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GETS STARTED

Every retailer has to constantly face the complexities of handling wide range of product mix. Out of
stock products and spoilage items are the main cause for lost sales in the grocery business. So every
retailer needs a complete and efficient interface to manage the day to day business activities in the

shop. ZKPOS RESTAURANT SOFTWARE is a complete solution for your business needs.

Now let’s start exploring ZKPOS RESTAURANT SOFTWARE. After installation you need to open ZKPOS
RESTAUARANT SOFTWARE. The first step you need to follow is the LOGIN process.

STEP 1 - ADMIN LOGIN

1. Open ZKPOS software Application.

2. You will have a default admin login with
password.

3. Type admin ID and Password and click ENTER
button.

Now you are taken to the MAIN WINDOW.
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A warning message will appear when you click any menu from the main window.

Before entering the data, you have to update the

company details in store.

STEP 2 — SETTINGS - STORE

For functioning the ZKPOS restaurant, you’re required to create/update the company and the store

details. It will be explained below.

STEP 2.1. ADDING COMPANY DETAILS

Creating a company is one of the basic activity you need to follow in the restaurant POS. Here add the
details of your company for further Point of Sale functioning. Go to settings, then click store option.

You can save the details like Name, Branch, Address, Company Logo, Tax, Currency etc.

1. From the main menu, go to SETTINGS.

£ oroduers

@user

- 2. Choose COMPANY DETAILS.

& ingrodicnts

Byiventory
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m You can view the default company icon there. If
you want to update the details, then click on the

company.

’mi AAAAAAAA i ‘7 4. Update details and click on update

= Button to save.

Blupdote (ovlote © Concel m=Xayooard

STEP 2.2. STORE

After creating a company, there is an option for adding the company branch details.

5. Go to Settings and click on Store.
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6. Thereis asearch optiontosearch the store.

30 October 2019 12:11 %

store Code A00011 comgany. |company name
ol . —— 1. Click on theADD option (enter the
mandatory fields and details of your
D — - branch).
............ -~
- e o = 2. Click on the Save option.

STEP 2.3. MY STORE

Now, enter the details of your store where the software is currently using. Only then you can actively
perform the Point of Sale features in your restaurant. Once you finish updating the company name and

branch code number, you cannot edit or delete it later.

i 1. Go to Settings, click on MY STORE.
Duser
o] ==
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Restaurant POS 30 October 2019 13:37 | X

Enter all necessary details in the appropriate fields.

If you want to enable tax, tick the checkbox for

o ; “ENABLE TAX” and then click update button.

Involcs Templates [Normal rinE ]

Invoice Templates Bottom Text | Visit Again

Blupdate © cancel Keyboard

STEP 2.4. COUNTER

If your restaurant has more counters, then you can add the counter details here.

rne 1. Gotostorethenclick counter option.
R 2. You can enter the counter number and update the

details.

Keyboard “Aain meny|

30 October 2019 [

2ZK7os Restaurant POS

7#  Counter

Counter countert]

— 2. After enter the details and click save button to save
B o the details.
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STEP 3 — SETTINGS

STEP 3.1. UTILITIES

In some situations you may need to grant permissions to use some features. This is done in 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.

1. Go to SETTINGS.

2. Click on UTILITY from the setting options.

3. There is a column specifying the status of each

feature. Some are Free and some others need to

activate manually.

4. To decide numberof decimal points and numberof

==
: EN
e . print count click on thegeneral settings button on
N - _
BEN | the topleft side of the screen.
B

Now let’s learn each utilities one by one.

1. : Petty cash is the advance amount given to cashier before start the billing
operation. To enable petty cash, tick the checkbox corresponds to “ENABLE PETTY CASH ADVANCE” and then
click UPDATE button.

2. : If you want to display your company logo while printing invoices, you have
toenableithere.Tickthecheckboxthatcorrespondsto “ENABLELOGOINPRINTING” and then click UPDATE

button.
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3. :When we enable this feature we can add products using BARCODE SCANNER. To

enable tick the checkbox corresponding to “ENABLE BARCODE SCANNER” and then click UPDATE button.

4. : You can display company promotional videos, images, combo offers,

and discounts in customer display screen by enabling this utility. To enable follow the steps that you have

done earlier.

5. : This feature enables multiple language feature while printing
invoices.

6. : Customers are considered as your guests and you could save their count for

reference purpose or to print with the invoice.

1. : When we enable this feature, PRODUCT, PRICE and QUANTITY will be displayed in

the VFD DISPLAY during product selectioninthe POS menu.

8. : To display the PRODUCT PRICE and TOTAL BILL AMOUNT in the LED DISPLAY: you

have to enable this feature.

9. : Customers will be happy if you could produce the invoice in their
desired currency. To display total invoice amount in desired currency, enable this feature by tickingonthe

checkboxthatcorrespondsto“enablemulti-currencypayment”. ThenUPDATEit.

10. Ifyouwantasimple printlayout, thenyouneedtoenable thisfeature.
11. :You cantake big printout by enabling this feature.
12. -You haveto enable this utility if you want to display combo products

and sub products in the POS section.

13. :Ifthisfeatureisenabled userscanlogin/register usingtheir

14. Wecouldaddingredients onlyif we enable thisfeature.

15. :Thisfeatureallows kitchen managerto printorders.

16. :Byenablingthisfeatureyoucantakeprintoutoftheorders.

17. : If you want to set gifts/points against invoice count/amount you have to

enable it here.
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18. If this feature is enabled you can view only the department and product
which set in menu time table.

19. : If this feature is enabled you can sale products without stock. For instance
suppose, you didn’t updated the stock receiving details to your ZKPOS, but you want to sale the
products. You can do it by enabling this utility.

20. :Ifweenablethisfeaturetaxwillbe calculated foreachinvoice.

21. : This feature is used for authenticating customer

card oneach ACCOUNT PAYMENT.

22. :Thisfeaturewillroundofftheamountindecimalsautomatically.
23. You can add specialchargestotheinvoiceamount.

24, :ThiswilldisplaytableseatswhenyouclickonatableinPOS.
25. :Youcancreateatemporarybillforthe customers.
26. :You can edit product details by enabling this feature.

27. Thisfeature needtobeactivated manually.

28. : This feature need to be activated manually.

29. :Thisfeature usedtotake printfromthermal print.

30. :Thisfeatureusedtoenablescheduled email.

31. :Thisfeatureenableendworkperiodemail.
32. : This feature used to get notification.

33. : Thisfeature used to take print automatically.

34. :Thisfeatureenablefingerprintlogin.

35. : This feature enable On-Screen KeyBoard.

36. : Thisfeature enable Auto Backup.

37. :Thisfeatureenableinclusivetaxcalculation.
38. Thisfeatureisusing for enabling the beverage.

40. This feature enable day close period email.

41. Thisfeature enable the gratuity (Tip) feature

42. Thisfeature enables toview the reports.

43. Thisfeature enable the back office.

44, This feature enables rounding

option with inclusive tax method.
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45, ENABLE ROUNDING TAX CALCULATION [OPTION 1]: This feature enables rounding option with

exclusive taxcalculation.

SNSRI You can seethe list in window like this left side

showing figure.

STEP 3.3 — ABOUT SOFTWARE

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.

ZKHas

ZKPOS Free Version 3.0.1  Bulld 016
Release Date 01022020
CopyRight ©2020-2021 ZKTeco All Rights Reserved
Email:help@zktecopos. com

Website: www.zkteco.com,wwiw.zktecopos.com

Product Key Code

SRBenM7WAZFCFArZdpLgtcPubCfwJebwXoanbiumK + XgHhiH
ILIDXalneiqedBIGeVOtPtoZactGDeg ==
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STEP 3.4 - BACKUP DATA

It is better to keep a backup of the important data. So you have an option to do the same.

1. Go toSETTINGS.

— 2. Expand Settingsmenu.
sme lo | | oo

Bockup Mile Name [3102010.bak ] 3 NOW C“CkBACKUP.

4. Default DATABASE NAME will be there.

- oryhoned B Backp @ Caninl

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

6. Enterthebackup file name.
7. Click BACKUP buttontobackupor CANCEL to cancel

the operation.

STEP 3.5 - CUSTOMER

If you have regular CUSTOMERS, you can save their details. Later will help you to do payment and

promote their visits by giving gifts or points.

Qreres
.' — = o Boass 1. Go toTables.
i 2. Click on CUSTOMER.
Qunes P (- favesn Bavavey oy
T fucmnts
“Im ‘m..%" w
e F Sormees @ Oy Gt Byoan ot [} e
B oD Ry [o[Ee
@rwarmenen Rrstary
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While click the customer option you will navigate to a new customer window.

3.To add a new CUSTOMER.

4. Click on the ADD button.

, 5. Enterbasic customer detailsinthe appropriate
““ . fields including customer name, phone numbers,
: : — emailid, status, your comments, address and the card
e Biee oves oo number ofthe customer. Save the details by clicking
on the SAVE button.

6. Click OKinthe confirmation dialog box.

You can view the new customer details hasbeen

saved.
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EDIT CUSTOMER

To edit a customer, click on the saved customer. And enter the details you want to update and click

UPDATE button.

There is an option “Allow credits” which is used by customers who wants to keep a customer account

that can allow transactions through their user id and password. Thus they can make orders through the

POS window and settle through customer account.

To create the user id and password follow the steps.

Mubile Kot

GSTIN Ny

Mubile No2

eyt Buoiite

fuldres daf

[

Govete ©

B Cradit Accounts

DELETE CUSTOMER

Edit customer, click ADD PASSWORD option, then
youwillgetapopwindow enter user id and

password. Click OK button.

If you want todelete the customer, then click DELETE button.

= eynoard Bupdate

Tt

2 Credi Acounts

@ cancel

www.zkteco.com www.zktecopos.com
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STEP 3.6 — SQL CONNECTION

This part displays the SQL CONNECTION STRING. You can access the database file using the details in

the connection string.

R i Sl | Click SQL connection option.

it Keyboars | #ain meny

Dl Sounve=152 166.15.96: Inilial
Catalog-renstiner 1D=ra;iaszwsr=lona@ 101

You can view the SQL database details.

STEP 3.7- 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.

1. Click currency exchange option and you will

redirect to the next window.

|8 Keyboard | #tain menu|
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30 October 2019

1. From the menu options,click EXCHANGE
RATE. Exchange rates may vary each day, so you can

updateit.

2. Update it by clicking on ONLINE UPDATE

Hangladeshi Taka o1 .00
Dollar ) s 0.0
Ruble BYR 3 0.00
European kuro EUR 3 0.00
Dollar 820 825 0.00

button.Sometimes online update maynotbe

VIVVIVIIVIIVIIIIDIDIDIDIDND

available for some currencies.So there is an

option for manual update.

1. Click on the pencil symbol corresponds to the
currency that you want to edit. Then exchange rate

field will become editable and you can edit it.

2. After makingthe necessary changes, clickonthe

Dinar
Hahraini Dinar BHD. a.00

BHD. a.00

Bangladeshi Taka o1 0.0
Dallar ) s .00
Huble YR e .00

save symbol corresponds to that field. Now all

DIVVVIVVIVIVIIVDININDRRD

elize Dollar 820 825 0.00

your changes will besaved.

STEP 3.8 - HOW TO DO DATA CLEANING

When you want to clean up the data stored in ZKPOS, you can erase everything from it using this

functionality.

i; —_— sy s 1. Goto SETTINGS.
Lddd Py = B ey Lichane o ;
prodics
D - oreser o "— 2. Click on DATA CLEANING.
% aceount:
Brgetenns Srosun [ — S -
By nventory
P B Cistomer Gtz & oo voucher & nesthtion Sertings
(s [p— 9 Auno ok i, S —— = —
e e
[ Keyboard [ #@tain meny|
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3. From the list mark those check boxes relevantto

the datathatyouwanttoclear.

4. Clear it by clicking CLEAR button.
5. A confirmation dialog will appear.
s s s 6. ClickYES,and OK to the confirmation

message.

STEP 3.9 - IMPORT

In some scenarios you may need some data outside ZKPOS, in such cases you can import that data to your

ZKPOS application.

1. Goto SETTINGS.

8 Customers
B Products . .
- - - T 2. Click onIMPORT option.
Baccounts
= =
Ry vincy

[ r— B cusromes it Rrrood o 8 Notnction setings

D der & Ao Backup WDcunency D EDkes

st

= Keyboard | Aain menu]

Curent Imgort. Table Department Downicad Impoct Temptates

elect the Table to which the data to be added
from drop downlist. Now browse the folder
for the required data and click on 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.
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STEP 3.10 - EXPORT

You can export data from ZKPOS to your computer.

