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Introduction

Overview

EasyPOS is an all-in-one solution for your point-of-sale needs. It is designed to help you optimize
your operations, stay compliant with BIR regulations, and increase productivity. EasyPOS is a user-
friendly point-of -sale software that empowers businesses to efficiently manage sales, track inventory, and
enhance the overall customer experience.

This user manual is your guide in using the EasyPOS system. It will walk you through the
installation, setup and everyday use of software.
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Hardware Specifications

Processor: 12th Gen Intel Core i3
Memory (RAM) : 4GB-8GB RAM
Storage: 256GB SSD

Operating System: Windows 10 Pro

Note: Properly shutdown the computer to avoid damage to hardware and data corruption in the database.

Who Should Use This Manual

This manual is designed for all users of the EasyPOS including business owners, administrators,
cashiers, sales staff, and employees responsible for processing sales, managing inventory, and serving
customers. You may find comprehensive details, step-by-step instructions, and best practices for using
our POS system throughout this document.

II: Getting Started

Introduction

Welcome to EasyPOS! You will be guided through the first steps necessary to set up and operate
your EasyPOS system in this section.

Installation of EasyPOS

Keeping file organized

o Create an “EasyPOS” folder
o Create an “EasyPOS Backup” folder
o Create an “EasyPOS Release” folder

| [@ [ = | EasyPoS

= | >
“ Hame Share View 9
« w . » ThisPC » Local Disk (C) » EasyPOS » v | O Search FasyPOS
~ Mame & Date modified Type Size
7 Quick access

EasyP QS
EasyPOS Backup
EazyPOS Release

Filz folder
File folder

Filefolder

[ Deskiop
‘- Downloads  #

::| Documents o

[ Pictures
Repuorts

Settings
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Extraction of the compressed EasyPOS Release File

o Go to EasyPOS Release and right click on it
o Select “Extract Here” to extract the compressed file

' Search EasyPOS Release

BB R Ertrart EasyPO5 Release
Home Share View Compms sed Folder Tools
= < 4 | > ThisPC » LocalDisk(C) » EasyPOS » EasyPOS Release v
A Name i Date modificd 0 Sie

A Quick access . == :
i L e
& Downloads  # B Sharewith Skype
% Documerts B Cpen with WinRAR

=] Pictures # B8 Exvractfiles..
| Reports B8 Ectract Here
[0 setrgs B8 Extractto "Release)’
|| terminal 2 5 Upload to WPS Cloud
| terminal 3 £ Share

@ Onelrive Open with >

Restore previous versions

[ ThisEC

30 Objects Studto >
[ Desktop Cut
|5 Decumerts Loy

& Downloads Create shortcub
j Music Delzh

[&=] Pictures Rezname

B videos | Properties

= Mew Volume (D5
Titern  1itemn selected 109 MB

Pasting the file to the appropriate folder
o Right click on the “Release” and select “cut or copy”
o Then paste it in the “EasyPOS” folder
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= + | EasyPOS Release

“ Hame Share View

- v » ThisPC » Local Disk [C3) »
il Marne
# Quick sccess
Release
I Deskto o«
i ﬂ Release

& Downloads  #

=l Documents #

(=] Pictures o
Reports
Settings
Lermingl 2

terminal 3
@& OneDrive

& ThisPC
) 30 Ohjects
B Desktop
|2 Documents
& Downloads
J\ Muzic
=] Pictures
B videos
o Local Dick (T2}
- Mew Volume (D o

Zitems  1item selected

Install SQL Server

EasyPOS » EasyPOSReleass »

N #62:32:256.2904

Date modified Trpe

So/16]

107124

o Download the SQL server.
o Click the link to download and install the SQL server: https://www.microsoft.com/en-
us/download/details.aspx?id=101064

Open
Open in new window
Pin to Quick access
<) Open with Visual Studio
> Git GUI Here
"% Git Bash Here

Search EzsyPOS Release

3 Upload to WPS Cloud

Give access to
Restore previous versions
Include in librany
Pin to Start
B8 Addtoarchive..
¥ Addto “Release.rar”
ﬂ Compress and emall...
ﬂ Compress to "Release.rar” and email

Send to

Cut
Copy

Create shortcut
Delete
Rename

o Restore a clean database in SQL server

CEBU OFFICE

Urig 10094 100F Keppel Center
Samar Loop corCardnal Ave.,
Caba Business Park,

Colbu City, 6000 Philippines

MAMILA OFFICE

Unit 1103 Jolihes Contor,

San Miguel Avenus, Qr:ig‘n Canter,
San Antonio, Pasig, 1805

Matee Manda, Phobppones

Sz Microsoft SOL Server Management Studio

Fle FEdit View Debug Tools Window Help
= = (el i | Newuery [ (00 I | 6 2

Chject Explorer

@ 4 Databases

E @ Security

&l i Server Objects
@ 3 Replication
[ 4 Management

Setup database for storing data
o Go to “EasyPOS” folder
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o Open the release file and select “Settings” folder
o Select SysConnectionString and open with notepad
o Setup the database name in SysConnectionString
W=l
m Home Share View
- - > ThisPC » LocelDisk(C) » EamyPDS » EasyPOS » Relesse » Settings v | o ! Search Sebings
It} PMarme Date modfisd Type Size
# Cuick access
e e =]
¥ Bonnioias . o LT SyskctcherBrinter 150N File 3kE
(5] Documents LT sysParkingSystem SOM Fite | KB
[&= Pictures b ..
Repons 1| sysCannectionString - Motepad = (] =
Settings File EditFormat View Hel
Eamrriinat 2 "DataSource”: “"localhost”,
cerrminal 3 "InitlalCatalog"”: "easypos_testDE",
“UserId™: “sa™,
& On=Drve "Password”: "passwordl234”
T This PC +
"B 30 Objects
[ Desktop
] Documents
4} Downloack
Jr Musc
[= Picturas
B videos
15, Lol Disk (€3
= M= Valume (D]
Sizms 1 e seleg]
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Creating an EasyPOS shortcut app on the desktop
Go to “EasyPOS” folder and open the “Release” folder
Find and right click the EasyPOS application, then select “Send to” and “Desktop

o Ouick access

B Duakion
4 Downloads
[ Documents

= Pictures

(create shortcut)”
- Manage Fefease
Share View Application Tools
T This PC » Local Disk (C:) » EacyPDS = EacyPOs
L= AForgeVideo DirectShaw
ol |28 AForgevideo.oi
- L= AaForge.video
B &
) = BouneyCactla.Crypto.dil

Raports

Settings

rermingl £

cermminal 3

o OneDrive

[ This PC
B 30 Ohbjmcis
B Desktop
|5 Dacuments
& Dowrlosds
Jv mausie
E= Pictures
B Videos
2., Local Disk (Cx)

[
= Mo Volume (D [

59 items
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|2 CovHelpar.dil
= CavHelger
—F EasyPOS

» Releacs

K= EasyPOS

e

T amybn
| 7 EasyPOS exe
&5 EasyPOS.pdb
|75 FluentFTP.all
|2 FluentF TR
|5 textshare.dll
2 textshanp
174 Newtonsofttsondll
|2 Newtonscftson

| DpenCeSharn Blob.dl
[ OpenCushan CRIusPlus.dil

[ CpenCusham Debuggerisualize
7 OpenCuSharpdll

Cl OpenCuShan Extensions dll

B Run as administrator
B Share with Skype
Troubleshoot campatibility

Pin to Stait

3 Upload to WPS Cloud

L2 Share

W Add to archive...

