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Section I: Login Page

Login Page

Overview
e There are two(2) types on how to login in EasyPOS.
o Login using username and password credentials.

o Login using card number and user code
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e Users can also use the System Date or the Login Date. Configuration can be
found on the EasyPOS settings page.
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e Validation triggered on EasyPOS Login will protect the system from possible
unauthorized accounts, so make sure to enter valid credentials.
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Section Il: System Menu Page

System Menu Board

Overview
e Once login is successful, the user will be redirected to this page.
e Menu - shows all features that users can use in the system.
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Definition of Terms

e Item - where to set up items to be used for sales transactions. Users can add,
edit, and delete.

e POS - where the users can do sales transactions.

e Sales Report — where users can see the sales reports.

e POS Report — where users can see the final sales report within the day. Also,
this is where users can generate reports that are needed for BIR such as Z-

Reading.
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Discounting — where to set up preferred discounts to give during the sales.m
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Cash In/out - allows to keep track of incoming and outgoing payments.
Remittance Report — where users can see the reports for Cash/In Out so with
the Remittance report.

Settings — where users can manage the functions of EasyPOS such as
enabling/disabling the EasyPOS features, Easy series integrations, printer setup,
etc.

Customer - where to set up customers to be used during sales transactions.
Stock In - where to set up items that are onhand or available.

Stock Out - where to set up items that are not available in stock. Example,
damaged items.

Stock Count - where to set up the physical number of stock.

Inventory Report - where users can see different inventory reports. Also, it
allows users to keep track of the movement of the items.

Utilities -~ where users can use the EasyPOS utilities such as barcode printing,
truncate transactions, etc.

System Tables — where users can set up other useful modules for EasyPOS

such as Pay Types, Accounts, Units, Supplier, Forms, Card Type, etc.
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Section Ill: Set Up

Item Setup

Overview
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e Items will be used in making Sales Transaction, Stock In, Stock Out, Stock

Count, Inventory, etc.
Item List

e Shows the list of all added items.

e Delete button will proceed to deleting unlocked item record detail.
e Edit button will proceed to updating item detail.

- EawPOY
(=] Mot a0 e wikmin Tl 801
Mgy e - Ham Lisk

'IlmLiﬂ

| Cricien Cunes
e

| Frtnn ekt

it Suce - P

| Gawlo ke
Gawto Crice w egg
| G Crimina

Dotaut Supclice

Return from Socpber
Fnturn e Suppbe
Return from Supper
Retiurn from Supplier
Return from Supplier
Ruturn fiom Suppie:
Return fiom Suppss

Rain

e

Gl Chiln i s Hichiry

GdD Fiain

| Gawe Speais

R bom Lgpter

Gawie STyl Frac Chiun

Hlurn frem Supphr

ko]

i

Heurn from Suppser

Gawior

£gs
1

Raturn

Gawnabcs

Item Detail

e Assumption: Add button is already clicked on the upper right corner in the

item list.

e Fill up all the necessary information like
o Bar Code, Description, Alias, Cost, Price

e Some fields are optional like Stock Level Quantity, Package, Monitored,
Conversion Value, Lot Number.
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e In the Inventory checkbox, tick/check if the item is Inventory and if the item
is non-inventory just leave untick/uncheck.
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Item List Price

e The item price list tab is used when items have multiple prices.
o Just click the ADD button to add item price details.
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Item Component List
e The Item Component List tab is used to add the raw materials that were used
to produce the finished products/goods. This is only applicable if the item
created is a finished good/product. Make sure to set the Inventory checkbox
to False before setting an item component(s).
o Just click the ADD button to add item component details.
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Item Package List
e The Item Package List Tab is only used when the created item is a package.
Meaning to say, this is the list of items that is included on the created
package. Make sure to set the Packaged checkbox to True before setting an

item component(s).

o Just click the ADD button to add item package details.
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Save/Lock
Make sure to save/lock the record so that in every transaction the item will
show.

Discounting Setup

Overview

Discounting is where to set up preferred discounts to give during the sales
transactions with customers.

Discounting List
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Shows the list of all added items.

Delete button will proceed to deleting unlocked discount record detail.
Edit button will proceed to updating discount detail.

Add button will proceed to adding a new discount.

Close button will proceed to closing the discount list page.
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e Assumption: Add button is already clicked on the upper right corner in the
discounting list.
e Fill up all the necessary information like
o Discount Code, Discount, Discount Rate
e Click Save and lock buttons to save and lock the discount detail.
e C(lick the Unlock button to unlock the discounting detail and enable
editing/updating discount details, lock to save.
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Customer Setup

Overview
e Customers are used in making sales transactions.

Customer List
e Shows the list of all added customers.
e Delete button will proceed to deleting unlocked customer record details.
e The Edit button will proceed to updating customer details.
e Add button will proceed to adding a new customer .
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Customer Detail
e Assumption: Add button is already clicked on the upper right corner in the
customer list.
e Fill up all the necessary information like:
o Customer Code, Customer, Address, Contact Person, Contact
Number, Credit Limit, Term
e Other optional information:
o Email Address, Birthday, Age, Gender
e C(lick Save and lock buttons to save and lock the customer detail.
e Click the Unlock button to unlock the customer detail and enable
editing/updating customer details, lock to save.
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User Setup

Overview
e This is where to set up system users with their form access rights.

User List
e Shows the list of all added system users.
e Delete button will proceed to deleting unlocked user record details.
e The Edit button will proceed to updating user details.
e Add button will proceed to adding a new user.
e Close button will proceed to closing the user list page.
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User Detail
Assumption: Add button is already clicked on the upper right corner in the
user list.

Fill up all the necessary information like:
Full Name, Username, Password
Other optional information:

o

e}

User Card Number, Designation

The Copy User Rights button will proceed to copying the user rights from the
existing system user. Make sure to provide the correct Copy User Right

From.
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e C(lick Save and lock buttons to save and lock the user detail.
e Click the Unlock button to unlock the user detail and enable editing/updating
user details, lock to save.
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Activity - POS Barcode

Overview
e POS Barcode is used mostly in the groceries and convenience stores.