B ZK 735 Restaurant POS 30 October 2019 [
Settings
{§ setngs
e CGaddons Lrooey 8 oot Bescap
tore
panter
@ 8 Customers & 501 Comnectin B Currency Fxahange Rate {8 0atn Ceanng
& Products
Brcns 1. GotoSETTINGS.
o5 web S Jable Area S Igble Management Fwd Meny Timetable
Brogredents o ger
ey 2. Click on EXPORT TABLES
- E—— Bt § taon s . Llickon .
Donine order ype &0 ek Qcurency enomination [ ——
i ronouncemen: RRemsershp
[ Keyboard [ #wain meny|

ZK: Restaurant POS 30 October 2019 X

@ Export

e : 1. Select database tableand path.

File Type |.csv File

tile Seve peth [ | g onse

B oo Stepunt 2. Click EXPORT button.

3. Click OK.

Note: You have to browse the path where you want to save the file.

STEP 3.11 - ADD/DELETE A VENDOR

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

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

Settings
. 1. Login as ADMIN.
= [Geadons By 8 avoue Beacip
o 2 customers & so Comnecton 8 Currercy Exchange Rate B 0 Cezning
Y Producs
o s e [ 2. GotoSETTINGS.
B Accor
By inventory = b b P
3. Expand Settingsmenu.
D orinc order Type & Auro Backup wcurmency Denomination EDreservaton
i T— o

T 4. Choose VENDOR.
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30 October 2019 [

£ 5. Youcanseedefaultvendoroptionthere.

6. Vendornamed Supplier Awill be there by
default. To viewthedetailsofthatvendor,click

onit.

7. Ifyouwantto edit thevendordetails,make
necessary changes and then click UPDATE
button.

8. A confirmation dialog box will appear, click

OK.
s 9. Ifyouwantto delete the vendor then click
Name |SupplierA Status [Active] .
T — ‘[- | DELETE button instead of UPDATE button. A
Moblle No2 [3aser8s | Address Supplier Address.

warningbox willappear, you shouldclick OKto

Email 1D

EEKeyboard © Cancel

deleteit.

Now let’s add a new vendor.

estauran 30 October 2019 |

1. Click on the ADD button. Provide Vendor

N L stat

Mobile Not Tax Rey no . .

) Name, Mobile Numbers, Email ID, Status as
Email 1D [—\

Active/Inactive, Description about the Vendor,
Tax Reg.Number and Address. Click SAVE
button and OK to confirmation dialog. Now a

new vendor has been created.
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STEP 3.12 - DELIVERY BOYS

A delivery boy is the one who gets not just your food but anything that you order and wish to get it

delivered to you. Now, we can add delivery boys to ZKPOS.

£ Keyboard |

ShFOS Wb

ERREmail Settings

0 ovie Orver Type

ZK: Restaurant POS

& Delivery Boys

8 Ao EZsackup
1 currency Exchange B 0ota Ceanng
Fvendor Ochvery B

Table rent e b
ByFocd Voucher 8 otfcaton Setting:
wQcurency Denommstion EDReservation

I AMain manul

1. GotoSETTINGS.

2. ExpandSettings.

3. Clickon DELIVERY BOYS button.

4. Click ADD button to add new delivery
boy.

5. Enter the deliveryboy’sName, Mobile
number, Email ID, Statusand Address.

6. Click SAVE button.

7. Click OK.

To delete a delivery boy, click on the saved name.

Mobile No

Email 1D

EEKeyhoard

|Basil

[rissesas

[pasii@amail.com

Bupdate

1. Click DELETE button. Note that 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.

2. Click OK inthe confirmationdialog box.
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STEP 3.13 - POS WEB

You can leverage ZK POS web to know your Total Sale, Total Stock Receive, Day wise Sale and Day wise
stock receive. You can access the real-time sales details from different branches at anywhere in this

world as long as you have a network connection.

Restaurant POS 31 October 2019 &8

Settings

; -~ - - — 1. Go to SETTINGS and click POS WEB option.
T Accounts

& ngredents R POE Wety e =

By ventory

LI f 2. Twooptionsarethere.DailyonTimeand

Dailyon Intervals.
Bsave

3. Choose your option then, click SAVE

button. After activation; Sync Status,
Activation Status, Last Sync Date, Expiry Date

will be displayed.

STEP 3.14 — TABLE AREA MANAGEMENT

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

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

1. Goto SETTINGS.

2. Expand Settings menu.

3. Click on TABLE AREA.

i Keyboard | j AMain menu
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4. Default Table Areawill display inthe new window.

5. You can add new area by clicking on ADD button.

6. You cansee asingle fieldtoenter the Area Name.

B Enter the name in the provided field.
7. Choose Background Image.

8. Click SAVE button and Click OK button.

9. New Table Area 4 has been created.

The image size is larger, there is an option to crop

the image. Click Crop button. Select particular area

mose | Buse | Qoo | som o | oo and click crop and finally click OK Button. If you
want to edit the area details, make necessary

changes and then click UPDATE button. A

confirmation dialog box will appear, click OK.
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31 October 2019 [

§ If you want to delete the area then click DELETE

e Ejuscote

G button instead of UPDATE button. A warning box will

appear, click OK todeleteit.

STEP 3.15 - TABLE MANAGEMENT

Add all the tables names 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 TABLE1, TABLE2 etc.
and save other details like table area and number of seats then you can handle the orders more

efficiently.

1. Click TABLE MANAGEMENT menu from SETTINGS.

2. You can see some default tables there.

P [— o
Keyboard AMain menu|

3. To add another table, click on the ADD button.
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4. Type theTableName, Table Capacity (Numberof

s ‘ : Seats), TableArea.
. . 4
. : i 5. Choose Image and Click SAVE button.
v e e S 6. Click OK to the confirmation dialog. Now a new

table has been created. New window will be

displayed.

Area name and Background image will be displayed.

By default there will be 3 areas. You can set

background image for each area. To do so, click on

S e any saved tables from the list (fig in step 1).
Click on the DESIGN button. Selectedtable’sarea will
display in theArea Name dropdown.Youcanchange the

area as you wish.
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STEP 3.16— MENU TIMETABLE

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. But if you want to add Chinese soup for 6-9 time period you can do it by selecting the time,
department and products.

Before creating menu time table, first enable menu filter option from settings —> utility.

Settings

Go to SETTINGS and click MENU TIMETABLE.

i podics

acomts

Bingredens

Byveniory

511 Keyboard AMain menu"

To add anew timetable,click ADD button.

Menu Timetable

ke e R 7 E— 1. Enter the Name, Starting and Ending date, starting
o T T = T
s[5 o | and Ending time and Department.

Produxts | ‘ Remove

After selecting the department from the list, click
E=rayboa Bsave (Luelete ® tancel ADD button'

1. Thenadd product from the list,click ADD button.
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2. In future if you want to editor delete the details,

click on the timetable name. You can edit them and

then click UPDATE button.

EKeytoud Bssve (Roelete © cance

3. For delete click DELETE button. Click YES

in the confirmation message.

STEP 3.17 - 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.

Settings

Click on EMAIL SETTINGS menu from Settings.

rant POS

&8 Email Settings

€ [sampiel@gmail.com | [sample2@gmail.com

s L — s=ws | 1, Enter the details like Email Sending Server, cc,

Schedule O Daily On Time

wwons e | Server Port, Email Account, Password, and Sender

. Name. Select EmailContent. Choose Schedule, two

options are available; one is Daily on Time and Daily

on intervals.

Note: Enable Scheduled email in the utility settings.
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STEP 3.18 — CUSTOMER GIFT CARD

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.

Settings
S sotmas .
e s . = 1. Click on SETTINGS.
@prncer
8 Customers © SQL Connecticn 8 currency Exchange Rate M 03t Ceanng
fpioduces
@Duser Syimport Faport Fgguendor fgDetery pos . . .
o . = : =x i 2. Click Customer Gift Card option.
o Sros we i Tatie Avea ot Table Managemeat e —
Ryrventory
el settings &yrood voucher 8 Noiearion setngs
D nine onder Tyve WDcucy Denoastution EDReservation
i J— P r—
8 Keyboard | | #main menu|

ZK: Restaurent POS

Customer Gift Card

3. Click Generate Gift Card option.

Restaurent POS

Customer Gift Card

A S —— .| 4. Enterthedetails like gift card number, issue
e s | amountand discount amount.

Note: The card number should be atleast 5 digits.
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Restaurent POS 31 October 2019 [

Customer Gift Card

5. Then select expiry date, customer and then

click save button.

Note: After creating the customer gift card, you need to select customer from the main menu. After
that select the product item and then settle the bill. While settling the bill, select the customer gift card
from voucher alternative. Enter the customer gift card number and user can select the gift card amount

as fully or less than the issued card amount as per the customer wish.

STEP 3.19 - 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.

1. Click food voucher from settings menu.

|8 Keyboard | | #Main meny

ZK Restaurant POS

& Food Voucher

2. From thewindow, click generate food

voucher.
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ZK: Restaurant POS
@2 Food Voucher

3. Select the expiry date (select month), enter

voucher name, count and amount.

4. Click save button.

ZK Restaurant POS 31 October 2019 [

& Food Voucher

5. You can see the created voucher nameand

0000
save vetete Concel Keyboard | wrint voucher t h eir d et al I S

vl 531715 201811 01 1000.0000  Available

v 137489 20191101 1000.0000 Available

v 2319700 2019-11-01 1000.0000  Available

v1 1699323 2019-11-01 1000.0000  Available

vt 2142875 191101 1000.0000 | Available

Note: After creating the food voucher you need to note down the voucher code as shown in the above
picture. While making the sale, user can select the food voucher from the voucher option. Enter the
voucher code which you’ve previously noted and click ok button to settle the bill. Once you use the

food voucher code it can’t be used for further purpose.

STEP 3.20 — ONLINE ORDER TYPE

You can create online order types like Uber eats, Zomato, Swiggy Etc.

Restaurant POS

Settings
& setngs .
e s o 8 LI 1. Click on SETTINGS.
W pe— [Cpre— " P — B vt ctesg
$ products
Duser Saimport Bt Fayuendor A . .
i 2. Click Online OrderType.
oo Sros wen ot ot A i abie Mamagement evd Menus Timetabio
Fyioventory

Rdemal settinge. {8 customer Gicard &rood voucher 8 Notrcation Setings

e — EDRessrvaton

P 8 fr—

|8 keyboard | #ttain menu|
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3. Click ADD Button.

Name: [ewigay

4. Enter the onlinetypelike Ubereats,Zomato,

[— Bsne (elere ©cancel

Swiggy etc.
5. Click SAVEbutton.

Note: After creating the order type, you need to select online delivery from the main menu to do the
sale. Click on the add online delivery option and select the online order types like Uber Eats, Swiggy,

Zomato etc. and settle the bill later. You can see the details in online order report.

STEP 3.21 - AUTO BACKUP

Backup data will be automatically save to current file on the daily, weekly, monthly basis.

o - - 1. Go to settings and click AUTO BACKUP

Duser Simpont B g vencer Faposlvery noy fo) pt|0 n.

et sectings 8 customer Grard rroca voucher 8 Nothaation Settings

() onine order Type wcurrency Denomination (@ Reservation
- i

5 Keyboard | #Athain menu|
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Database Name

Bockup Type

EmKeyboard

© Weekly

© Monthly

BuUpdate © Cancel

STEP 3.22 — CURRENCY DENOMINATION

1. Database name will be displayed by Default.

2. Choose Backup type, three options are there;

Daily, Weekly, Monthly.

3. Browse the path, you want to keep the

backup. Click UPDATE button.

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.

(0 Keyboard

save

Clear EmKeyboard
y:

1. Clickon CURRENCY DENOMINATION option

from settings menu.

1. To add currency denomination value then,

enter the value for appropriate field.

2. Click Save button.

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.

www.zkteco.com
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STEP 3.23 — RESERVATION MASTER

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.

Restaurant POS 31 October 2019 [
Settings
L settings
e @Addons Husry 8 ascut Beacwn
Stor
. . . .
o 1. Gotosettingsandclick t pt
e [— o sascion R — | T - Gotosettingsandclickreservation option.
& Products
(@user &import Beor g vandor #roewery oy
[ Account
8 naredionts Shros wep iové Table Area i Table Management. s Menu Tmezable
B Inventory
ERdEmar Settings B customer Giftcard i Food voucher 8 notffication setwngs
P— P—
[
58 Keyboard| | @wain menu|

31 October 2019 [

T 2. To add any reservation,enter the values like
Reservation Imagy nerow . oo . . . .
pri notification time and min reservation
EEKeyboard Asave S Clear ©® Close

period.

3. Click Save button.

Note: Get in detail in the RESERVATION area.

STEP 3.24 ~ANNOUNCEMENT

Give any Announcement to admin or other users this feature is used.

settings

o Gsdsons B 8 oot Bbuses
i 8 Custot © soL cometun Gy bk | ) owa e 1. Go to settin gs an d Click on
$C Poducts.
Tuor proR— Pruwst fgvenier g vsivery oy
B ANNOUNCEMENT menu.
R Booriwe ot b Ares S e Mamapeiot o i Pl
& irvontory
e i @ Cumerer it o Vocher § ook g

& sz e W&curmency Devamnaran EDResenarszn

fr——

(50 Keyboard i @Main menu
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Announcements welcome. I

1. All announcement are entered here. Then,

A DAdin O amita

] SRR announcements are displayedinmain menu and
w_eophioard e & Clew

Click SAVE button.

