


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. Soeveryretailer needs acomplete and efficientinterface tomanage the dayto day

business activities in the shop.

Now let’s startexploring ZKPOS SUPERMARKET BACK OFFICE. Afterinstallation youneed to
openZKPOS SUPERMARKET SOFTWARE. Thefirststepyou havetofollowis LOGIN process.

STEP 1 - LOGIN TO ZKPOS

ZKFOSWeh 1.0

1. Open ZKPOS SUPERMARKET.
m 2. Enter USER NAME and PASSWORD.

3. Click ENTER button.

STEP 2 - DASHBOARD

ZKPOSSUpsmariet = o & g =

$n . 7 Now you will be redirected to the MAIN
- MENU.

ZKPas

POINT OF SALE SOFTWARE

2K.POS seccen 3 voymge & not s destination point *
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STEP 3 - SETTINGS

1. Go to the Settings option.
2. Click on CompanyDetails.

STEP 3.1 - COMPANY DETAILS
Companydetailslike NAME,BRANCH, ADDRESS, COMPANYLOGO, TAX, CURRENCY etc.can

be saved.
pre—— o/ B
f fro — S 1. Login as ADMIN.
= === ~ | 2 Click on SETTINGSMENU.
: | nnnnnn jw; 3. Toadd COMPANY DETAILS you needtoclick
= “ | - COMPANY DETAILS menu on the top left

corner of thewindow.

4. Enter all necessary details in the
appropriate fields. If you want to enable
tax, tick the checkbox for “Enable Tax”
thenyou canenter Tax Name inthe text
box below. Finally browse the company
logo andthenupdate the databy
clicking on UPDATE button.

5. Click OK.
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STEP 3.2 -UTILITIES

Insome situations you may needto grant permissions to access some features. Thatisdone
inthe UTILITIES. Forexample ifyouwantto use Giftsand Pointsfunctionality, you needto
enable itin the utilities.

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

ZKPOSSupermarket = o & P

§- "~ 1. GotoSETTINGS.

2. Click on UTILITY from the setting options

ocoo0oo0oo0oooo0o0o0 ©

Now let’s learn each utilities one by one.

1. ENABLEPETTYCASHADVANCE:Pettycashistheadvance amountgiventocashierbefore
starting billing operation. To enable petty cash, tick on the checkbox corresponds to
“‘ENABLE PETTY CASH ADVANCE” and then click UPDATE button.

2. ENABLELOGO INPRINTING: If you want to display your company logo while printing
invoices,youhavetoenableithere. Tickthecheckboxthatcorrespondsto“ENABLELOGO
IN PRINTING” and then click UPDATE button.

3. ENABLEBARCODE SCANNER: 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 UPDATEbutton.

4. ENABLE SLIDESHOW CUSTOMER DISPLAY: 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.
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5 ENABLEMULTIPLELANGUAGEPRINT:DisplaysPRODUCTNAMEindefaultlanguageand

also in aliasname.

6. ENABLEGUESTCOUNT:Customersareconsideredasyourguestsandyoucouldsavetheir

count for reference purpose or to print with the invoice.
7. ENABLEVFDDISPLAY:Whenweenablethisfeature, PRODUCT, PRICEand QUANTITY will
be displayedin the VFD DISPLAY during product selection in the POS menu.

8. ENABLELEDDISPLAY:Todisplaythe PRODUCT PRICE and TOTAL BILL AMOUNT inthe
LED DISPLAY you have to enable this feature.

9. ENABLEMULTI-CURRENCY PAYMENT: Customers willbe happyifyou could produce the
invoice in their desired currency. To display total invoice amount in desired currency,
enable this feature by ticking on the checkbox that corresponds to “ENABLE MULTI
CURRENCY PAYMENT”. Then UPDATE it.

10. ENABLECOMBO/SUBPRODUCTS: You have to enable this utility if you want to display
COMBO PRODUCTS and SUB PRODUCTS in the POS section.

11. ENABLEFINGERPRINT LOGIN:Ifthisfeatureisenabled users can LOGIN/REGISTER using
their FINGERPRINT.

12. ENABLE KITCHEN PRINT: This feature allows kitchen manager to print orders.

13. ENABLE ORDER PRINT: By enabling this feature you can take printout of the orders.

14, ENABLEGIFTANDPPOINTS: Ifyouwantto set GIFTS againstinvoice count/amount
you have to enable it here.

