


GET STARTED

Every retailer has to constantly face the complexities of handling wide range of product mix. So
every retailer needs a complete and efficient interface to manage the day to day business in the
shop. ZKPOS RESTAURANT BACKOFFICE is a complete solution for your business needs. Now let us
start exploring ZKPOS RESTAURANT SOFTWARE BACK OFFICE.

STEP 1 - LOGIN TO ZKPOS RESTAURANT BO

ZKPOS Restaurant BO

1. Open ZKPOS Restaurant BO.

Unrlogs  Empiomese

. 2. Type USERNAME and PASSWORD.
3. Click LOGIN button.

STEP 2 -DASHBOARD

Now you will be redirected to the MAIN MENU.
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STEP 3 - POS
STEP 3.1 — SETTINGS

Now, go to settings menu and click on the utilities for enabling the ZKPOS Restaurant features.

STEP 3.1.1 - UTILITIES

In some situations you may need to grant permissions to access some features. That is done in the
UTILITIES. For example if you want to use Gifts and Points functionality, you need to enable it in the
utilities.

You need to login as ADMIN to view/access UTILITIES.

St — = 1. Go to POS and then SETTINGS.

2. Click on UTILITY from the setting options.

Now let’s learn each utility one by one.

1. ENABLE PETTY CASH ADVANCE: For giving petty cash advance to cashiers to start a work
period.

ENABLE LOGO IN PRINTING: Display company logo in printed invoice.

ENABLE BARCODE SCANNER: products can be added by scanning the barcode

ENABLE SLIDE SHOW CUSTOMER DISPLAY: Displays images as slideshow in customer display.

o 0 w DN

ENABLE MULTIPLE LANGUAGE PRINT: Displays product name in default language and also its
alias name.

6. ENABLE GUEST COUNT: Guest count can be specified in the payment section.

7. ENABLE VFD DISPLAY: Product details, quantity and price will be displayed in VFD display.

8. ENABLE LED DISPLAY: Product price will be displayed in LED display.
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9. ENABLE MULTI-CURRENCY PAYMENT: Choose Multi currency payment, Update exchange rate
in settings.

10. ENABLE SIMPLE PRINT: Enable print style simple, else detailed print.

11. ENABLE BIG PRINT: Invoice will be printed in big size.

12. ENABLE COMBO/SUB PRODUCTS: Sub products or Combo products can be created.

13. ENABLE FINGERPRINT LOGIN: Registered users can login using their fingerprint.

14. ENABLE INGREDIENT: Enable Ingredients.

15. ENABLE KITCHEN PRINT: Allow Kitchen Manager to print orders.

16. ENABLE ORDER PRINT: Print order invoice to kitchen.

17. ENABLE GIFT AND POINTS: ltems can be given as a gift.

18. MENU FILTER: Menu Filter.

19. ENABLE MINUS STOCK: Sale product without stock.

20. ENABLE INDIAN GST PRINT: Invoice bill with GST tax.

21. ENABLE CUSTOMER ACCOUNT AUTHENTICATION: Customer Card Authentication on Each
Customer Account Payment.

22. ENABLE AUTO ROUNDOFF: Enable Auto Round Off.

23. SPECIAL CHARGES: Special charges.

24. ENABLE TABLE SEAT: Enable Table Seats.

25. ENABLE TEMPORARY BILL: Print Temporary Invoice Bill.

26. EDIT PRODUCT: Edit Product.

27. ENABLE SERVER DATA SYNC: Daily sales data will be send to server.

28. ENABLE ANDROID: Enable Android.

29. ENABLE 58MIM PRINT: Enable 58mm print.

30. ENABLE SCHEDULED EMAIL: Reports will be send via Email automatically.

31. ENABLE ENDWORK PERIOD EMAIL: Email will be send on end of work period.

32. ENABLE NOTIFICATIONS: Notifications will be shown on scheduled time.

33. ENABLE AUTO PRINT: Automatic print after payment.

34. ENABLE INBUILT FINGERPRINT LOGIN: Inbuilt Fingerprint Login.

35. ENABLE ON SCREEN KEYBOARD: Enable onscreen keyboard.

36. ENABLE AUTO BACKUP: Enable Auto Backup.
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37. ENABLE INCLUSIVE TAX CALCULATION: Enable Inclusive tax calculation.
38. ENABLE DAYCLOSE EMAIL: Email will be send on Day close.
39. ENABLE BAR: To enable the beverages option.
40. ENABLE GRATUITY: To enable the tip option to food servers.
41. ENABLE ANDROID REPORT APP: To enable android report app.
42. ENABLE BACK OFFICE: To enable ZKPOS restaurant back office.
43. ENABLE INCLUSIVE CALCULATE TAX ON ROUNDING: Tax will be calculated inclusive for
the amount rounding.
44. ENABLE ROUDING TAX CALCULATION: Tax will be calculated for the amount after rounding.
45. ENABLE REPORT: This feature enablestoview the reports.

46. ENABLE MENU FILTER: This feature is used to enable the menu filter option.

STEP 3.2.1 - COMPANY DETAILS

Creating a company is one of the basic activity you need to follow in the restaurant POS. Here add
the company details of your company for further Point of Sale functioning. Go to settings, then click
store option. You can view the company details like Name, Branch, Address, Company Logo, Tax,

Currency etc., can be saved.

Z(POSRestaurant = o F gum af
! :’: Company Details O o G
i — 1. Goto STORE.
= | o 2. Click on COMPANY DETAILS.
— : — 3. To add a new Company details click on the ADD

e e - button.
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ZPOSRestaurant = o & gum af

o “777 4. Enter company details in the appropriate
i -«- --—- e - fields.
P o sr— 5. Click on the Ok button to save Company
— -] : o details or click on the Save and New option to
::: ‘ add new membership details.

EDIT / DELETE A COMPANY DETAILS
If you want to delete a saved company details, you may follow the steps below.

Doostean = °“t= < 1. Goto STORE.

! - Delete Company Details O - oy D meyO

8 Delete Compary Detals

ettt 2. Click Company details from the menu

PrrrrrT——

@ Dutveart

ons ‘ options.
s : e
- 3. You can see the saved Companies as shown
B oyt « .
s above. Click on the Company that you want to
delete and click OK button.
KPOSResaunt = o d Quw ¢f
‘ :‘: Company Details Cie S+ gt - g v
OJcid(amfwi/kw{)
e e = ki -8 If you want to edit the Company details, then
P ¢ | Mo, shiic
e == - saana make necessary changes and click OK button.
& e n L]
8 Pt
& Syt
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STEP 3.1.2 - ABOUT SOFTWARE

ZKPOSRaslaurant =

! s About
S

©hbout

€ Protucs
o s

W dccounts

- iy
+ Dt o

® et

STEP 3.1.3 - BACKUP DATA

ZKPOS Restaurant Version 2.5.1V1
Realease Date: 01/02/2020

CopyRight@2020-2021 ZKTeco,All Rights Reserved

Email: help@zktecopos.com
Website: www.zkteco.com

o 8§ o«

e syt

ZKPOS version, Copyright, Website address, Release
date, support mail ID etc. are provided in this
section. This is just for your reference purpose. You
can contact or send your queries to the provided

mail id.

It is better to keep a backup copy of the important data somewhere else in the system. So you have

an option to do the same.

1 :‘;‘; BackUp

Dt “Bakaphekime puint (St

o -

O s Sily

1. Go to POS and then to SETTINGS.

2. From the MENU OPTIONS, click BACKUP.

DATABASE NAME will be there by default.

3. You can browse and select the location to store your
backup file.

4. Enter the backup file name.

5. Click BACKUP button to back up or CANCEL to cancel the

operation.
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STEP 3.1.4 - NEW CUSTOMER

If you have regular CUSTOMERS, you can save their details. Later that will help you during payment

and promote their visits by giving gifts or points.

HPOSRestauant = 0 & gum it
= = " 1.Goto POS and then to SETTINGS.
r— o= 2. Click on CUSTOMER.

3. To add a new customer click on the ADD

Button in option link.

HPOSResauran = o F fum «f
't :"J‘: Add Customer O stbp G b
s b 1. Enter basic customer details in the appropriate
— . - =l fields including customer name, phone numbers,
S ¢ ol Descrigtion. TN
- wim T - . email id, status and finally the address of the
& Mbendnece Nerberstly el n O Credthcnunt
S y Pt customer.

A& Spten

2. Enter card number, GSTIN Number.

3. Save the details by clicking on the SAVE button.

In this section SEARCH facility is there.

e Custoner e - 1.Go to POS and then to SETTINGS menu.
RCustomer o = %
- i et . . 2. Click CUSTOMER.
ors | a3 3. To search a customer a search field is there.
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EDIT /DELETE A CUSTOMER

If you want to delete a saved customer, you may follow the steps below.

POSResaurant = o F Qum «f

: :""’ Delete Customer G et ot S

R 1. Go to POS and then to SETTINGS.

- Em- 2. Click CUSTOMER from the menu options.
b 3. You can see the saved customers as shown
A above.

4. Click on the Customer that you want to

delete.

2ot = lball Sl

f e © 7 1.1fyou want to edit the customer details, then
. —— _—— " make necessary changes and click UPDATE
B : m j n: v button.

.::.‘: | — - 2.0therwise click DELETE button and YES in the
dm — confirmation popup.

3.Click OK in the confirmation dialog box.
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STEP 3.1.6— TABLE AREA

As you have seen earlier, each table is placed in particular area. There will be 3 tables by default. But

you can Add, Edit or Delete table area based on your requirements. Let’s see how it is maintained.

POSResaurant = 0 & gum af
g= e woooon... 1. GotoPOSandthen to SETTINGS.

e " 2. Click on TABLEAREA.
3. To add a new TABLE AREA click on the ADD

button.

B Pushepors ¢ Opine e 12034 P

4. Enter Table Area.
5. Choose Background image.

6. Save the details by clicking on the OK button.

In this section SEARCH facility is there.

IPOSRestaurant = o & Qum af
: :’:‘_ Table Area T sy i
R Pom = %
_— = = - - 1. Go to SETTINGS menu.
— o = - 2. Click TABLE AREA.
- - - 3. To search a Table Area a search field is there.

A 3 Page e 1 o prge 3 T 3 s
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EDIT/DELETE TABLE AREA

If you want to delete a saved area, you may follow the steps below.

POSResauant. = o & gum af
L "7 1.Go to SETTINGS.
oy o 2. Click TABLE AREA from the menu options.
- - - 3. You can see the saved area as shown above.
. Click on the Table Area that you want to delete.
HPOSResaurant = o & gum «f
2 :‘: Add Table Area Tl st - o - b

OAdd Table drea

b o

@ Dot

If you want to edit the Table Area, then make

s

# Foepats

necessary changes and click OK button.

B et

& S
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STEP 3.1.7- TABLE MANAGEMENT

Add all the tables in your restaurant into ZKPOS so that you can keep track of orders in different
tables. For instance suppose your restaurant contain 34 tables. If you name each table like TABLE],
TABLE2 etc. and save other details like table area and number of seats then you can handle the orders

more efficiently.

[ = el 777 1.Goto POS and then to SETTINGS.
. . 2. Click on TABLE MANAGEMENT.
i:‘m L . 3. To add a new TABLE click on the ADD button.

4. Enter Table Name, Table Capacity, and Table
S Area.
5. Choose Background image. Save the

details by clicking on the OK button.

In this section SEARCH facility is there.