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

announcement.

STEP 3.25- MEMBERSHIP

Membership option is available to the customers. Where the cashier can select the customers and can

reward them for the membership loyalty like Gold, Premium etc.

1. Go to settings and click membership option.

2. You can see a default membership icon
! there. If you need to edit that, then click

default membership and updateiit.

3. Youcanadd new membership through ADD

button.

Note: You can select the already created membership type in the customer option. After adding the
membership, go to the point master in products option and choose the membership type there. Get in detail in

the POINT MASTER area.
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STEP 4 — PRINTER AND OTHER DISPLAY SETTINGS

STEP 4.1. PRINTER

You can connect the printer through this option.

inter e option 1 G
B Products

otosettingsoptionthenselect printermain menu.

2.C
lick printeroption.

5 Keyboard ‘

3. Youwillgetanew window in which you can see

add and search.

4. If you want to find any printer option which

alreadyadded with, thenuse search option.

5. Click ADD button.

6. You can enter Printer Name, Print type.

S ——— 7. By selecting the ticket wise print type you
will avail all the department list. In which you

can choose the department wise print.

8. Choose Status. And finally click save button.
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STEP 4.2. POLE DISPLAY

Pole Displays or customer displays, are used to show customers pertinent transaction information,

including specific items being rung up or the total due.

Fyson e Beste oisplay Dien vspiay B sarcude Generator

_— i - Go to printer option and click pole display.
user

B Acrmunts

Hngrea

[oT—

‘@quhnard ‘ | #hain menu

COM Port [

oisplay Iype

e T — Enter the detailsandclick save button.

STEP 4.3. LED DISPLAY

The capabilities of a LED sign combined with ease of programming make it the most dynamic, cost-
effective advertising medium available to the food and beverage industry. An optional SECOND

DISPLAY can be used along with ZKPOS.

&8 ZK 05 Restaurant POS 03 January 2020 |=

Printer

& sertngs 5 = b -
prater ok Dy Beeo vepia ) earcade Generator
Fysoe Play. pay 1. G
(G printer @ Cash Drawer 8 Print ption
. 0 toSETTINGS.
(user
B accounts
& naredients 2 - C
(S— lickonLED DISPLAY.
‘ﬁKeybnard ‘ | @Main menu
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4. To adda new image/video click on ADD button.

5. Choose IMAGE/VIDEO and then BROWSE the item

123456769

thatyouwanttoupload.

Visit Again

[S e © ol eyhosil

AESESSY 6. Save the details by clicking on the SAVE button.

7. If you want to delete an item, then click on it.

Click DELETE button. Item will be removed from the

Fsave (XDetete © Cence:

screen.

STEP 4.4. BARCODE GENERATOR

You can generate barcode for those products without a barcode.

o oto SETTINGS.
& roducss
(user
[ Acoounts 2. C
N lickon PHERIPHERAL DEVICES.
3.C
lick on BARCODE GENERATOR.

4. Clickon ADD ITEM button.
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1. Search for the item by typing in the search field.

2. Selecttheitemfromthelist.

Raroode Conteat UPC Code

mmmmmmmmmm U 10-31-2019

S 3. Click ADD ITEM button and then a pop

Rarooa S

window will appear,then type the barcode.

Pant Barcode
© Clear

Note: Enable barcode scanner in the utility menu.

Select the BARCODE CONTENT from the

Drop down. Select the PRODUCTION DATE and

EXPIRY DATE. Then Select BARCODE SIZE.

You have options to print,export,refresh etc.

STEP 4.5. CASH DRAWER

A cash drawer allows storage of checks, cash, coins, stamps, and other valuable items, providing crucial
security and organization for your point of sale, POS, system. In a typical point of sale system setup, the
receipt printer sends a signal to the cash drawer, triggering it to open only when needed. There is an
option for connecting the cash drawer with the POS machine. The cash drawer will automatically open

when the bill print comes.

03 January 2020

" Byrroeer [=e— =R @ Sarcode Generstor
Stor
Syrimer 8 st Draner 8 51 oo 1. G
gpm oto SETTINGS.
Use
B Accounts
B ngredients
Fyinvenzary 2' C

lick on Cash Drawer.

£ Keyboard
www.zKteco.com www.zktecopos.com
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ZK7as Restaurant POS

31 October 2019 |60

& Cash Drawer

[Microsoft X5 Document iriter

DESK 0P BOSUDVH

3. Set the computer name and printer name and

o - click save button.

STEP 4.6. PRINT OPTION

You can set the printoption.

Restaurant POS 03 January 2020 &=

Printer

1.G
S Dest cizpsy Dlieo ossisy 8 esce Generemr . X i i
. . — o to printer and click print option.

S 2. Y
- oucanview receipt, customer order print,

kitchen order print and logo.

‘EK&ybnini ‘ @Main menu

3. In Receipt option, select the font-family, number
—— = of copies, font size, logo right and left padding,
Messsgeta et [Wlcome 1ogo Padng Left L
message and if you want features like print logo,
- p— invoice number, sum of quantity, barcode, multi-
R = menu name and narration enable it by a tick mark

and click save button.
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el Restaurant POS

f=  printing Option

4. In customer order print enter the count copy,

- message to print and if the user want features like

oy count ]
Thank you

print logo, sum of quantity, barcode and multi-menu

Message to Pant

name enable it by a tick mark and click save button.

@ et Sum or Quantiy

3 ot Barcode

Keyboand Save

Receipt Customer Order Print - Logo

1

Copy Count

pant Kechen Memo Prin v Number frint Customes Infa

@oyorder  OByitem O%p # ottom Sves O

2 pantLogo O roe Muti - Menu Name (Ktchen Alas)

O Pt Sum of Quantty

Keyboard save

5. In kitchen order print enter the count copy, print kitchen memo by order/item, print invoice number by

top/button and if the user want features like print logo, sum of quantity, barcode and multi-menu name

enable it by a tick mark and click save button.

6. Select the logo by the option called browse and

click the save button to save the logo.
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STEP 5 - PRODUCT

There is an option for setting the product related details.

STEP 5.1. DEPARTMENT LIST

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.

. Soscnaia: @resecn | e - 1. Toadd a new department,go to SETTINGS.
e O @i Soszount T s
i Products
e s PR Mager o Exma chargss B1E severcass quanu Master .
G 2. Click PRODUCTS.
BB fecrounts o Berermges P Haste
E& marosents
Fyinventory

3. Click DEPARTMENTLIST.

All
“Snaks nd Desserts
~Tacos
~Burritos
Kids Meals
Breakfast
Burgers
Combo Products
~Sandwiches

#S5alads and Sides
Soups
1 Pizzas and Pastas
Starters.
- .......

s 4. Thenclick ADD button in option menu.
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.......

Height 100 Font Size ]

Depl Fonl-Celec

Tmage Froduct Font Color |

EDIT / DELETE A DEPARTMENT LIST

Youcandelete aDepartment here.

Name. |Breakfast

Breakfast Tpe T BAR

] rontsaze
Dept Font Color ‘

Product Font-Color |

Browse

Bupdate

(koelete ® Cancel

5. Department Name, Alias Name, Sort Order,
Department, andStatus.

6. Choose ButtonstyleandProduct buttonstyle.
Choose ParentDepartment.
7.ChooseDepartmentfontcolorandProduct font
color.Chooselmageifyouwanttoadd Image.Then
click SAVE AND OK button. Inthis Section SEARCH
facilityis there. Go PRODUCTS menuandclick
DEPARTMENTLIST.Tosearcha department a search

fieldisthere.

1. Click onDEPARTMENT. Every saved Department
will be displayed,you have to choose the Department
thatyouwanttoedit/delete. If you wantto edit,
then make necessary changes and click UPDATE
button. If you want to delete the department,
thenclick DELETE option and click yes buttonin

popup window.
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STEP 5.2. PRODUCT LIST

Product details are entered and displayed under the product list option.

8 ZKos Restaurant POS

Products
£ Settings
Fgstore
e & & e JrR—
frProtuci

Qe - ‘| Goto product and select the product list option.

B acoousts b arermges e taster

o

Bpnventory

\m Keyboard | \ AMain menu

+ Add

Snaks nd Desserts
#Tacos
=Burritos
+Kids Meals
“Salads

Sides

Smoothies
=Energy Bowls
*Shots H H H
L ereattet Then click ADD button in option menu.

Juices

Shakes

Hot Beverages
#Latte
*Cappuccino

Coffee

Cold Beverages
+Non-Alcoholic
=Burgers
#Alcoholic
= Pastas

Pizza

Dessert

e J - 1. UPCcodeis automatically displayed.
Alias Name 1 Cost. ]
UPC Code UPC10343 | Sales Price |
Department. 7] Vendor J .
- - S : 2. Enter Product Name, Alias Name, Cost, And
HeN Code I I
Image o Product Details -] Sa I es Price .
3. Choose Units, Status, Vendor, and Product
EsEKeyhoard Bsave (Xvelete © tancel

Type. Then Click SAVE button.
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If you need add the tax with the product, then

Basic Information Tex Setting Discount Settings

open the product list and then click tax settings

option and select particular tax and update

button.

mKeyboard Bsave (Reiete © Cancel

To add discount for a product, click the

discount settings option and select the

o special discount Percentage 10.00

discount and click update button.

EmKeyboard Bseve (XDelete ® Cancel

EDIT / DELETE A PRODUCT LIST

You can delete a Product List as you deleted a Product List before.

1. Click on PRODUCTLIST.

[100.00

2. Everysaved Product List will be displayed, you

J
fooo” — ]
1
1

=" have to choose the Product List that you want

5can Barcode

to edit/delete.

3. If you want to edit, then make necessary

i Keyboard Bupdate (Xnelere @ Cancel

changes and click UPDATE button. Now click on

the delete button and YES in the confirmation

pop up.
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STEP 5.3. 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.

‘Enkwbmnt

[ —

LT s

BTE teveroges Quemity Mester

‘ AMain menu

I Snaks nd Desserts
#Tacos
wBurritos
#Kids Meals
» Salads
#Sides
« Smoothies
#Energy Bowls
“ Shots
#Breakfast
“Juices
#Shakes

Hot Beverages
wLatte
#Cappuccino
u Coffee
|-Cold Beverages
« Non-Alcoholic
+Burgers
« Alcoholic
#Pastas

Pizza

ZKPas Restaurant POS

G0 Side Dish

Sub Products; ickie

o Add product

2P e Gl oy Cobes
Hetcakes andSausage.

status

mkeyhoand Hsave (Xneiete

& Browse

© Cancel

www.zkteco.com www.zktecopos.com

1. To add anew S Sidedish,go to PRODUCTS.

2. Click SIDEDISH.

3. Click ADD button in option menu.

4. Enter Subproducts.

5. Add productintothelist and browse Image.
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6. Then Click SAVE button.

@ Keyhuard Fsave (XDelete @ Canir

In this section SEARCH facility is there.

e GotoPRODUCTS menu. Click SIDE DISH.

e TosearchaSidedish asearchfieldisthere.

Note: Enable combo, sub products in the utility menu. While doing the sales, select the product and on
the left side of the menu, side dish option will be there. Then select the side dish and settle the bill

later.

EDIT / DELETE A SIDE DISH

You can delete a side dish as you deleted a Side dish before.

s rodcs s s 1. Go toPRODUCTS.

+ Add product

2Prce Grled Craa Cates
e 3

2. Click on SIDE DISH.

@ o
= - = 3. Every saved Side dish will be displayed, you
Stat i Drowse
o have to choose the Side dish that you want to
BKoytomd Flupste (oo ® Cancel edit / delete.

e Ifyouwantto edit, then make necessary changesand click OK button.

e Nowclickonthe delete button and YES in the confirmation pop up.
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STEP 5.4. COMBO PRODUCT

You can choose a bundle of products as per your wish. Through this combo option, you can add

multiple products in to one combo product.

Go to products and click combo products.

=oeartment Ust erocuc Ut @scenen ta Gore Froducs
B store
i printer & & e sutece rr— ATE v
e
® oo st e therges T —
B vse
i e Prce e
B o
e w

Sefect Product Select

Select product and click add combo products

Add Combo Products

button.

Thenthereisa pop window will appear. Select

Rsave @ Clear

particular products and add to it.

Finally click ok and then save button.

Note: Enable combo, sub products in the utility menu. In the product list you can select the product as a combo
product if you wish. Select type of products and you can add some combo products by clicking on the add combo

products. After that, while doing the sales select the combo product from the product list and later settle the bill.
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STEP 5.5. TAX

You can add and update the tax details here.