15. ENABLEEDITPRODUCT:Byenablingthisfeatureyoucouldeditalreadyadded product

details.
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16. ENABLEMINUSSTOCK: Ifthisfeature is enabled you can sale products without stock.
Forinstance suppose, youdidn'tupdatedthe stock receiving detailstoyour ZKPOS, but
you want to sale the products. You can do it by enabling this utility.

17. ENABLE CUSTOMER ACCOUNT AUTHENTICATION: If you have a regular customer, create
one account for him. Then customers can add their invoice amount to their customer

account.

18. ENABLEROUNDING TAXCALCULATION: Itwillroundtotal taxamountfor calculation

convenience.

19. ENABLE AUTO ROUNDOFF: This feature will round off the amount in decimals
AUTOMATICALLY.

20. ENABLEUSERSTOADDNEWPRODUCT: Thissection allows userstoadd new productin

POS while find invalid barcodes.

21. ENABLEDISCOUNT OFFERS: You can apply discount offersin Invoice Bill.
22. ENABLE POS WEB: This feature enables POS WEB.

23. SHOW SHORTCUTS: This feature enables keyboard short cut.

24. ENABLE PRICE EDIT: This feature enables to edit a price.

25. ENABLE OPTION TO ADD CARD NUMBER ON CARD PAYMENT: It enables to add card

number on card payment.

26. ADD CUSTOMER ONPAYMENT TIME: Itenables to add customer details on payment

time.
27. ENABLEDISCOUNT AND ROUND FOR CASHIERS: Cashier can add discount forcustomers

and also round invoice amount for convenience.
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28. ENABLE INCLUSIVE TAXCALCULATION: Enable inclusive tax calculation.

29. ENABLE EMAIL SCHEDULER: Enable email scheduler.

30. ENABLE NOTIFICATION: Enable notification.

31. EASY RETURN: Enable return.

32. ENABLEEMAILFORWORKPERIODCLOSING: Thisfeatureisaddtogetwork periodclose
email.

33. ENABLE AUTOBACKUP: Enable auto backup feature.

34. ENABLELINKSAMEBARCODE TOPRODUCTS: Enablelinksame barcode to products.

35. ENABLE REPORT APP: To enable activate the report app.

36. ENABLE PRICE CHECKER: To enable activate the price checker.

37. ENABLE INVENTORY APP: To enable activate the inventory app.

38. ENABLE BACK OFFICE: To enable activate the back office.

STEP 3.3 - ABOUT ZKPOS

HPOSSupemarket = o & gum af

g e 7 ZKPOS version, Copyright, Website address,

b Release date, support mail ID etc. are provided

@ s ¢ ZKPOS Supermarket Version 25.1V1
Realease Date : 01/02/2020

- e 2 e in this section. This is just for your reference

— h ' purpose. You can contact or send your queries

to the provided mail id.
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STEP 3.4 - BACKUP YOUR DATA

Itis better to keep abackup copy of the important data somewhere else in the system. So

you have an option to do the same.

p——— v
i~ " | 1 GotoSETTINGS.

| 2. Fromthe MENU OPTIONS, click BACKUP.
R 3. DATABASE NAME will be there by default.
. 4. You can browse and select the location to
- store your backupfile.
- 5. Enterthebackup file name.

6. ClickBACKUPbuttontobackuporCANCELto

cancel the operation.

STEP 3.5 - CUSTOMER

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

payment and promote their visits by giving gifts or points.

2= "7 1. GotoSETTINGS.

= = " | 2. ClickonCUSTOMER

- —— - 3. To add a new customer click on the ADD
= emm——— | button.
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—_— . 4, Enterbasiccustomerdetailsintheappropriate

ZEO0Somat = o f gun o

§o o - o s fields including customer name, phone
e . numbers, emailid, status, your comments and
- = m e finally the address of the customer.

. = m==r 5. Select the Customer Type from the
o i

dropdown.(End Customer/ Retail Customer/
e Wholesale Customer)

6. Enter card number, discountifthe customeris
a special case and fill rest of the fields with
relevant values.

7. Clickonthe Okbuttontosave customerdetails
orclickonthe Save and New optiontoadd new

customer details.

EDIT / DELETE A CUSTOMER

If you want to delete a saved customer, you may follow the steps below.
1. Go toSETTINGS.
IKPOSSuperrate = o & guw «
- e 2, Click CUSTOMER from the menu options.