! :":“_ Table Management T st g
'_!* — = 1.Go to SETTINGS menu.
e e © 2.Click TABLE MANAGEMENT.

3.To search a Table Management a search field is

there.

-
¥
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EDIT/DELETE TABLE MANAGEMENT

If you want to delete a saved area, you may follow the steps below.

HPOSRestaurant. = o Qum af
§- |Eentees ¢ = v wo= 1. Go to POS and then to SETTINGS.
1 Delete Table Management -x

. 2. Click TABLE MANAGEMENT from the menu
- = options.
T 3. You can see the saved table as shown above.
i Click on the table that you want to delete.

ZKPOSRestaurant = o & gum “

:';""" Table Management G g Tt 3
el Y ~ 3.If you want to edit the Table, then make
N R necessary changes and click OK button.
. [~

8 Pohepers
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STEP 3.1.8 - ADD MENU TIME TABLE

Every restaurant have their own menu. Breakfast, Lunch, Snacks and dinner may vary from day to day

and time to time. In such cases you can keep the record for the menu efficiently using menu

timetable.
| l:m‘” 1. Go to POS and then to SETTINGS.
s e S 2. Click on MENU TIME TABLE on the option

o o [ button.

3. To add a new TIME TABLE click on the ADD

u button.

AddProdct

4. Enter Menu Name, Date From, Date To, Time

From and Time To.

5. Add Menu to the list and save details by

clicking on the OK button.

In this section SEARCH facility is there.

ZPOSRestaurant = o & Qum «f
“’: Menu Time Table Cra g T
i= e .- 1.Go to SETTINGS menu.
N -~ 2.Click MENU TIME TABLE.
— R - 3. To search a Table Management a search field is
o there.

rvscrch_4cP s Certeo e kil |
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EDIT/DELETE MENU TIME TABLE

If you want to delete a saved menu time table, you may follow the steps below.

IKPOSRestawent = 0 & g <R
§ e “= " 1. Goto SETTINGS.
— 2. Click MENU TIME TABLE from the menu options.
—  Ee 3. You can see the saved menu as shown above.
o Click on the Delete menu that you want to delete.
HPOSResarent = 08 Qum f
: :’: Add Menu TimeTable e g+ Aol Tt

BAc6 Merss TmeTatte.
s = 4. If you want to edit the Table, then make

Add Degutruet S e TR
el

necessary changes and click OK button.

STEP 3.1.9 - ADDING NEW VENDOR

A Vendor is a person who provides the products, so to add vender details while adding product, first

you need to add Vendor details. Here you can see how to add a VENDOR.

HPOSRestaurant = o F gum af
: :‘: Venldur Ot i

. ol I 1. Login as ADMIN.
o (re — — . 2.GotoPOS and then to SETTINGS.
- 3. Choose VENDOR and then click ADD
- button.
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WPOSResaut = 0 F Qum af

t k:“’"vi.i_ S 1.Enter the VENDOR DETAILS in the appropriate
U:w = e © - fields like Name, Phone Number, Email ID, Vat
f:’; ‘ :_ P N = Register Number, Address and Status.

o - 2. After entering necessary details click SAVE.

In this section SEARCH facility is there.

HEOSRestarant = o0 F gum af
o ":"““’ “ 7 1. Goto SETTINGS menu.
Vendor o = %

s - 2. Click VENDOR.

Bete i

3. To search a vendor a search field is there.

P T g el s

EDIT / DELETE A VENDOR

You can delete a vendor as you deleted a customer before.

HPOSRestarant = o @ gum «f

1 o Vendor O e

Rendor Sorem = %

Qech

S| - "~ 1.Goto SETTINGS.

ek
Sns 7 Boeite e

M | o Ve, Ve e

v e - M 2. Click on VENDOR.

e Mfendone
o Fog T o g o e o
8 Faput

& Spte
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ZKPOSRestawrant = o & §um @

on Add Vendor O s e e

T o . 1. Every saved vendor names will be displayed;
:.Q..Q e T P you have to choose the vendor that you want to
o 1 " ' = = edit/delete.

::? B -~ 2. If you want to edit, then make necessary
ey changes and click UPDATE button.
i~ [N S

i 1. Now click on the delete button and YES in the
:.u T - confirmation pop up.
i::,“ : — 2. Click OK in the confirmation dialog box.

STEP 3.1.10 - ADDING DELIVERY BOYS

A Delivery boy is a person whom provides the products, so to add vender details while adding

product, first you need to add Vendor details. Here you can see how to add a

VENDOR.
KPOSRestaurant. = o8 guw af
8z e me
e e 1. Login as ADMIN.
on | NN © 2.Goto POS and then to SETTINGS.
el (e - - s 3. Choose DELIVERY BOYS and then click ADD button
e o ) - in option menu.

Pk e e
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KPOSRestaurant = o & Qum af

1 - Add Delivery Boys ORI
vl 1. Enter the DELIVERY BOYS DETAILS in the
- m: : appropriate fields like Delivery Boy Name, Mobile
R el Number, Email ID, Address and Status.
-~ -] .- O
T 2. After entering necessary details click OK button.

In this section SEARCH facility is there.

2KPOSRestaurant = o & §ume & .

1= o "7 1.Goto SETTINGS menu.

o = 2. Click DELIVERY BOYS.

Wi | D s BT o= = 3. To search a Delivery Boys a search field is there.

8 i v

, Pap 1 P o Tl e

EDIT / DELETE A DELIVERY BOYS

You can delete a Delivery Boys as you deleted a Delivery Boys before.

ZKPOSRestaurant = 0 @ Juw o i

§o e “ oo 1.Goto SETTINGS.

v ot 1 S — 2. Click on DELIVERY BOYS.

o " : 3. Every saved delivery boys names will be

.":"" ‘\ s displayed, you have to choose the delivery boys

that you want to edit/ delete.
4. If you want to edit, then make necessary
changes and click UPDATE

button.
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ZPOSRestavrant = o F gum xj
z :"" Table Area ST N .

@ Delete

1. Now click on the delete button and YES in the

P - confirmation popup.
& Posbeports

e 2. Click OK in the confirmation dialog box.

8 hiput

& Spten

Note: if there is only one delivery boy, you cannot delete his details. Because he is saved as the

default delivery boy. Otherwise you can delete the details.

STEP 3.1.11 — CURRENCY EXCHANGE RATE

Some customers may feel happy if you could produce the invoice in their native currency rate, or
there may be situations where you need to deal with foreign customers. So you could know the

exchange rates easily with this functionality. It is possible by updating the EXCHANGE RATE.

WPOSRestauEnt = o & gum af]
¥ o Currency Bxchange Rate TS
Ecurrency Exchange Rate

Carvency . oty e 1. GO tO SETTINGS.

Qs o

F | - - wevwn - 2.Click on CURRENCY EXCHANGE RATE.

B

3. Multicurrency displayed there.

i
fEEEEEEEFf

1. Go to SETTINGS menu.

oy

& vt

= == ~© 2. Click MULTI CURRENCY.

81

3. To search Multi-currency a search field is there.

[
13
EERERE RN

H
z
i

E e85 23S
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HPosResaunnt = o & Qum af

! :‘: Currency Exchange Rate Gl e G b e

M Curency Exchange Rate

ek S o 1. All multicurrency are displayed there, you have to
- — “"  choose the multicurrency that you want to edit.
8 ot O CoutyMame Cameey Gade Symils Dchage e :-:_
— | e e "j ——— 2. If you want to edit, then make necessary changes
ot % 12 Mgeie Agerin Drwr o 01000
dm e - e and click UPDATE button.

— — - -

- Poge T 2 P page 2 recrd ol 28 e
emcgt_icheslacd UNCorterPcehi gt kb,

STEP 3.1.12- EXPORT TABLES

You can export data from ZKPOS back office to your computer.

St | o & um xf
4= " 1.Go to SETTINGS.
P — 2. Click on EXPORT TABLES.
.i T: = 3. All Export Tables are displayed there.
e W { 4. We can Export Table, then choose Current
e T’EM ;'f“’“ Export Table.
= = 5. Some options are there, Export To Word,

Export To Excel, Export To PDF, and Export

To CSV. You can choose the above options.

Note: You have to browse the path where you want to save the file.
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STEP 3.1.13—- IMPORT TABLES

In some scenarios youmay need some data outside ZKPOS back office,insuchcasesyoucanimport

thatdatatoyour ZKPOS back office.

P 1. Go to SETTINGS.
s L - N ”:: o 2. Click on IMPORT TABLES.
i i == o = 3. All Import Tables are displayed there.
il ::“ & o 4. We can Import Table, then choose Current
B “::_ :ij f':w Export Table.
i : - 5. Then select the file you want to import.

Then click IMPORT button.

Note: You can download the template of each department by clicking the download template link
shown on the right side of the window. For that you have to select the department first and then
click on the link. After that only you can see the downloaded template in your system in an excel
form later add the departments and save the file. Then in the import function browse the file and

you can view the list of new departments in the department list in the products menu.

STEP 3.1.14— NOTIFICATION SETTINGS

In first you have to enable the notification feature in the utility.

HPORestarant = - 8|7 Joe % 1. Go to SETTINGS.
! :"'1 Notification Settings e
Rostinsers 2. Click on NOTIFICATION SETTINGS.
|| — ~ _ .. 3.Everysaved notification details will be
o ; B displayed, you have to choose the notification

| [ o e R details that you want to edit.

& Pyl

i Sysen
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STEP 3.1.15—- ONLINE ORDER TYPE

Online order services are the inevitable part of human life today. So our ZKPOS Restaurant software
has the feature to add online order types and take orders from online order app services. You can

create online order types like Uber eats, Zomato, Swiggy etc.

WPOSRestaurnt = o d um af
-t :: Online Order Type S vy rbmaeie
Mool pe
- ' S 1. Go to POS and then to SETTINGS.
el -~ 2. Click on ONLINE ORDER TYPE and to add new
il [ - online order type click on options and then add. Enter

Pl P o Tl e

the online service. Click Ok or Save and new.

EDIT/ DELETE ONLINE ORDER TYPE

You can edit or delete the online order type in ZKPOS restaurant back office.

HPOSRestavant = o & g af

! e Add Online Order Type B = i e AN e

S ot Select the order type that you want to edit and

= ) EN -

A click on the edit button and make necessary

- changes and click OK.

ZKPOSRestaurant. = 0 & gum |

! ”:‘ Table Area IV E D * A< Bt

%:m o Select the order type you want to delete and click
e on DELETE button and click OK button.

8 gt

& sphm
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STEP 3.1.16— EMAIL SETTINGS

User can set the email settings in the Restaurant Point of Sale. He can send the reports like invoice,
day close amount, sales, attendance, and cashier wise sales, item wise sales will be sent to the

added email id on the daily time or daily interval basis. Also user can set the CC along with the mail.

HPOSRestauant = o F Qum <

- == “7" 1.Goto POS >> SETTINGS>> EMAIL
i e SETTINGS.

— 4"”"’: —— 2. Enter the details as shown

@ oot

3. Select the email content from dropdown list

4. Select the schedule daily on time or daily on

interval.

Note: Enable Scheduled email in the utility settings.

STEP 3.1.17- AUTO BACK UP

Backup data will be automatically save to current file. To back up the details in ZKPOS Restaurant

software we have two options. Either we can do the manual back up or Scheduled back up.