User Interface
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Barcode Sales List

e Shows the list of all barcode sales transaction lists.

e The Tender button will proceed to tender sales that are not yet tendered.

e The Reprint button will proceed to reprint the Official Receipt(OR) for
tendered sales.

e The Cancel button will proceed to cancel the tender item.

e The Sales button will proceed to adding line items.

e The Edit button will proceed to editing sales.

e The Delete button will proceed to deleting sales. Make sure that the sale(s) is
unlocked.
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Barcode Sales Detail
e There are two ways on how to add sales line item(s),

a. By inputting the barcode. Fill out the empty field with the correct item
barcode then hit Enter from your keyboard. Matched item(s) will
automatically be added to the sales line item.

m After the item is successfully added to the sales line item, click
the Edit button beside the item to edit the line item detail.
m Provide the required information for line item detail such as:
e Quantity
e Discount
m Save button will proceed to saving the line item.
Close button will proceed to closing the line item detail.
m Users can add more items by repeating the same process via
barcode.
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b. By the Search Item button, when clicked, a list of items is displayed. To
add the item to the current sales, click the Pick button.

m  When the Pick button is clicked, the Sales Line Item will
automatically display.

m Sales Line item shows the details of the selected item and the
current user must specify the quantity of the item, and then
save. Once saved, it will be added to the current Sales and be
redirected to Search Item form.

m Users can add more items by repeating the same process. Just
close the Search Item form when done adding line items.
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Barcode Sales Detail - Relevant Buttons

e Price Checker
o Click the Price Checker button when you want to check the price for

the item.

o Once clicked, a Price Checker form will appear.

o Provide the correct barcode, then hit Enter key from your keyboard.
Another way is to scan the item'’s barcode then the item description

with price will automatically display.
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Price

e Currency
o Click the Currency button when you want to have the transaction with
different currency.
o Once clicked, a Currency form will appear.
o Select a currency where you want to use by clicking the Pick button.
o If NO currency is displayed or the currency you want to select is not

available,
m Click the Add button and provide the necessary informations
such as:
e Exchange Currency
e Exchange Rate
m Click the Save button then the form will automatically be
closed.
m Select the newly added currency by clicking the Pick button.
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e Lock
o Click the Lock button to save the sales information.

Provide the necessary information then click the Lock button to finish

locking the sales information.

o

W L=
[ Daea7miass Lsew airin st 201

Wen - Actiity- 0% Bweade Adivity - POL Sercode Detal

#8 sales Detail

Sales Agent: | Adrminzteator

e i |

Last Change: 0.00
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o Click the Print button to download the Order Slip in PDF file, then
print.

o Take note, Print will only be enabled once the Sales detail is already
locked.

o Make sure to save the generated pdf file to a folder where you can
easily locate it.
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h Incu ator

e Unlock

o Click the Unlock button if you want to modify the sales detail or add
sales line items.

W EayPDn = & 5
=] DateosEioes s admin Timinak001

Menus  Actiity - POSEaieds  Ativity - FOS Baicode Desil

L [ 0 I B | e [

Last Change: 0.00

e Return

o Click the Return button if the customer returned a product.

o Provide the OR Number then list of items will be displayed
automatically.

o Click the Pick button if you want to add a return quantity.

o Click the Unpick button if you want to reset the return quantity to
zero(0).

o Click the Exchange button, if you want to ONLY exchange an item to a
customer.

o Click the Refund button, if you want to return a money to a customer.
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e Discount
o Click the Discount button if you want to set up a discount for the sales
line items. You can also set the discount per line item.
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| =] DoteiTNEES s admn it 001
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Discoint: |5% Discount
Tlate (%) {1
Discount Amount: T}
SCAWDID —
SC/PWD Name: ==
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Discounted Pa -

Last Change: 0.00 |
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e Override
o Click the Override button if you want to suspend, reject, or cancel a

transaction.

W
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¥ sales Detail

8 Syiten Date
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Last Change: W
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Barcode Sales Detail - Tender
e C(lick the Tender button that can be seen on the Sales Detail form to tender

transaction.

e When clicked, a tender form shows where it asks the buyer's payment
amount. The EasyPOS system accepts multiple payment types. Other
payment types require additional information, excluding the payment type
Cash. Just click the OK button to save the additional information.

e Tofinish the sales transaction, just click the Tender button from the Tender
form, the system will now print an Official Receipt, and recreate a new Sales
detail.

Wi o
[%] Dote MHET200Y U mdmin Terminaks 061
Menu  Activity - POS Bertade Actvity - POS Barcode Detail

1 sales Detail

Desnaunt

= Click this o finish the sales
saction.

@ Credit Card Information

Werification Code:

Referance Mo

Credit Card Holder:

Credhit Card Mo

0.00 Credit Card Type: |/C8
0.00 Credit Card Bank: |
Credit Card Expiry: |

Amount: |

Last Change: I@
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Activity - POS Touch

Overview

A
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® POS Touch is good for restaurants, cafes, etc. as long as it caters Dine In.

User Interface

W EmyPO5
(= Dee 42T Usersdmin Teminak 061

Menu | ActiEy -POS Rouch

n Sales

[p4r27,2023 @+ [[remninatoar | =] | Open  Bibed Out Collected
Order No, Manual No. Customer
O EECEE R e -
0000000009  001-0000000003 Walk- in
81 B2 85 84 2] B

0000000008  0071-D0000D000A Walk- i
0000000007  007-DO00DDO0OT Walk-

HCY HCE HCE Hs HCS HCE

HCT HCE HOy HOW HC1Y HC12

Delivery

POS Touch Definition of Buttons

e Red button - represents the printer stations which will navigate the user to their

Usar
admin
admin
admin

admin

Tablz Remarks

respective table, when pressed, it will show table locations.

e Gray button - represents the location of the tables in which the dine-in

customer(s) will sit in.