Ll

3. You can see the saved customers as shown

— above. Click on the Customerthat you
want to delete and selectthe customer and
- click OK button.

-_—
HPOSSIpEmaE 2 o 5 gam

_' e Add Customer 8 o> Sl s Mo
(e

Cnd Custorre

e 4. Ifyou wantto edit the customer details, then

make necessary changesandclickOKbutton.
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STEP 3.6 -VENDOR

AVendor is a person whom provides the products, so to add vender details while adding

product, firstyou need to add Vendor details. Here you can see how to adda VENDOR.

—— 1. Login as ADMIN.

HPOSSpemarke. = o & gem ¢
1= - “=-| 2. GOtoSETTINGS.
- e 3. Choose VENDOR and then click ADD button.

i, 4. Enterthe VENDORDETAILS inthe appropriate

| 3 Wd - 1 - fields like Name, Phone Number, Email ID,
B Status, VatRegister Numberand Address.
- e s 5. After entering necessary details click OK
. o button or Clickonthe Save and Newbutton to

W add new vendor details.

—_———— 6. Click SEARCH button to search the vendor.
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EDIT / DELETE A VENDOR

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

IKPOSSUpEmakE £ 0 8 g owf

l sinn Delete Vendor b v e bk
o

1. Every saved vendor names will be displayed,

LE dor
i

— ) you have to choose the vendor that you want to

e EE- edit/ delete.

HPOSSIgeTRhel = o & fun
§o i e
o
e o 2. Ifyouwantto edit,then make necessary changes
o R ‘ and click OKbutton.

STEP 3.7 - EXCHANGE RATE

Some customers may feel happyifyou could producetheinvoiceintheir native currencyrate,
or there maybe situations whereyou need to deal with foreign customers. Soyou can
know the exchange rates easily with this functionality. It is possible by updating the
EXCHANGE RATE.
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. 1. First you need to enable multi — currency

B e . payment in the UTILITY.

— |= B 2. Now, go to SETTINGS.

‘ - e :-f:::f 3. From the menu options, click EXCHANGE
| = —ar RATE.

4. Click on the EDIT option to the currency that

!u, cr* . youwant to edit. Then exchange ratefield
. = will become editable and you can edit it.
E::i — - pnl o - After making the necessary changes, click
. l R on the UPDATE or Cancel option for

- W necessary changes.
—_————————

5. Now all your changes will be saved.

STEP 3.8 - DATA CLEANING

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

functionality. But it needs the ADMIN privilege to do this task.

ZKPOSSuparmarks: = 0 f gum @ 1 GO tO SETTINGS
L "7 2. Click on DATACLEANING.

- ‘ ““ 3. Select appropriate checkboxes based onyour
= | W= requirements.
- 4. Now click CLEAR button.
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STEP 3.9 - IMPORT TABLES TO ZKPOS

Insome scenariosyoumayneedsome dataoutsideZKPOS, insuchcasesyoucanimport

that data to your ZKPOS application.

—_—

HPOSSuematal = o & gun

§o e i 1 1 GO toSETTINGS.

= B = 2. Click on IMPORTTABLES.

- i i'Z 3. Selectthetableto whichyouwant to

= i 4. import data.

o 5. Select the file that you want to import to
S ————————=

ZKPOS.
6. Click IMPORT button.

e Choose Current Export Table and select the file you want to import from the import option.

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 TABLES

You can export data from ZKPOS to your computer.

¥ {ont

+ tistatote

2KPOSSwemakel =

Export Tables

1. Go toSETTINGS.

2. Click on EXPORTTABLES.

3. Selectthetable thatyou wantto exportfrom
the Current Export Table and there are
some options to export the table into
ExportToWord/ExportToExcel/ ExportToPDF/
ExportToCSV.

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

STEP 3.11 - NOTIFICATION SETTINGS

ZKPOSSupermarks! &

Notification Settings

otction Setings

www.zkteco.com www.zktecopos.com

1. Open ZKPOS.

2. Click on SETTINGSmenu.

3. From the menu options click on the
Notification Settings. In which from the
related operations select Edit option to

Update or Cancel it.
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STEP 3.12-EMAILSETTINGS

ZKPOS provides email settings options.

1. Go toSETTINGS.

@ smacs

2. Inthe options select Email Notifications.

3. Now enter the details like Email Sending

......