& ZKPos Restaurant POS

Products

psatings

= Deparcment Lst Dyrroduct ust e osn
Bystore
@ Prnter ax G e update. w- Dot
& Products.
Bon pontmaster
o
B Accounts & evernnes ce Haster
B ingredienis
Bplnvencory
‘ & Keyboard ‘

G cnarzes

BTE everages quaney master

| #Main menu

Tax Name st
Tax % 10
C Default Tax
Keyboard Bsave
ast 10

® Clear

Sotiie [[Seiect Tax]

gst

B add

10

© Cancel

www.zkteco.com www.zktecopos.com

1. Go to product and click tax option.

2. Enter the tax name and tax percentage.

3. If you want set the tax as default tax then

select thatalso.

4. Click savebutton.

5. Click the active tax menu and select tax

name and click add button.
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ACTIVE TAX

In active tax user can set the active status of the tax.

T Name Select Tax

1. Select already created tax type from the

[hrad ® Cancel

dropdown list and click on the add button to set it as

active tax.

2. If to delete the tax, click on the x button to delete

the tax from the active tax.

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.

STEP 5.6 TAX UPDATE

In tax update user can update the department wise tax.

=osparment us Qierosucrust Qs oren g como progums
@ praer S & e vpmire JE— BTG s

& s &Pt Master o Edra Charges BT mverages cuantity Master

- 1. Gotoproductandthenclick TAXUPDATE

S option.

o 2. Select department name from the list.

3. Selectitand click update button.

Bupdate © Cancel
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STEP 5.7. DISCOUNT

In discount feature user can create discounts in amount or percentage wise.

& Setinge

Fysos Go to product andthen click discount option.

Gipaer O v S oscou: 5% e

=oearment st . S—— . S, [Ir—

& otucs

o o aster Sers cranges BT severages Quaneny wascer

 peeones o Bererages rie Nster
Bongredients

-

= Keyboard | | AMain menu

- R 1. Click add button.
- w0 2. Enter the details like discount name, type
o ) (percentage or amount) and value.

3. Click Save button.

STEP 5.8. UNITS

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

&8 ZK7as Restaurant POS

Products
- S— @i - A 1. To add anewUnit, goto PRODUCTS.
@ prater O & o pdare JrT— BT unes )
S products
- &oan Pt Master W& Ctra Chisrges BTG peverages cuantity Master 2 ) CI ic k PRO D U CTS .
[ Aocounts & Bausragas prics aster
B8 ingrodicnts
e 3. Click UNIT option.
B Keyboard | [ #tain mena

www.zkteco.com www.zktecopos.com



http://www.zkteco.com/
http://www.zktecopos.com/

4. You canview default units there.lf youneed

to edit, thenclick the unitand made changes

and click update button.

5. Click ADD buttonin option menu.

6. Enter the details like UNIT ID, UNIT NAME and

- Keyboard Bsove (XDelete © Concel

Quantity.

7. Click SAVE button.

STEP 31.3.1 - EDIT / DELETE A UNIT

You can delete a Unit as you deleted a Unit before.

1. Click on UNITS.

2. Every saved Unit will be displayed, you have to

choosethe Unitsthatyouwantto edit/ delete.

3. If you want to edit, then make necessary

changesand click OK button.

Now click on the delete button and YES in the confirmation pop up.

Note: Once you give unit to a product, you cannot delete the unit from the unit master later.
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STEP 5.9. GIFT

You can announce gift for some special customers, regular visitors or for a particular invoice. To set this

gift functionality you should follow the below steps. You can add, edit and delete gift in this section.

8 ZKFos Restaurant POS

Products
“=oepartment st Drrocuct ust Bsocosn g Combs Procucts .
e _ 1. To addanew gift,goto PRODUCTS.
Eonmer & 6 e JER— £ unes
:Pm" * Ban wdpPoint Master o Exra Crurges 1Y ceverages quentey master
K .
o PR 2. Click GIFT.
8B Ingredients
B3 nventory

Saigi i i R Gt 4
i

1

3. Then click ADD button inoption menu.

points Type

) Invoice Amount
@ Invoice Count

Bsubmit

ST = 4. Enterthe details like gift type, gift name,

discount amount and status.

@ Bowse .
- 5. Click savebutton.
BYsubmit
aine be mami e Sar Yo sovad EmKeyboard Bsove (Roelete © Cancel
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EDIT /DELETE A GIFT

e GotoPRODUCTS and Click on GIFT.
e Every saved Gift will be displayed, you have to choose the Gift that you want to edit/ delete.
If you want to edit, then make necessary changes and click OK button.

e Nowclickonthe delete button and YES in the confirmation pop up.

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 5.10. POINT MASTER

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

Amount or by Invoice Count as you have seen earlier.

. — Fo— - 1. Gotoproductand click point master.
B Accounts oS Extra Charges

B ngredents

By inventory

e ﬁ 2. Click on POINTMASTER.

— @ 3. Choose PointsType.

4. Enter the details. Enter membership types, Invoice

count/Amount, Points, Min points for reward,

Reward Amount. Finally click savebutton.
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Note: Enable gifts and points in the utility menu. After settling the bill select redeem points from

voucher menu to provide points.

STEP 5.11. 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 and then select percentage option in the top
corner of the sales menu. If you created extra charges as amount 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:

1. Go to products and click extra charges.

5 Keyboard @tain menu|

2. Enterthe extra charge type, extracharge name

charge % and status.

3. Click save button.

4. Youcanviewthe added details there.
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STEP 5.12. BEVERAGES QUANTITY MASTER

In ZKPOS Restaurant POS, quantity master is only applied to bar/beverage products. You need to select
guantity of item as milliliter. In the department menu select the type as BAR, only then the product

item will be shown as a beverage item.

Clickon QUANTITY MASTER menu from SETTINGS.

Click ADD button.

Enter the quantity and click save button.

-—eybost Bsave (RDelete © Concel

Note: Enable beverage in the utility menu. Select beverages from the main menu and select the

product which you previously added as BAR type. After then select the quantity type and settle the bill.
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STEP 5.13. PRICE MASTER

In price master quantity wise price can be settled easily.

S o P f 5 2. Gotoproductandclick price master.

[ Keyboard | [ #ain meny]

3. Click ADD button.

Product [Select |
Quantity — ‘|
| ! 4. Enter the details like product, quantity, price
Cost Price [—|
and costprice.
EKeyboard Bsave T verere © Cancel

5. Click save button.

Note: Enable beverage in the utility menu. After adding the price master select beverages from the

main menu and select the product. After then select the quantity type and settle the bill.
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STEP 6 — USERS

STEP 6.1. USERS LIST

Other than admin you can add other users to ZKPOSWEB. This will allow other users to access ZKPOS.
Other users can access only limited features that assigned to them. We can add 5 types of user. Admin,
Cashier, Food Server, Kitchen Manager. 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.

@rm - 2 1o v - 1. Gotousers and then click user list option.
o products

& ngredient

By inventory

58 Keyboard | [ #ain menu|

2. Clickon USERLISTmenuonthe top left of

USER window. ADMIN USER will be there
by default. To view/edit Admin details click

on ADMIN button. Enter the details like,

USER ID, NAME, PASSWORD, COMPANY

NAME, BRANCH NAME, INVOICE START
NUMBER, CARD NUMBER, MSR CARD

NUMBER etc.

Everything will be displayed. You can’t edit the designation of admin. Also you have an option to login

by using a PIN number.
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ZK Restaurant POS

2R User Management

Detalls Accounts

User ID

Name

Password

Designation

PIN Number

Status

1 Company Name

Admin Branch Name

1 Involce No.Start

[acnniztmr Card No

MSR Card Number

EmKeyboard

® Cancel

31 October 2019

Bupdate

(XDelete

Restaurant POS

User Management

Details Accounts

User 1D

Name

Password

Designation

PIN Number

[ Company Name

Branch Name

Tnvoice No.Start

‘Company name

Branch Name

11100

01 November 2019 [

MSR Card Number

Status Active ¢

Card No

(XDelete © Cancel

ZK

Fingerprint Registration

Tuesday, January 21,

Suluct User

Note: Enable fingerprint login in the utility menu.
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3. After making necessary alterationsclick on

update button. You cannot DELETE admin.

4. Toadd a new USER, click ADD button.

5. In the new window you have to
specify the User ID,Password and
Designation of the user.Default UserID can
change as per the user wish. PIN is optional
and which will allow the user tologin by
using the PIN number.Companydetails and
invoice setup number will display
automatically and user can change it
accordingly. Add CARD NUMBER and MSR
CARD NUMBER if necessary. After adding

all necessary details click SAVE button.

Thereisanoption calledfingerprint
registration, which is used for registration.
First connect the biometric device and then
open the window. Select the user and register.
Then keep the user finger on the device for three
times. Click on the verify button for verifying the

user fingerprint.
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STEP 6.2. ROLE

We can assign various roles and role privileges to user, if the user is created with designation as custom

role. For this follow the below steps:

B zk Restaurant POS 31 October 2019 [

User

1. Open ZKPOS.
Eaprinter @S Gratuty Q Tip Adjustment W User saary
p 2. Click SETTINGS.
S
Yot 3. From the menu options click on USERS.
B Inventory
4. ClickRole.
IﬁKeyhoani‘ iﬁMain menu]

31 October 2019 [

5. Click ADD button, thenyouwill navigate to
other window. In which you can create the

role.

ZK a5 Restaurant POS 31 October 2019 |

Role Name cashief

—— — . — 6. Enter the role name and click save
button. Every saved Roles will be displayed,
you have to choosetheRoles that youwantto
edit/ delete. If you want to edit, then

make necessary changes and click save

button.
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If you need to delete the role, like update open the role and click delete button.

oo B Goees o Nowclickonthedelete buttonand YESinthe

° - confirmationpopup.

STEP 6.3. ROLE PRIVILEGE

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

Click Role Privilege menu from users.

| keyboard | | #Amain mnnuJ

S e Select the role, then give privilege by put a tick

on it.

Hsave ©® Cancel
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STEP 6.4. ROLE TO USER

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

1. Gotouserandclickrole to user.

|58 Keyboard | #Main menu|

— : 2. Click add button
Role frashier]
EmKeyboard Hsave (Xpelete ® Cancel

3. Selecttheuserandassigntheroleandclick

save button.

STEP 6.5. GRATUITY

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.

e 1. Gotousersand click gratuity option.

Iﬂlkzybwﬂ Mc&nmﬂnu‘
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£ Refund Incude Gratuty

g sk 2. You can adjust tip management.
= 3. Addthetip percentage and change the settings

Intirataty(s)  andera(s)  IriGrananys)
0 » Eupsste | muteybours

according to theneed.

4. Finally click updatebutton.

Note: Enable gratuity in the utility menu. While doing the sale, settle the bill and select gratuity option.
Where you can select gratuity in percentage or amount wise. If the user want to add a new rate as
gratuity he/she can enter the rate. After this done, you can view the details in tip adjustment. Get

detail in tip adjustment area.

STEP 6.6. TIP ADJUSTMENT

The user can adjust the gratuity with this feature.

i - - [— - 1. Goto user and click and select tip adjustment.
By siom

@ Printer Sy

K Products.

T8 Accounts

Biogredonts

Bjinventory

5B Keyboard | [ #Main menu|

From Date (10-01-2019 &+ To Date [10-31-2019 i Food Sarver E Unadjusted only

2. You can adjust and make changes in TIP

........

through this tip adjustment option. Click Adjust all

button.

Total Gratuity Amount 0.0000
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STEP 6.7. USER SALARY

You can add the basic salary details of the users through this option.

1. Gotouserandclick usersalary option.

@D user

By iventory

|58 Keyboard | [ #tain mena]

T e | 2. Click ADD button.

3. Also you can view the list of users with their

user + Test Employee

salary amount in this window.

Usec Rokes | Administrator
currency  Dollar

4. Select the user, user role currency and enter the

ssy + 1100000

salary amount.

Bseve @ Concel Keyboard

5. Click save button.
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STEP 7 — ACCOUNTS

7.1. PAYMENT TYPE

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

type.

8 ZK Restaurant POS 31 October 2019 [

Accounts

Go to accounts and click payment type option.

31 Octol
ype
Al
| Cash
# Card Card
* Voucher

- = =
Customer Card Food Voucher Redeem Point

1. Here you can view some default types.

2. Click on add button.

= - 3. Enterthe paymenttype, selectthe parent

type andstatus.

Eskeyboard Bsave (Koelete © cancel

4. Click save button.
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STEP 8 — INGREDIENTS

In cooking, recipes specify which ingredients are used to prepare a specific dish. Under ingredients

menu, you can view three options called add ingredients, recipe and receive.

@m Ingrednts Qrecoe W Receve
Fystore

&5 Keyboard | | @Main menu

STEP 8.1. ADD INGREDIENTS

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

used along with the food product.

@ 1. Go to ingredients and click on add ingredients.
=

o 2. You can add ingredients by clicking on the
fieeey ADD button.

2. You can add ingredients by clicking on the ADD
button. Previously added ingredients will be

listed here.
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— i 3. Enter the details like ingredient name, units,

P : status, barcode, cost price andtax percentage.