Qo0
20500
.00
oo

San Antonio, Pasig, 1605
Matre Marla, Philppines

e Two Green large buttons — represents if the transaction is for Walk-In customers

or for delivery.

e Red large button with “Tender All” label —» represents tendering all sales.
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e Blue button

POS Touch Sales List
e Sales list for POS Touch consists of three(3) tabs:

o Open - display list of Touch sales that are still open which means, not yet

billed or collected. Also, system users can still delete the created sales

IF D BATVNGT  les e vl )
e sty PO ey
" s [~ |
[pazreon m-[rarminatoer | = Fﬁ_n Billed Dt Callectes) —
e N il i Custamer L Tible Renaiks Areant
--nmmn-. D0ODIOONRE L1 DUGULOKILE Walk In ot Al
DOODDODOOT  [I1-DDUHKIINT Walk: 11 atri 200
L1k o Lt - L3 L]

e
0.00
000

o Billed Out - display list of sales that are already locked but not yet

collected. Here, the user can Bill Out print and Print Partial Bill.
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o Collected — display list of sales that are already tendered.

W EnPOs
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e Activty 05 Tomd
" e =]
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- Otder N, Hanual o Comeon o, Customer User Table C Tarnseks Detwerea By
.-mm ME-. 000CsI0TY A e e — = “
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POS Touch Sales Detail

e There are 3 ways on how to navigate the sales detail:
a. Via Dine In table

m Select a table group, under it, select a table code or number
where the customer wants to sitin.
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Eghé

m After selecting, you will be redirected to the Sales Detail. To
add a Sales line item, select an item from the food menus
beside the sales line item list. Then, a popup Sales Item will
appear. Provide all the necessary information such as quantity
and discount. To save, hit the Enter button from your keyboard
or click the Save button.

W L a

=] OstectOEES  Useadmin Termingt 001

Mamy Acowrry - POS Touch Dtk

Gawlof
[EB| Ao ¢ Prepration: ==
Unét: (Servingis] |

Price | an0q|
Biscount: | Zero Discount |

Dhscount Rat= 3§
Discount Amount: 5
et Prce: |
Amount |
VAT VAT Qutput
AT Rat: |

Change Table AT AaaiE
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eéﬁbu‘!’t’éﬁﬁfﬂ’fhe Walk In label.

m The same process with the Dine In table, you will be redirected
to the Sales Detail. To add a Sales line item, select an item
from the food menus beside the sales line item list. Then, a
popup Sales Item will appear. Provide all the necessary
information such as quantity and discount. To save, hit the
Enter button from your keyboard or click the Save button.

W
| =] OwtecbaBREES  Usesdmn Terminst 001
Wy Aoy - PUS Teuch Detai

e I D 2 )

Gawlof
[EB| Ao ¢ Prepration: ==

Unét: (Servingis] |
price: 5 | 00|

Discount; | Zero Discourt
Dhscount Rat= 3§
Discount Amouns:
oy
Amount |

VAT: VAT Outgut

VAT Rate:

Change Table e

c. Delivery button
m Click the green button with the Delivery label.
m A Delivery Customer Information will popup, provide the
necessary information then click the Ok button.
m The same process with the Dine In table, you will be redirected
to the Sales Detail. To add a Sales line item, select an item
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on sﬁ!h ﬁm and discount. To save, hit the
Enter button from your keyboard or click the Save button.
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W Laait
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price: | 400

Discount (Zoro Discourt
Discount Rats: ﬁ
Discount Amaunt: 5

Change Table

POS Touch Sales - Tender
e There are 3 ways on how to tender sales:
o Via Sales Detail page
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t can be seen on the Sales Detail form to tender rotpradrde S
m  When clicked, a tender form shows where it asks the buyer’s

payment amount. The EasyPOS system accepts multiple

payment types. Other payment types require additional

information, excluding the payment type Cash. Just click the

OK button to save the additional information.
m To finish the sales transaction, just click the Tender button

from the Tender form, the system will now print an Official

Receipt, and the sales detail will be moved to the Collected tab.

W e
= DaleCWONAME  leiradmin Tamik 06
Marss Actiity - POS Touch Cletsd

B Sales Detail

o Via Open and Billed Out tab

m From the Open or Billed Out tab, select a sales order number
that you want to tender.

m A POS Touch window will display, then select Tender or simply
press F4.
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m  When clicked, a tender form shows where it asks the buyer’s
payment amount. The EasyPOS system accepts multiple
payment types. Other payment types require additional
information, excluding the payment type Cash. Just click the
OK button to save the additional information.

m To finish the sales transaction, just click the Tender button
from the Tender form, the system will now print an Official
Receipt, and the sales detail will be moved to the Collected tab.
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DINERS
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o Via Tender All button

m  From the Open or Billed Out tab, look for the Tender All red
button.

m A confirmation message will popup, then click Yes.

40



A CEBU OFFICE
Uniit 10014 100F Keppel Center

Samar Loop cos Cardinal Ave,,
Cabu Buiness Park,

Cobu City, 5000 Philippines
MANILA OFFICE

Init 1103 Jollibes Conter,
| Averue, Ortigas Centar,

= cates u San Antonio, Pasig, 1605
e | Ferminac 0 |Dpln B-l:dw Collecter! Matre Manis, Philppines

Manual Ne Customer ser Tabile Remarks o By Aot

lnmmmm-l T -.

an
h Incu ator

| =] OwtecbA0AHES  Usegdmn Terminst 001
Memy  Actwrry - PG Touca

- S

1=

m Atender successful message will display then all the Sales
Order from the tab will be moved to the Collected tab.
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Barcode Touch - Relevant Buttons
e POS Hamburger Menu and Keyboard
o By clicking the hamburger menu or the small dotted line, it will
maximize the space above and the barcode for the product. Last is
the small icon of the keyboard for inputting.

e Lock
o Click the Lock button to save the sales information.

o Provide the necessary information then click the Lock button to finish
locking the sales information.
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= Do 8772033 User sdimin et 001
Witnu  Acinity - #O% Smrade Aty - PUS Sercode Detal

E% sales Detail

Sales Agent: | Adminatrator
o

o Click the Print button to download the Order Slip in PDF file, then
print.

o Take note, Print will only be enabled once the Sales detail is already
locked.

o Make sure to save the generated pdf file to a folder where you can
easily locate it.
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e Unlock

o Click the Unlock button if you want to modify the sales detail or add
sales line items.
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E Sales Betail mm---m
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o Click the Return button if the customer returned a product.

o Provide the OR Number then list of items will be displayed
automatically.

o Click the Pick button if you want to add a return quantity.

o Click the Unpick button if you want to reset the return quantity to
zero(0).

o Click the Exchange button, if you want to ONLY exchange an item to a
customer.

o Click the Refund button, if you want to return a money to a customer.