Server, Server Port, Email Account,

=5 Password, Sender Name, Email Content,

Schedule basis typelike Daily On Time, Daily

Onlintervaland

click on the OK button to save the details.

STEP 3.13- 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.

KPOSSupemarkel = o A gum af
1 :’:L Membership A BT
T e . "' 1.Goto SETTINGS.
1 department? * Qseah o
e o . 2.In the options select membership.
e 3. Now you can view the membership details

there. If you want to add a new membership

option, follow the below steps.
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ZKPOSSupermarkel = o P g a

f S A Membership PR

4. Enter the details like name and description and

O Uembership

N

- - click ok to save.

Gesurption

ZKPOSSupemarks: = o & Fum al
)t = Add Membership o S+ e bt

5. If you want to edit or delete the membership

Qudd Memtershiy
it i

—r details, then click on the edit/delete option and

L enter the details and click ok button.

STEP 3.14 - ANNOUNCEMENTS

Give any Announcement to admin or other users by using this option.

2POSSupemarket = 0 P g |
1 :A:" Announcement Master o e st '
Wenmovicement Wasier Fogion = x
s R | E—— 1. Go to SETTINGS.
S o - = | 2.Inthe options select membership.
. : H =~ = | 3.Now you can view the membership details
S [ ame— there. If you want to add a new membership

option, follow the below steps.
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2. Enter the announcement message and select the
Tt Tomet

users to send.
3. Select the FROM date and To date and click on the

— ok and new button.

STEP 4 - PRODUCT MANAGEMENT
4.1 DEPARTMENTS
Agrocery retailer may feel difficulty in handling wide range of products. Butyou can manage

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

follow the stepsbelow.

ZKPOSSupermarkel = 0 L

-

w Bl ] alla
) &

I
" Dashboard e
sz
.
8 tatbard T Wse Sl -

: 1. Click on PRODUCTS.

0 Sl

,,,,,

2. From the menu options, click DEPARTMENT.

1. Some defaultdepartments will be there. You

....... : s N can edit/delete an existing department.

Quarh

B -] - 2. Click on the department that you want to

edit/delete and click on Ok button.

3. You can change the department name, sort

- order, image of the department etc. as you

wish.
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_ 6. Thedepartmentsaredisplayedintherightside

HPOSSuperakel = o & gum

! - Delete Products PYS TSR —— )

; S - of the window.

S 7. If the department haveany parent

: department, then selectits parent department

fromthe dropdown.

Now to add a new department, click on the ADD button.

m 4. EnterDepartmentName, SortOrder, Status,
Department Button Style, Product Button
e Style andImage.
wEs R 5. Save the details by clicking on OK button.
=

4,2 UNITS

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

PossIsEme = 0 8 fum w

o B (2o

J e e 1. Go to SETTINGS.

= e - - wew | 2.Click PRODUCTS.

e . - E 3. From the menu options, choose UNITS.
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HPOSSwemakel = o F fum w

e v e 1. To add new unit click ADD button.

_— S 2. Enter the UNIT NAME and UNIT ID.

- ol .| [

o 3. Enter the QUANTITY.

- 4. Save the details by clicking on OK button.

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

6. To edit a unit, clickonthe Edit optionand
enter the details you want to edit and click

OK.

4,3 SUB PRODUCTS

Supermarket sub product details can enter in this field.

ZKPOSSipEmarke: = 0 gum ¢

: A Sub Products ,

. o - 1. Toaddasub productyou should enable Sub

- P products in the utility.

f:i'f.l M = 2. Clickon ADD button and enter the details like Sub
e — Products, SalesPrice,andAddProducts, enable

status option and browse image for the sub

product.
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WPOSSupermarket = 0 fum af

1 - Add SubProducts P St s
Qv SubPraducts -x
1. Click on the OK buttontosave the
el i os el s
e e sub product.
¥ s ¢
- 2. Thedepartments are displayedintheright
i side of thewindow.
® fejats o
IKPOSSoamatel = 0 P fun o)
. e w10 Ifthe sub products have any parent
. o department, the select its sub
N Department from the dropdown.
- 2. Clickon the sub productthatyouwant
- to edit/delete and click on Ok button.

COMBO PRODUCTS

Assumethatyou are announcing aCombo offereveryweekend. Let’s look at how to

add a Combo Product.