[ 4. Click savebutton.

= Keyboard Bsave (Xoelete © Cancel

EDIT/DELETE INGREDIENTS

You can delete an Ingredients as you deleted an Ingredients before.

e Go toINGREDIENTS.
e Click on ADDINGREDIENTS.

e EverysavedIngredients will be displayed, you have to choose the Ingredients that you want to

edit/ delete.

e Ifyouwantto edit, then make necessary changesand click OK button.

STEP 8.2. RECIPE

You can save your recipe. When a product gets sold, particular amount of ingredients used in that

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

1. Goto SETTINGS.

o 2. Click on INGREDIENTS.

3. From the menu options, choose RECIPE.

58 Keyboard AMain menu
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+ Add

m

R + Al

Product Add

Add Ingredients

’W‘

E=Keyborrd (oetete

EmKeyhond

2dd Ingredients.

EKeyhoard

© Caneed

(o

4. To addanewrecipe,click on the ADD button.

5. Again to add the Product Name click on the ADD

button.

6. All departments that you have created earlier will
display here. From the list, click on any department
that you want to choose. For instance, click on
Biriyani. Now to add recipe for Chicken Biriyani,

click on ADD INGREDIENTS button.

7. Now all ingredients that you have added earlier
will display in a new window. You can select the
necessary ingredients from the list. Then click ADD
button. Enter the quantity required to make one
product and press ENTER Key. A new ingredient will

be added to the recipe.
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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.

STEP 8.3 - RECEIVE

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

deducted automatically from the stock. This makes stock management easier and efficient.

1.G6

i 0 to SETTINGS. Among the INGREDIENT menu
Bussm options you can see one menu option for

RECEIVE. Click on it.

5 Keyboard | #ain menu |

2. Enter the Receive Number, InvoiceDate,Invoice

NumberandReceivingPerson’sNumber.

3. To add Vendor details, click on the textfield

i) '| correspondstoVendor Name.

Enable Barcode. Total items

4. Now a grid showing all vendors that you have

saved in the vendor section will appear.

Now Rolriove | Keybomd (Xoetote ® Close Elaudit
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5. After enter the vendor details,you have to enter

the invoice numberand receiving person name.

Keyboard (oelets ®Close B

6. Click add item menuandselect the product.

7. Then enter the quantityandclick enter key from
the quantity field.

Htecelve number Involes Number

L x] i Dot (1108200

Scan Barcode. Vendor 1d

Recelving Person [ o 8 ] I
e B S CTC 0w f you want to add item through barcode, click
enable barcode button instead of add item button.
tnable Sorcode total Items
New Ret Keyboord e ® Close EJaver

R ‘ : 9. If you want to retrieve previously received items
Raceluing Date [H232020 | Invoice Date V3707 .
N T —

then enter the receive number or vendor wise.

Recawing person A4
endor cantact o
o rem

Note: Received items cannot be edited if they saved as audit basis.
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STEP 9 — INVENTORY

This is the stock management section. There are three sections namely STOCK RECEIVING, STOCK
TRANSFER and PURCHASE ORDER. While receiving stock from suppliers you can save the details about

the purchase and stock in ZKPOS.

e 1. Login asADMIN.

h 2. Click INVENTORY.

8 Accounts

— 3. You can see three options, STOCK RECEIVING,

STOCK TRANSFER and PURCHASE ORDER.

5B Keyboard Aain menu|

First let’s learn how to do STOCK RECEIVING.

STEP 9.1. STOCK RECEIVING

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

receiving details in ZKPOS.

Be 1. Click on STOCK RECEIVING.
[ Account ts
& ingredients

Note: User can also receive stock by using purchase order. Get in detail in purchase order.
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2. To add Vendor details, click on the text field

Recetve number |2 Tovcice wamber [0 | Packing aty

Javolce Date |1 1012010 [ Recaiving Date |U1/11/2018 |

i | e Corresponds to Vendor Name. Now a grid
e we _wm  wew _wew | showingall vendors that you have saved in the

vendor section will appear. Now select the

e L . appropriate vendor from the list. Click Close

button.

3. Click add item button and select the item
which you want to receive.

4. Enter the quantity and click ENTER button.

e Enter the receiving quantity and tax for the item if any. Then total tax amount and total amount
will be calculated automatically. Packing quantity will be 1 by default. You can edit it.
e Press Enter button to save the entry.

e Now Net Amount, Total quantity will get displayed automatically.

To add another Item you have to follow the same steps as above.

2. Finally click the audit button.
= 3. Then there is a pop window will appear for

Please check the bill information

.......... e

Ivoice Date
107312019 | o

Supplierh |
verify, click save button and ok button.

10 | [1200.00

Bswe | @A
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e To adda newstock receiving entry,clickon the NEWbutton.
e You can take the print out of the entry by clicking on PRINT button.

e If you want to review previous entry,justclick on the RETRIEVE button by entering the

receive number or vender name.

e If you know the receive number in advance, then select the option button corresponds to
Receive No and enter the Invoice Number in the respective field. Now click on SEARCH
button. You will get the report.

e If you know the vendor details, then select the option button corresponds to Vendor Wise and

then click on the text field below.

STEP 9.2 STOCK TRANSFER

Some items in the inventory may damage or get expired, so you need a space to categorize them from

the inventory. This is the main advantage of STOCK TRANSFER.

1. Click INVENTORY and choose STOCK TRANSFER.

50 Keyboard | [ @tain meny|

1ssue number 1 nvoice wumber 0 Packing Qty
tazue oate |10 31 2018

i == 2. Enter Issue Number, Invoice Number, invoice

cm e wsweswee | dateand Issue date. Click on the Vendor Name

text field to add the vendor details. From the list
—— select the vendor. Now all fields related to

Vendor will get filled.
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April 08

_ 1. Return Person’s Name.

2. Click ADD buttonto addan itemtoreturn
option.

Enable Barcode Remarks

3. Select the item that you want to return.

il [ gres JLooee | e [ == e 4. Currently available stock will display in a

yellowbox.

ZK Restaurent POS Saturday,April 08,2017 [
ED  stock Transfer scoss800cE

s s i 5. You have to enter the quantity that you

tnvolce pate 11012018 0

want to return to the vendor. After entering

Vendor contous | SIRpIET Adirsaz

the quantity press ENTER Key.

6. That quantity will be reduced from the

s itemstock.You can manage spoiled items in

Total tems |1

Enable Barcode Remarks.

= this way. Here also you can check with

EL New Bnlm Retrieve Keyboard Delete © close

previous spoiled items using RETRIEVE

button.Todosoclickon RETRIEVE button.

@D stock Transfer

[r— Lvoice: Number [0 | Packing tv

B — S T — — . . .
————————— " | o 7. Here also you can check with previous spoiled
s| items using RETRIEVE button.Todosoclickon

RETRIEVEbutton by entering the receive number

or vendor wise.
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STEP 9.3. PURCHASE ORDER

If you have created a purchase order for a vendor, then save them using this interface.

1. Go toSETTINGS.
Ko 2. ClickonINVENTORY.
@user
B aceias
:W 3. From the menu options, click on PURCHASE
ORDER.
0 Keyboard

‘ AMain menu‘

o SRR 4. Click on Vendor Name text box.

g
g
X

5. Selectthevendorfromthegrid.

WAt

6. Fill Shipping information text area.

7. NowclickAdd Itembutton.

® Close Audit

8. Selecttheltembyclickingonit. Enterthe

quantity and press Enter key.
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9. Finally click the audit button.

Please check the bill information

10. Then there is a pop window will appear for

verify, click save button and ok button.

e Youcancreateanother purchase order by clicking onthe NEW button.
e Take printouts using PRINT button.
e Toview previous entry details click on the RETRIEVE button by using the receive number or

vendor name.

STEP 10 - DINE IN MODULE

You can do billing, receive orders, handle deliveries etc. using this section. To learn about this section.

® | ©

DINE IN QUICK SERVE ORIVE THRY DELIVERY

1. Goto MAIN MENU and Clickon DINE IN.

()
0
0

ONLINE DELIVERY TAKE AWAY CUSTOMER BEVERAGES.

|
© | © | © | o |

RESFRVATION RARCODF RETURN UNSFTTIFD

2. Now you will get a window like this.
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If a table has invoices related to it, then that table will be visible in ORANGE color. Below picture shows

T1 or TABLE 1 has a customer. That is why its color is distinguishable. First let’s learn about TABLES.

STEP 10.1. TABLE SETTINGS

By default the restaurant area is divided in to three. You can customize the area in settings. Each area

will have a specific number of tables and each.

able will have specific number of seats. All these

things are customizable.

2. For instance if you have selected table T1, then

all seats allotted to T1 will be displayed.

e Seatsarenamedas1,2,3 and so on.
e Click on the seat number that you wantto choose.

e Now you will be redirected to the main part of POS module.

Note: disable table seat in the utility menu if the user don’t want to have customize specific number of

seats.

2. Here is where you could see all the
departments and products that you have

already created.

3. Select the ITEMS from the menu list.
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Restaurant POS

T Nong

Open
Product:

4. If there is any extra charge in percentage,you
need to select It from a dropdown at the top left

portion of the screen.

5. By default none will be selected. In this way you

can add extra charge by percentage. After

selecting the extra charge click on the item that you

want toadd.

INR 1518.00 |
e 1518.00 “ 6. You can also add extra charge by amount, but you

& Voucher

needto add it while settling the bill.

sz

7. Now let’s learn tosettle the bill.Click on SETTLE

button.

Sty 8. Your order details with total amount will be

Change Total

displayed. Then click on EXTRA CHARGE button.

9. All saved extra charges will be displayed on a
new popup window. Select the relevant extra

charge from the list and click OK.

10. Theextrachargeamountwillbeaddedtothe

total amount.

If the customer is going to pay the exact amount in the bill, then click on the ALL button.

e Now select the payment option that customer prefers (cash/card/voucher). If the customer
has created a customer account, then he/she can pay the bill using customer account.

e Just click on the preferred payment option to settle the amount. If user prefers customer
account, click on customer account button and the amount will saved to customer’s account.
She/he can pay the bill some other time. To view the customer account button, click to view

more details.
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1300.00 11. You can see a button named HALF and1/n.The

Total
"ue  ma|Charged 654.50

Al
-

half

customer has the option to pay the bill half by any

@

ofthe paymentoptions.

Ticket Total T1o0.00 50

o 12. Click HALF button to view the half of the total

invoiceamount.

e Todivide your total invoice amount with a number, click on a number and then 1/n. for

example click on 5 and then click 1/n.

ZK

Restaurant POS

13. S

1518.00 NS

1518.00 “

& Voucher

Total

* = Charged e
e ome customers will visit as a group.As a result,

bill settlement may done by one of them. So at the

end of a month or week you cannot view the
increment in customer visit.

14. That’s why we have placed an extra button

8 | GUEST to add the customer number in each
invoice. Click on GUEST button and enter the

guest count in the field that appears & click OK.

Sometimes you may like to print a temporary bill for the customer. To do so just click on the

TEMPORARY BILL button before the settlement.

14. The next step is to send the orders to the
kitchen manager, for that click on the SEND ORDERS

button.

15. Inthe new window,select a food server and set

o, | Balance INR

the order prioritywhether urgent/normal/low.
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Now click on the OK button. Now your orders has been submitted.

e The status of your order remains unpaid untilthe customersettle the bill.
e Click on the CHANGE TABLE button if the customer want to change a table.

e Now you canchoose another table based on customer’sinterest.

e Now table has beenchanged.

e |If the order is made by aregular customer then the user will have the customer details in

the ZKPOS, then user will have an option to choose the customer. To do so, click on the SELECT

CUSTOMER button.

16. Now list of saved customer will be displayed.

Select required customer from the list.

= &= £ |- 17, N
h ow click on theSELECT CUSTOMER button.

18. T

he selected customer’s name will be displayed with

invoice.You can change the customer by clicking on

CHANGE CUSTOMER button.

e There is an option to merge another invoice with current invoice thereby settling both at the
same time. You can use MERGE button for that purpose.

e Select the INVOICE that you want to merge with current invoice and click OK.

e Now the selected invoice will get merged with your current invoice. Total will be updated

based on the merged invoice amount.
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01-11-2019 03:05:50:PM

19. If you want to add any comments to yourinvoice,
thenclickon the TICKET NOTE button.

20. Type your comment using the keypad displayed.
Click SAVE button.

21. In some cases your customer may request to

Balance INR 1518.00

Return theorder.

You can use RETURN button to do the action.Clickon RETURN BUTTON. You need admin privilege to do the

action.

e Enter Admin Password.

e Enter the Invoice Number and click ENTER button.

e A new popup will appear. If you want to return all items, then click on YES otherwise click NO.
If you want to return any specific items, click NO button. All products in that invoice will get
displayed in the left screen.

e Choose the items that you want to return by clicking on it. The items will be removed from the
list.

e After removing necessary items, click SETTLE button. The Amount will be a negative value since
you have to return the amount to the customer. Click ALL to enter amount.

e Then select the PAYMENTOPTION card/cash/voucher.

e The amount will be settled. You can take a print if necessary. Click CLOSE button to go.
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Restaurant POS
24Table T12
Customer

Status

1. Againselectatableandseat.

2. Now select any products, let’s learn how to set an
order priority and send the order. The Kitchen

manager and food server will not get the order

details until you click on SEND ORDER button.