W e
[=] Doieomvaizs e sdoin Temnst 001
Meny | Bcrviny - P04 Rande Aty - 0% Uwrroge Detad

Retuan

wlhtnrn

OR Number: | 0002000001

Salbex hurrber: | po0000000]

e Discount
o Click the Discount button if you want to set up a discount for the sales
line items. You can also set the discount per line item.
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e Override

o Click the Override button if you want to suspend, reject, or cancel a

transaction.
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Activity - POS Quick Service

Overview

® POS Touch is good for stalls or any shops that only cater take outs.
User Interface

™ EanPOY - a x
(=] Dotectathatey s adnn  Teminet 001
Wiy Az - PUS Teuch Gunck Serncn

B sotes S

0562021 5+ | [lerminat 001 o Open illed Out Callected
- Ordeeo. | thanual No Customer

0000000026  LO1-D00000025 Walk- In
0000000025 007100000025 Walk- 1n

POS Quick Service Definition of Buttons

e Two Green large buttons — represents if the transaction is for Walk-In customers

or for delivery.

POS Touch Sales List
e Sales list for POS Quick Service consists of three(3) tabs:

o Open - display list of Quick Service sales that are still open which
means, not yet billed or collected. Also, system users can still delete the

created sales detail here.
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Last Change: oo

o Billed Out — display list of sales that are already locked but not yet
collected. Here, the user can Bill Out print and Print Partial Bill.
e o femnt o0 Jote "

Chder Mo Whanial Mo, Clistomer User Amaunt Aemarks Deliwered By

Defivery

Total Amount:

.00
Last Change: oo

o Collected - display list of sales that are already tendered.
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POS Touch Sales Detail
e There are 2 ways on how to navigate the sales detail:
a. Walk-In button
m Click the green button with the Walk In label.
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m  You will be redirected to the Sales Detail. To add a Sales line
item, select an item from the food menus beside the sales line
item list. Then, a popup Sales Item will appear. Provide all the
necessary information such as quantity and discount. To save,
hit the Enter button from your keyboard or click the Save

button.
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4000,

b. Delivery button
m Click the green button with the Delivery label.
m A Delivery Customer Information will popup, provide the
necessary information then click the Ok button.
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m The same process with the Dine In table, you will be redirected
to the Sales Detail. To add a Sales line item, select an item
from the food menus beside the sales line item list. Then, a
popup Sales Item will appear. Provide all the necessary
information such as quantity and discount. To save, hit the
Enter button from your keyboard or click the Save button.
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POS Quick Service - Tender
e There are 3 ways on how to tender sales:

o Via Sales Detail page

m  Assuming that you are in the Sales Detail page, click the Tender
button that can be seen on the Sales Detail form to tender
transaction.

m  When clicked, a tender form shows where it asks the buyer’s
payment amount. The EasyPOS system accepts multiple
payment types. Other payment types require additional
information, excluding the payment type Cash. Just click the
OK button to save the additional information.

m To finish the sales transaction, just click the Tender button
from the Tender form, the system will now print an Official
Receipt, and the sales detail will be moved to the Collected tab.

P
=] Datecwoyaes Usieadmin Teming: 001

Mores | Actiity - POS Touch Deta

Y sales Detail

Online Deals

Other Credit Card Payment I

-

I
Credit Card

40,00
‘-.| i I:I CI

o Via Open and Billed Out tab
m From the Open or Billed Out tab, select a sales order number
that you want to tender.
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m A POS Touch window will display, then select Tender or simply
press F4.
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m  When clicked, a tender form shows where it asks the buyer’s
payment amount. The EasyPOS system accepts multiple
payment types. Other payment types require additional
information, excluding the payment type Cash. Just click the
OK button to save the additional information.

m To finish the sales transaction, just click the Tender button
from the Tender form, the system will now print an Official
Receipt, and the sales detail will be moved to the Collected tab.
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o Via Tender All button

m From the Open or Billed Out tab, look for the Tender All red
button.
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m Atender successful message will display then all the Sales
Order from the tab will be moved to the Collected tab.
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Section V: Cash In/Out

Cash In/OutPage

Overview
e Cash in/out allows to keep track of incoming and outgoing payments.
Cash In/Out Page

Shows the list of added cash in and cash out.
It also shows the list of Return transactions.
e It can also be filtered by date.

e Delete button will proceed to deleting unlocked cash in/out record detail.
e Edit button will proceed to updating cash in/out detail.
e Close button will proceed to closing the cash in/out list page.
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Cash In/Out Detail
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e Assumption: Add button is already clicked on the upper right corner in the

cash in/out list.

e Fill up all the necessary information like:

Type, Remarks, Amount denomination, Account, Checked by,

o

e Click the Lock button to save new Cash In/Out details.

Approved by

e Print button can print cash in/out details when it's already locked.
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Section VI: Inventory

Stock In

Overview
e Stock in is where to set up items that are onhand or available.
Stock In List

e Shows the list of added stock in items.
e |t can also filtered by date

e Delete button will proceed to deleting unlocked stock in record detail.
e Edit button will proceed to updating stock-in detail.
e Close button will proceed to closing the stock-in list page.
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Stock In Detail
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e Assumption: Add button is already clicked on the upper right corner in the
stock-in list.

e |t can add a stock-in line through the barcode or search item button.

e Click Export All Item button to generate csv file of all items

e Click Export button to generate csv file for stock-in line of an item

e When clicking the Import button, the import form will pop-up. Press open to
select file to import. After selecting the file, click the import button in the
form to import the file.