—_— 1. Goto utility and enable combo product. Now
2HPOSSuermarket = o F }
t ""("'”‘ Products List e Pudcs Pl update the ChangeS.
MeroductsLs: Fogin = K
i i 2. Toaddacombo product, youneedtoselect a
N | ————————jpem product and browse the image of the selected
L ¢ n e B ety l
- ¥ product.
LIS - 3. Click Save option to save the combo product.
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PRODUCT LIST

Add all product’s details to ZKPOS.

2Kp08Swematel = o P g
1 i Products it Wi pok
— . " | 1.Toadd anew product, Click PRODUCTS.

= 2.Fromthe menu options, select PRODUCT LIST.

3.Ifthe productis a weighing itemthen, tick the
checkbox corresponds to weighing items. Those
itemsthat are listed as weighing items will be
displayed in the WEIGHING ITEMS.

4. ProductIiDand UPC CODE will be displayed

.........

e automatically, butyou can change itif you
O e e want
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5. Clickonthe barcode and select the
product from it, by selecting the product
it automatically enters the alias name,
department, status, cost, bottom price/MRP,
packing Quantity, Total Cost, Taxetc.details

6. Click OK button.

7. Toedita productlistclickonthe edit

option And enterthe details you wantto

editand Click OK.

ZKPOSSupemartat o & gun
: - Delete Products € e e P+ i ) )
, | 8. To delete a product listclick onthe
- =E - delete button and click OK.
PRICE LIST

ZKPOSSUpETATke S

l - Frice List 0o ==

; o = 1. Go to MAINMENU

2. Click on PRODUCTS.

i

3. Select PRICE LIST from the menu options.

Er

EE 5B fE fE 5E §§

EEOEE

— 4. Enter the PRICE LIST NAME.

5. By default there will be two types of price list,

SALESandDISCOUNT. The productswith discount
offers should be added to the discount price list.

Select the PRICE TYPE and STATUS.
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— 6. Click SAVE button.
- 7. Saved details will be displayed in the grid.
S - " = 8. Sometimesyoumayneedtomakechangesto the
f B B = price of particular products. Soinsuch cases
R R R R RS .

make a copy of the original price list by
clickingonthe make acopy nexttothe price list
name. A copy will be created. To delete a price
list click on the delete option and click OK

button.

PRODUCT PRICE LIST

You can see all saved product price list here.
1. Click on PRODUCT PRICE LIST

i “‘“"'? 2. AllPricesthatyouhave added inthe PRICE LIST
E— o will be displayed in the dropdown.

] . = - m 3. To add new, select the price list name from
5 the dropdown.
— 4. There willbe adefault price list, if you want to

add new select the price list name fromthe

— m— dropdown.
g e . 5. Click on the ADD ITEM button to add a
=3 product.
0 seg L " : m
- T 6. Selectthe Product.
= | == 7. Add or editBOTTOM PRICE, END PRICE, and
- STATUS.
— " 8. Click UPDATE button.

9. Changes will be saved.
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10. The default price listwill be setasthe current

o price list. You can change it after creating
anotherlist. Forthatclickonthe SET CURRENT
| LIST button.

m 11. Selectthe currentsale price listand current

— discount price list and click SAVE button.

" 12. Click delete option to delete the product price

list and click OK.

SHELF

There will be specific shelf for each item. You can add SHELF using this interface.

ZKPOSSUpsTakE. = P g o

LI ~ 1 1. Click onSHELF.
— B 2. Click ADD button.

s, St Bestedtpoten

3. Enter the SHELFNAME.
4. Enter the Status.
5. Click OK button.
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o & Qum af

Ao Seits SelToe - DT

6. Toedit clickon the edit optionand enter

the Details and click OK.

7. To delete click delete option and click OK.

WEIGHING ITEMS

PP B
1. Click on WEIGHING ITEMS.
“" 2. Product, Current, Price, New Price, Weighing
m Number will be displayed.
o -~ 2. T 3.Toadd WEIGHTING TYPE, then Click WEIGHTING
- TYPE.
DELETED PRODUCTS
P—— e
o s ““ 1. Click on DELETED PRODUCTS.
- — 2. Select the deleted product no and product name
- e ran - m and click on the search button.

.....
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STOCK MASTER

! . sm:u-mzfs(\er :
. - 1. Click on STOCKMASTER.
| (== o om0 2. All products are displayed in Grid Section.

—_———— 3. Afterallproducts are displayed, the Search

field is there.

