106.98 )
\
® Hide |
— e

The top right side of the screen has buttons to add further transactions, CL Collections, Take

Payments, and Patient Account.

TO the Ieft a erCH\UUVVII v uic PGLIUIIL vamialive Vil auvuuullig 1 aucliit ivual Spend, Family
Amount and details of any corporate or loyalty plan totals.
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Nova Transaction V.2

Patient Account: £106.98
Patient Total Spend: £121.98 |
Family: None |

Corporate: Mone / Loyalty: Mone |

A list of all transactions will be itemised down the left under the “All Transactions” heading.
To see the content of the receipt click on it and the details will be on the right. “Active
Transactions”.

The three buttons have additional options within them. “ltems”. “Payments” and “Other
Actions”

CHCEEDETN - -

o Items — If the receipt has an outstanding balance, items can be added to it.
o Click on the Items button:-

DATE TIME
05/08/2025 - 14:41

05/08/2025 - 14:41

o Select the category the item you want to see is in.
o For example this might be a sundry

aaaaaa

a7

o Select the item, this will add it to the receipt.

o Ifthe item you are selling is being sold in multiples, then before selecting as
above. Click on the QTY button on the top right of the screen, select the item
and Nova will ask you how many of this item are you selling.

Select quantity of Solution X

Quantity

1

o Payments — Add Voucher or take payment
o If adding a voucher, click on Payment > Add voucher
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Nova Transaction V.2

o The lists of vouchers come up, simply select the appropriate one by clicking
on the voucher and then the green select button.

Select Voucher

NHS Test
Donmiciliary 1
Domiciliary 2
Voucher A

<ss<s5s3
ggggeoe
{5 55555
158585885
333288
o mMmoon

o To take a Payment click on the same button and select Payment

O
=1 =0 N -

Add Voucher B

£2
Take Payment

- 31 [f

Pay By Scheme
£3!
o Click on the payment method (These can be customised)
o And then the amount being paid, this can be the exact balance, a preset
deposit or any other amount.
o Click on the Green Pay Button
o]

Take Payment

Patient Account: £0.00

| Pay £3550 |

o Other Actions — Apply Discount, Credit/Refund, Void, Create Order (when in
the dispense screen)
o Discount — Click on Apply Discount, the list of items will then be displayed.
o These can either be discounted as a whole or individual lines (i.e one
item only)
o Line Discount — Select the item you want to discount by putting a tick in the
box adjacent to the item and then in the Line discount box select how you
want to discount this item. l.e Percentage or monetary amount

% o

o In this example the ~ pounds rather than a
percentage — Click, '
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o Pr—
| Solution £23.00 £500 £18.00 22% Off v View l
Discount () £s00 (- N
o When done this will show the amount of discount in three places as
highlighted above.
o If the discount needs to be cancelled (Voided) for any reason, click on the red
circle with the “Trash Can” on it.
o Click Save on the top right.

o The discount now show on the transaction page again the item chosen.

Active Transactions

05/08/2025 - Total: £30.50 Balance: £30.50
Standard #336 - 14:41

DESCRIPTION

CHESNCEN - -

DATE TIME PRICE DISCOUNT TOTAL
Solution * 05/08/2025 - 14:41 £23.00 £5.00 £18.00
Big Case * 05/08/2025 - 14:41 £12.50 £0.00 £12.50
Item Total £30.50
& =] ® Hide
o To discount the whole receipt — This has to be done as a percentage, so again go
into Other Actions select Apply discount and then select Total Discount
o Click apply — Again this will show to the left of the screen and the option to delete will
be there as before. Click the green Save button
X Clost ‘ Apply Discount. ﬂ X Clox ‘ Apply Discount
o e e e e o e
- e o . - ‘ Discount 561 £115 [ ] N
— s :

o The percentage will be split across the items in the receipt.

05/08/2025 - Totak: £33.73 Balance: £33.73
Standard #336 - 14:41

DESCRIPTION
Solutien *
Big Case *

Item Total

o

Credit Refund

DATE TIME
0S5/0B/2025 - 14:41

05/08/2025 - 14:41

Print Receipt and Email Receipt are to the left.