59



CEBU OFFICE

— Human
Incubator

MANILA OFFICE
- Unit 1103 Jolibee Conter,

4 San Miguel Avenue, Ortigas Center,

y San Antonio, Pasig, 1605
Matre Manda, Philgppines

TR Useratnin Termind 991
by Bimt i i ety - Shock b D)

=
| @ stockin Detai ] e el

 SHDehn N | 000000 Prepaia by Acenniiatos
| Cnuciby facrinienee |
supplier: [Retuen from Suppher ] [ " -

Marnisl Stack. i b

Bt Pess 101 Flest tat Tatal Amount: |

Oates TR Wkenadmin Termingi 201
Mares - kb -Stockobn ik Aebvey - tnckn Dl

& StockeIn Detail

‘Stock-in Nurber: | 0000000001
- Brosgon B |

R n from Supphes |

COOKIE SLACK FOREST
COKIL CHARE AL

B <OOKIE CHOEOLATE
COOKIE COOKIE BUTTER
COKIE CUSTARD
COGKIE 1INEY YD)
COOKE MRS
COOKIE MANGD

B cookie ALt

zzzzzzizizizizicif

et Fehs U0 Net Lt Tolgmourt [0 |

e Click Lock to save the stock-in items.
e Print button can print stock-in items when it is already locked.
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Stock Out

Overview

e Stock-out is where you can input damaged goods and stock-out items.
Stock Out List

e Shows the list of added stock out items.
e |t can also filtered by date

e Delete button will proceed to deleting unlocked stock out record detail.
e Edit button will proceed to updating stock-out detail.
e Close button will proceed to closing the stock-out list page.
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Stock Out Detail
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e Assumption: Add button is already clicked on the upper right corner in the
stock-out list.

e It can add a stock-out line through the barcode or search item button.

e Click Export button to generate csv file for stock-out line of an item

e When clicking the Import button, the import form will pop-up. Press open to
select file to import. After selecting the file, click the import button in the
form to import the file.
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e C(lick Lock to save the stock-out items.
e Print button can print stock-out items when it is already locked.
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Stock Count

Overview

e Stock count is checking the quantity of the stock item. It can identify if there are

discrepancies between physical and system inventory.
Stock Count List

e Shows the list of added stock count items.

e |t can also filtered by date

e Delete button will proceed to deleting unlocked stock count record detail.

e Edit button will proceed to updating stock count detail.

e Close button will proceed to closing the stock count list page.
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e Assumption: Add button is already clicked on the upper right corner in the
stock-out list.

e It can add a stock count line through the barcode or search item button.

e Click Export button to generate csv file for stock count line of an item

e When clicking the Import button, the import form will pop-up. Press open to
select file to import. After selecting the file, click the import button in the
form to import the file.
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e C(lick Lock to save stock count items.
e C(Click Post to display inventory in the Stock Out.
e Print button can print stock count items when it is already locked.
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Section VII: Reports

Inventory Report

Overview

e Inthe Inventory Report, it can print different kinds of reports.
Inventory Report
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It can select the start date and end date.

Check the filter checkbox to display the Item and Category field.
Click the view button to view the report.
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e The report can be printed as PDF form or CSV file format.
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e The report can be generated as CSV file format.
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e Click View button to view the report
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e Click CSV button to generate csv file format report
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e Select start date and end date.
e Click the View button to view the report
e Click the CSV button to generate a csv file format report.
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Select start date and end date.
Click the View button to view the report
Click the CSV button to generate a csv file format report.
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POS Report

Overview

e POS Report is where users can see the final sales report within the day. Also,
this is where users can generate reports that are needed for BIR such as Z-
Reading.
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Select start date and end date.

Click the Re-Print button to automatically print the end of day report
Click the View button to view the report
e Click PDF button to print pdf file report
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Select start date and end date.

It can also be filtered by User

Click the View button to view the report
Click PDF button to print pdf file report
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Overview

e Remittance Report is where users can see the reports for Cash/In Out with

the Remittance report.
Remittance Report
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Select Terminal, start date, end date, User and Remittance No..
e Click the View button to view the report

e Click PDF button to print pdf file report
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Select Terminal, start date and end date..
Click the View button to view the report
e Click CSV button to Eint csv file format report
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Overview

e Additional Report is the newly added reports.
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Select Terminal, Start Date and End Date.
Click the View button to view the report
Click PDF button to print pdf file report
Click CSV button to print csv file format report
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Select Terminal, Start Date and End Date.
Click the View button to view the report
Click PDF button to print pdf file report
Click CSV button to print csv file format report
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e Select Start Date, End Date, Terminal.

e Click the View button to generate pdf file report
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Select Start Date, End Date, Terminal.

Click the View button to view the report

Click PDF button to print pdf file report

Click CSV button to generate csv file format report
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e Select Start Date, End Date, Terminal and Cashier.
e Click the View button to view the report
e Click PDF button to print pdﬁile report
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Select Start Date, End Date, User and Job Code.
Click the View button to view the report
e Click PDF button to print pdf file report
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Select Start Date, End Date, User and Job Code.
Click the View button to view the report
Click PDF button to print pdf file report

Click CSV button to generate csv file format report
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System - System Tables

Overview

e System Tables contains tabs of master tables where users can set up other
useful modules for EasyPOS such as Pay Types, Accounts, Units, Supplier,
Forms, Card Type, etc.

Accounts

i ExwPod
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Shows the list of all added accounts.
Delete button will proceed to deleting account details.

Edit button will proceed to updating account details.

Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Code, Account and Type
e C(lick the Save button to save account details.
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Pay T

e Shows the list of all added pay types.
e Delete button will proceed to deleting pay type details.

e Edit button will proceed to updating pay type details.

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Code, Pay Type and Account
e C(Click the Save button to save pay type details.
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e Shows the list of all added taxes.

e Delete button will proceed to deleting tax details.

e Edit button will proceed to updating tax details.

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.

e Fill up all the necessary information like:
o Code, Tax, Rate and Account
e C(lick the Save button to save tax details.
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Unit
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e Shows the list of all added units.
Delete button will proceed to deleting unit details.