ZKPOSRestaurant = o & gum «f

S 1. Go to POS>> SETTINGS>> AUTO
= e BACK UP
e =
- 2. Select Manual Back up.

b Systom

3. Click on Backup.
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IKPOSRestaurant = 0 P Qum af

1 :""”‘ Back Up O tonep ity
OackUp

o WanualBackllp  Schedule Backlp
. st 3. Select schedule back up.
O B
8 Pusfepors « o .
o - 4. Select back up type daily/weekly/
8 fuyol ‘ so: | 001 .
P monthly/never basis.

= o

6. Click on back up.

STEP 3.1.18- CUSTOMER GIFT CARD
Customer gift cards are used to attract the customers by providing points and gifts to them. We can
generate GIFT CARD from ZKPOS Restaurant. With the use of customer gift card user can have

varieties of food item. In restaurant user can also set the expiry date of the gift cards.

HPOSResavant = o & Qum af
! - Customer Gt Card TS ORI
iz = “ 1. Go to POS>> SETTINGS>>
e .. CUSTOMER GIFT CARD.
e = » 2. We can see the created gift cards here.
POSRestaunt = o F gum aff
Qo Mecsoncao “ === 1.Toadd a customer gift card click on
— el = ke OPTION>> ADD.
e ) 2. Enter the details in appropriate fields

B Fubues

e M

‘ 3. Enter the customer gift card number (minimum five
& Sptem & Fe)
numbers)

4. Select customer, Expiry date, issue

amount and discount amount and save.
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EDIT/ DELETE CUSTOMER GIFT CARD

To edit or delete the customer gift card follow the below steps.

ZKPOSRestavant = o & gum «f

! = Add Customer Gift Card Oty ot ikt

1. To edit a customer gift card click on EDIT button of

e . the respective customer.
r: | = - 2. Make necessary changes except customer gift card
o — - number and customer name.
3. Click OK button.
Weosusant = Ty
5 et S

1. To delete a Gift card click on the DELETE button.

Note: The card number should be atleast 5 digits.

STEP 3.1.19- FOOD VOUCHER

We can generate FOOD VOUCHER from ZKPOS Restaurant. In restaurant user can create a certain
number of vouchers and can provide them to customers. The gift vouchers for restaurants listed is
suitable for every occasion and adds more color to the celebrating mood. Be it be the events like

New Year, Christmas and this is nothing but gift in style.

POSRestavant = o8 gum i

1 ot Food Voucher Dt
Riootouchs
fo—— -

R 1. To create food voucher go to POS>> SETTINGS>>

o . S0 Ot

Ll (e i s Food voucher.

b M

- . 2. We can see the already created food vouchers here.

o P T P e R T e
& syten

www.zkteco.com www.zktecopos.com



HPOSResausn = o d Qum <

! - Add Food Voucher P g+ Bt i

s S Fa 1. To add a food voucher click

ot Qiiecth  Oikenth  QeMosth QX Month

:L ! B OPTIONS>> ADD.

| 2. Select expiry date.

- = - pIry

A 3. Enter Voucher name, Voucher count and

Voucher amount.
4. Click on SAVE and NEW.

Note: Once you use the food voucher code it can’t be used for further purpose.

DELETE FOOD VOUCHER

To edit or delete the food voucher follow the below steps.

ZHPOSRestaurant = o f gum «f
! :: Delete Expense Type O e Radionte - enceme
B Oclete Expense Type -
— 1. To delete a food voucher select the
o ‘ appropriate food voucher.
. B pprop
e : 2. Click on delete button then click OK.
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STEP 3.1.20- CURRENCY DENOMINATION

It is a proper description of a currency amount, usually for coins or bank notes. When the cashier
does a sale in the morning, it can be possible that there will be no petty cash balance in the cash

drawer. So he can add the currency denominations here.

HPOSRestaant = o d gum af
! :‘:"‘ Currency Denomination R
e "~ 1.To add Currency denomination go to
; ’ B0t i » B
e - — .. POS>> SETTINGS>>Currency
— - Denomination.
- 2. We can see the created denominations in the
interface.
HPOSRestauant. = 0 F Jum af

Add Currency Denomination O S oyt - Aoty anvion

QAdd Currency Denomination

1. To add new denominations click on

ons OPTIONS>> ADD
fon 2. Enter the currency type and denomination
LA value and click save and new.

4. To edit the denomination click on
the delete button against the

respective denomination.

Note: Enable the petty cash advance in the utility menu. While ending or starting the

work period it will shows the current existing currency denomination value of the restaurant.
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STEP 3.1.21 — RESERVATION

This feature is used to set the notification time according to the reservation period. Here the user can

set the pre notification time and minimum reservation time period for reserving the table seat in the

restaurant.
HPOSResiavart = o & guw wiin
1 PR Add Reservation Master O g S
o
Ohdd Resenvaton Master

oy o

1. To add reservation go to POS>> SETTINGS>>
RESERVATION.
2. Enter pri- notification time, minimum reservation

period and reservation image.

STEP 3.1.22 - ANNOUNCEMENT MASTER

Announcements can be added through ZKPOS Restaurant Back office.

ZKPOSRestawant = o & guw «f

l :‘: Announcement it Master 0 Sk etk 1. GO tO SETTINGS.
e [ a ~ 2. Click on ANNOUNCEMENTS.

8 Duibows
S

3. To add a new announcement click on the

B tasats ‘ Aomuncesentho Mesage B from Bt

L

o ADD button.

A Sphen
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WPOSResavt = o & fum af

o Mdamoncnet s = — «  Enter Announcement details in the appropriate

OAdd Annauncesment

P

fields like announcement, persons to see the
e . announcement and date range for showing the

announcement. Click on the Ok button to save

announcement details or click on the Save and

New option to add new Announcement details.

Note: After setting the announcement logout from the ZKPOS Restaurant and later login to view

the announcement.

DELETE AN ANNOUNCEMENT

If you want to delete a saved membership, you may follow the steps below.

POSRestauant = o & gum af
1 '::“! Delete Announcement 97 S et Bt
i Deite Annourcement ) .
i B 1. Go to SETTINGS.
o 2. Click announcement from the menu options.

— . El-
( 3. You can see the saved announcements as

shown above. Click on the announcement that

you want to delete and click OK button.
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STEP 3.3—- PRODUCTS
STEP 3.3.1- PRODUCT LIST

Here we can see the already added product details.

ZKPOSRestavrant = o & guw wff
:‘;‘; Products List i ¥ s = fopeniic

S 5 = 1.Click on POS menu>> PRODUCTS>> Product

i p—— List.

o | B

ZKPOSRestaurant. = o & gum wfi

¥ ool Products Sl e Sl
O Add products - .
T 1. To add new products, Click on OPTIONS>>

ik = = Sk s ADD.

— T I B 2. Enter product name, Department, cost details

. etc.
HPOSRestavant = o & gum af
:':‘_ Products T tois - Pkt ek . B i i

o . 3.To add multiple tax click on multiple tax option.

g ol e 4. We can see the already added tax.

Qs o

. 5. Put a tick mark against respective tax.

8 P hegerts

B ol

& Spten
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POSRestauant = o & Qum af

:‘: Products O Pebet Mokl P

Ohadproducts

) W 1. To add multiple discounts click on multiple

a5 discount option.

PRI | ; e 2 2. We can see the already added discount

G on i 1 3 (23 Aot nse

A¥ o . - " 3. Put a tick mark against respective discount and
a oo Pecertoge %

click Save and new.

EDIT/ DELETE PRODUCT

ZWPOSRestaurant = o d gum af
:‘_: Products Che s i« i
©adproducts
| ek g 1. Select the product you want to edit.
. EI IR
pon i B T B rw— E— 2. Click on the edit option against it.
R et |
N 3. Make necessary changes and click OK.
e

4. You can delete the product by clicking the

delete button.
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STEP 3.3.2 — DEPARTMENT

A grocery retailer may feel difficulty in handling wide range of products. But you can manage them

easily if you could categorize products into different departments. In order to do so, follow the

steps below.
KPOSRestaurant = o & gum af
1 :’: Departments [ THpp R
Woepartments Pt o x
e ' S—— 1. Click on POS Menu.

2. Click on PRODUCTS.

3. From the menu options, click

_— DEPARTMENT.
POSRestawant = o F gum af
‘ - Department G s S oo
:_: . . 1. To add new department click OPTIONS>> ADD.
P H: - § M:w 2. Enter the details.
b M 3. Put a tick mark whether bar enabled or not
- and Click save and new.
IKPOSRestawrant = o d gum g .
l :'."‘ Department S R Pl oo Mk
St - 5.Some default departments will be there. You can
. Bl = m edit/delete an existing department.
T wm e o) 6. Click on the department that you want to
e [ . .
o edit/delete and click on Ok button

7. You can change the department name, sort

order, image of the department.
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STEP 3.3.3 UNITS

Each item is measured as a particular UNIT. You can add, edit and delete units in this section.

POSRestauant. = o F gum af
! o Urits O i m
Wi Fom = %
Unitha. H‘h- 5 1. GO tO Pos MENU-
e -~ 2.Click PRODUCTS.
Ehies . - 3. From the menu options, choose UNITS.
WoResamt = 0 F fum df
T:.“. Units Qe e e
:m 1. To add new unit click ADD button.
o : : 2. Enter the UNIT NAME and UNIT ID.

ol E— 3. Enter the QUANTITY.

4. Save the details by clicking on OK button.

5. To delete a unit, click on the Delete option and
click OK.

6. To edit a unit, click on the Edit option

and enter the details that you want to

edit and click OK.

Note: Once you give unit to a product, you cannot delete the unit from the unit master later.
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STEP 3.3.4 SIDE DISH

Side dish referred to as a side order, side item, or simply a side, is a food item that accompanies the

entrée or main course at a meal. You can add, edit and delete side dish in this section.

ZKPOSRestawrant. = o & gum af
;"'2 Side Dish T Pekes - St
R ~-- Click on ADD button and enter the details like
— = Sub Products, Products, enable status option and
¥ Asunts ¢ 0 Sab Prodc o, S Prcha Hare m : M - .
P s browse image for the sub product.
IKPOSRestaurant = o P Qum af
:’;; Add Side Dish G poden 500 A S0
O\ms‘pw
S Pracs Setod ubPrdect] o
8t o [ Click save and new or click to save the side dish.
Sros « e m 5
W Asants
8 Posheports
e stz moge
— ‘ Eencn
= RN -

e

] [ — o= L oE
o | © &= <1 5 |f you want to edit the side dish, click on Edit
ik Add SubProducts S b saoes i
bt emaizoes button.
= s 6. Make necessary changes and click OK.
o 7. If you want to delete the side dish click on

delete button.

Note: Enable combo, sub products in the utility menu.
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STEP 3.3.5 COMBO PRODUCTS

Assume that you are announcing a Combo offer every weekend. Let’s look at how to add a Combo

Product.
s e o8 gusluf

- “7 " 1.Go to utility and enable combo product. Now

P . o " update the changes.

GE ) 2. To add a combo product, you need to add a

T . product in product list as Combo product.

o 3. Click on COMBOPRODUCTS. Select the products
you want as a combo offer and
click save option to save the combo product.

STEP 3.3.6 GIFT

We can give gifts to customers in ZKPOS Restaurant software. Click on POS menu and then to

products to gift. We can give gifts like two types by invoice amount and by invoice count. Select the

option from ZKPOS software.