= = 4. Tosearchparticularitem, theitemis
- m = displayed.
- o 5. Iftoeditthe stockclick on the edit option and

it automatically displays the product id,

product,UPCcode, stock, cost,average cost.
Where you can make a change in bottom
price, current sale price list and current
discountpricelist and click OKbuttonto
save the details.

6. Toeditclickonthe editoption and enter the
details and click OK.
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9.TAX UPDATE

e ————
ZKPOSSueTIEkEl  § o f g x
! s T Update ke et i+ v
o
mmmmm
i
v R
'
 ua
sy
e
R
ZHPOSSusamatel = o I g
! C Dashboard
o
cmanss s
. - =
acn
& Coshaerd Day Wi
o s
w
St -
s ”f.\
Mo
0 e . N
e m \
ke wo
fa e
# “
w
Ierestr e
v «
&
| T
2ZKPOSSUpsrarks! = o M g
: o Add User e s i st
oo
Osdetion
w0 [— e
............
= s
o s
padis “ras et
—
L b 11 50 Card gl
Ll LI . cand)
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Click TAXUPDATE.
Choose the department.
Enter TaxPercentage.
Then Click Update button.

M L hpoE

1. Login as Admin.

2. Goto the USERS in main menu.

1. Add user by clicking on the ADD button.

2. Enterthe UserID, PIN Number, Designation,
CardNo,Name, Invoice No.Start, Company
Name, Password, and MSR Card No, Branch

Name, Card No.

3. Click on the Ok button to save the User.
4. Click onthe editoption to editthe user list,
And enter the details and click OK.
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2MPOSSIpaarkal = 0 & gun x|

f Delete Userls] O L

— - 5. Clickonthedelete option andselect user

listto delete and click OK.

ROLE

ZKPOSSUpemATket =

© 7+~ 1. Add Role Name by clicking onthe ADD button.

— - (== “ ~ 2. Click OK button to save it.

e & w . o - 3. Click on the edit optionto edit the
“" - ROLE And enter the details and click

. OK.

st "'t 4 Clickonthe delete option and click OK.

1 - Table fres
anee
e
P
-
ey
e
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ROLE PRIVILEGE

P — 2 {_“:" 1. Search the Role from the grid.

2. Put tick mark to the items like work
period, POS, tickets, main menu reports,

o d settings, ZK store, accounts, day close

- " which you want to be.

3. Clickonthe Save buttontosavethe above

said details.

ROLE TO USER

:N PR | 1. Search the user and role from the search
I"‘:‘ L Option.

. P PR —— | 2. Add User Role by clicking on the ADD

— Button.

S 3. Enter the User and Role name.

B - 4. Click on the OK button to save it.

www.zkteco.com www.zktecopos.com


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

STEP 6 - ACCOUNTS

SETTING PAYMENT TYPE

Youcanmanage differentaccounttypesin ZKPOS software. Accounttypeswere usedto

group different accounts. Admin can add, edit or delete account types.

PAYMENT TYPES

Youcanletthe customerstopaythe billbycash, cardorvoucherbasedontheireasiness. You

can set different types of payments.

= 1. Goto MAINMENU.
'~ . .. 2 Cclickon ACCOUNTSmenu.
— e . 3. Fromthe menu options select PAYMENT TYPE.

......

e Cash, Card,Voucher will be there by default. You canadd another by clickingon
ADD button or you can delete a payment type by selecting the payment type
and clicking the DELETE button.
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e ——————————————————————————————————
ZKPOSSUperatket = o & gum wf

! a Add PaymentType Details e e e s

4. After clicking ADD button, fill the fields with

-] TTE= PAYMENT TYPE, PARENT TYPE, and STATUS.
- = .-

- 5. Now save the details by clicking on SAVE

o button.

-_— 6. [fyouwanttoeditthe paymenttype clickon
the edit option to edit it.

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

EXPENSE TYPES

Supermarket expense types can be viewed in this report.

lKPDSSJnemalk; MI:WMIMJM o 0 ; i;-ﬁc i
! - #dd Expense Type W e e e el .

Quitgmye - 1. Go to ACCOUNTS and select the option called
N expense types.
- " 2. Click on the add button to add the expense type and
- enter details like expense type name and description
and click save and new option.
ZKPOSSURemarkel = o J gum w|
_! :’:’; Add Expense Type S

3. To edit the expense type click on the edit option and
3 R enter the expense type name and description details
- - and click ok to save.
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ZKPOSSupermarket =

tnk
[

@ iy

Delete Expense Type

WDt Eqerse Type
e e i b s vl ek et

EXPENSE DETAILS

Supermarket expense details can be viewed and added in this area.