Edit button will proceed to updating unit details.

Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.

e Fill up all the necessary information like:
o Unit
e C(lick the Save button to save unit details.
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e Shows the list of all added periods.
e Delete button will proceed to deleting period details.

e Edit button will proceed to updating period details.

e Close button will proceed to closing the system table module.
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in the system tables.
e Fill up all the necessary information like:
o Unit
e Click the Save button to save unit details.

Terminal
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Shows the list of all added terminals.

[ ]

e Delete button will proceed to deleting terminal details.

e Edit button will proceed to updating terminal details.

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Terminal
e C(lick the Save button to save terminal details.
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e Shows the list of all added suppliers.
e Delete button will proceed to deleting supplier details.

e Edit button will proceed to updating supplier details.

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Supplier, Address, Telephone No., Cell Phone no., Fax no., TIN, and
Account
e C(lick the Save button to save supplier details.
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e Shows the list of all added forms.
e Delete button will proceed to deleting form details.

e Edit button will proceed to updating form details.

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the

system tables.

e Fill up all the necessary information like:
o Form and Description
e Click the Save button to save form details.
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e Shows the list of all added Item Categories.

e Delete button will proceed to deleting item category details.

e Edit button will proceed to updating item category details.

s

e Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Category
e C(lick the Save button to save item category details.

Card Type
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Shows the list of all added card types.
Delete button will proceed to deleting card type details.

Edit button will proceed to updating card type details.

Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.
e Fill up all the necessary information like:
o Pay Type and Card Type
e C(lick the Save button to save card type details.
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Shows the list of all added banks.
Delete button will proceed to deleting bank details.

Edit button will proceed to updating bank details.

Close button will proceed to closing the system table module.
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e Assumption: Add button is already clicked on the upper right corner in the
system tables.

e Fill up all the necessary information like:
o Bank

e C(lick the Save button to save bank details.

System - Utilities
Overview

e Utilities is where users can use the EasyPOS utilities such as barcode
printing, truncate transactions, etc.
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e Audit trail is where the users can view the activities or logs
o Click the CSV button to generate a csv file format of audit trails.

o Close button will proceed to closing the system utilities module.

 Ganion -

At Tral ning Upload tem | Trurcate Trarsactions Updese Swentory  BLC Senrt Flie Auclt Sl

a x
(& system Unilities | cione |
[ o |

AR AT | Adin strator Mstlupgie - {24 Surphe T NAT A A Teehan_
05/15/2023 10332 | Adrwnistrabos MaiSumie | 2 B AT Addres THA Teleohers. |

Barcode Printing
e Barcode printing is where the user can print barcode of the items

& system Utilities B

Rarcods Uit Catagary izs: Pro (e R
-
| PAPER FLATE 3W1d 0F 100M10 ]
....... B
A ERPLAE X 1A DI B 2.
I | FRFER PLATE {216 019 10010 =
I |BASER FLATE 1015 015 10410 &
Ll FAPER FLATE 10314 013 100810 | B2
|PABER PLATE 1A GO0 NO0K10 NA Pockisl | CUMTAINER. | FAPER PLATE UK1A 79 100A10 |2
FOFER FLATE 312 019 100010 e Backis) | COMTRINER FNFEH FLATE 8712 018 100K 10 =
(RAPSR FLATE BX1d 078 tOGKID  mA Paki) | conTaINER |FAPSA PLATE X 14 073 ro0in =
|PHPER PLATE BN12 0% 10CKI0 NA [Pckint | CONTANER |Aech PLATE 12 079 poia =0
PAFEN FLAE HX11 019 100K10 HA Packisl | CONTAINER PASER FLATE HX11 079 100X10 | B
|EHSSRPLATE BXID D08 IOGEID NA | | FABEH BLATE BX10 38 FOG10

| PAPER FLATE B4 148 10010
| PAPER PLATE K14 019 100X18
PAPER PLATE 7212 (19 100K10

| PAPER FLIGE mm 019100410
| PAPER PLATE 7H14 013 10CK10

.
5| |
R e R N R R CIEE

S100

| BASER PLATE TH 019 100K10 I | eastR pLATE 70 019 1 00X10 00

PAPCH PLATE EX14 015 100610 NA FAPER PLATE EX14 015 100010 TO00

| PAPER PLATE BX12 079 OOKID WA | FRPER PLATE W14 079 100410 L

PAPER PLATE BX1T 073 001D [ FAFEH BLATE 610 519 100810 e

PAPER PLATE EN9 019 100310 IM | FAPER PLATE ENS 01§ 100000 4500

| PAPER PLATE G4 119 101 [na | PAPER PLATE. v 019 10001 a0

A PAPEH PLATE GXT 015 1000010 3500

I | 14019 10010 sace

s r %12 079 FEXI0. “som |

| PAPER PLATE 5X10 015 100%10 Ina | PAPER PLATE 5X10 013 100x13 a0

| PAPER PLATE 55 079 100K10 N | PAPER PLATE 543 199 400%10 4000 |

PERPINE AR OIS Y0AIE  [NA _[PAPEH PLATE 4O 015 100010 2 i
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e quantity of the barcode to be printed.
o Click the Print button_to print the barcodes.