Bl Addto “EasyPOS A

Ml Compress and email. .

Bl comprecs ta "EagyPOS.rar and email
Pin to taskbar

Runbore praviaus wersions

Send to

A @ suenah device

Cut

Copy

Create shortcut
Del=te

Rename

| 4 Comoressed [zippec) folder
(@l Desktop (creste shorteut)

| & Doruments
W Faw recipient
= Mail recipiznt

& Vibaer

Opening the EasyPOS application
Go to your desktop and open EasyPOS
It will ask for a license the first time opening the EasyPOS application on the

o

o

computer
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Copy the serial number and forward it to the designated personnel for the

creation of the license

License

Serial Number:

F82EB202

License Code:

Login Page

12

Overview

Support: Easyfis Corporation (+63) 908 8906 496

II1: Login Page

There are two(2) types on how to login in EasyPOS.

o

Login using username and password credentials.
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Login

& Sywtern Date

Login Date:

Usermname: ==/

Password: =

Supprrt: Hhamai Incubatar Inc. {-53) 908 0904 496

o Login using card number and user code

CEBU OFFICE
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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.



/"

14

Human
Incubator

B3 hisalos@human-incubater com

O8 settings

— -
e ek i

. +63.32:256-2904

CEEU OFFICE

Ura OF Keppel Center
5 amar L ﬂﬂr eor, Cardinal Ave.,

Cobu Buliness Park,

Colou . H000 Phdippines

Mﬂ.NTLA OFFICE

San Miguel 2
S'r'\- Antoni o, Pasig, 1605
e Manida, Phibppines

Eee EES0 2

e St Lip | et St Ll T St L

e Validation triggered on EasyPOS Login will protect the system from possible
unauthorized accounts, so make sure to enter valid credentials.

@ System Date

v
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IV: 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.

-
= | Date WIRNE e wdmin Tarminak 01

Definition of Terms

e Item — where to set up items to be used for sales transactions. Users can add,
edit, and delete.
POS — where the users can do sales transactions.
Sales Report — where users can see the sales reports.
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.

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

15
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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.

San Antonio, Pasig, 1805
Matre Manda, Phippines
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Item Setup

Overview
e Items will be used in making Sales Transaction, Stock In, Stock Out, Stock Count,
Inventory, etc.
Take Note: If the EasyPOS has an EasyFIS Integration, the setting of items or adding of items should be
done in the EasyFIS system. The item detail that you should be attentive to is the “Tax Code” for
each “Tax Type” saved in each system. In EasyFS it is “SI VAT” and in EasyPOS it is “Sales VAT”.
Otherwise you will be getting an error in integration that says “Output Tax Mismatch”
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.

W Ea b5
[ =] Datw WSS Unersdmn  Tamnet 01
My Setup - e Lint

B ttom List [ 2 | com |

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
o If the Item has item components, the total cost of the item component will
automatically display in the cost of the item general information tab.

17
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o It has a maximum limit with 255 characters in Item code, Barcode, [tem
Description, Alias and Category
o Avoid using special characters in All fields in Item Details like: at sign (@),
dollar sign ($), pound sign (#), ampersand (&), asterisk (*), blank () , braces
({ }), brackets ([ ]), comma (), equal sign (=), hyphen (-), parenthesis (), period
(.), plus sign (+), semicolon (;), single quotation mark ('), slash (/) and etc.
Special Characters: ~ " @#$ % " "& *()-_+={}[]|\/:;""'<>,.
?
o If'some fields have special characters, a prompt message will appear when
locking or saving the data.
o Default value: NA and 0.00
e Some fields are optional like Stock Level Quantity, Package, Monitored, Conversion
Value, Lot Number.
e In the Inventory checkbox, check if the item is Inventory and if the item is non-inventory
just leave uncheck.
e In the Sticker Printed checkbox, check if it is a Quick Service setup and required for a
sticker printed and if the setup is not a Quick Service and not required for sticker printed,
just leave it unchecked.

M Eabs = - o

* | Do W2AR0ET  Usen sdmin Tervinak 001

W et - e Lt St -t Dol

2 ttem Dotail )] o |

Gereral Information e Price Lt Ihem Comporent Let  fiem Package List  Hem Add-ons

i Cadge’ (10000001 Ganarie Nama: [tin
_________ e Pete: Plegee avoid from uneg seecsl characters in Baroocie [90U) and Mem
Barcda iUl (T Sakis VAT VAT Clungut Daaciption
ttem Dessrition: | NA Remarie: | M

LATIN

Ao e | Packnge (]
= pogan
Categoryt  Senvica Charge " Eupiry Dot |10/24,2022 (T
[ ot Numbes: [nea
Detauft Sppler: - fiatum fom Supplir Conwersion Vakar | 000,
Cost | oo Chikt e
Marks Lip (k: 20| e
Price: | oo Upkea age
Stock Level Cuarsinyt | 00| Stickse Fantad: []
Qn-Hang Guane
Inventons

EanP135 Vorainre Garmma 004536

St Huurean b viaetrs b |+ 1) 0 B0 &

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.
o EnPE - o A
i
# tom Devai e [0 ] e |
Carwrsl inforeration | e Price List fam Camperiet Lat - (iwm Package Liat
fram Codke  (D0CON00E] Goraric Nasie m—
e Seeripiors | 64 | B
I Srtmm ]
Lot bcmbmr: (A
Ratums Yo Supphat = Comesoavake|  oml
0] G [
00 Meeitorsct [}
[T | Upload tmage |

fiTe
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Item Package List

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
e Make sure to save/lock the record so that in every transaction the item will show.