2ZKPOSSuperaitel =

i

& natan

i s
& it
o s
8 e
@ ey

# tisnnoty

Expense Details

Besgense Del
Gpmsebetisha r———
BDse Chére
T opaepuibm e e

2KPOSSupermarket =

Add Expense Details

O bxperse Detls
s

Qe

o & g 2

4. Select the expense type to delete and click ok button.

1. Go to ACCOUNTS option and select EXPENSE
DETAILS.

2. To add the expense type enter the fields like expense
type, date, invoice no, amount and narration and click on

the save and new button.
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STEP 7 - INVENTORY MANAGEMENT

Thisisthe stock management section. There are four options STOCKRECEIVING and STOCK
TRANSFER, PURCHASEORDER, STOCKINVENTORY. While receiving stock from suppliers you

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

7.1 STOCK RECEIVING

Save the stock receiving details in ZKPOS.

1. Fromthe Main Menu, select INVENTORY.
oS o

...... — . 2. Firstlet'slearn howtodo STOCK RECEIVING.
e Click on STOCK RECEIVING.

3. Youneedto specify the details aboutthe

stock receiving.

4. ClickonRetrieve optionto searchthe

receive no.

5. Click New option to add new detalils.
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7.2 STOCK RETURN

Save the stock return details in ZKPOS.

—— . Click SETTINGS, from the menu options select
= "7 | INVENTORY.
T == - I 2. Click on STOCKRETURN.
m | == — = m 3. Youneedtospecify the details aboutthe stock
) : - return.

4. ClickonRetrieve optiontosearchthereceive

No Click New option to add new details.

7.3 STOCK TRANSFER

Some itemsinthe inventory may damage or get expired, soyou need aspace to
categorize them frominventory. Thenyoucanreturnthe spoilageitemsor expired

itemstothevendor oryou can separateiteasilyfrom other products. The screenfor
stock receiving and stock return is similar.

= 71 1. GotoSETTINGS.
== = | 2 ClickINVENTORY.
T e | 3.Choose STOCKTRANSFER.

4. Enter the details.

5. Click on Retrieve option to search the issue no

6. Click New option to add new details.
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7. Enter the quantity that you want to return.
8. Click ENTERKEY.

9. To add another button click NEW button.

10. You can use RETRIEVE button as you have

seen earlier, PRINT button, PRODUCT
MASTER ButtonandDELETEbuttonas
describedeatrlier.

11. After you done with it, click CLOSE button.

7.4 PURCHASE ORDER

If you have received a purchase order from a vendor or customer, then add the details to

ZKPOS.
WEW
E “~ | 1 Click on PURCHASEORDER.

2. Enter the details.

o 3. Click on Retrieve option.

4. Click New option to add new details.
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STEP 8 - DISCOUNT OFFER

There may be gift or discount offer for some special customers, regular visitors or for a

particularinvoice. To Set this gift functionality you should follow the below steps.

1. Login as ADMIN.

2. Click DISCOUNT OFFERS.

8.1 DISCOUNT OFFERS

Whenyouwantto promote your salesor clearthe stock, you willannounce discount
offers forsome products. You can addthose discount offershere. Butyouneedtoenable

discount offers in the utility.

2ZKPOSSupermarks! = o M g

S i 1. Click on DISCOUNTOFFER.

ooooo

'''''

2. Youcansetdiscountoffersby productquantity
orbyamount. Forinstance suppose aperson
buys 5 pen at a time, you can provide one
additionallyasadiscountproduct. The person
needto paythe price of 5 pens. This offeris

based on quantity.

www.zkteco.com www.zktecopos.com


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

ettt ¥ e 3. Toadd adiscount offerbased onamount, click

on the AMOUNT DISCOUNT tab next to

it

—_ S PRODUCT QUANTITY tab. Here you can
provide discount for a particular product
based on amount. You can seteither Offer

percentage or discountamount.

Follow the steps below to learn about discount offers.

ZKPOSSupamarkst s o & gu

A " 1.Recentlyaddeddiscountofferswillbelistedina

o e e grid. To view or modify, just click oniit.