Auddit Trai | Barvode Printing Upinad Hem Upinad Custormar Truneae Teaneactinns | Undade kevendone RLC Sent Fie Audit Trad

| Descrigtion Barccdk Category A L
| P =Ri=!
| =
| PASLR PLATE 10W15 019 100K10 & | SONTAINES: | PAPER PLATE 10015 015 100K10R | 1500 B | & |
| PARER PLATE 12015 019 100810 |COnTAINER | PSR PLATE 12018 09 00m0 | T B E
FAPER PLATE 1216 019 100K10 | CONTAINER | PAPER PLATE 12016 079 100M10 | 18500 B | H |
00000719250 | ConTaINER | PABER PLATE 10M015 02 100030 | 12000 B & |
T ooooosads | | COATAINER | PAPER PLATE 10014 019 100K10 | o B E |
| sick L] | PAPER PLATE 5414 07 | EDATAINER | PASER PLATE G4 dig ioomin | 1wama| B E |
EEE ooz | PADER PLATE £12 01 100010 | COMTAIMER | PARER PLATE 912 819 10010 | oo00| @ | & |
B coccoazis | PAPER PLATE 814 015 100010 | o amlmpmrn — T 019 1000 | ao00| B (& |
BEE ooz | FAPER PLATE 512 019 100K10 | " 12 019 100K10 | Teo0| B & |
| #icc [EREGPEATS PAPER PLATE X711 019 100810 A P 11 009 100K10 | HE =R
DO0001934E | PASER PLATE &0 010 100K10 | MA i Barcode Printing m A0metomn | 6500 | & |
00000719242 | PPER PLATE 2K5 019 100K10 |maa |2 Couantity: 019 100810 | ssm0| B & |
| mick [uonren) | PAPER PLATE 7X14 019 1000010 | maa IE" A d g oo | s000| B | A |
EEl oo |ase PLATE Tz 0t@ 000 (ma | T T o@tomn | Too0| @ | & |
B ooz | PADER PLATE 7811 019 100010 | | Packis) | COMTAIMES | PARER PLATE 7311 019 100010 | ss00| @ | & |
BEE ooz | FAFER PLATE TH10 013 100010 | | Padkix) | CONTAINDE | PARIR PLATE 7610 01 100810 | Go00| B | & |
BEE ooz | FAPER PLATE 755 019 100K10 | | Pavks) | COMTAINER | PATZR PLATE 75 019 100K10 | am| B3|
0TS | AR PLATE 6414 079 100010 A |Packis) | COMTAINE: | PARER PLATE 6414 079 100870 | AN
000TEEES | PARER PLATE 6012079 00K0 | mA |Packs) | CONTAINER | PAPERPLATE 12 019 100M10 | G000 & | & |
00000719234 | PARER PLATE 6X10 079 1000010 |maa |Packls) | COMTAINER | PASER PLATE €X10019 100M10 | som| B & |
T oooonngss | PDER PLATE @N9 019 100010 s |Packis) | COMTAINER | PASER PLATE €39 019 10010 | 4500 B @A |
EEl coooonaasz | aozR PLATE a5 019 100K [t E | oanzn PLATE 63 019 10081 | ano0| @ [ & |
B ooz | PADER PLATE &7 019 10010 | | Packiz) | COMTAIMES | PARER PLATE 657 099 100010 | sso0| @ | & |
BEE ooz | FAPIR PLATE 5614 019 100610 | | Padkix) | CONTAINDE | PARIR PLATE 5iNid 019 100010 | Go00| B | & |
BEE o092 | FAPER PLATE 312 019 100K10 | | Pavks) | COMTAINER | FAFLR PLATE 3K12 019 100K10 | stoo| B (& |
000TSEEE | PARER PLATE 5310 019 100410 I |Packs) | CONTAINER | PAPER PLATE 5410 019 100K10 | a0 B H |
000TEEET | PAPER PLATE 339 019 100410 Iz |Packs) | CONTAINER | PAPER PLATE 549 019 100K10 | am B & |
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Upload Item
e lItis another way to upload items and update item prices.

" EanPOY - -] x
[ Dt e abn Tt 001
Wy Srrtem - Uk

System Liilities m
Audt Tl Batode Printeg  Lpcad M8m LUphid Cutomer  Trursate Treactorm Update bwentory  BLE Sent Pl At Trnd

it | =3 3 =

e =| £33 e

139



CEBU OFFICE
Unit 10014 10/F Keppel Center

| Human Siur oy oL mii
Cebu City, 5000 Phikppmnes
Incubator

MANILA OFFICE
Unit 1103 Jollibee Conier,
San Miguel Avenue, Ortigas Canter,

o Import Item San Antanio, Pasig, 1605
B hialesonMhun GlCKEXPOIt button to-generate csv file format s Ml Philpoines
m Click Open button to select the file after inputting necessary
information of the item
m Click Import button to import the file
o Update Iltem Price
m Click Export button to generate csv file format
m Click Open button to select the file after inputting the updated
price
m Click Update button to upload the file

Upload Customer
e |tis another way to add a list of customers.

My Sroter - Lbkba

& system Utilities =3

Aot Tl Barcode Pontrg Upload ey Upkiad Customes Truneate Tramdactioms Update bventiry  ALE Sant File Auct Tl

‘ Import Customer m m m

FanpPET) st s (.08

appart: s b bt o, (41 B30 H500 240

Click Export button to generate csv file format
Click Open button to select the file after inputting necessary information of
the customers

o Click Import button to import the file
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Section IX: Settings

Settings

Overview
Settings is where users can manage the functions of EasyPOS such as

[ ]
enabling/disabling the EasyPOS features, Easy series integrations, printer

setup, etc.

Company Information
e lItis where the user can set up their company information

o Eaubod

a ] Dne OIS U gk et 001
My Seng

2 -
U5 Settings
Commany Informinen | A0S Iofemaben B8 Sefirgs fanypay Seftnga Exnyhs bitegratan EnsySno Infegration Prntar Setiega | Cussomer Disginy Sefings Frster Set Un  bhegs World Set Lp  obensors Sef Up Lipad St Up SM Setila

Company Hame: | Pumen incbator ine

Acdress: | Ceou City

Conae Mo | 022) 256- 2504

Uplaaa

Eanp TS Versbony fasmmsa 004001
Suppur s Patma b abant i e, (-3 926 D50 450

o Fill up the necessary information like:
m Company name, Address, Contact number and upload image
Click Lock to save the details.
Click Unlock to edit the details
o Close button will proceed to closing the system table module.
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POS |nf0|’mati0n San Antonio, Pasig, 1605
alytee Mamia, Phippmas
o |5 whererthe-userneamset @Jnf@ﬁmaﬁmtand set up their POS. |
=3

\ PCS Iformaten B8 Settiogs Fanpay Settngs Exnts Integraton EnsyShop Istegration  Prnter Settrgs | Customer Dislay Settngs Frister Set U Mega Weild 5ot L Rebensons 5ot Up Lipad Set Up SM Set Up