Discounting Setup

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

Discounting List

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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Discounting Detail
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
Click Save and lock buttons to save and lock the discount detail.
Click the Unlock button to unlock the discounting detail and enable editing/updating
discount details, lock to save.
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Note: Default discount is not editable: Zero Discount, Variable, Senior Citizen, PWD, 5%Senior Citizen,
Diplomat, Solo Parent and National Athlete Discount
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Customer Setup

Overview
e Customers are used in making sales transactions.
Take Note: If the EasyPOS has an EasyFIS Integration, the setting of customer or adding of customer
should be done in the EasyFIS system. Make sure that the “Term” list and “Discount” list in EasyPOS
and EasyFI1S should be the same.
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 .
e Close button will proceed to closing the customer list page.

o Eaypis - a8 =
[]] Dt 48228 Ui i Tarrinatoot
Wi Setup - Cuntormes Lt

ﬂ Customer List “n

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

o It has a maximum limit with 50 characters for Customer Code, Customer,Contact
Person, and Contact number and 255 characters for the Address

o Avoid using special characters except ampersand (&) and percent (%) in All
Fields of Customer Detail like: at sign (@), dollar sign (8), pound sign (#),
asterisk (*), blank () , braces ({ }), brackets ([ ]), comma (,), equal sign (=),
hyphen (-), parenthesis (), period (.), plus sign (+), semicolon (;), single
quotation mark ('), slash (/) and etc.
Special Characters: ~ " @#$ %" "& *()-_+={}[]|\/:;""'<>,.
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o If'some fields have special characters, a prompt message will appear when
locking or saving the data.
o Default value: NA and 0.00
e Other optional information:
o Email Address, Birthday, Age, Gender
Click Save and lock buttons to save and lock the customer detail.
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.
Delete button will proceed to deleting unlocked user record details.
The Edit button will proceed to updating user details.
Add button will proceed to adding a new user.
Close button will proceed to closing the user list page.
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User Detail
e Assumption: Add button is already clicked on the upper right corner in the user list.
e Fill up all the necessary information like:
o Full Name, Username, Password
e Other optional information:
o User Card Number, Designation
e 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 The Add button will proceed to customizing the user rights.
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® Click 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.

Currency Setup
Overview

e |tis where the user can set up currencies.

Currency List
e Shows the list of all added currency.

Delete button will proceed to deleting unlocked currency record details.

e The Edit button will proceed to updating currency details.
e Add button will proceed to adding a new currency.
e Close button will proceed to closing the currency list page.
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Currency Detail
e Assumption: Add button is already clicked on the upper right corner in the Currency list.
e Fill up all the necessary information like:
o Currency Alias, Currency Name and Currency Sign.
o Make sure that the currency sign for Philippine Peso must be the Peso sign
“P* and not the letter “P”.
e Click the Save button to add currency
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Activity - POS Barcode

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

o £l
[=] Dabw 773203 U b Tarrariat 01
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1 Sales Detail

Barcode Sales List
e Shows the list of all barcode sales transaction lists.

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

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

The Cancel button will proceed to cancel the tender item. It will print a canceled receipt.

The Sales button will proceed to adding line items.

The Edit button will proceed to editing sales.

The Clock icon will appear proceed to Attendance feature

The Delete button will proceed to deleting sales. Make sure that the sale(s) is unlocked.
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Attendance Feature
Click the Clock icon to proceed in the attendance form
e Input the user card number
o The Clock-in button is for the start of shift
e The Break-out button is for the start of break
e The Break-in button is for the end of break
e The Clock-out button is for the end of shift

Sl (000040835

[ Lant Chang= 000

Barcode Sales Detail
e There are three(3) ways on how to add sales line item(s),
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a. By scanning the item barcode. Scan the item barcode
m If the Barcode Quantity Always One feature is enable or check in the
settings, it automatically add sales line item

| Barcode Quantity Always One

Last Change: o.o0 |

m Ifitis unchecked, the sales item form will appear to allow you to edit the
quantity.
' | Barcode Quantity Always One
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b. 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.
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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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c. 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.

& Dt I e s eine 501
Nan  Acthity - PO nicoda Aty - BOE Bincida Detul

% sales Datail

e Desariptian
Gamla Chickan | 1.0 | Swrvingla) | 5000

0000000017
Barcode
Gd\"."li-tl_}-' Beef Mamei w/

Item

120.00

Price

Last Change: |n.m

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.
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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.
o Provide the necessary information then click the Lock button to finish locking the
sales information.
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e Print
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.

W EPOs [-
(=7 Doew BT30S Unrschory Tarmimal: 5091
M Ackivity - PO% Barcocs | Actiwity - P05 Barcoda Detal

¥ sales Dotail

34



_ Human
Incubator

_sJENM!Iwﬂ
B @ «
= | B | W Daw = + E|la) e R
Cws oy
I DRG0
Py
grer)
GROER SLIF
it
Py
Tk n
o aun
i s
L
i b G0
s
Tamitia = bl
—
e Unlock

CEBU OFFICE

Unig 10014 10/F Keppel Conter
Samar Loop earCardnal Ave.,
Cobu Buiness Park,

Calou City, 6000 Philippines

MANILA OFFICE

Unit 11003 Jolibes Coenter,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1805

Matre Manidp, Phbippines

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

1tems.
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Click the Return button if the customer returned a product.

Provide the OR Number then list of items will be displayed automatically.
Click the Pick button if you want to add a return quantity.

Click the Unpick button if you want to reset the return quantity to zero(0).
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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e Override
o Click the Override button if you want to suspend, reject, or cancel a transaction.
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Barcode Sales Detail - Tender
e Click the Tender button that can be seen on the Sales Detail form to tender transaction.
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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 To finish 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.
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Amount: |
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Activity - POS Touch

Overview

® POS Touch is good for restaurants, cafes, etc. as long as it caters Dine In.
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User Interface
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POS Touch Definition of Buttons

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

e Two Green large buttons — represents if the transaction is for Walk-In customers
or for delivery.
Red large button with “Tender All” label — represents tendering all sales.
Blue button — navigating the table groups to left and right.
Clock icon — represents the attendance feature.

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 detail here.
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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.
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POS Touch Sales Detail

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

m  Select a table group, under it, select a table code or number where the
customer wants to sit in.
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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
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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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b. Walk-In button

m  Click the green button with the 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.
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Change Table

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 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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Change Table

POS Touch Sales - 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.
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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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Dalivery
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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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Fi0 - Split/Marge Bill

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.
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m A tender successful message will display then all the Sales Order from
the tab will be inoved to the Collected tab.
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Total Amcant: 100.00
Last Changs: 0.00

Barcode Touch - Relevant Buttons
e POS Hamburger Menu and Keyboard
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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.

| DrtmOSERAEE Ut sdmiy Rrmnad 001
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ENTER
1

o 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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T Sales Detail
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Last Change: 0.00 |

e Print
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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Click the Return button if the customer returned a product.

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

o

o
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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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e Override
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o Click the Override button if you want to suspend, reject, or cancel a transaction.
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Activity - POS Quick Service
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Overview

POS Touch is good for stalls or any shops that only cater take outs.
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POS Quick Service Definition of Buttons

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

POS Quick Service 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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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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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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Last Change: 0.no

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
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popup Sales Item will appear. Provide all the necessary information such
as quantity and discount.
m Ifthe Item has Item Add-ons, a form will pop-up for the item add-ons
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m  To save, hit the Enter button from your keyboard or click the Save
button.
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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
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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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Other Credit Card Payment
Cash

Credit Card

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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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.
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Last Change: 0.0EI.
m A tender successful message will display then all the Sales Order from

the tab will be moved to the Collected tab.
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e (ancel transaction
o To cancel transaction, select order number in the collection tab
o Click the cancel button and input the remarks on the popup cancel
remarks form.
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o Click Ent -OK to cancel the transaction
o It will automatically generate the cancel receipt
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Human Incubator Inc.