IKPOSRestauant. = o & gum «ff

§= @ -~ Here we can see the gifts that we already given to
Rein Sogm = X

= . R customers.
Blee Sbest » v

s

o 0 s ot 1. To add a new gift click on OPTIONS>>ADD.

B

ke ok o el

£
|
£
i
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HPOSResauant = o F Quw af

! - Add Gt ikt
o 2. Select gift type as free gift or points
o | . 3. Enter gift name invoice amount/points,

- status and image and click save.

4. You can edit and delete the gifts by clicking the

button.

Note: Enable gifts and points in the utility menu. There are two types of gifts namely gifts and points.
You can select the maximum number of free gifts against invoice or if you’re selecting points as gift,
you can select it as invoice amount or invoice count wise. After settling the bill while doing the sale,

you can choose the gift or points as per your wish.

STEP 3.3.7 POINT MASTER

You can add POINTS instead of setting GIFTS, thereby giving gifts or any such favours to those
customers who won the specified point. Here also you can set POINTS either by Invoice Amount or

by Invoice Count as you have seen earlier.

POSRestaant = o & g af
‘ - Points S sy e
ed e 1. To add points select invoice count or invoice
e Amcurt v Riee S
e SN amount.
8 fecounts ¢
o | [ ~© 2. Enter points, minimum points for reward and
::.,, : O PunbsType Woe Puints riots Foe Reward Bt At ::-
LI 5 a . reward amount.
e P T g 0 ol 2o 1
3. Click Save.

Note: Enable gifts and points in the utility menu. After settling the bill select redeem points from

voucher menu to provide points.
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STEP 3.3.8 EXTRA CHARGES

You can add extra charges like AC cabin, parcel etc. Before adding the extra charges you need to
enable it in the utility option called ‘enable special charges’. After this, go to extra charges and select
extra charges as percentage or amount. After that select dine in table and then select percentage
option in the top corner of the sales menu. If you created amount as extra charges you can select this

in settlement page.

Note: If the extra charge is given as percentage, then this charge is added to each product’s
sale price. Also, if it is given as amount, then the amount is added to total invoice amount.

Follow below steps to add extra charges:

IKPOSRestaurant. = o & gum af

= S
: g — : 1. To add extra charges like parcel, ac cabin etc., are
. = added in this section.

[ ¢ Mo Ayt N oo !

- - e s i_ 2. Click POS>> Products >> Extra charges.

| i ~ & 3. To add new extra charge click on OPTION>> Add.
POSResiavrant. = o F Qum af

! - Extra Charges S i o s

b

4. Enter the details extra charge type,

S e ‘ Extra charge name, charge % and status

5. Click save and new or OK.
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STEP 3.3.9 TAX

In ZKPOS Restaurant Back Office it includes the tax feature to its users.

:"’*"mﬁ . ° #1~ < 1 To add tax details click POS>>Products>> Tax.
= o s

‘;”’Tm 2. Enter the tax name and tax percentage.
e = - 3. Put a tick mark in the box if the tax is default
igi" - tax (tax applied to every product)
P A ;«-.. 4. Click Save.
PoSRestnt = o8 gun uf

s Add Tax

S b
o

5. Click on the active tax menu.

L ‘ o 6. Select the already added taxes and click OK.

& Poseports

lheR KM podcstastb e ntelode

Note: Tax settings in the product list option shows the taxes which you previously added as the active
tax. If you previously deleted the tax from active tax status it won’t show it in the product list tax

settings option. But you will avail it from the drop down list of the tax type in the active tax option if

you want to add the tax again.
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STEP 3.3.10 PRICE MASTER

After adding quantity in quantity master, first the user have to enable the bar/beverage option in the
department area. After that select the product and in which you need to select quantity as ml or kg

and then go to price master and follow the steps.

IPOSResaurnt = o F gum 4§
= P.Mi “_ 1. Price master is used to enter the price details of
o "“" products added in the Bar section.
‘:; ’ 2. Please note that unit must be in millilitre for bar
Pl products.
3. To add Price click on OPTIONS>> Add.

Ouspkr -~ 1. Select product and quantity (entered in
m o quantity master).
““:; i 2. Enter the sale price.
o . 3. Cost price automatically appeared according

& Syten

to the entered cost at the time of creation of

product.

Note: Enable beverage in the utility menu.
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STEP 3.3.10 QUANTITY MASTER

In ZKPOS Restaurant POS, quantity master is only applied to bar/beverage products. You need to

select quantity of item as millilitre. In the department menu select the type as BAR, only then the

product item will be shown as a beverage item.

POSRestaurant = 0 P Qum «f

‘ :’"" Quantity Master e o Gt

1 Quantity Master

e . = 1. To enter a quantity click on OPTIONS>> Add

8ttt

S Blete Thebeh
ot <0 QMo Qi Vs e etedOpeation
8 Pt

iy

o | P o P puge 0wy ool s

& Sypien

KPOSRestaurant = o & Quw af
l :‘:‘ Add Quantity Master

O dd Quantity Master

5 e e

G o Gty Attt et

*Quenily )

A — 2. Enter the quantity and Click Save an new.

=

# Fuhepats
e Mrdonce

L L

Note: Enable beverage in the utility menu.
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STEP 3.4— USER

POSRestaunt. = o d Qum af

: :"’1 Dashboard

:‘::FMSME ;\;‘wr ‘] :ISWU(I‘WF 'T'AISA.E . )
E E l 1. Login as Admin.

8 tutbont DayWse Sales

2. Go to the USERS in POS menu.

E

STEP 3.4.1 USER LIST

Other than admin you can add other users to ZKPOSWEB. This will let other users to access ZKPOS.
Other users can access only limited features that assigned to them. We can add 5 types of user
privileges. Admin, Cashier, Food Server, Kitchen Manager and finally the customer. We already
discussed about customer login. Follow the below steps to learn about other user privileges. To create

a NEW USER, follow the steps below.

HPOSResaurnt = o F Qum af

= m= " 1.Add user by clicking on the ADD button.

o ™ o I izl 2. Enter the User ID, PIN Number, Designation, Card
Lo TR ik e e No, Name, Invoice No. Start, Company Name,
o o Password and MSR Card No, Branch Name, Card No.

Click on the Ok button to save the User.
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ZKPOSRestaurant = o & Quw &f

1 - User List O o et
Wuser List Fowen = %
. [

Qsenth 2o
@ Dusbons

. -+ 1. Click on the edit option to edit the user list, and

8 Pty

enter the details and click OK.

L

ol |t : - 2. Click on the delete option and select user list to

o PO Tl P g 0 sk s

delete and click OK.

STEP 3.4.2 ROLE

In the user list if the admin already created a new user as custom, such custom type user can create

a role in the Role menu.

:P::mm R°' - “: ‘ 1. Add Role Name by clicking on the ADD button.

= - phim - ,WW ” 2. Click OK button to save it.

E: — — — 3. Click on the edit option to edit the ROLE And enter
— e ,,.,,.,mm ) N the details and click OK.

o 4. Click on the delete option and click OK.
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STEP 3.4.3 ROLE PRIVILEGE

After creating the role you can assign the privilege to the existing custom role.

e st

= 3 1. Search the Role from the grid.

st

2. Put tick mark to the items like work period,

POS, tickets, main menu reports, settings, ZK
store, accounts, day close which you want to
be.

3. Click on the Save button to save the above

said details.

STEP 3.4.4 ROLE TO USER

In user role you can choose the user type and role type here.

HPOSRestauant = o & Quw af

t :" Role To User [T

i - 1. Search the user and role from the search Option.

R

e e

= 2. Add User Role by clicking on the ADD Button.

@ Dustont

Sros

Aty
8 s

e 3. Enter the User and Role name.

4. Click on the OK button to save it.
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STEP 3.4.5 GRATUITY
There is an option for adjust the tip according to the need. You can add tip and update it. There is an
option for adjust the tip according to the need. Before adding the gratuity make sure the designation

is still food server in the user menu

ZKPOSRestaurant = 0 & Qum &~
: :’: Add Gratuity Ore e Gty
B | 1.Go to USERS>> Gratuity.
e m m—
Sros ¢ Mardatoey Gratsty Optica Mascalory Cratulty By heveust | . . -
® - 2.Enter the details in appropriate place
8 PasBepats ¢ Mardetcey Gty )
- ¢ gl Calily .
] o Click update.
1t ity ;M\\l 25t Cratalty{ )
v

Note: Enable gratuity in the utility menu.

STEP 3.4.6 TIP ADJUSTMENTS

The user can adjust the gratuity of previously created with this feature.

ZKPOSRestaurant = o & gume af

: o Tip Adjustments G i SoMe
Rosgsnce -~ 1. You can adjust the tip between the food server.
et o0 " awue iy« [ -
. o 2. You can see the details here. Enter the date
pnae ]| OO e e b —— and select the food server. Click search button.
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STEP 3.5 — ACCOUNTS

In accounts section user can view the account related transaction details.

STEP 3.5.1 - ACCOUNTS TYPE

In Accounts type user can view the account type number, account type name details.

HPOSRestvnl = o P fum af
i e “*7"7" 1. Go to ACCOUNTS and select ACCOUNT TYPE.
M hccount Type Futn = x
- —
:::h: 8 Blelte Oipfreh n-
G C At T, Ao Type Ko Nl Ot
8 ten C Custores horts i Deete
[ C 4 Diszaurt Accours i Celete
C gt Bl sl
A C 1 Payshbe | Edi Dol
+ ingedests 5 — e
SRR C n Farchass oot el
C Recaiveableeomnts i Delete
C 2 Sales ket £ Dot
POSRestauranl = 0 & Fum o
! B i vt 2 To add a new account type. Click on the add button
Odé Account Type
and enter the account name and tag details.
- =
0 Satings 1 H
. (e | o 3. After click on the save and new option.
B vses
8 wons.
KPOSRestewrnt = @l
I w4, To edit/delete the account type click on the edit
Qdddhccount Type
et [ camess option and enter details like account name and tag.
& Dashboard |
e 5. Click on the OK button.
— :
L 14
}
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STEP 3.5.2 = ACCOUNTS

In the accounts option user can add/edit/delete the account options.

ZKPOSRestaurant

A
o

e
& oy
o s
© producs
s

2 v
@ iy
+ igutins

@ ashrports

Accounts
Muccouts
. At hame
ok Znchush
T ko Acnthane Pttt Rliad
apeation
Js g Famssonrt bt
Js i Ptk 01k
= ascm e At
Jn " iz e
J " wndviczane Ty
= e [ T
I Beaieezants £kt

ZKPOSRestaurant =

f ol

-
LR
B seftings
© Praducs
e

W ot
W ey
+ ngredients

® Fushepurts

Add Accounts

Ondd becounts

ez i,
Mt s

T i it

2KPOSRestaurant =

samin
Ao

p—
& et
0 st
© tnis
s
s
iy
+ et

@ peseprts
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Qe Acounts
[P ——

e
Bussant Type

Eupmenttemrts

o

o & g wf

PLEppep——

Fosia - %

o fun f

b s deats i s

o & fuwm af

LY e —

1. Go to ACCOUNTS and select ACCOUNT option.

2. To add a new account click on the add button and
enter the account name, account type and tag details.

3. After click on the save and new option.

4. To edit/delete the account click on the edit option
and enter details like account name, account type and
tag.

5. Click on the OK button.



STEP 3.5.1 - TRANSACTIONS

In Transaction area user can view the sales, tax, payment etc. wise transaction details.