For that select some products and click on ORDER PRIORITY.

01-11-2019 03:15:19:PM

amita, CHaige Ve piona

Open
P

1.You can choose from Low/ Medium/ Urgent

<<<<<

and Click OK.

2. Nowclick on SEND ORDERbutton to submit

your order. Now your orders has been

submitted .To add a new order click on NEW

=] BT putton. In this way you can manage your

orders.

01-11-2019 03:19:59:PM

1. You can give any TIP to Food Server, First enable

..........

GRATUITY in utility section.

Geamity

5
1380000 gy mey

..... wy (208)

2.Choose item then click settle button. At time this

e e buttonis Enable, then click Gratuity button.
e 4%
o

3. New window is opened,togive the detailsas

Payment Total
nnnnnnnn

in below.
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CUSTOMER TICKET

This is another special functionality of ZKPOS, a window where you can see the invoices which were not paid

yet.

@ vescreonsonr
Puormcoree

-

—
o TAKT AWIAY CUSTOMTR DTUTRAGT
—_—
Brenenmar
Lessnmmen
Bpercer BARLODE RETURN UNSETILED
—J
Bcesuomanen T —mv -
[Boroscur
0 @ = =] et k- &
B i Y 5 5 p % .
s sermss AITCHEN DISFLLY FOU0 SERVER RDER DISPLAY 2 sToRE LocouT

O

01 November 2019 16:28 %

11-01-2019

- [11-01-2019

All Tickets

$Refresh

Qs

a Customer 11fo1j2019 220 Admin amita 1518.00
5 Table 11/01/2019 2:28PM Admin 17 550.00
6 Table 11/01/2019 2:49PM Admin T 660.00
8 Tahle: 110172019 2:01PM Admis TH 396.00
9 Table 110172019 3:000M Adrmin T5 704.00
10 Table 11/01/2019 3:17PM Admir 7 440.00
Pt SlePie Qually Dot | Nl Amount [TocAmant | P
Hish, Shrimp & Crab Shell 12000 2 oo 20090 200 2400 B pisptar
150.00 2 0.00 30000 30.00 330.00
175.00 2 0.00 350.00 35.00 a8s.00
120.00 ' 0.00 120.00 12.00 12200 @
Print
5379.00,
[ & e mens

| B Keyboard ‘

STEP 11 - QUICK SERVE

o to MAIN menu.

2. You can see a TICKET menu, on the left of the

window, click on it.

1. You can see the tickets/invoices whose status is

unpaid in the picture.

2. Click on it to view the tickets/invoices.

1.G

Just asthe name implies, food serves very quickly without the selection of tables. Quick serve also known as fast

food restaurant.

o e |
N o

©)

30

19 12:00:09:PM [
= l

1. Go to mainmenu.

2. Click QUICK SERVEoption.

DINE IN QUICK SERVE DRIVE THRU DELIVERY
ONLINE DELIVERY Ik Away customer BeveRAGES
RESERVATION BARCODE RETURN UNSETTLED
@ i v
e G T EEE T Deewbativ dore 50
P
& & 7 ] & o=t g 3
owaose sccouas sernes roevosiar | rocoseeR open sy 2xstone Loseur
|50 Keyboard [ #Main Menu
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3. You will redirectto the POS window.

4. Now you can select the items, and make

orders, payment and soon.

5. Select Items from the list.

6. Click SETTLE button.

STEP 12 - DRIVE THRU

A drive-through or drive-thru, is a type of service provided by a restaurant that allows customers to

purchase products without leaving their vehicles.

Restaurant POS 30-Oct-2019 12:00:09:PM &5

..
> K
-

g
DINEC IN ‘QUICK SCRVL DRIVE THRU DELIVERY -
- 1. Go to main menu.
©
@ @ 2. Click DRIVE THRU option.
RESERVATION BARCODE RETURN UNSETTLED
o [ Certificate £
& & @ = =] o = &
e || i || st ||lbiimn | utiise || bsevnan | moex || ssoe
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3. You will redirect to the POS window.

4. Now you can select the items, and make

orders, payment and so on.

2. Select Items from the list like normal sale.

6. Click SETTLE button.

STEP 13 — DELIVERY
Some customers may request for delivery services, here you can manage everything related to delivery

services.

1. Go to main menu.

DELIVERY

DRIVE THRU

2. Click DELIVERY option.

(1)
e

CUSTOMER BEVERAGES

ONLINE DELIVERY TAKE AWAY

RCOD! RETURN UNSFTTIED

RESFRVATION
0

Domo ramaning cave:

B

g

0
300 oo 1

= E3 o R &

P
& & 7
rooo s | cnomcrmune v oo

aycicss Aecowms oS DAY
[ @Min Menu

& Keyboard |
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04-11-2019 11:13:44:AM

T

o

3. You will get anew window, click add delivery

button fromthere.

Py— |
G = o | 4. Choose the customer fromthe grid
and click on SELECT CUSTOMER
button.

04-11-2019 11:14:11:AM

5. Select the items from there.

6. SelectthedeliveryboyandclickOK.
7 you will be redirected to the PRODUCTS

window.

8. Choose whatever customer want.

Now set the order priority and then click SEND ORDERS button to send the order to the kitchen

manager or food server.
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Restaurant POS

Total

.| Charged

10

Ticket Total

Payment Total
Change Total

Now you can see the delivery details.

350.00 50

100
350.00
35.00
on 500
385.00
0.00
Discount

STEP 14 — ONLINE DELIVERY

5 All
-
4 5
20
--

--
Round Exten Charges

& Gratuity

04-11-2019 11:14:26:AM

385.00
385.00

& Voucher

Add
Advance

waial “

Admin [ 4% Maln Menu

8. Now settle the bill by clicking on the SETTLE
button.

9. Now click on the CLOSE button, you will
come back to DELIVERY WINDOW.

10. To view the delivery details, click on the

delivery button.

Online ordering is the key to drawing in new customers and increasing revenue. Here by some delivery

services (already added in it) you can do the online delivery.

DINE IN

QUICK SFRVE

DRIVE THRY

ONLINE DELIVERY

©

TAKE AWAY

©

CUSTOMER

BEVERAGLS

0

4 A Crino Py

Select Appleation

RESFRUATION BARCODE RETURY UNSETTIFD
sdmn ounter: 1 3006 19003y e 1) Damo ramaning save: 30
] =5 () = =] et i .3
oavciose Kesoim i oo || rooosmen | oo ok wosoin
S Keyboard | [ #Main Menu

1. Go to main menu.

2. Click ONLINE DELIVERY option.

3. Click add online delivery option.

4. Thenthereisapopwindow willappear.

5. Chooseanyoneonline services.

6. Click OK button.
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7. Select the items from there.

8. Choose whatever customer want.

ow settle the bill by clickingon the SETTLE

button.

&rVoucher

10. You can settle the payment through cash or

card.

admin | vain won |

STEP 15 - TAKE AWAY

Food which is ordered and made in a restaurant and is then taken away to be eaten at home or
elsewhere. For every takeaway restaurant business, billing and serving order fastly is a most important

thing, as people who visit takeaways have a mentality of not spending much time.

DINE IN

QUICK SERVE

DRIVE THRU

ONLINE DELIVERY

TAKE AWAY

@

RESERVATION

O

BARCODE

UNSETTLED

o

admn

&1 &

oy ose AcCoNTS

55 Keyboard |

Countar: 1

o Cettiicate ©

R &

xsioR Losour

| #wain Menu

1. Go to MAIN MENU.

2. Clickon TAKE AWAY menu.
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04-11-2019 11:50:44:AM

3. Click add take away.

o 11 Take fway.

Admin [S BAIR MEaE

04-11-2019 11:14:26:AM

Total
S e mal Charged
s 4. Selectthe productitemandthenclick settle
10
button.
20 & Voucher
100

Admin | Main Mens

STEP 16 — CUSTOMER

The customers whose details are stored already in ZKPOS is viewable in this section.

1. Go to MAIN MENU.
DINE IN QUICK SERVE DRIVE THRU
2. Clickon DINE INmenu.
E — — B — 3. Select CUSTOMER SEARCH button.
® B ® O @ o

Era | @Main Menu
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4?\ -
e

4.

Search —— Card No ‘n

Seect
Name Phone Address
amita 9838458465 dofg
Jinsha 73847

ou can see every customersinagrid as shown.

5.

o EDIT the customer details, select the

customer. Now click on the EDIT CUSTOMER

button.

Restaurant POS 04-11-2019 09:42:26:AM

]

6. Select the customer you want todine

@ customer Search
Search s L J S — 1 t h
ln Select Customer In wi *

Name Phone Address

Edt Customer
jinsha 73847

7. Click selectcustomer.

New Customer

8. Nowyouwill beredirected to the POS section.

9. Youcangiveadvancepaymentthrough

Admin [ Ml Menu

ACCOUNTS module.

01-11-2019 02:51:04:PM

Total 1309.00 _
e ..Charged 65450 | &

|
e s
Tl
. --. = “ 11. Now choose he/she want to pay by cash or

INR 1309.00

10. If the customer want to close that invoice,

n

you can settle it from the above window by

i/n & Voucher

clicking on the SETTLE button.

Admin |48 i e

card.Click on it.

e Enterthe amount that customer wish to pay. Click SAVE button.

e Now the entered amount will be deducted from customer’s totalamount.
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STEP 17 — BEVERAGE

If your restaurant have beverage section, then there is an option for it. First you have to enable the

beverage from utility.

* 1. Go to mainmenu.
2. Click BEVERAGE.

ONLINE DELIVERY TAKE AWAY CUSTOMER BEVERAGES

&
©

o
(5
L)
)

RESTRVATION RARCODT RETURN UNSCTTLED

& =2 = =2 o R [E3

ey Lo accoTs sETee TCHEN DISFLY 000 SERER RD DisPLY

3. Youcan selectthe table and chair.

4, Select the items and settle the bill.

Note: You can access items that are not available in other sections. Also you can enter the quantity of

items through quantity master according to the need.
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STEP 18 —RESERVATION

A table reservation is an arrangement made in advance to have a table available at a restaurant.

QUICK SrRVT

TAKE AWAY

faRCODT

[ri-0a-5010

v [1i-0e2n10

upto
select twble
Degosit

Descripticn

[t1-04-2019

3+ 11022019

[cuncH
amita

GBS

10

[t 012008 B

[10:10:20

[rosis2r
T12,T1,T14,T15,T16, Select table

[100d [CE —

© Conce:

Bse

L Reservation

www.zkteco.com www.zktecopos.com

Admin [ Ham i

1. Gotomain menu and click reservation.

2. You will navigate to the next window.

3. Here you can view the details. They are new, edit,

checkin, cancel and take order. Click new button.

3. Enter the details like, reservation for, customer
name (you can select from customer window by
clicking the select button), phone number, party size,
reservation date, time, table size and advance

deposit.

4. Click save button.

5. Once the customer reach the restaurant, first
they wantsto checkinandthen take orders. Forthat,
thereisan option called checkin option. After checkin,

you can make orders.
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STEP 19 - BARCODE

You can add products using BARCODE SCANNER. You have to enable the barcode scanner in utility.

B Keybosnt

&= Balance

INR

{Zowmin | Balance INR [
o= IS

572.00

Ticket Total
Prod Total

Welcome

0

B 10

Ticket Total
Invoice Amount  520.00

Tax Amourt - 52,00

INR 572.00

: 1. Go to main menu.
ey byt et e 5 Click BARCODE.
(]
bl - = i ——
S & e O @ | @ | w &
e

3. You canseethe product window.

= s butterscotch
i cake
@i { butterscotch coke )
G wiolin D ra 4. Enterthe barcode name and click settle button.
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STEP 20 - RETURN

In some cases your customer may request you to return the order. You can use RETURN button to do

the action. Click on RETURNBUTTON.

1. Go to main menu.

DINE IN QUICK SERVE ORIVE THAU DELIVERY

S O 2. Click return option.

ONLINE DELIVERY TAKE AWAY CUSTOMER BEVEIAGES

@ O

RESCRVATION GARCOOT RETURN UNSCTTLCD

Welcome
3. Enter Admin Password.

4. Enter the Invoice Number and click ENTER button.

Welcome 5. If you want to return any specific items, click NO

LA A B4
T | E |5 |BE)| &

button. All products in that invoice will get displayed in

the left of the screen.
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1. Choose the items that you want to return by clicking

on it. The items will be removed from the list.

e After removing necessary items, click SETTLE buttod. The Amount will be a negative value since
you have to return the amount to the customer.

e Click ALL to enter amount and do the payment.