FTU.
Date Issued: 11182022
OFFICIAL RECEIPT

OR#:
10-27-2023
16:21:00
CANCELLED
ITEM AMOUNT
MILK TEABLUEBERRY a85.00
MEDIUM
1.00 Serving(s) @ 95.00
Sub-total Amount 25.00
Sarvice Charge 0.00
LESS. VAT 0.00
LESS: Discount 0.00
Total Amount Due a5.00
Total Mo. of Itami(a) 1.00
Cash 100.00
Change 5.00
VAT ANALYSIS
VAT Sales 84.82
VAT Amoant 10.18
Non-vAT 0.00
VAT Exempt 0.00
VAT Zero Rated 0.00
Cashier Administrator
Sales Adminis trator
Couestonmer Narme!
Address:
TIM:

Business Style:

Remarks:

sample cancel

‘Other Information:
Cagh

POS VENDOR: Human InCubator Inc.
OF Unit 1001-B Keppel Ctr., Samar Loop St..
Cebu Business Park, Cebu City
VAT REG TIMN: T77-890-022-000

Accreditation No._: 000000000000
Date lesued: mim.-ddayyy
Salid Uil mom-dd-yyyy

PTU No.: 000000000000
Date lesued: mm-dd-yyy
“alid Until: mum-dd-yyyy

THIS INVOICE SHALL BE VALID FOR FIVE
(58) YEARS FROM THE DATE OF THE
FPERMIT TO USE

Exchange Rate

62

Overview

It is where the user can add exchange rate for the specific currency

Exchange Rate List

Shows the list of added exchange rates

Delete button will proceed to deleting unlocked exchange rate record detail.

Add button will proceed to adding new exchange rates.
Edit button will proceed to updating exchange rate detail.
Close button will proceed to closing the exchange rate list page.
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Exchange Rate Detail

e Assumption: Add button is already clicked on the upper right corner in the Exchange
Rate list.

Fill up the Exchange rate and select Exchange Currency
If the exchange rate is greater than the base currency, check or uncheck the checkbox .
Click the Save button to successfully add the exchange rate.
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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.
e |t also shows the list of Return transactions.
e It can also be filtered by date.
e Add button will proceed to adding a cash in/out transaction.
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:
o Type, Remarks, Amount denomination, Account, Checked by, Approved by
Click the Lock button to save new Cash In/Out details.
Print button can print cash in/out details when it’s already locked.

VIII: Inventory

Stock In

Overview
e Stock in is where to set up items that are onhand or available.
Take Note: If the EasyPOS has an EasyFIS Integration, stock-in of items should be done in the EasyFIS
System.
Stock In List
e Shows the list of added stock in items.
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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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Assumption: Add button is already clicked on the upper right corner in the stock-in list.
It can add a stock-in line through the barcode or search item button.

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

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

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

Stock Out

Overview
e Stock-out is where you can input damaged goods and stock-out items.
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Take Note: If the EasyPOS has an EasyFIS Integration, stock-out of items should be done in the
EasyFIS system.
Stock Out List
e Shows the list of added stock out items.
It 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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e Click Lock to save the stock-out items.
e Print button can print stock-out items when it is already locked.
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Assumption: Add button is already clicked on the upper right corner in the stock-out list.
It can add a stock-out line through the barcode or search item button.

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

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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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.
Take Note: If the EasyPOS has an EasyFIS Integration, stock count of items should be done in the
EasyFIS system.
Stock Count List
Shows the list of added stock count items.
It 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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Assumption: Add button is already clicked on the upper right corner in the stock-out list.
It can add a stock count line through the barcode or search item button.

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

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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Click Lock to save stock count items.
Click Post to display inventory in the Stock Out.
Print button can print stock count items when it is already locked.

IX: Reports

Inventory Report

Overview
e In the Inventory Report, it can print different kinds of reports.
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Inventory Report
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‘ Inventory Report
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Item List 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.

Item List Report

W ExPOs T - & x
[=] Dem BANANE  Unndmin Terminad 001
Memu Fupar - mvarkary Repart

8 toventory Report Rl o= |
|mmi ﬁ

ke Start Dater [05,09,2025 [
Stock i Dt Report End Dot 05/09/2023 o

Stock Cut Detall Regoet
Stock Ceunt Dutall Rsgort

Itaim Exgairy Raport

B0mm Imeertory Report
BOmm Stock In Report
BOmm Stock Ot Report
Bimm Stock Count Report

75



CEBU OFFICE

Unig 10014 10/F chp-elCunl-r
Camar Loop corCardnal Ave.,
Cobu Business Park,

Calou City, 6000 Philippines

_ Human
Incubator

MANILA OFFICE

Unit 1103 Jolibes Contor,

San Miguel Avenwe, Origas Center,
r San Antonio, Pasig, 1405
3 . d Matee Mandy, Phibppongs

e |t can select the start date and end date.
e Click the view button to view the item report.
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e The report can be generated as CSV file format.

Stock Card

M EpPS

= -] B
[5] Do 8573003 Uer wdm Tarrrarah 001
e Wy Bapart - imantery Aepart
s & Inventory Repart ] o
Y Rectauran +
o |
& meninonng Itam List R
LRl ee— ]
By e et tmwe: iz |
FRT Etock Ot Detall Beport
P Stock Count Dtail Aoport e
O Sattings Itam Equiry Bapnrt

Blimm Irerinry Repart
Bmm Ste In Repart
Biimm Sock Cut Repart
Blrm 5ot Count Repart

e Select start date and end date
e |t can filtered by Item
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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Select start date and end date.

[ J
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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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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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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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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Sales Report

Overview

e Sales Report is where users can see the sales reports.
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e Select start date and end date.

It can also filtered by Terminal, Customer, Sales Agent and Currency
Click the View button to view the report
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e Click PDF button to print pdf file report
e Click the CSV button to generate a csv file format report.
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Select start date and end date.
It can also filtered by Terminal, Customer, Sales Agent
Click the View button to view the report

Click PDF button to print pdf file report
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Select start date and end date.
It can also filtered by Terminal
Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Select start date and end date.

It can also filtered by Terminal and Discount

Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Select start date and end date.
It can also filtered by Terminal
Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Select start date and end date.