KPOSRestawrart = 6 & g o
1 :‘W:_ Transactions e
m— 1. Go to ACCOUNTS and select TRANSACTION option.
e Bk Bt Qsaanh oaan
& vetions
B setings I
Do (u] Trassactinns o, Teunsactons Haree Belsed Operaion 14
o o o = e
o | = —
i o p—
M ity
- - o -
QL= C P wwrsacions e
® Paaigats C ;e traceaman e e
| -
| = e
KPOSRestaurani = o £ fum &
! . Transactions Details e it i T
o=

Riasactions Deals

s 2. Click on the view button to see the sales, discount,
e - -

o Setting
Sales Trarsact on{Sales Trarsaction, SN LK FUNAARRIL AW . . .

B e —— B and payment etc. wise transaction details.

£ s ‘ Pt sttt e o e

[ry— . Paymt Tansachor{Cash] on @pm EREeTETE

oy Discowrt Transactior (sczuné] 521020 000K ER s TS ST

o 7 o s

SR TeTrastice[TaTanein] noon s Fumansiam

STEP 3.5.2 - TRANSACTIONS TYPE

In Transaction type area user can view the sales, tax, payment etc. wise transaction details.

ZPOSRestaurant = o & gam =
! :T Transaction Type A o - demts Tt e
MWTransaction Type
B e N 1. Go to ACCOUNTS and select TRANSACTION TYPE
o s Sheliesh H
© Proiin o Transacton Type Ho. Trnsicion Type e RelaelOpersion o pt I o n °
o n —
s E ' T -
o DSt T sactn e
A Imntery
a
+ et N
P Reprls o ustome Cash Paymt s
o T i
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ZKPOSReslauranl = o & § romn af

2. Click on the view button to see the sales, discount,

1 :’[": Transaction Type Detalls b s Tl - T s

O Transactio
[ —

and payment etc. wise transaction type details.

¢ vashbea

SR s v T 5

Pt

STEP 3.5.1 PAYMENT TYPE

You can enter the payment type like cash, card and voucher. And there is an option to add sub

payment type through this option.

PAYMENT TYPE.

POSRestaurant = 0 & gum af
! :‘:_ Payment Type [T
Reayment Type prom
i pa— 1. Go to POS MENU.
. Qserch o
G . o o ] fo 2. Click on Accounts.
S ¢ [ Paymest . PopuertType st :-:_I e )
vk “ i 3. From the menu option select
L « o Vo i

& Spten « ] s GatomesCot

¥ F (o By B

Cash, Card, Voucher will be there by default. You can add another by clicking on ADD button or you

can delete a payment type by selecting the payment type and clicking the DELETE button.
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HPOSRestourant = o F Qumw af

§= rramennpeosis ew v 1. After clicking ADD button, fill the fields
e with PAYMENT TYPE, PARRENT TYPE, and STATUS.

“Ppmest Tpe

8 Duhtoe
“PweatTpe

om w1 2. Now save the details by clicking on SAVE button.
— 3. If you want to edit the payment type click on the
- edit option to edit it.

4. Enter the Payment Type and status.
5. Click UPDATE button to save the details.

STEP 3.5—- INVENTORY

This is the stock management section. There are four options STOCK RECEIVING and STOCK
TRANSFER, PURCHASE ORDER, STOCK INVENTORY. While receiving stock from suppliers you can

save the details about the purchase and stock in ZKPOS Software.

STEP 3.5.1 STOCK RECEIVING

Here the user can receive the stock with the purchase order or by adding items. Save the stock

receiving details in ZKPOS.

POSRestaurant = o F gum gf
! :":“‘ Stock Receiving S vy h
‘ o . e 1. From the POS Menu, select INVENTORY.
om e e s g 2. First let’s learn how to do STOCK RECEIVING.
Aoty Vodshme n e
N . - 3. Click on STOCK RECEIVING.
i e n —— 4. Select vendor or warehouse.

5. Add the details in appropriate fields and click new

option to add more.

Note: User can also receive stock by using purchase order. Get in detail in purchase order.
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STEP 3.5.2 STOCK TRANSFER

Some items in the inventory may damage or get expired, so you need a space to categorize them
from inventory. Then you can return the spoilage items or expired items to the vendor or you can

separate it easily from other products.

HPOSRestarat = 0 f gum af

§= st —

= | - . o 1. Go to POS MENU.

s N e o 2. Click INVENTORY.

= “: | 3. Choose STOCK TRANSFER.

E.." B (= e e e (o s 4. Enter the details like issue number, invoice
- i e e —— date, vendor name, vendor contact, invoice

. number, issue date, vendor id, return person,

NetAmouct

SI.No, item code, description, sale price, cost
price, tax %, quantity, tax amount, total amount,
invoice number, issue date, vendor id, return
person, packing quantity, stock and Click on
retrieve option to search the issue number.

5. Click new option to add new details.
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3.6.3 PURCHASE ORDER
If you have received a purchase order from a vendor or customer, then add the details to ZKPOS.

ZKPOSRestaurant = o F gum af

L (e “7 " 1.Click on PURCHASE ORDER.

::«m _: : M": = 2. Enter the details like order numbers, vendor
e e name, vendor contact, order date, vendor id,
; N (== e e e w... shipping information, SI.No, item code, description,
o - : [m= unit price, unit quantity, tax %, quantity, tax
o aae - amount and total amount details.

3. Click on Retrieve option.

4. Click new option to add new details.

STEP 3.7- INGREDIENTS

A product means the combination of some INGREDIENTS. You can add the details of all ingredients

used along with the food product.

3.7.1 ADD INGREDIENTS

A product means the combination of some INGREDIENTS. You can add the details of all ingredients

using this facility. Under ingredients menu, you can view three options called add ingredients, recipe

and receive.
HPOSRestavant = o & gum gf
’ :":i Add Ingredients [ Tepp———
i ~ 1. Click Ingredients>> Add ingredients.
‘ s e
Qewch Hoew
s . When we sell a product the stock from ingredients

also reduced. So we have an exact idea of

s ingredient wise inventory.

Page Tl ;e page e o S s
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HPOSRestavant = o & Qum af

! :‘: Add Ingredients e byl ¢ i
i "~ 2.To add ingredients click options>> Add
“ngredenthame i e
. - f : 3. Enter the ingredient name, units, status, barcode,
8 Atz ¢ [ 7 ' .
e cost price and tax

4. Click save and new or OK.

3.7.2 RECIPE

Youcansaveyourrecipe.Whenaproductgetssold, particularamountofingredientsusedinthat product

gets deducted fromthe inventory. That’s why we use recipe. Follow the steps below.

:":m"""‘ ;MW — :«5 : ““ 1. Click on POS>> Ingredients>> Recipe

B . - ~ 2.To add recipe click Options>> Add
S N TR = — 3. Select department, products and ingredients.
E:E =TT :- = 4. Enter the quantity for that particular
T recipe.

5. Click on + button.

Note: If the recipe amount exceeds the cost price of a product, then the cost price of a product in the
product will get updated with the recipe amount. User have to edit the selling price in the product

list. Only after making changes to the selling price user will able to do the sale.
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3.7.3 INGREDIENT RECEIVING

We can receive the ingredients from the ingredients receiving window. The main advantage of this is
that,whena customer order for a product appropriate amount of ingredients required to make that

product will be deducted automatically form the stock. This makes stock management easier and

efficient.
POSRestaunt = 0 F Quw af
_t :’: Ingredients Receiving O byebon  pysdainiy
e 1. Click on POS>> Ingredients>>Receiving
o - i 2.Click options>> Add.
o = — _ 3.Enter the details in appropriate fields
::m o (i ey Jimay | poat s oo e oo 4.Click + button.

il 5.You can retrieve the details by clicking

the retrieve option.

Tealhers

Note: Received items cannot be edited if they saved as audit basis.

STEP 5 — POS REPORTS

Everything that you enter in ZKPOS is saved and you can check with the data whenever you

want it. Different data is stored as different reports.

= .
IKPOSResfaurant = 0 F fum &

e Dashboard st

S A —
To view reports, login as admin and select

8 Dastboand Day Wise Sales.

report option.

FEE R RN EEEREEEEE]

loahest B dahioart?
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5.1

SALES REPORTS

5.1.1 CURRENT SALE REPORT

This report shows the current sale items

IKPOSRestaurant =

e

i
0 F fum g
Sales Report Bret St G
Sakshepot
W ki e rditee B
Ll
Cuet s et
Pint D § Time - 1170104254390
Dz 06.11.2019
Invaice No: 31
tem Price Quanity Tl
‘Fied GreznTomalns. 20 3 BN
Tosal: nn
Tax Amoutt: B0
B2 O w
Discoant: w
Grand Toil: 1500
Invoice o 32
em Price Ouznity ol
P, Shamp 8 Crab Shel 120 1 120
12Piece Btz Shimp 15100 2 30000
Todal: a0

5.1.2 DAY CLOSING REPORT

1. Click on POS Reports> Sales reports> Current

Sale report.

This report shows the total sales done in a day.

IKPOSRestaurent = o & g
! ) DayClosing Report [ L ——
o
DayCiosing Report
Dete From. L St Qesrch L
@ Debone] Daphofrom. o] DoeTa. |
=1
bty
odir e
bt T
b Htendce. Day Closing Report
Pl ST T4 2057 P
8 el
Dy o1
& Sptem Casawer - A
S Sabe At Cash Pt Dfterence
Cash 4000 4000 o
Cat 0300 00 200
ol "o o "

Jergt_t: oo UKot
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1. Click on DAY CLOSING REPORT.
2. Enter date and the day number.

3. Click search button.



5.1.3 DATE WISE SALES REPORT

This report will provide the date wise sales report. To view the report follow the below steps.

HPOSRestarrt = o d fum af
1 :”: Dateliise Report [T —
- - 1. Click on DATE WISE REPORT.

“s o Duefre 01006 Selel  mspy Qéercr g
e - [ . 2. Here you have an option to set the FROM DATE
S ‘ O TR ] sotjhen W7
B e . and TO DATE .Set a “from date” and “to date”.
@ Pesegerts ‘ e Whse Pt
e | — 3. Click search button.
8 Poyt ‘ o s Onrty ol
L b - =

12 Porce Badety Shrirp. 150 w @

12 Pece Bty Strrmp. L) m 1500

we W 20

5.1.4 DAY WISE SALES REPORT

You can view the day wise sales report using DAY WISE SALES REPORT.

ZKPOSRestaurant = o & Quw af
! '.":‘ DayWise Report 8 P St St
DayWise Report
MY DeyMoFrm. | o Qsewch HOm
o o . . 1. Click on DAY WISE SALES REPORT.
i anls ¢ Day Wise Sales Report
@ Posiepats « PrmDate & Time - 1172019 ¢ 35 20PM
b o B 2. Enter the FROM and TO day number.
e = i
o Teme 3. Click Search button to view the report.
— S — 4. Export option is included in all reports.
Item Price Oty Toeat
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5.1.5 MONTH WISE SALES REPORT

This report will display the report for a selected month. You can choose the month that you

want to view the report.