£ Taodee Print ] Ereble E6t Frice ] Cuiee Sarwew Ao Fiioe 50

] Auto Tercie Printar Raady Yox o b
€ Sanvice Flagk Notes

21 Barcode Quantity Maays One

£ Alow Negative Inventary

3 Actuate Auct Tradl

Promot Lagins Sales

) swips Logm

Cumet Support | (+63] 008 2A0S 465

- 3 Srow Ado Serdce Charge
Current Rorie 0001 o ‘

el 1 Erab Parking Syston Fasture
eenical | 001 ) Atow Tender Zerc
Wakin Customes. | Waik- 0 Trable OTR Fegtuce

Diaiste Salas Dats

1 tacude Zero Prices (aies Hapors)

Defadt Dacourt: | Zero Dacout

Ratuon Suppie | Teoum S o Suppiee
Auto Siaet Integration
Ny o i Auts Saies Upon Lodkng ] Aliow 2 Beoding with cpen Seles

e 1 Show Custames Information in O ) Ve Ottes Detaly an POS Retai
[ Swes Detad Print Chocee Printer » a5, ant
] Trigsced Quantity 52 wrompt Frevieus £00 tror

P FanpPCTS Nyt Clamimaa 054001
Sgart: Py lnctvetin doe, (1) 950 3900 444

o Fill up the necessary information like:
m Base Currency, Tenant Of, etc
o Tender Print
m Allow the user to enable or disable the print receipt
o Barcode Quantity Always One
m  When this feature is enabled, the user cannot edit the quantity of
the item after scanning the barcode.
o Allow Negative Inventory
m The user is allowed to make a transaction when there is zero
inventory of the item.
o Activate Audit Trail
m Activities and logs of the user will display in the Audit Trail in the
Utilities module when it is enabled.
o Prompt Login Sales
m It can be used by the teller or order taker.
o Swipe Login
m Allow the user to login using a swipe card and a card number.
o Date Login
m Allow the user to set the date manually in login.
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o Hide Sales Amount
B wisalesonmhan WWRER ILIS enalled, the sales;amount will be hidden in the POS
barcode.
o Disable Stock-in Price and Cost
m  When adding a stock-in, the price and cost of the item are
disabled and not editable.
o Hide Touch Sales Item Detail
m Itis use to hide sales item detail in POS Touch
o Hide Item List Barcode
m The barcode of the items will be hidden in the item list.
o Hide Item List Item Code
m The item code of the items will be hidden in the item list.
o Auto Sales Upon Locking
m  When it is enabled, it will automatically create new sales upon
locking the transaction.
o Show Customer Information in OR
m The customer information will display in the OR when it is
enabled.
o Enable Edit Price
m The user is allowed to edit the price when creating a transaction
o Auto Tender Printer Ready Yes or No
m Disable the prompt message for printer ready yes or no.
o Show Add Service Charge
m Allow the user to add service charge in POS Touch and Quick
service.
o Allow Tender Zero
m Allow the user to tender zero transactions.
o Enable DTR Feature
m Itis used to monitor the attendance of the employees. The
employees can clock in/out and break in/out.
o Disable Sales Date
m Sales date is disable and the user is not allowed to select date in
sales
o Exclude Zero Prices (Sales Report)
m The item that has a zero(0) price is not included in the sales report
o Auto Start Integration
m  Automatically start the integration like easyfis.
o Allow Z Reading with Open Sales
m Allow the user to view or print z reading report with an open sales
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£ aklide.OtherDetails on POS Retailo
m  When this feature is enabled, it will only display the item
description, quantity, price, discount and amount in sales detail.

o With Easy Restaurant

||
o Prompt Previous EOD Error
m Itis a prompt message error for the previous EOD.

o Quick Service Auto Print SO
It can print order slips in the quick service when it is enabled.

|
BIR Settings
e |tis where the user can set up their BIR credentials and receipt documentation.

Secal Mo | 003000

Loy IS Version. Guasnima JBA051
s Haneas o e, (261) 08 06 A0
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Easypaﬁ&ﬁﬂnﬁmn-wmnonmm t.‘ +53.32-256-2904

This is for the easypay integration where the user will set up the URL, username,
password and card no.

& Settings

R
e b e (83 W WO

Easyfis Integration

e This is for easyfis integration where it is a connection and integration between

the easyfis and EasyPOS product.
e Fill up the necessary fields like:

o Domain(ex: https://easyfis-perrochikoph.hi-api.io )
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Printer Settings

e This is where the user will set up for the output of the printer receipt.

¥ ExTd
(= OwecfSWR0E U edmn  Terminet 001
Wmy  Satngs

OF settings

Cormery Informaten POS Iufrmadin BE Setfrgs Fanpay Sellngs Exn®s bitegralun EiyShan Ir

Hinter Types Dot Matrs: Prote |
QR Pt Titke (O FICI AL RECEIPT
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A pyy s Uit
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ety L i 00000000000 Diate fssuct
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©F settings

Cormpasy Infermaten POS Infarmaten BR Satwrgs Easypay SSIags  Essyfl inmegraten ExeySnop insogeation  Printer Suttngs Customen Diigap Senngs Preor SerU  Mega world St Lip. fisbecons S81UR | Lipao Setun . SMSetun
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Printer Setup

e The user can set up the printer, edit and pool for the different output of receipts in
different printers.

o Canios

- o =
[ T T T ——
e g
O3 settings I e
Cominy Information RS Informsbor BB Sertigs Easypay S0Ttnge Esoyis Iilegracan ExySnon Integration Pralar Sefsege  Custome Dispay Seitnge FYAv Se L hisga Ward Set Lip Riobngons St Lp | Lipad St U M Sat Up

Mirosoft KPS Docamert Writer
Mrozaf KPS Decument Weiter
Mcrosaft K% Dogumert Writer
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Robinson Setup
e This is where to set up for the Robinson integration.
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o Exwbod
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SM Setup
e This is where to set up the SM integration.
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