It can also be filtered by Terminal and Pay Type. When the Pay Type filter is
selected as Credit Card or Debit Card, the Card Type filter will display.
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Click the CSV button to generate a csv file format report.
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Select start date and end date.
It can also filtered by Terminal
Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Select start date and end date.
It can also filtered by Terminal and Customer

Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Select a Customer
Click the View button to view the report
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 PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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Click the View button to view the report

Click PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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It is filtered by Category

Click the View button to view the report

Click PDF button to print pdf file report

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 PDF button to print pdf file report

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 PDF button to print pdf file report

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 PDF button to print pdf file report

Click the CSV button to generate a csv file format report.
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It is filtered by Customer

Click the View button to view the report

Click PDF button to print pdf file report

e Click the CSV button to generate a csv file format report.
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e Select Date as of and Customer
e Click the View button to view the report
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e Click PDF button to print pdf file report
e Click the CSV button to generate a csv file format report.
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Select start date and end date.
It can also be filtered by Customer
Click the View button to view the report
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e Click PDF button to print pdf file report
e Click the CSV button to generate a csv file format report.

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.
Z Reading Report
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Select terminal and date.

Click the Re-Print button to automatically print the end of day report
Click the View button to view the report

Click PDF button to print pdﬂile report
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elect start date and end date.
It can also be filtered by User
Click the View button to view the report
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e Click PDF button to print pdf file report
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Remittance Report

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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e 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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e Select Terminal, start date and end date..
e Click the View button to view the report
e Click CSV button to print csv file format report
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Additional Report

Overview

e Additional Report is the newly added reports.
Sales By Terminal
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e Select Terminal, Start Date and End Date.
e Click the View button to view the report
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e Click PDF button to print pdf file report
e 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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Select 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 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 Category, 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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B0mm Product Mix Report
PN Category Raport
Phiz Emipicyes Report
Sales Summary S0mm
Saiag Summaey Sack Coen
Sales Par Paxc

80mm Sales Per Payment Summary Report
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Click PDF button to print pdf file report
Click CSV button to generate csv file format report

Start D |05/12,2023 -
Eng Dater [05/12/2023 &
Termiat - [aLL v

‘ Sales Per Pax Report

Total Amcunt

Hem Gy

First  Frevious T

Stant Datee 22023 -

End Date: (05122023 3

Teemieak {aLL -
1

Cashier: AL »
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- Select Start Date, End Date, Terminal and Cashier.
Click the View button to view the report
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e Click PDF button to print pdf file report
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@ Additional Report nﬂ

Sales By Termiral
POS Balis Sumimiey

POS Dptaled Raport

Diily Safes Summary Start Dt |05/12/2023 [
Sales Per ftam Categery e
Saples Par Payment End Dati 05122023 -
Sakes Fer Payiient Detal e
Servary S Po Employind i [""‘Li“_l E
Itam Saikd ‘ Sales Per Payment Summary Report E
B0mm Hourly Sakes Report o AL s
Haurly Gross Sales Repart L
Huourly Net Saks Repon Sale Per Payment Summary Report
FROM (5122023 TO 05122023

Bdmm Product Mis Reget ALL
Phéis Category Beport ALL
Phlix Emipkoyes Repart
Sl ST ey Sy, Pay Types Ne. ©f Trans. Amaunt
Sals Summary Sack e
S cash 1 78000

[ CashTotal ] TE0.00

TOTAL 1.00 T60.00
. 3

Attendance Report

Overview

e Attendance Report is where the users can view the DTR report of every
employee.
80mm DTR Report

o apas
[=] Bobe 854123821 tor b Teamarak D01

PR W | Fapsit - Attendance Beort

W st @ Attendance Report
Y Retaurant

) Meomitoring TR Dend Repoet

M rrin crscaar

W ity

% sy

- et

G settings

123



A CEBU OFFICE
Upig 10004 10/F chp-eltunl-r
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MANILA OFFICE

Unit 1103 Jolihes Contor,

San Miguel Avenwe, Origas Center,
F :‘m Mh:i:: P;:ig. 1405
e Select Start Date, End Date, User and Job Code.

e Click the View button to view the report

e Click PDF button to print pdf file report

W g
[=| D ga1zana Usesdmin Teminah 000

i M| Fapar - Amdance Regert

W st ﬁ Attendance Report mu
Rl T

Do SO ...
™ Prics Chackar i sz -

W8 Aty o |
% St

o Rt
o Settings

| # Attendance Report [ = | o= |

Atiendance Report
FROM 05152025 TO 05122029
In ut Tatad Hours

DTR Detail Report

W Emghis - o %
[E] oo evizases s stmn Tesminak 001

M Rapn - Atterciancs Ragart

. Attendance Report mu

e Select Start Date, End Date, User and Job Code.
e Click the View button to view the report
e Click PDF button to print pdf file report
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Sagiosnicbiory
e Click CSV button to generate csv file format report
:|-I;::WIBIM User: admin  Tarrranak (01
ﬂnmmmﬁﬁn
Stwet Datss psimz G- |
o ——
Userr (AL =

Jab Code: [ML =

-

_‘ D'l'll[htli“hﬂt

| Fulnema Dot  bcods

X: System

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.
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Accounts

M ExPas

[=] D 854120003 Uver simin Tovmiraak 201

-
' # System Tables
| et paytype T

Unit  Feied Temind Supgler Fom  fam Categery Card Type Bank
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Batums

Aocoorits Recevable - Others.

Aomuris Payahle

Local T Payade

| Cost of Sk

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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] B

B A D)

-
’# Account Detail mn
e i

[1212

b [Fuid Epmine ]
A — i
Lt V|

sl P 101 [ Lot

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 Click the Save button to save account details.
Pay Type
S s,..:." Tables R
l*.awﬂ PasTepe T Ut Feod Tawind Sugale Fomn  Mem Catenon Cad Type Sank

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

e Edit button will proceed to updating pay type details.
e Close button will proceed to closing the system table module.

o
A CEBU OFFICE
Unis 10014 10/F Keppel Center

Samar Loop earCardnal Ave.,
Cobu Buiness Park,

MANILA OFFICE

Unit 1103 Jolibes Center,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1805

Matre Manidp, Phbippines

aammfﬂe'a
ot P Tee T i Pw Terind Speber form e Gaiegry G e Bk

| fuccounts Raceivabls -

% pay Typevetan I IS
P Ty
Moot

sl Freiow 101 Hext Lot

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 Click the Save button to save pay type details.
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Incubator Y -
x MAMNILA OFFICE
4 Unit 1103 Jolibes Center,
¥ San Miguel Avenue, Ortigas Center,
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: ¥ M Mandy. B
Tax
o Eamppas = - 8 X
TR i i
% system Tables EmEs
| Aot Fay ype: Tk Uit Penod  Temmind Supples Form  ftem Category Covd Type Sank
[

Tax

Shows the list of all added taxes.
Delete button will proceed to deleting tax details.
Edit button will proceed to updating tax details.

Close button will proceed to closing the system table module.