IKPOSRestaurant = o & F i
! - MonthWise Report i s it
MonthWise Report
AN NEAGATN Mootk Novermber v Qesch. S .
_— v 1. Click on MONTH WISE SALES REPORT.
B hants ¢ Lok
e sl 2.Select the month from the drop down.
Noath : November Prist Dak & Time . WTR0194 9.15P0
& Miaiax SiNo. tem Quantty Price. Tots
B Popell P 1 12Prce Sutedy Stamp ° 15000 -No0 .
O (= - 3. Click Search button.
4 2Piecs Galled Crab Cates. 2 7500 300
§  Fish Shamg & Crad Shek 1) 120 20
6 Frut Magle Oatmeal 2 1200 2000
7 12Pwce Butuy Shimp. 1] 15000 180000
8 Sausage Bty 3 10000 000
9 Fish Shome & Crad Shell 2 0 1n
10 Fruit Waphe Calmeal 5 N 195000
4

Jrscpt_dePosc OIS ContrtPaceHods1S4Seah. ) py o} 400

5.1.6 YEAR WISE SALES REPORT

Provides the year wise sales report.

HPOSRestaurant. = 0 F Qun g
: ."’:" YearlVise Report LR ———
Yearse Repart
rp— Yer s Qe oo
Py - - 1. Click on YEAR WISE SALES REPORT.
s ‘ .
DaaTech
s ¢ YearVise Regart
8 Posiegorts ¢ Wor: 2019 Ptk Ode § T 172019 4 4302PH
| mm - 2. Select the year and search.
1 12Pisce Butedty Stomg. @ 150 00
Py 2 KnlmePe [ e
3 12Pios Bulerty Shamp 1 15000 15000
&b Sytem. 4 2Piece Griled Crad Cakes. 2 17500 000
5 Fish Shimp 8 Crab Stel 5 1200 TN
& FrulMaghe Oatmeal H 1200 2000
T 12Pizce Butey Shomp. H 15000 18000
4 Swsage Busty 3 10000 000
§  Fish Swing 8 Crab Sted |7 20n W
0 FrutMape Oatmedl 1% 13000 195000
1 Koumere T )
b i 15000 45000
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5.1.7 ITEM WISE SALES REPORT

This report is similar to CATEGORY WISE REPORT. Instead of category you will be choosing item

from the drop down.

IKPOSRestaurant. = 0 F gum g ’

:’: ItemMWise Report [T Sva—pp—
e —r T3 1. Click ITEM WISE SALES REPORT
.: = oo 2. Select FROM date and TO date.

ety 3. Choose the ITEM from the list.

b Spdem hm: 12 Pice Batry Shing
em Prce Quantity Total
12Pce Butery Shamg 15000 m 0000
12 Prace Buterly Shmp 15000 L 5000 .
areasan oy w0 w o 4. Click search button.
12Pice Buterty Shemp 15000 m 160
Total: mse
Jescnpe_dePertbac! IS CarventPcebolio | bSeech ) S L

5.1.8 DAILY ITEM REPORT

This report shows the item report for current day.

HPOSRestavant = o & g af

! - Dailyltem Report TR
@0

Daitem Report

1. Click on POS reports > Sales reports> daily

L) P D
@ Deshbosd lnTech
Sms ! Dy
L Item report.
User: Admin
0w i 3 ™ e Gamy T
S y 2P GtesC o U anm
Fish, Shimg & Crab Shal 20w a0 .
(LT T - 2. Click on DAILY ITEM REPORT.
G Caas TR 20
& Spfen X HONESTILE OAVEK. mu 40 00
ol ansSuszge EUT) 00
KL i 40 o
SasigeBunty o 1w o
Total: 1995500
Tax: 150850
Dscount: 0000
‘Grand Tota 11050
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5.1.9 CATEGORY WISE REPORT

In this report you can view the report of selected category.

IKPOSRestaurant. = 0 F Qum a A

"f"" Category Report [ g —— .
8= — 1. Click on CATEGORY WISE REPORT.
A D Outefrom 0151196 Oetele o7 Qesrch et
i o : 2. Select the FROM date and TO date.
Qros ¢ Gl | kit 4
W Aconts «
L : 3. Choose the CATEGORY from the drop down.
e Mbesdacee. A Category Report
8yl < Prnt Date & Tme - 12019453 17P4
il S5 4. Click Search button to view.

en Price Ouantty. Tt

5.1.10 EXTRA CHARGES REPORT

In this report you can view the details of extra charges.

VDCPOSRe;hmalm = o ¢ :M—m x‘
:’:; Extra Charges Report B it - St - St

i - 1. Click on EXTRA CHARGE REPORT.

T Dmniil— 2. Select the FROM date and TO date.
WAL e h [ eedinen

B Aot ¢

N oo™ 3. Choose the DAY NO.

e :f; - 4. Click Search button to view.

anscipt_debostac{ clConetPacoslbSeach )
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5.1.11 SALES RETURN REPORT

This report shows the sales return report.

HPOSRestaurant. = 0 & gum af
_l Samls SalesReturn Report Bruies eior Setnrims
oo
Saleshetum Report
— Dyoom. DT, Qs o
& Dushboard o I
[ bl & e e i
ars T Tech
E s ¢ Soles Retum Report

PritDate & Time: 147201950525PH

Dayo:1
& iendonce emCofe e Quanity Total
Cashir: Admis
& oyt 12Fieoe Butedy Sing kL £
& Spiem Totd: w 090
Grand Tota: w 090

Jprscit_dobosSac] S CentestPlaceiodertLbSench, ")

5.1.12 HOURLY SALES REPORT

This report shows the Hourly sales details.

ZKPOSRestaurant = 0 & Qum «
! :""‘” Hourly Sales Report T SO
.
HourlySales Regont
Date From. DateTo. 191407 Qesrch. e
8 Dushbon OugloFrom. DuphoTo
Ons Time From. - o TR L °
B Aoty
o “
8 Posheperts
L Tech
& Mrendnce ‘ Hourly Sales Report
A ek € PitOsh T WI20E0052PM
& Spm Date: 07112019
Cashier: Admn
Twe ot
cas )
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1. Click SALES RETURN REPORT.
2. Enter Day No-From.
3. Enter Day To.

4. Click search button.

1. Click HOURLY SALES REPORT.
2. Enter Day No-From.

3. Enter Day To.

4. Enter time from and To.

5. Click search button.



5.1.13 CATEGORY WISE PROFIT REPORT

This report shows the Category wise profit details.

ZKPOSRestaurant =

I

Category Wise Profit Report

o@]w«'

@ Pt S gt Cagary W o gt

Category Wi Proft Report
WANRIATO Odefrom, 13110 Duelo. sl Qeach ey
8 Duhtowd Dnpofrm. | v Dyt 5
s Glegory. kit
¥ vty
CI ) LT o
B Pesfepecs
Tora Tech
& Mindaece Categey W Proft Regort
8t POt  Tme: 1220195 226PM
Dute: 0712000
& Sptem Category: Breahast
en Pre Oty Pt
12 Bty Sing WON A0 )
TolProfe: 10
Grand Tt rofe: 2y}
Teal
Tl Quantey: 0
scgt._d:Poshack{cContertacehee L Sench, | T

5.1.14 DELIVERY REPORT

This report shows total delivery details.

ZKPOSRestawrant =

Minia
[

o F Jum af

B ot - Slaieput Doy et

Delivery Report
Delvery Report
Daiefrom  msres DT mmiss
Dalofen. 1 [ oo, 7 M
A Tk Fod et @e
TaraTech
DeeryReport
Pt Dt & Tmec1B019851 144
Dayho:7
Tae: 0812019
User: i
mocelo Nethoust Tahnomt  GussAmomt
s 50 20 260
Toat w0 i) 2600

Jpesaigt_doPosed NS ContePlacecdeilSench )
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1. Click CATEGORY WISE PROFIT

REPORT.

2. Enter time from and To
3. Enter Day No-From.

4. Enter Day To.

5. Select category.

6. Click search button.

1. Click DELIVERY REPORT.

2. Choose FROM DATE and TO DATE.

3. Select day number

4. Click search button.



5.1.15 DELIVERY BOY SALES REPORT

This report shows the delivery boy sales details.

WPOSResarart. = o f gum af
4= sk "7 1.Click DELIVERY BOY SALES REPORT.
o T [ 2. Choose FROM DATE and TO DATE.
O s : 3. Select day number.
—
b S 4. Select DELIVERY BOY.
b 5. Click search button.

pvspt_ o] 0K ontPacsiolds SSemch, |

5.1.16 PAYMENT SUMMARY REPORT

This report shows the payment summary report.

HPOSResiurnt. = o gum g
:‘:’L Payment Summary Report B it - St - Pyt Syt
1. Click PAYMENT SUMMARY REPORT.

AN MAISETEN Datefrom. 2031146 DateTe. 10108 QSesrh e
o et [ s E 2. Choose FROM DATE and TO DATE.
,:m " — . 3. Select day number.
Tea T 4. Select User types and User.
& St ¢ D B0

— 5. Click search button.

jevstipt,_ioPosBat{ ot ol S|
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5.1.17 DATE WISE PROFIT REPORT

This report shows the date wise profit report.

IKPOSRestaurant =
: :""‘ DateWise Profit Report
DateVise Prfit Repart
N WO Dafefom. 20101105
8 Dashboard Deplofrom.
o [
B o
of1 ) il
8 st
& Kitendance
8 Pyl
Date: 06112019
& Spiem ¢ e
12 Piece Buedly Strimp
2Pizce Griled Crab Cakes.
Fish, Shrmp & Cr25 Snel
Fried Green Tomas
FrutNaple Oaimzal
GilesCab Caes

o & §um o
B i St Pt
[ Qarch 2o
| dapheta. K
o™ sam )
e B
Tk
Date Wise Profit Report
P4 Time: HBVSSTAOM
pioe G2 oumy Pt
ma m ) an
o w0 mm
o m 2 o
o m 0
e [T ETY
T m )

5.1.18 PRODUCT WISE PROFIT REPORT

This report shows the product wise profit report

ZKPOSRestaurant =
e DateWise Profit Report
[
DatelWise Profit Report
p—, Ddefom 2115
8 Dot Deplofum. 1
e Tl o
B Aavuis o
i1 o1 v
B Pesheports
e e
8 Pl
Da A
& Spten ¢ e
12Pice Bty S
27ice Gl Caa G
s, St Cb Sl
FeaGren Tomatns
Fragle Oameal
Gl Ot Ctes

o&ulwetl

1 Fsfipots - Seesfipot - D Pt

Ddefo.  isites Qearch Hexr

[ oaora.

et B

DanTech
Date Vise ProftReport

PniDaz & Time: 11820193 5T40A

Pre o8 ety Pt

we 20 150 8000
N 12000 1400 000
an 1w 2 200
e W n 000
1300 000 100 58000
BN W0 0 00
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1. Click DATE WISE PROFIT REPORT.
2. Choose FROM DATE and TO DATE.
3. Select day number and TIME.

4. Click search button.

1. Click PRODUCT WISE PROFIT REPORT.

2. Choose FROM DATE and TO DATE.

3. Select day number.

4, Select TIME.

5. Click search button



5.1.19 PRODUCT COST AND SALES REPORT

This report shows the product cost and sales report.