STEP 21 — UNSETTLED

All unsettled details are displayed there, for example the item are selected but user can’t SETTLE the

bill. This details are there.

” T @ | 1.Go to main menu.

DINE 1N QUICK SERVE DRIVE THAY DELIVERY

2.Click IN SETTLED option.

ONLINE DELIVERY TAKE AWAY

)
(i)
100
o

RESCRVATION BARCODE

& & @ | &3 ot Ed &

s seconer v wre e o0 e capen nrm ecrcar rceain

[ keyboard ] @ain Menu|

3. You can view a new window, which includes

unsettled bills separately according to each

section.
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4. If click any one unsettled bill, then it will redirect

to the product sale window.

W Kepponcd Admin (SORMER]

04-11-2019 01:41:47:PM

Welcome

P 5. Click settle button.

Ticket Total
Invoics Amount /00,00

o : Tax Amount - 70.00
oo | Balance INR 77000 INR 770.00

Admin |48 e v«m]

YEAR ENDING

Yearend—alsoknownasanaccounting reference date—isthe completion of anaccounting period. At this
time, businesses needto carry out specific procedures to close their books. The number and nature of year-

end adjustments depends on how thoroughly a company maintains its books throughout the

accountingyear.

Curtenl ucunts Yean
Vet

Date from

pening Stock Uosing Steck

Naw Acoouints Year

1. Gotoaccountsand click year ending option.

ey pemE 2. You will navigate to the year ending window.

Fves tnd ©coneel
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4.You can specify the opening and closing stock

Year 2018 |

5 o & and then close your financial year.

Ouening Stock 10000 | Ciasing Stock 10000

ew Aezounty Yeer

Year 020 ]

bate brom oot 5 Date in o1 2018 7|

STEP 22 - DASHBOARD

Dashboard is available to ADMIN. ADMIN can view the orders that have been sent to the kitchen and to
food server and also the status of the order. He can view all the active tickets in this section. For
instance, suppose an order has been send to the kitchen, then the kitchen manager and food server

can know what the orders are and the order priorities.

STEP 22.1 - KITCHEN DISPLAY

In kitchen display, while sending the order, it will display in the kitchen display system.

| 1. Go toMAIN MENU.
&) O B
NINF IN DINEK SFRVF PRIVE THYI GELIVERY .
2. Click on KITCHEN DISPLAY.
©
e e e i e 3. Now, all the active orders will display based on
el 9 @ priority. URGENT orders will display first and then

= “t 1 NORMAL and finally orders with LOW priority. Expand
o & @ | £ met . 3
fm EE—]  each order by clicking on it.
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Restaurant FOS

12 ez Batiafy Svimp, | Iz, Sovimp Samp; Crak: Snzll,
Fru Hapie Datmeal, Grilad €rab Cakas, Horeakes anc

Ol Cort vl

Rdar Count

+3 Piwas Bullilly Sieg, 13
1 e Lrab Cokes, 2 e G

12 Pince Busterdy Shrimp
Fish, Shrimp & Crab Shell
Fruit Maple Oatmeal
Grlled Crab Cakes
Hotcakes and Sausage
HOMESTYLE DATMEAL
Key Lime Pie

1.00
1.00
1,00
1.00
1.00
1.00
1.00

a ==
cke Gurabion 113,

|‘ﬁ Main My \

ki Canees o
Fw
——{Dalivred =

T

Duchae Conl < 2

STEP 22.2 - FOOD SERVER

4. You can view the kitchen display window. In

which, customer orders can view there.

5. Whentheitemsarereadytodeliverkitchen
manager can change the status of the order to

READY TO DELIVERY.

6. There are also options for ORDER CAN CELLING,
ORDER MODIFICATIONS,PENDING...etc.

When the order get display in the kitchen display, it will show as ‘order created’. Now the user has to

select any status like ready to delivery, order modified, order cancelled, pending, delivered. For

instance if the user select ‘ready to delivery’ as status, then only the food item get displays in the food

server. After this, if the user select status as ‘delivered’ it will automatically disappears from the kitchen

display.

ONLINE CELIVERY

RLSLRVAILON

1. Go to MAIN MENU.

2. Click on FOOD SERVER.

edtoREADYTO
www.zktecopos.com
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DELIVERY, food server can serve it for the customer and

changethe statusto DELIVERED.

4.7

12 Piece Butterfly Shrimp 1.00 Delivered

12 Freco utcrty Shrimo 100 Daivered hen click OK,detailswillbe updated.
2 Piece Grilled Crab Cakes 1.00 Delivered ey Co )

2 Piece Grilled Crab Cakes 1.00 Delivered oy Tl

Fried Green Tomatos 1.00 Dallvered

Fried Green Tomatos 1.00 Deliverad

Fish, Shrimp & Crab Shell 1.00 Delivered

5. Those orders with status as “READY TO

ttom Count 18 Ondar Duration <207 Mnate

DELIVERY” can be viewed by clicking on FOOD

SERVER button.

Order Court : 2

ST I - | 6. Food Servercanexpandtheorderdetailsbyclicking on

it,if the order has delivered, he can update the

status to “DELIVERED”.

Ol Couri, ;2

50 Keyboard
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STEP 22.3 — ORDER DISPLAY

In order display it will display all the ordered food item details.

© = 7 M 1. Go toMAIN MENU.

QUICK SERVE

2. Click on ORDER DISPLAY.

0

#and Servar - Admin

3. You can view the order summery through order

Pree Griled Crab Cakes, 2

o P e T e | ==
display window.

Onter Coune - 7

= Keyboard A Mo K

STEP 23 — ZKSTORE

ZK Store Login

L 1. Go to main menu.

Usemame

Ppassword

2. Click ZKSTORE menu.

@ Hein tenu
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- b e
s — e , 3. Click register button for new registration.
E a— payarb
e 4. Enter the details like, name, email, password,
B | 4 product key, etc.

B Keyboard

i Hoin terus

5. Click save button.

STEP 24 —-SAFE MODE

Safe mode feature makes your POS protective from other users.

o
J S © 1. Go to main menu.
] 2
B iz 2. Click safe mode option from menu at left side.
® O = o wW e

3. Youcan view the safe mode window.
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STEP 24 - LEARN ABOUT WORK PERIOD

Before starting POS operations, work period must be started. All the previous work periods of logged in
user will be displayed in the main screen of work period. If you logged in as admin you can have access
to everything in the ZKPOS. If you are a cashier or any other user you will have only limited accessibility.
Admin starts his work period automatically on logging in other users should start their work period

manually. Below picture shows the MAIN MENU in ZKPOS RESTAURANT, logged in by ADMIN.

START WORK PERIOD.

1. Click on WORK PERIOD STARTfromdashboard.

2. To start working clickonSTART WORK PERIOD.

3. This time you have to provide the petty cash

advance before start working. Then start WORK

PERIOD.

4. Now he can processbill or view reports and soon.
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END WORK PERIOD

1. Click on WORK PERIOD STOP fromdash board.

05-Nov-2019 02:34:2019:PM 58

2. Nowto Endworkperiod, Goto MAIN MENU.
Nov 52019 10:25AM OnDuty 47 Adm - il . . . .
Nov 52019 101541 Nov 52019 10740 3 Admn 000 000 3. Click on WORK PER'OD, in the nght side of the
Nov 52019 10:13AM Nov 52019 10:14AM 2 Admin 000 000
Nov 12019 427PM Nov 52019 9:49AM 1 Admin 000 000 start Work beriod
0ct302019 4:47PM Nov 52019 9:49AM 1 amta 000 000 . .
0ct30 2019 11:37AM Nov 12019 4:20PM 1 Admin 000 000 window You canseean END WORK PERIOD button. Click
onit.
4. Specify the BALANCE PETTY CASH in the field
EXD Keyboard " vain Ntnu‘

provided.

Specify the reason to end work period and then click END WORK PERIOD button. Click OK and you can
view this report from WORK PERIOD REPORT.
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STEP 25 - DAY CLOSING

In our business we can either close day-to-day activities or close two days activities together. Let’s look
how to do it. It helps to find the difference between billed and received amount of each user for the

current closing day.

You can see DAY CLOSE button in MAIN MENU. But this is available only for admin. Other users cannot

use this.

1. From the main menu click on DAYCLOSE.

2. As you see, there are transactions and are done by admin.

3. Transaction type and amount will be there.But the Admin
need to enter the received amount. If there is any

difference between billed amount and received amount it

will show up in difference column.

www.zkteco.com www.zktecopos.com



http://www.zkteco.com/
http://www.zktecopos.com/

1. To close the day, click on DAY CLOSE button.
2. ClickYES in the dialog box that appears.

3. Ifthereisany unprocessed bill another
popup will show up and you need to

confirm it too by clicking CONTINUE.

4. To complete the process you need to enter

the ADMIN PASSWORD.

Now dayclose is updated successfully. If you want to see the dayclose report go to MAIN

MENU, from the report options choose DAY CLOSE REPORT.

STEP 26 — REPORT

Everythingthatyouenterin ZKPOS is saved and you can check with the data whenever you want it.

Different dataarestored asdifferentreports.

To view reports in settings, you have to login as admin. Go to settings and click on reports. There

were 32 reports. Let’s learn them one by one.

STEP 25.1 - SALES REPORTS

1. CURRENT SALE REPORT

It shows the report of last sale report.

CURRENT SALE REPORT
Click VIEW button.

Otherfeatures like print also available.

These featuresare commonforall reports.
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2. DAY CLOSE REPORT

This report shows the day close report.

2019-11-1 E{':) 2019-11-5 E& b :‘":j’::‘ Sapm .C“Ck On DAY CLOSE REPORT

Y 6aUM ™

eChooseDATE FROM and DATE TO.

eOther features like print also available. These

featuresare common forall reports.

3. DATE WISE REPORT

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

2019-11-1 Eg)

adua =

. Click on DATE WISE REPORT.
° Here you have an optionto set the FROM
DATE and TO DATE.

) Set a “from date” and “to date”.

° Other features like print also available.

Thesefeaturesare commonforallreports.

4. DAY WISE REPORT

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

e Clickon DAY WISE REPORT.

Dayo From : o

T@aud-| o

e Enter the FROM and TO day number.

e Click VIEW buttonto view the report.

e Use print feature as done in the

other reports.
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5. MONTH WISE REPORT

This reportwilldisplaythereportforaselectedmonth.Youcanchoosethemonththatyou want to

view the report.

Month, November

e Clickon MONTHWISE REPORT.

@ #OWH- o

e Selectthe month from the dropdown.

e  Click VIEW button.

e  Use PRINT option to take a print.

6. YEAR WISE REPORT

Provides the year wise sales report

Keyboard ear [2018 & view & clear | @ Smatori C i i

e Clickon YEAR WISE REPORT.

e Select theyear.

e Click VIEW button.

e Use PRINT option to take a print.
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7. ITEM WISE REPORT

This report is similar to CATEGORY WISEREPORT. Instead of category you will be choosing item from the

dropdown.

eClick on ITEM WISE REPORT.

eSelect FROM date and TO date.

eChoose the ITEM from the list.

eUse PRINT option to take a print.

8. DAILY ITEM REPORT

Provides the daily item report.

3 Clear ® SmallPrn O g Prnt

e Clickon DAILY ITEM REPORT.

e Click VIEW button.

e Use PRINT option to take a print.
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9. CATEGORY WISE REPORT

This report shows the details of category.

Clickon CATEGORY REPORT.

Select FROM date and TO date.

Choose CATEGORY.

Use PRINT option to take a print.

10. EXTRA CHARGE REPORT

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

2019-11-1 B 2019-11-5 ETo) $ dear

dhanee s N T .
e T — e o e Clickon EXTRA CHARGES REPORT.

e Selectthe FROM date and TO date.

o Use PRINT option to take a print.
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11. SALES RETURN REPORT

You can view the details of sales return.

e Click SALES RETURNREPORT.
e EnterDayNoFromandDayNo To.
e Click VIEW button.

e (learthereportbyclickingon CLEAR button.

o e e Use PRINT option to take a print.

12. HOURLY SALES REPORT

It gives details of Hourly Sales.

. ClickontheHOURLYSALESREPORT.

° Choose FROMDATE andTO DATE.

° Toclearthedata, clickCLEARbutton.

= ° UsePRINT optiontotakeaprint.

www.zkteco.com www.zktecopos.com



http://www.zkteco.com/
http://www.zktecopos.com/

13. CATEGORY WISE REPORT

This report shows the category wise profit details.

e  (lickonCATEGORY WISE PROFIT REPORT.

P gl e Obig bt

2019-111 ::b 2019115 ::-G' Cataqory
w

T R

e Select thedate range.

Cregeny Mae T Resen:

Lrom e v

e  Choose CATEGORY.

Total profit | 1600

e  Use PRINToptiontotake a print.

14. DELIVERY REPORT

You can view the details of delivery report.