- ]
[ Datetaisants Ueenadmin Temins 001
M Satem - Sbem Tables
% System Tables EEES
Amount PayType T Usit  Pwied | Terind Supeder form e Caiegery Covd e ok

B Tax Dot

= 1 ®
o Tax Detail ElEa

Fisgt LT T ] Hea Lt

e Assumption: Add button is already clicked on the upper right corner in the system tables.
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Incubator

e Fill up all the necessary information like:
o Code, Tax, Rate and Account
e Click the Save button to save tax details.

.
Unit

o EaPOS

[=] D 854152000 Uver admin Tk 201

Mo Syrlam - Syskam Takles.

-
' # System Tables

denued PayType T Unt Padod  Taneind Suppler Farn  fam Catagory CauType Eank

-
5/ A CEBU OFFICE
_ Upig 10004 10/F npp-:lCm«

Samar Loop earCardnal Ave.,
Cobu Buiness Park,

MANILA OFFICE

Unit 1103 Jolibes Center,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1605

Muateg Manda, Phibppines

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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5
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Incubator y e
;‘ MANILA OFFICE
J".- Unit 1103 Jollibee Centor,
W San Miguel Avenwe, Origas Center,
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) Muatrer Manddy, Phifippones.
M i = B X
TR Dale N Uken v Temvnd 590
Mo Sem - e T
"% system Tables N
| Arrount Py Type T URit Piod  Termind Supplier Form Hem Calegory Cord e Bk

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 Click the Save button to save unit details.

Period
o Earghas = - 8 X
[=7] Dot SUTHEI  Usan sdrin Teminagh 001
Wi Syate - Symem Tl
=S LT
| Aesora PapType T (Wt Ponod | Tumwind Suppiee o em Categoey Cid Type Bank

T T PR | Pt Lt

e Shows the list of all added periods.
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San Antonic, Pasig, 1605
Muatrer Manddy, Phifippones.

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.

AN Wernadmb Termdned 000
Sy e

% System Tables ]S

it PayType Tae  Unit Pwisd  Tarmind Suppler form e Categery Cord Type Bk

"% period Detoil I |
i [

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 Click the Save button to save unit details.
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Terminal
o EmgPos =3 - a
[]] Dew $15/0808 s admin Tarmenak (07
Wy | Syt - Syttam Tkl
% system Tables EaE=a
| mcsburd PayType Tk Wit Penod  Temind Supgher Form  fam Catsgory Caed Type Bank
[

[

Shows the list of all added terminals.
Delete button will proceed to deleting terminal details.

Edit button will proceed to updating terminal details.

Close button will proceed to closing the system table module.

W G L I
L D TAOINEA]  Wkenadmin Tenving: 09T

Mama Syt - Sy Tadns

5 system Tables e lEEs
o, Poylype T it P Termind Sippier fom | e Cotegey Cond e Bk

\ B Taminad Detsl - S
B % rominat et TSN
Tk ]

Assumption: Add button is already clicked on the upper right corner in the system tables.
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_ Human

Incubator

e Fill up all the necessary information like:
o Terminal
e Click the Save button to save terminal details.

Supplier
Take Note: If the EasyPOS has an EasyFIS Integration, the setting of supplier or adding of supplier

should be done in the EasyFIS system. Make sure that the “Term” list in EasyPOS and EasyFIS should
be the same.

W ExiPOs
[l] Dt S5AS0T  lvar wdmin Torrmenak 001
Vi - e i

: System Tables ﬂ “

Moot PayType T Unit Peod  Tenwind Supple Fanm  fem Category  Cavd Type. Bank

Shows the list of all added suppliers.
Delete button will proceed to deleting supplier details.
Edit button will proceed to updating supplier details.
Close button will proceed to closing the system table module.
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Fai Ho:
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™
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e Fill up all the necessary information like:

o Supplier, Address, Telephone No., Cell Phone no., Fax no., TIN, and Account

o It has a maximum limit with 100 characters for supplier and 255 for the Address

o Avoid using special characters except ampersand (&) and percent (%) in All
Fields of the Supplier Details like: at sign (@), dollar sign ($), pound sign (#),
asterisk (*), blank () , braces ({ }), brackets ([ ]), comma (,), equal sign (=),
hyphen (-), parenthesis (), period (.), plus sign (+), semicolon (;), single
quotation mark ('), slash (/) and etc.

---------

o If'some fields have special characters, a prompt message will appear when
locking or saving the data.
o Default value: NA and 0.00
e Click the Save button to save supplier details.

135

e Assumption: Add button is already clicked on the upper right corner in the system tables.
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Wiy | System - System Ttk |
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# System Tables
Acoturt nnymn w it Fanod  Taminad .Supplw Form mmga'p Card Type  Bank
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AN v vt v
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Shows the list of all added forms.

Delete button will proceed to deleting form details.

Edit button will proceed to updating form 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 Form and Description
e Click the Save button to save form details.
Item Category

i Eagbls - o X
[=] Db 85153203 U amin Tarrariat 001
Wiy | Syatem - Syatarn Tl
-
% System Tables e
| dccecen By Ty | T Wit Pedod  Tamina Sugpier Fomn  Hem Categery Cad Type Sank

Shows the list of all added Item Categories.

Delete button will proceed to deleting item category details.
Edit button will proceed to updating item category 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 Category
e C(Click the Save button to save item category details.
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Card Type

o EaPOS = o ®
[=] D 85152000 Uver aimin Tk 201
M et - Syt Tk |

% syt e EmEES

Aceourn PayType T Ut Panod  Tameind Suppler Fonn  fam Catagory T Type Bank:

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.

|8 pagoce - o
(5 DatenNE enadmin Tenmins 660
| Mams Systam - Epstem bl
——
| 75 system Tales EiE=

! Account Pay Type Tax Sunt Fwied  Termind Supplier Form Hew Category Cord Tipe (Beck

e Type et - &
- P‘ Card Type munm
Py Iy E hc

Cadyes: | |

[ T eal L

e Assumption: Add button is already clicked on the upper right corner in the system tables.
e Fill up all the necessary information like:
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o Pay Type and Card Type
e C(Click the Save button to save card type details.
Bank
ri‘m:mm Uper wdme  Tarrrenak (01 == = B
1 System Tables “

m Play Type Tas Ueit Deicd  Tarmine Suppiee Form  Ham Categery  Cord Type ank

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 Click 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.
Audit Trail

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.

-} »
B
=z

e [ i
| P 28 Boppdir P B o WA, Takphorn.