ZHPOSRestaurant = 0 d gum
: :'““ DateWise Profit Report B s St Dot
e
Datelise Proft Report
1. Click PRODUCT COST AND SALES REPORT.
o EOx Defefom. 209115 DateTo. s QSearch B
8 Dxbboxd Deofom. | 1 o daloa 7
R Tchon | o il 0 °
B Accounts
o Trdineti
B Poshegorts
Tk

e deane ¢ Date Wise Proft Report
8 Pl ¢ PaniDae i 120198574041

Sz t6 1201
& Sptem ¢ em Prce Cost Quatiy Prt

12Pee Bty Sy ET T 10 an

2Piece Grlleq Crab Cakes. ™o 12000 1400 T

Fich, Shamp & Crad Seel 0 10000 nn 2000

Fiied Green Tomahos 20 10000 30 5000

FrutMagie Oameal 13040 000 0 88000

Gl Cates w0 mw o =)

5.1.18 QUANTITY WISE SALES REPORT

This report shows the quantity wise sales report

KPOSResiarant = o & fum af
: :"‘L Quantity Wise Sales Report Pl e )

e ation -+ 1. Click QUANTITY WISE SALES REPORT.
— | o——gee— 2. Choose FROM DATE and TO DATE.
:::; , R ;,’;",";m 3. Select day number.
:: aones E m 4. Click search button.

oesigt_dePstac{ A CotrPcs b SsSend )
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5.1.21 SALES RANKING REPORT

This report shows the sales ranking report.

HPOSResauant = 0 & gum af
: - Quantity Wise Sales Report s P
il i -~ 1.Click SALES RANKING REPORT.
— | — g 2.Choose FROM DATE and TO DATE.
= 1 ;ﬁ}lm 3.Select day number
o = : 0 4. Click search button

Jovscgt_dePostBack{ 0N ContertPlce ol StbSexch, )

5.1.22 CASHIER SALES REPORT

This report shows the cashier sales report

KPOSResaurant. = o f fum af
: :"’; Quantity Wise Sales Report B i - Sl - Qe st
eyt -~ 1. Click CASHIER SALES REPORT.
A8 Dafefrom. 0101148 DateTo. i QSearch e
e s Joils g 2. Select day number.
"
A R 3. Click search button.
i Hiendance « Print Dz & Time: HB2M9 RIS AN
.w 12 Piece Bufedly Shimp = 0‘5.1
e . FutlageOameal 2

Jovscige_doPosBack] NS ContentPceoesTSleSencs, )
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5.1.23 TIME WISE SALES REPORT

This report shows the time wise sales report.

HPOSResaura = o f gum af
:’:: Time Wise Sales Report B o TreNaSiient
ekt ~. . 1.Click TIME WISE SALES REPORT.

e e lme e 2.Select day number.
@ Dstbond Do, Y DeyloTo. Y
R TincFrom. o o ™* sam °
e S 3.Click search button.
& Posfieprts ¢ A
E Tara Tech
= Time Wise Sales Report.
.p.,,u ¢ Prink Date § Time: 182019 1311 A
s Splen M;fm Price Quantty Total

gﬂﬁ;m 15000 1600 260000

;P:ce%mm 17500 1400 25000

Fih Shizp & mn o oam 20

P
Jescpt_oPosBack] IS ConteePaceoldrilSearch )

5.1.24 CASH DRAWER BALANCE REPORT

This report shows the cash drawer balance report.

POSResarant = 0 d fum af

Kdmin

e Cash Drawer Balance Report 8 ot S (s D et

el 1. Click CASH DRAWER BALANCE REPORT

o s Bil? . 2. Select Date.

- 3. Select day number.

4. Click search button.
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5.2 PURCHASE REPORTS

5.2.1 STOCK REPORT

You can view the stock report of each item here.

POSResauant = o & gum g
:""” Stock Report B s - Pkt Skt
‘Stock Repor -x .
s 1 1. Click STOCK REPORT.
WAL Jovrbl 8 |mdiies B
& Dt Bk 0
T seatn 2. You have the option to export the reports.
PrntDafe 8 Tme: 182I1992225 4
Nt emCote. en Quaniiy
B Poshepers « 2] 2Piece Grlled Crab Cales: 0]
10 ‘Crezmy Potaln Lsek Stup ]
& oend: < " Tuttey Wikt Rice Soup 00
06 Citus Kick. 200
Bl ‘ R Gt mw
o = =
05 Orange Canmot Twist 2n
W6 Orange Bamy Amzadart 0w
e o 300000
n Fried Graen Tomalns a0
2 KeyLimePie 0

5.2.2 PHYSICAL STOCK REPORT

It gives a detailed report of received stock, spoilage sales and balance of each items.

POSRestrant = o F fum af
1 :‘n: Physical Stock Report [T —— A
e 1. Click on the PHYSICAL STOCK REPORT.
NN Wil b . ediree @ .
- e : 2. You have the option to export the reports.
e Pyl Sock et
FPrintDale § Time - 1820192328 A

8 haounts [ Receting  Spoiage. Sdes Balance.

OpeaProdt 0 m wm 0
ARk ‘2 Piece Guiled Cras Cakes w0 n W o
& ke ( CoamPsmlesiy W m w mm

Torfey WidRice Soup k-] w w 12000
& Papol « G Kk k] 100 w 2000

GraGrers 1 w w 1080
& Spem & Py Oange m w20

Puszly Camt: 0 wm wm 10000

Orznge Camat Taist 3 m w 1230

Orange Bem dzadart w0 w w 0050

Kake Orange Power 0 w w o

Trigie Redtalcer 0 w w 00
mmm‘mmwmwim 0 o Iy 010
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5.2.3 STOCK RECEIVING REPORT

This report shows the stock receiving details. You can view date wise report and batch number

wise report.

IPOSResarant = o F fuw af
:‘:‘ StockReceive Report P
StockReceie Report
Date From. 131146 Date T o] Qesrcs Hex
8 Dsibonrd Dalofron, PET M .
o 1. Click on STOCK RECEIVING
1 w2kl o4 sdjree B
B honts: a
. — REPORT.
& Mendnce ¢ PrntDae & Time: HB2019 37 0A0
| == 2. Select the date range.
& 5pien BatchNo:1 ) - =
e T W 3. Select Day number.
Creamy Poiain Lesk Soup 1000 10000 10000.00 .
s ws e s 4. Click Search button.
jaeascrgt_doPostBacd NSCantendPlaceokier RbSeanch ) ?MD!M'\:‘W! ‘mm ‘)?n gnm v

5.2.4 STOCK TRANSACTION REPORT

This report shows the stock transaction details.

POResaut. = o f Jum af
! :’; Stock Transaction Report [T SO —
i 1. Click on STOCK TRANSACTION REPORT.
e Daefom. 1% DaeTo  mmug [ £ B
0t i Jn 3 2. Select the date range.
e o T : 3. Select Day number.
TaraTech
B poskepucs ¢ “Transacton Report
i it a0 4. Click Search button.
.W ; mxﬂmi
A :0::1 Descrpian. Quantiy Price: ol
2 Piace Grlled Cra Cales. 2 12000 00

Transfer perscn:fg

ashin?
pecip_isbosho{ At S
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5.2.5 INGREDIENTS STOCK REPORT

This report shows the ingredient stock details.

HPOSResaut. = o f fun af
: :‘: IngredientsStock Report Bruieot Ami g
IngredientsStock Report
T e 1. Click on INGREDIENTS STOCK REPORT.
S . ... 0 2. Select ingredient.
o 3. Click Search button.

rsti_ioPosBnf ool QS|

5.2.6 INGREDIENTS RECEIVE REPORT

This report shows the ingredient receiving details.

POSResavart = o & fuw ¢f
z ":“ IngredientsReceive Report Brateon  Prdmeiens - et

IngrdiensRecsive Report

| 1. Click on INGREDIENTS RECEIVE

::.:; ' ) et

Froe e REPORT.

T — = = 2. Select date range and day number.
I N 3. Select ingredient and Vendor.

4. Click Search button.




5.2.6 INGREDIENTS PROFIT REPORT

This report shows the ingredient profit details.

KPOSRestarant. = o & fum «f
l :’; Ingredients Profit Report Brateot nebmiaet  rpmiearabion

Ingredients rofit Report M

- | 1. Click on INGREDIENTS PROFIT

8 Dasticard DapleFom 7,,,,,_k = Y
Qs ¢ o
. ‘ ORI T 4 REPORT.
B Posepacs < hm:‘:':m
p— A 2. Select date range and day number.
8 et 3 em Cost Sake Profit

12Pica Butety Stemp w0 Wm0 A

e —= 3. Click Search button.

Fih Sting  Cras et Mo mm 4w
12Piece Bty Stemp w0 WM an
Fih Sting  Cras el ;0w 4w
12Pisce Bty Stemp FEIE T
cit_esto SCoteaciodetsnch ) M an am

5.2.8 STOCK VALUE REPORT

This report shows the stock value report.

WPOSRestarant = o f fum af
pes Stock Value Report B et Arhaien - St
(12

Skt -+ 1. Click on STOCK VALUE REPORT and can also

w0 Wl Jabbe ueaids .
- - . search for the report details.
_ Stock Value Report
P
PrntDafe § Time : 182019 24850 A0
B fconts ¢
ltem Code ko Price Siock. Toeal
] Posiepacs ¢ 0 2Piecs Gilled Crab Cakss. 1200 8400 1008200
100 ‘Creamy Potaln Lezk Soup 10000 10000 1000000
& tendmee. ¢ » Turkey Wid Rice Soup. %00 1200 1200000
10161 Cis Kk €an 200 150000
L 0162 GreatGrezns an 1000 “nn
& Spim ¢ 101683 Prely Orange. an 20 820000
10164 Purely Camat an 10000 £0000
10185 Orange Camt Twist i) 12300 30000
10165 Orangs Eeny Asbooitant an 10200 0000
1038 sodh 200 30000200 7500000000
" Fiad Grezn Tomahs. 10000 00 30000
2 Ky Lime Pie L) 0 50
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5.2.9 LOW STOCK REPORT

This report shows the low stock report.

IKPOSRestaurant = o & §um @ .

:‘l Low Stock Report Braresn  Arburiemn - ot

vy 1. Click on low stock report and can also

o e search for the report details.
L ¢ Lowstozk Regorts
Mjcss Print Date & Time- 1182019 95133 A4
B i ¢ temonde tem ok
e e -
8 Pl ¢ B 12Pizce Butiety Shimp. 50
i e -

5.2.10 EXPENSE DETAILS REPORT

This report shows the expense details.

HeOSRestart = o gum af

:"’: Expense Details Report B Aot i

= 1. Click on EXPENSE DETAILS REPORT.

B — 2. Choose DATE FROM and DATE TO.
B Aeomis EmensType P o :
W 3. Select day number and time.
Ll : Egensa Deis Repot
i o 4. Select EXPENSE TYPE.

5. Click Search button.
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5.2.11 VENDOR REPORT

This report shows the Vendor details.

WPOSRestauart = o F Jum af
: i VendorReport [TRE
.,.,:A P L 1. Click on VENDOR REPORT.

8 Distont. Do TDJ v DT I-l“d »
: C e ! 2.Choose DATE FROM and DATE TO
- - 3. Select day number and time.
L =

:::xa —“; ..m.; “;: OT:: 4 Select VENDOR.

s S

5. Click Search button.

5.2.12 COST REPORT

This report shows the cost details.

HPOSRestavant = o d gum af
: :‘:"_ Cost Report i retigen Casger
o - 1.Click on COST REPORT.
o e 2. Choose DATE FROM and DATE TO.

PratDee & Tme: 1460018 104337 4

e 3. Click Search button.

Tame owy Gt P Towl

GontGiens N oan w8
Ty WgRRe Sep D W W 0w
Purd e PO T ]
Orage Cmat st P T T ']
2Pece Gl it )
(T m o an wm N
g oo ol LS ) .. N T T
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5.2.13 INVENTORY REPORT

This report shows the inventory details.