I = -

=)
PRICE DISCOUNT ToTAL
£23.00 £115 £21.85
£12.50 £062 £11.88
£33.73

& =] W Hide

& (=]
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Nova Transaction V.2

o When applying a credit/Refund, from the same Other Actions Button click on
Credit/Refund
o The items which have been paid for will appear on the screen

o *

| x cose |
ITEM PRICE CREDIT
Solution £2185 0
Big Case £1188 0

TOTAL RESTOCK

£21.85

£11.88

PAYMENT

TOTAL REFUND

Cash £3373 o

Other Refund Method

Reasan

Item Total : £33.73

Payments Total : £33.73

| Credit Total : £0.00

Refund Total : £0.00 ]

Refund Required : £0.00

Active Transactions

05/08/2025 - Total: £0.00 Balance: £0.00

Standard #336 - 14:41

Enter B

o To credit all — Click on the
percentage next to the Credit All
Button

o Usually this would be 100%

o Then Click on Credit All the blue
button.

o The items will automatically have

the Restock slide bar selected.

This will put this item back into

stock for you.

Click on the Reason field (Why

are you giving refund) and make

any notes in the Notes field

o This credit/refund will be applied
as below.

(¢]

I 0 - -

DESCRIPTION DATE TIME PRICE DISCOUNT TOTAL
Solution * 05/08/2025 - 14:41 £23.00 £23.00 £0.00
Big Case * 05/08/2025 - 14:41 £1250 £12.50 £0.00
Item Total £0.00

Cash * 05/08/2025 - 15:28 £33.73
Refund - Cash * 05/08/2025 - 15:32 £-33.73
Payment Total T0.00

=] =) ® Hide

Void

o Click on Other Actions

o Click on Void

o This will give the option to void appropriate items as below. Click on the red circle
with the trash can to void it.

ITEMS.
Solution
Discount (%] {Solution)
Creciit (Solution)
Big Case
Discount (%) {Big Case)

Credit (Big Case)

Item Total : £35.50
Credit / Discount Total : £35.50

Void

PRICE

2300

-21.85

1250

1188

Payments Total : £33.73
Refund Total : £33.73

PAYMENTS

Cash

Refund - Cash

AMOUNT

Balance : £0.00
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Find Patient

To search for other transitions within Nova from the blue menu bar > Transactions, click on
the “Find Patient” button along the top. Search using the usual search criteria for the
patient. If there is more than one branch. Select from the drop down, the relevant one.

Up to the last six patients which have been actively opened will have their names listed here.
This is to facilitate quick searches.

SR — — —— e

Q Worcester v = (.

Recent patients: |
[ Mr Jo Bloggs (24) ][ Mx Maisie Knight (23) ][ Miss Sami Heath (21) ] I|
f

[ Miss Sami Heath (2021) ][ Mrs Jenny Smith (34) ][ Mx Finley Morgan [72) ] |

_ e m— e —— — ——

Find Patient Transaction

f i . —————.. . N - - .
Select Receipt X /
Transaction # From To Branch I

04/03/2024 [m] 04/04/2024 [m] Worces  w 2

# PX DATE TYPE BALANCE BRANCH |
Miss Sami (
04/04/2024 Standard £0.00 Worcester \
Heath |
Miss Sami /
40 04/04/2024 Patient Account £0.00 Worcester v
Heath
| Mx Finley
38 02/04/2024 Standard £0.00 Worcester
Morgan i
MNon Patient
{ 37 = 28/03/2024 Standard £0.00 Worcester
ale \
36 Mrlo Bloggs 27/03/2024 Standard £0.00 Worcester v |
\
35 Mrlo Bloggs 27/03/2024 Standard £0.00 Worcester /
|
Mrs Jenny .
27/03/2024 Dispense CONFIRMED  £0.00 Worcester
Smith /‘

Kdrr Larmms
I e ——_—— - )

A transaction number can be searched on and also a date range to find a specific receipt if
required.
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Non-Patient Sale

Items can be sold through this option to those who are not are not patients.

Click on the appropriate button and depending on the function of the button select the item
from the drop-down menu. The receipt will be created, and payment can then be taken via
the Take Payment button.

[ TR © S (Y a————

f

Till Transaction (Non Patient Sale) = SelectaTransaction '/

el )
Created: 04/04/2024 - 14:37 - Staff: Miss Sami Heath /

Px: Non Patient Sate £0.00 ]J

@
[

Transaction #: 42 - Branch: Worcester - Type: Standard

DESCRIPTION DATE TIME PRICE

No Items Found £0.00
Select Contact ) (
Select Frames Select Spec Lenses Select Sundries \
Lenses \

PAYMENT METHOD DATE TIME AMOUNT

No Payments Found £0.00

Select Fees Add Voucher Take Payment ‘
Apply Discount Credit / Refund Create Order /
\
e ™o o ot TN e o e O e o s N e

N.B Petty Cash and Cash-up are included in another manual.
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