Barcode Printing
e Barcode printing is where the user can print barcode of the items
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Click the Pick button to select an item.
Input the quantity of the barcode to be printed.
Click the Print button to print the barcodes.
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Upload Item
e |tis another way to upload items and update item prices.
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o Import Iltem

m Click Export button to generate csv file format

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 Item 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 Itis another way to add a list of customers.
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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

Truncate Transaction

e Deleting all transactions including stock in, stock out, cash in/out, etc.
o Click the Truncate button to delete all transactions.
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XI: Settings

Settings

Overview

e 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 Itis where the user can set up their company information

= | Dew BSAS000  User sdmin Terminal 001

M ExPas

Menu  Setings

o .
98 setings ] o |
| Company Informatien | A0S Infomation B8 Sattings Eaypay Settings Eayfs Infagrahion EasyShop Integration Pestar Sattings Customer Doplay Sattings  Privtir Sat Lp Moga Wodd Set Up Robinsans Sat Lip  Liped Sat U SM Sat g

Lormpacy Namer |Human Ircubater Inc

Address: | Cebu City

Contact o |(032) 236-2004

Upload

EasyPIFS Veerskans Gama D04 10

1
Seapport Shunen bacubator ko, |+ 631 590 FHIG 96

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
Close button will proceed to closing the system table module.

POS Information
e |tis where the user can set the information and set up their POS.

o Fill up the necessary information like:
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m Base Currency, Tenant Of, etc
Tender Print
m Allow the user to enable or disable the print receipt
Barcode Quantity Always One
m  When this feature is enabled, the user cannot edit the quantity of
the item after scanning the barcode.
Allow Negative Inventory
m The useris allowed to make a transaction when there is zero
inventory of the item.
Activate Audit Trail
m Activities and logs of the user will display in the Audit Trail in the
Utilities module when it is enabled.
Prompt Login Sales
m It can be used by the teller or order taker.
Swipe Login
m Allow the user to login using a swipe card and a card number.
Date Login
m Allow the user to set the date manually in login.
Hide Sales Amount
m  When it is enabled, the sales amount will be hidden in the POS
barcode.
Disable Stock-in Price and Cost
m  When adding a stock-in, the price and cost of the item are
disabled and not editable.
Hide Touch Sales Item Detail
m Itis use to hide sales item detail in POS Touch
Hide Item List Barcode
m The barcode of the items will be hidden in the item list.
Hide Item List item Code
m The item code of the items will be hidden in the item list.
Auto Sales Upon Locking
m  When it is enabled, it will automatically create new sales upon
locking the transaction.
Show Customer Information in OR
m The customer information will display in the OR when it is enabled.
Enable Edit Price
m The user is allowed to edit the price when creating a transaction
Auto Tender Printer Ready Yes or No
m Disable the prompt message for printer ready yes or no.
Show Add Service Charge

MANILA OFFICE
1103 Jolibee Contor,
o, Oirticgas Conter
. Pasig, 1805
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o

o

BIR Settings

m Allow the user to add service charge in POS Touch and Quick
service.
Allow Tender Zero
m Allow the user to tender zero transactions.
Enable DTR Feature
m Itis used to monitor the attendance of the employees. The
employees can clock in/out and break in/out.
Disable Sales Date
m Sales date is disable and the user is not allowed to select date in
sales
Exclude Zero Prices (Sales Report)
m The item that has a zero(0) price is not included in the sales report
Auto Start Integration
m Automatically start the integration like easyfis.
Allow Z Reading with Open Sales
m Allow the user to view or print z reading report with an open sales
Hide Other Details on POS Retail
m  When this feature is enabled, it will only display the item
description, quantity, price, discount and amount in sales detail.
With Easy Restaurant
m Itis applicable for easy pos with easy restaurant setup
Prompt Previous EOD Error
m Enable the EOD feature
m Itis a prompt message error for the previous EOD.
Quick Service Auto Print SO
m It can print order slips in the quick service when it is enabled.
Enable Sticker Printing Process
m Allow the user to print sticker
5 Digit Decimal Places in Qty
m Allow the user to input 5 decimal places in quantity fields
Enable Print on POS Touch
m Enable the print button in POS touch sales detail
Service Charge is vatable
m Allow the user to add service charge for company’s other income
Enable Background Process
m [fitis check, it will skip the inventory process every transaction

e Itis where the user can set up their BIR credentials and receipt documentation.
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5 Settings
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Permit No:
Machine Mo

P
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EanP135 Varainre Gamma DOR 00
St urean Inrubetrs b (- 43) 000 4008 &1

Easypay Settings
e This is for the easypay integration where the user will set up the URL, username,

password and card no.

- racpan
Dk A/IBT0I  User sdonin Teimnal 001

=
O3 settings ﬂ- m

Company Infarmation . P05

r B Settings | Eanypay Selingt | Sshs Integration EmmyShap Integraticn Pretar Sengs | Custsees Disiey Setings Privte St U hegs World Set Up . Aokimzons Set Up  Lipsd SekUs 5 Sat Up

Eappuy Pavzmn: e
Earypmy Mot Caril s (0000000001

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

the easyfis and EasyPOS product.
e Set up the following in the database (use sql server):
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o Domain(ex: https://easyfis-perrochikoph.hi-api.io )
o Branch Code(ex: 0000000001)
o User Code(ex: admin)

e Select date for integration
e Click Start button to start the integration
[ J

Click Stop button to stop integration
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EasyShop Integration

M ExPas
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Printer Settings
e This is where the user will set up for the output of the printer receipt.
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Customer Display
e This is where the user can set up the customer display like greetings. It will also
display in the VFD.
B i s i w oW
08 Settings

Campany Infnrmation

B Sl
ET With Gustorrer Depdy
Customer Dispisy Dood Sate: (9600 1
Custornes Deplry | WELEOME!
Fust Line Message

Eanyfis Intagration

n Priniar Setnings  Customas Maga Warld Sac Lip | Aobinsone SarUp  Lipad Sat Up - SM Sat Up

Clstomar Disely 1 | WEXT £.00TER 15,
Countar Coaid Messiga:

Printer Setup
[ J

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

M Eagbs - o x
[=] Dutw 8515080 Unar i Tarmemat 01

M Sestingy

OB settings [Enifi] = |
Company Infarmatics POS Information B8 Setings - Eaybay Setings Exnfi Integration EasyShep Intagration, Fvietar Sattings | Custoer Dkplay Settings Frinter 56t Up  Nsga Warld Ser Up - Robinsons Setilp  Lipad Set U SHA Sat U
| | | Kitgren Frivter Hame )

Al Dot Wit Defauh Height
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Mega World Setup
e This is where to set up for the mega world integration.

T I e ——

My Seings

W Earghas

08 settings

Company Information POS Infermation SR Siltisg | Essypay Setings Easyfs Integration EasyShop Integration Printer Settings | Customes Diplay Settings Printir SetUp’ Mega World Set Up Hobinsons SetUp  Lipad Sat Up | SM Sat Up
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P
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Haita! nly for Sales Type
Legenat

1 - Food

02 - Mon-Foed
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Robinson Setup
e This is where to set up for the Robinson integration.
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Lipad Setup
e This is where to set up the Lipad integration.

o Eaghls - o %
(=] Dot 03161 Usen stmin Tesminak 001
W Seings
o =
g Settings ﬂ-ﬂ
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SM Setup
e This is where to set up the SM SIA integration.