HPOSResaunt = 0 Jum af
! :"‘” Inventory Report 8 Pt - Aot - kgt
=
Imentory Report -x .
1. Click on INVENTORY REPORT and can also

Mron WAL ek ot |t e
ant ana search for the report details.
Sns v Inventory Reports.
B hcowts: ¢ Print ot & Time:t122313 00526 40

e cote en Cost Stock.
& Puienes 10 2 Preca Gaked Cran Catss. 120 00
& M i 0 O oLk Sup "o Ll

10 Turezy WHd Rk Soup. 10003 120
B Payril ¢ 0% Onski an 2000

1042 Groat Groats. an mo
i Sy L 0 Py e an 20

10988 Purety Camot an 10000

1095 Orangs Camat Tais!. m 120

10%6 Orangn Berry iodzocant an 10000

1043 00 0 30000000

" Fried Grean Tamatos 100 -0

2 Xeslioe Py G50 A00

5.2.14 INVENTORY TRANSACTION REPORT

This shows the inventory transaction details.

IKPOSRestawnt = o F Qum af
| S Inventory Transaction Report Brueen i e o oot
Vo
Imentory Transaction Report
e mmaciay Wil w2adl @ e B
8 Dashboerd Zara Tech

o ‘ r— 1. Click on INVENTORY TRANSACTION and

PrisDae & Tme-182)19 50855 4
B becourts

pecote ™ Recenny Spime  Sdes  Bamoe
’ 0 OpePuai ¢ W W I hf h p d 'I
Bhiot e S s can also search ftor the report details.
et ¢ M CranyPuLestSup )

M T idReESup ® e mw
Ll o § Wt Chskix W 0w e 2m

W GeaGoas m e
Do W P Ornge m  w w 2w

P Camt R

W5 O Camt Tt ™ e mn

W OangeBery koot ™

T Ko e Powst T wm w

W TipeRaias T m w m
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5.3 CUSTOMER REPORT

5.3.1 CUSTOMER DETAILS REPORT

This report shows the customer details.

HPORestaurnt = o F gum af

1 :‘: Customer Detals Report 8 Pt Cotone et Gl it

L 1. Click on CUSTOMER DETAILS  REPORT.
::; i U S 2. Choose DATE FROM and DATE TO.

T —— 3. Select Day number and CUSTOMER.

4, Click Search button.

gt o A Corterscields b |

5.3.2 ACCOUNT TRANSACTION REPORT

This report shows account transaction report.

1. Click on ACCOUNT TRANSACTION REPORT.

:;:n pare N A0 Qeath C
& ashboard ::n:, -
© Frod WAL Jenksl o [ Jrdiver 8- 2. Choose DATE FROM and DATE To.
(" 4 o s B
‘ecaunt Tansacion Regart
- e 3. Select Day number from and day number to.
ER— - 4. Click Search button.
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5.3.2 CUSTOMER ADVANCE REPORT

This report shows the advance details of customers.

KPOSResaurant. = o & fum af
:‘:; Customer Advance Report P Gyt G bt
- B 1. Click on CUSTOMER ADVANCE REPORT.
= 1 -~ 2. Choose DATE FROM and DATE TO.
e -
N =
sl — 3. Select CUSTOMER.
(| 2T - 4. Click Search button.

jrascipt:_dePosSeck{ S ContentlceideLbSench, ]

5.3.3 CUSTOMER GIFT CARD REPORT

This report shows the gift card details of customers.

POt = o gum af
l = it Card Report Bt G it
— , 1. Click on CUSTOMER GIFT CARD REPORT.
Cutomer. v Qeach o
8 Dot EqindCed. []
R - 2. Select CUSTOMER.
¥ hunts « .
& Poshegorts Giftcard Report
e S 3. Click Search button.
8 Popoll ¢ Cardho. Ex_Date Issve At Used_mt
Namaarah
Cardio fx_Dote Issve At Used_Amt
o
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5.3.4 CUSTOMER POINT REPORT

This report shows the point details of customers.

IPOSRestrnt = o d fum g
! :’: Customer Points Report it Gt - Camert it
Po—— - 1. Click on CUSTOMER POINT REPORT.
S| ek 2. Select DATE and Day number Select CUSTOMER.
:h:m B 3. Click Search button.

g _dcosak S rtPchode S|

5.4 TAX REPORT

5.4.1 SALES TAX REPORT

This report shows the sales tax details.

KPOSRestaurant = o & Qum «f
1 :"'"’. SalesTax Report Bt Teigon | Skt

P -~ 1.  Click on SALES TAX REPORT.
Wk AN ODutefrom. 21106 DateTo. i Qe Bl
g i - g : 2. Choose DATE FROM and DATE TO.
Sws ¢ [ v
P

WAL Tasd st §e
s ana - 3.  Select CATEGORY.
e e ¢ Sales Tax Report
Ll L Prot D  Tms: 12016 0203200
e o L e e 4.  Click Search button.

DayMe:§
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5.4.2 TAX REPORT

This report shows the tax details.

ZKPOSRestaurant = o & Qun « M
! :‘: TaxReport 8 s s - St .
‘ il 1. Click on TAX REPORT.
LR A Dete From. neuN DeteTo. e Qexch B
e e : 2. Choose DATE FROM and DATE TO.
Wih:t anrbd Fond | et
L Tara Tech
— ] m:""‘“ i e 3.  Select Day number.
. e —
v o = . )
s . 4.  Click Search button.

5.5 OTHER REPORT

5.5.1 ORDER SUMMARY REPORT
This report shows the order summary details.

Doosvusa = o #2«<« 1. Clickon WORK PERIOD REPORT.

! :""’“ Order Summary Report (SRS Ok Gl oy et
p— —— —— 2. Choose DATE FROM and DATE TO.
8 Duhbond [ v Dntele 7
Sns <
| M — : 3. Select Day number.
S :".‘;_.:.mi'm = = 4. Click Search button.

Jnancige_dobemback S ContmtacsobdntiaSeay )
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5.5.2 ACTION LOG REPORT

This report shows the action log details.

WPOSResaunt = o8 gim gl
! :': Action Log Report 8ty Ot gt
e 1. Click on ATTENDENCE REPORT.
ow  m [ ] 2. Choose DATE FROM and DATE TO.
s ¢ St M #
A = : 3. Select Form, Status and USER. 4. Click Search button.
e i LR T ) ol |t b

5.5.3 ONLINE ORDER REPORT

This report shows order details reports.

KPOSRestarnt = o & gum af

?:‘ Online Order Report B st OBeton - Gl

Online Order Report

AN WA DateFrom. 011106 DateTo. 1911 Qesrch Bl
o e 3 b H 1. Click on Online order Report.
2 € oy u M
B < o ) ) )
N 2. Choose the date, day and online app.
i Atiendance <
anm il 3. Click Search button.
& Spiem < mvoicen0 Toal

masoict doPosBc N CortmnPlacetoldertLiSeerch)
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5.5.4 AREA WISE REPORT

This report shows the area wise details.

Weowuarnt 3 ol g bl

1: [ “T""° 1. Click on AREA WISE REPORT.
— ;l Yol : B 2. Choose DATE FROM and DATE TO.
;?: o W::m . 3. Choose day number and Area
e - ‘mm : 4. Click Search button.

jrancrit_dsPoshad Ui CorteniPlaceildo L tSearch

5.5.5 CANCEL ORDER REPORT

This report shows the cancel order details.

POSRestaurant = o & Qi ik
1 :‘: Cancel Order Report 0 Now g oo ot
s B 1. Click on CANCEL REPORT.
e | e — — 2. Choose DATE FROM and DATE TO.
S i 3. Select Day number.
T e 4. Click Search button.
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5.5.6 FOOD VOUCHER REPORT

This report shows the food voucher details.

HPOSRestaurant. = o d gum af
’ :‘_’: Food Voucher Report e Cbwgen - st
i 1. Click on FOOD VOUCHER REPORT.
Vendee. Qewrch A
8 Dustbeard Jpves ¥na [hiset
S T — 2. Choose Voucher Series.
B hasonts
O s T e 3. Click Search button.
& Mserdaece ¢ Veocher Secies
& Popelt ‘Voucher Code sebue Amownt Stas
P llﬂlmln:::mm :

st dePesack] CHISConterloceoberSLeSenrch

5.5.7 GRATUITY TIP REPORT

This report shows the Gratuity tip details.

ZKPOSRestaurant = o & gum o f
1 o Grattity Report Bt et it
Gratuity Report
Date From. DaleTo. 2 Qesrch. el
@ Duhbowd Dapofrom.  ; v Dhele 7 v .
o | g 1. Click on GRATUITY TIP REPORT.
W Aot ¢ e Oiduated Dhintdusted
8 Fesfepats N
- 2. Select Date, Day number and Food server.
8 iyl Gratuty Report
& Pm?-ﬂlrm 10 1123
(i it | 3. Click Search button.

Joecopt_oFestiad{ S Cortetcebode GibSer |
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5.5.8 ORDER DETAILS REPORT

This report shows the order details.

HPOSRestaurent. = o d Qum af
:‘:: Order Details Report 8 7 -l st
Order Details Report
o DateFrom.  20:5:1346 DoteTo. et Qearch e
o b F gl : 1. Click on ORDER DETAILS REPORT.
Seos U FoodServer  jy v
8 ot Stabs "
) ¢ mew  a .
ey g . 2. Select Date, Day number, Food server
B ; WAL letar s @ i Lt W7
& Sptem ¢ s Detats et . .
R R Status and priority
OrderNo.  levoice Mo, Suns Prioity Food Senver Ticket type
m.(m-l“ . m:h Created. Normal Ray Tabie T8 .
T T e 3. Click Search button.
jrscist_doPontch{ HOACeotentPracsHderSiseuch) © Ot Creaed Heema Raw T3 \

5.5.9 ORDER DETAILS REPORT

This report shows the order details.

HPOSResaurant = o Qum af
! :"'1 Order Details Report Do b ekt
Order Details Report
O Datefrom. 2031146 Doelo.  Jmsin QSearch S
it |1 i i 1. Click on ORDER DETAILS REPORT.
Seos ¢ FoodSerer 1y v
B Aaourts Sk [l
SN : ety x ]
freey 2. Select Date, Day number, Food server
8 hpet WAL el 8 o Lt W
i Sptm s Order Desats Regert . .
TEp—— Status and priority.
Order Mo, levoice Mo, Suts Proaty Food Senver Ticket tpe
T T T o W 5 .
ARNE NN W 3. Click Search button.

jrcigt_dePoicf RS ComentPaceHodetsseuch) S o OuaM | Nomd R an
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5.5.10 USER ATTENDANCE REPORT

This report shows the user attendance details.

ZPOSResaurnnt = o f gum af
:"i’\'; Attendance Report B ruiors Chwhows  kawdeate
Attendance Report
— o e S 1. Click on USER ATTENDANCE REPORT.
=13 Users. Mlses - |
B Aecounts ¢ . -
B o 2. Select Date, Day number and USERS
o Mtzodance. « Attengance Report
L | Wi .
N 3. Click Search button.
,-qm,wm'r.v.\:stm.—méwe‘s.ﬁalh ) . ‘el Work Hoar (Mimu) m;

STEP 6— SIGN OUT

,t ﬁd Em 1. Go to the MAIN MENU.

w ) 2. Click on the top right corner of the Dash board
:n \ and click on the Admin.

: : \ 3. Click on the SIGNOUT option to log out.
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