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Consignment Sale Functions / Options

Trust Account Bank Details:

Your Trust account bank details can be added into the System Options of Stock &
Accounting, within the “Banking Details” tab. These details will only appear on the
sale invoice for consignment sales. (screen shot below)
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Trust Account Receipt Book:

If a separate Trust Account Receipt Book is required to be used for record keeping
on consigned sales you can create & use this receipt book by following the steps
below:

1. Open the “Receipts” screen. The receipts button is found within the Accounts
Receivable tab & will open the “Receipts” screen for you.
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2. Hit the “New Receipt” button & the “Receipt Print...” screen will open. Within
this screen you can create or select your Trust Account Receipt Book.
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3. To create a Trust Account Receipt Book hit the “...” button to the right of the
Receipt Book box. This will open the “Receipt Books” screen where you can

create, edit or delete a receipt book.
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4. To create a Trust Account Receipt book hit the “New” button within this
screen, fill in the required details & hit Save.
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5. You will now be able to select the Trust Receipt Book in the “Receipt Book”
section when receipting money into your Trust Account.
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6. The Receipt Book Name & next Receipt Number will display when receipting
money using the “Trust Account Receipt Book”.
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