[= | Dot 051152021 Uer i Tavrriraak 001
My Semings

08 Settings.

Comgany Infarmation B0 Infurmation 38 Sattings Eacypay Saftings Essyfis ntagrabion EscyShap Intagration, Pretar Suttngs. Customir Dl Settings Printar Sat Lip Meaga Warld Sat Lip Hobirians Sat Up Lipad Sat Uin SM Sat L

M ExPas

Ténat Codet

Sales Type

Termiat {001

154



_ Human
Incubator

All Payment Set Up

e This is where to set up the all payment integration
e Input the domain for the allpayment.

= Datw WIZIM U sdmin Tamemat 01
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MCIAA Set Up
e Where the user can setup IVI_CIAA integration
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= Deiw 0122021 e mdmn Tarmeret 201
Mo Sattingn

W EPOs

o]
Ca Settings
Friener Sintngs  Clitoos Disiay Settngs | Prive Set Up  Moga Workd Set Up | Rotinsoes Sen Up Lipad Sor Lp SM Sar Up a8 Pagnoant Sur U MCIAS Set Up | Mitsakosre Sat Up - S Coin Sil L

Terant 1D 1254
Teant Ker: 0!
Document I

155

CEBU OFFICE

Unig 10014 10/F chp-eltunl-r
Camar Loop corCardnal Ave.,
Cobu Business Park,

Calou City, 6000 Philippines

MAMNILA OFFICE

Unit 11003 Jolibes Coenter,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1805

Muatrer Manddy, Phifippones.



_ Human
Incubator

Mitsukoshi Set Up
e Where the user can setup the mitsukoshi integration

[=] Dex AM120003 U admin Tavmivak 001
Manu - Settings
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SM Coin Set Up
e Where the user can setup the SM coin integration

[= | Dsbe: 1123005 U mdrmin Turmrimak 0611

My | Sattinge

B s e
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XII: Restaurant

or

Table Group

Overview
e Itis where the user can set up the table group and add tables. It is applicable for
restaurant set up.

Table Group List
e Shows the list of all added table groups.
Delete button will proceed to deleting unlocked table group details.

e The Edit button will proceed to updating table group details.
e Add button will proceed to adding a new table group.
e Close button will proceed to closing the table group list page.
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Table Group Details
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1 Table Group Detail - T
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Assumption: Add button is already clicked on the upper right corner in the table group
list.

Fill up the Table Group field.
Click the Add button in the table group detail

Mot ranvcs
| THe VIS Ukenadnin Temind 61
M e G Ere e e

@ L7 Table Group Detail I e
R e Gt i—

Byvioniong | P

¥ Brics Crackir

8 sy [ s |
= Systeen o
o
o, Settings

i Tabie Daenl - *®

L Table petait FEETM

e Fill up the necessary fields in the table detail:

o Table Code and Sort Number
e Click Save button to add table in the table group detail.
e Click the Lock button to save the table group.
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e Close button to exit table group detail.

Item Group

Overview
e Itis where the user can set up the item group and assign items in the specific
item group. It is applicable for restaurant set up.

Item Group List

Shows the list of all added item groups.

Delete button will proceed to deleting unlocked item group details.
Edit button will proceed to updating item group details.

Add button will proceed to adding a new item group.

Close button will proceed to closing the item group list page.

[=] D 11152003 Uver aimin Tk 201
W Selup - e G Lk

1 e roup s (-] ]

= Manu

159



_ Human

Incubator

Item Group Details

W Emgbos

[=] Datw 17150803 Umcadmn Tomnat 001

=) Wi St boes vy i S - R Grnap D)
e — £ Item Group Detail

05 T

LT

e I B oo

% Price Chrecker Image Patr:

B acthity Kichioe Repoety | Eitcten 1
=% Spaken Sort Numbe &

- feports

5 Sartings

il

L Fiallia Hi M B i i s Mo gl

CEBU OFFICE

Unig 10014 10/F Kipp-elCunlrlr
Samar Loop earCardnal Ave.,
Cobu Business Park,

MANILA OFFICE

Unit 1103 Jolibes Center,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1805

Muateg Manda, Phibppines

e Assumption: Add button is already clicked on the upper right corner in the item group
list.

Fill up the Item Group, Kitchen Report and Sort Number.
Click the Search button to pick and save the item in the item group detail.

5.

£
I & VWIS Wsenadmin Terans 061

5

| riien Mlarer S b G i Setp - Berm G Dot

L ## Hem Group Detail

| ®¥ Rastaurane

B aniing mm: F—|

| frice Crchr

o ity
T syt
s
| o, Sentinige

e Check the Show column checkbox to display the items in the item group.
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e Click the Lock button to save the item group detail
e Close button to exit item group detail page.

Kitchen Display

e Itis where the user can monitor the orders for preparation.
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e Click the item if the preparation is done.
e A prompt message will be displayed
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It is where the user can monitor the delivery orders
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T Time Ordered:

Amount
13000

03:34 PM

s

Click the Dispatch button if the order is already done for preparation in the kitchen

display module

[=] Dex 1115080 U awdmin Tavmivak 001

Wi W Acteiy - POS Touch Dutsl | Dipich Statien

P Dispatch Station

P
W Restaurant

# Sratem
- e |  Order i
o Sattinge

Herw

HsREs. G

e A prompt message will be displayed.

Micsal G N,

001-0000000005
Customer: Rym
By
Remarios:
| e Amount
100 CHEESECAKE 13600
CRED CHEESCAKE
N i 0334714
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Incubator

e The ordered item will be transferred to the dispatch tab

 ExPos

Samar Loop conCardnal Ave.,
chusuﬁusamrk.
Cabu City. 6000 Philippines

MAMNILA OFFICE

Unit 1103 Jollibee Centor,

San Miguel Avenwe, Origas Center,
San Antonio, Pasig, 1805

Muatrer Manddy, Phifippones.

.
4 A CEBU OFFICE
4 4 Unis 1004 100F Kepprel Center

= o x
[=] s 1AS003  Uver e T 201
s Menu sty - POS Touch Dutaid . Dinpatich Statian
8 sap ¥ Dispatch station [ oo |
001-0000000005
= Byn
Defivered By
 Manug Crdar o Customer |
i =
CHEEGECAE 13000
RED CHEESCAXE
B mees U et e [ Time ordere: 03:34 PM

e Once the order is already paid, it will be transferred to the Delivery tab list with the status

“Paid and Delivered”.

M ExpPos
[=] s AS003  Uver e Tt 201

s My - Disgatch Station.

8 sp &% Dispatch station

lmmmll—| |

| Manupl Crder Mo Customer

[ T T 20 Time orseres:

0334 PM
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