Frirt Datioy

s By W W (5] i e Click DELIVERY REPORT
:
(7 2N B ABUN-| B
Compay g 0053016 0 adan Rl 1248000
L Grand Total 1015.00

Pl o K TmeBANE 10311
#4

e e Choose DATE RANGE.

Yt Ao At
dyhaita

o019

iy iy

Woowser 0m el

e Use PRINToption to takea print.

UrerTots: 14540

Tow: 1540
Edr Chamgess 080
Coy HoTotsl: 104540
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15. DELIVERY BOY SALES REPORT

This report will show you the details of deliveries done by each delivery boy.

e Clickon DELIVERY BOY SALES REPORT.

e Select From Date and To Date.

e ChoosetheDelivery Boy from the dropdown.

e Use PRINT option to take a print.

16. PAYMENT SUMMARY REPORT

View all payment summery details using this report.

Clickon PAYMENT SUMMERY REPORT.

Select USERTYPE and Select USERS.

Choose the Date Range.

Click VIEW button and Use PRINT option to takea

print.
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17. DATE WISE PROFIT REPORT

View all date wise profit details using this report.

Vit Oaon

o9 (20 E'z'g 19115 1200 E'é $len | wgmibmt Gegem .
T P o Clickon DATE WISE PROFIT REPORT.

e Choose the Date Range.

e Use PRINT option to take a print.

18. PRODUCT WISE PROFIT REPORT

View all product wise profit details using this report.

K

Product Wise Profit Report

Prsen

oy 20§ % W91y 1200 7 Eé Sl wymslen Otgem

ARk emuR @
Lo ebechogey E

ClickonPRODUCT WISE PROFIT REPORT.

1200
1m0

ey

Choose the Date Range and Time Range.

1
00
)

Click VIEW button.

|0

|0
|0

[

Use PRINT option to take a print.

1522020

0

E T

SN LU (s

WA L0
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19. PRODUCT COST AND SALEPRICE

View all product cost n sales details using this report.

— ° Click on PRODUCT COST N SALES PROFIT
REPORT.
) Click VIEW button.

° Use PRINT option to take a print.

20. QUANTITY WISE SALESREPORT

View all Quantity wise sales details using this report.

TSTON ) e Click on QUANTITY WISE SALES REPORT.

I Y [CEIEN

Lot

e  Choose FROM DATE and TO DATE.

e  Use PRINT option to take a print.
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21. SALES RANKING REPORT

View all sales ranking details using this report.

P Opticn

s B e B o ot Gigyon SALES RANKING REPORT.

™ Ouanity
[EEETE R w

e  Choose FROM DATE and TO DATE.

o Use PRINToption to takea print.

Feh Shirp & Cub St 20
2Pizce 610 b Gakes 20
2 Phuen Gl Cod e 20

F

22. CASHIER SALES REPORT

View all cashier sales details using this report.

ay ot d o B 3 view & clan

e  Clickon CASHIER SALES REPORT.

P WBUA-

11396.00

e Enter DAY NO FROM and DAY NO TO.

e Use PRINT option to take a print.
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23. TIME WISE SALES REPORT

View all Time Wise Sales details using this report.

e  Click on TIME WISE SALES REPORT.

e  Enter DATE FROM and DATE TO.

° Use PRINT option to take a print.

24. CASH DRAWER BALANCE REPORT

View all Cashier Drawer details using this report.

e  C(Clickon CASHIER DRAWER REPORT.

e  Enter DATE FROM and DATE TO.

° Use PRINT option to take a print.
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25. TICKET TYPE REPORT

You can view report according to the type of ticket.

e Click onTICKET TYPE REPORT.

e Enter DATEFROMandDATETO.

e Use PRINT optiontotakeaprint.

STEP 25.2 - PURCHASE REPORTS

1. STOCK REPORTS

View all Stock details using this.

e C(Click on STOCK REPORT.
e Click VIEW button.

o  Use PRINT option to take a print.
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2. PHYSICAL REPORTS

View all Physical Stock details using this report.

e (Click on PHYSICAL STOCK REPORT.
e Click VIEW button.

e Use PRINT option to take a print.

3. STOCK RECEVING REPORTS

View all Stock Receiving details using this report.

uuuuuuuuu

2019-11-9 E% $Oow | | wsmateme oarm

2019-11-1 E%

% FEEE

) Clickon STOCK RECEIVING REPORT.
) Choose DATE RANGE.

° Use PRINT option to take a print.
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4. STOCK TRANSFER REPORTS

View all Stock Transaction details using this report.

4
- |
3

2019-11-1 Et:) 2019-11-6 Eé
I O 7. . > =

DY T B

e Click on STOCK TRANSACTION REPORT.

e Choose DATE RANGE.
e Click VIEW button.

e Use PRINT option to take a print.

5. INGREDIENTS STOCK REPORTS

View all Ingredients Stock details using this report.

e  Click on INGREDIENTS STOCK REPORT.

e  ChooseIngredients fromthe list.
e Click VIEW button.

° Use PRINT option to take a print.
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6. INGREDIENTS RECEVING REPORTS

View all Ingredients Receiving details using this report.

e Clickon INGREDIENTS RECEIVING REPORT.

e Click VIEW button.

e Use PRINT option to take a print.

7. INGREDIENTS PROFIT REPORTS

View all Ingredients Profit details using this report.

sowvans [ e ClickIngredients PROFITREPORT.

S B

e Choose DATE FROM and DATETO.

e Use PRINT option to take a print.
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8. STOCK VALUE REPORTS

View all Stock Value details using this report.

e Clickon STOCK VALUE REPORT.

e Click VIEW button.

e Use PRINT option to take a print.

9. LOW STOCK REPORTS

View all Low Stock details using this report.

° Click on LOW STOCK REPORT.
) Click VIEW button.

° Use PRINT option to take a print.
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10. EXPENSE DETAILS REPORTS

View all Expense details using this report.

e Click EXPENSE DETAILS REPORT.

e Choose DATE RANGE.

e Choose Expense type.

e Use PRINT option to take a print.

11. VENDOR REPORTS

View all Vendor details using this report.

SupplierA

e Click on VENDOR REPORT.

e Choose FROM DATE and TO DATE.
e Choose Vendor name.

e Use PRINT option to take a print.
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12. COST REPORTS

View all cost of product can view through this report.

2019-11-1 F@ it
e ESSESSSSSTTESSTSSTES | oClick on COST REPORT.

E(8 8|28

eChoose FROM DATE and TO DATE.

B

ERE

eUse PRINT option to take a print.

13. INVENTORY REPORTS

View all Inventory details using this report.

ZK: Restaurant POS

Inventory Reports

B vew & oo #saitoms O sapi

oClickon INVENTORY REPORT.

oClick VIEW button.

eUse PRINT option to take a print.
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14. INVENTORY TRANSACTION REPORTS

View all Inventory Transaction details using this report.

EEMEEMESSE=S’ | e Click on INVVENTORY TRANSACTION REPORT.
E o Click VIEW button.
o v = e Use PRINT option to take a print.

15. BEVERAGE STOCK REPORTS

You can view the stock in beverage department.

ZK7a5 Restaurant POS

Beverages Stock Report

e T ks e Clickon BEVERAGE REPORT

Beverages Stock Repor

e Click VIEW button.

o Use PRINT option to take a print.
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STEP 25.3 - CUSTOMER REPORTS

1. CUSTOMER DETAILS

View all Customer details using this report.

Clickon CUSTOMER DETAILS REPORT.

Choose FROM DATE and TO DATE.

Choose CUSTOMER.

Use PRINT option to take a print.

2. CUSTOMER ADVANCE

View all Customer Advance details using this report.

e ClickonCUSTOMERADVANCE REPORT.

e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.
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3. CUSTOMER POINTS

View all Customer Points details using this report.

Pz Cpeon
wore Al $hefresh | conatrot 8 Bt

e ClickonCUSTOMER POINTS REPORT.

i e Choose FROM DATE and TO DATE.
e Choose CUSTOMER.

e Use PRINT option to take print.

4. CUSTOMER GIFT CARD

View all Customer Gift Card details using this report.

e Clickon CUSTOMER GIFT CARD REPORT.

e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.
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STEP 25.4 — TAX REPORTS

1. SALES TAX REPORT

View all Sales Tax details using this report.

e C(Clickon SALES TAX REPORT.
e Choose FROM DATE and TO DATE.
e Choose CATEGORY.

e Use PRINT option to take a print.

2. TAX REPORT

View all Tax Details using this report.

e  Click on TAX REPORT.

e Choose FROM DATE and TO DATE.

o  Use PRINT option to take a print.
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STEP 25.5 - OTHER REPORTS

1. ORDER SUMMARY REPORT

View all Order Summary Details using this report.

srnt opton
& Clear

—— e Clickon ORDER SUMMARY REPORT.

& Ldu™ w

2019-11-6 %

S——

e Choose FROMDATE and TO DATE.

o Use PRINT option to take a print.

B

2. ACTION LOG REPORT

View all Action Log Details using this report.

e Click on ACTION LOG.

e ChooseFOOD SERVER, STATUS, and USER.
e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.
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3. ONLINE ORDER REPORT

View all Online Order Details using this report.

e Click on ONLINE ORDER.
e Choose FROM DATE and TO DATE.

e Choose Online App.

e Use PRINT option to take a print.

i
i
H

4. AREA WISE REPORT

View all Area Wise Details using this report.

e Clickon AREA WISE REPORT.
e Choose FROM DATE and TO DATE.

e Choose AREA.

T e Use PRINT option to take a print.
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5. CANCEL ORDER REPORT

View all Cancel Order Details using this report.

Clickon CANCELORDER REPORT.

2019-11-1 l::b 2019-11-6 ::b & Clom © thg Prnt

Choose FROM DATE and TO DATE.

-5t

Click SEARCH button.

Use PRINT option to take a print.

6. FOOD VOUCHER REPORT

View all Food Voucher Details using this report.

e Clickon FOOD VOUCHER REPORT.

e Choose VOUCHERSERIES.

e Use PRINT option to take a print.
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7. GRATUITY / TIP REPORT

View all Gratuity Details using this report.

Clickk on GRATUITY REPORT.

Choose FROM DATE and TO DATE.

Choose FOOD SERVER.

Use PRINT option to take a print.

8. ORDER DETAILS REPORT

View all Order Details using this report.

e Click on ORDER DETAILS REPORT.

FocdSow (ANl . Al S ey (A

e Choose Food Server.

Status.
E% 2019-11-6 & Clear

= = e Choose STATUS.

E{g 2019-11-1
o

cEw@dud. W

e Choose PRIORITY.

e Choose FROM DATE and TO DATE.

e Use PRINT option to take a print.
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9. WORK PERIOD CLOSING REPORT

View all Work Period Closing using this report.

e Clickon WORK PERIOD CLOSING REPORT.
e Choose FROM DATE and TO DATE.
e Choose AREA.

e Use PRINT option to take a print.

10. ATTENDANCE REPORT

View all Attendance using this report.

e Clickon ATTENDENCE REPORT.

e Choose FROM DATE and TO DATE.
e Choose USERS.

e Use PRINT option to take a print.
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STEP 26 — TIP ADJUSTMENT

You can view all the tip detail through this tip adjustment window. And also can adjust the tip according to

the sale.

T

,QS‘:

1. Click onTip Management option from side

window menu items.

2. You can adjust and make changes in TIP

=== | through this tip adjustment option.

3. Click Adjust all button.

Totat Gratuity Amount 0.0000

STEP 27 —ATTENDANCE

You can record the check in and check out details through this option. Here user can

T

,QQ

1. Clickon ATTENDANCE menu.
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2. After connecting the biometric device, you can

ez check in and once you want break option can

@ M 5 ]

: change tobreak.

vty

g After selecting the user name click verify button.

STEP 28 — DELIVERY TICKET

This is another special functionality of ZKPOS, a window where you can see those customers whose bill

were not paid yet.

1. Go to MAIN menu.

2.You canseea DELIVERY TICKET menu,on the left

ofthe window, click onit.
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[11-05-2019 = [11-05-2019 5| << | 2 $Refresh
|Delivery Tickets . | Qs

3. Here you canview the delivery tickets.

And also othertickets can view from

g e — Bl here.
& | 4.Select the ticket type and click view button.
e @ man :-»e.. |

STEP 29 — CASH DRAWER

This feature enables cashier to maintain cash.

Tinker Share Name

. 1. Go toPRINTER section.

2. Click CASH DRAWER.

o Conlier [ - & e

3. Printer Share Name and Computer Name will

be displayed.
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STEP 30 - LOGOUT

QUICK SERVE

1. You can LOGOUT from ZKPOS by clicking onthe

ONLINE DELIVERY.

LOGOUT button.

RUSCRVATION

2. After clicking on LOGOUT you will be
redirected to the login page.

3. You can also exit from ZKPOS by clicking on

e i
T

e

the power button.

ZK Building, Wuhe Road, Gangtou, Bantian, Buji Town,
Longgang District, Shenzhen China 518129

Tel: +86 755-89602345
Fax: +86 755-89602394
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