1. Make necessary changes if required.

2. You have two options to setadiscount offer,

- = = eitherby amountorby quantity. You can set

........

== a discountforproduct price by percentage or

you can set adiscountfor the product
quantity.
3. You can change the Date assigned for the offer.

4. To add more product click on ADD button.
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1. Selectthe productthatyouwantto add

to discount offer.

= e}

= o; - 1. Modify the quantity and click OK.

S - e 2. Click SAVE button.

= T= o |rr= ml 3. To add new, click on ADD button.

KPOSSIpImae = 4 g Fl
- “ | 1. Enter the OFFERNAME.

e 2. Enter the OFFERDESCRIPTION.

: ’ " =3 o] o |

=) . 4. Toadda product click on ADD button

5. Click Save button.
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8.2 GIFT

Youcanannounce giftforsome special customers, regularvisitors orforaparticularinvoice.

To Set this gift functionality you should follow the below steps.

1. Login as ADMIN.

2. GO TOSETTINGS.

3. ClickonUTILITY.Fromthelistenable Gift
and Points by ticking on the checkbox
that corresponds toit.

4. Update the changes by clicking on UPDATE

button.

Now go to DISCOUNT OFFERS and click on GIFTS.

_— . .

le= o Al 1. Notethatyou cansetthegift intwoways,
either by INVOICEAMOUNT or by INVOICE
= i = COUNT.
: 2 -
o | | 2. Atfirstenterthe maximum number of gifts

againstinvoice count/invoice amount.

3. Toseta giftfora particularinvoice
amount select the Option button
corresponds to Invoice Amount and
click SUBMIT button.

4. Click OKin the confirmation message.
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ol ZKPOSSupermarket =

} e Add Gift
o
’ it

+ Dicoantomee

1. Now click ADD button to add the Gift.

2. Enter the GIFT.

3. Browse the IMAGE of the gift.

4. Enter the INVOICE AMOUNT and select the

STATUS of the gift. Save the details by clicking on SAVE
Button and Click OK.

5. To edit/delete a saved gift, click on the gift.
6.Make necessary changesandclickonUPDATE button.
7. If you want to delete then click on DELETE

Button.

8. Click YES in the confirmation box.

www.zkteco.com www.zktecopos.com


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

8.3 POINTS

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

Amount or by Invoice Count as you have seen earlier.

1. Login as ADMIN.

TT.== T . .~ | 2.GotoSETTINGS.

— . E—— 3. Select DISCOUNT OFFERS and then click on

Points from the menu options.

4. Youcanseetwooptionsinthe dropdown menu,

INVOICE AMOUNT and INVOICE COUNT. From

the two, selectany.

1. Ifyou selected INVOICE AMOUNT, enter the

AMOUNT and corresponding POINTS in the

next textboxes.

aaaaa

2.Ifyouselected INVOICE COUNT, enterthe count

of INVOICES and correspondingPOINTStothe
subsequent textboxes.
3. Inthe above picture Points are setbased on
Invoice Count. When aperson gets 10invoices,
he can earn 10 points.

4. Now click SAVEbutton.
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STEP 9 -REPORTS

Everythingthatyouentering ZKPOS is savedand you can checkwiththe data

wheneveryou want it. Different data are stored as different reports.

To view reports in settings, you have to login as

admin. Gotosettingsand clickonreports.
MMy There were 15 reports. Let’slearn them one by

\ one.

1. SALES REPORTS
1.1 DAILY ITEM REPORT

This report shows the item report for current day.

2ZKPOSSupermarkel = o B g a

g5 s ..o 1 Clickon DAILY ITEM REPORT

. e 2. To view the report click search button.

......

sanaeich
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1.2DATE WISEREPORT

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

e ——
P ... "1 1. Clickon DATE WISE REPORT.
R e 2. Here you have an option to set the FROM
w '" DATE andTO DATE. Set a “from date”
''''' and“ to date”.

3. Click search button.

1.3DAY WISE REPORT

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

£ e " | 1.Clickon DAY WISE REPORT.

R — m— 2. Enter the FROM and TO day number.

:m | == 3. Click VIEW button to view the report.

a | 4. Use print, layout and export features as donein
the other reports.
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1.4 MONTH WISE REPORT

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

you want to view the report.

2KPOSSUpormarkat = £ s

o e Click on MONTH WISE REPORT.

MonthVise Report

2. Select the month from the dropdown.
3. Click VIEW button.

1.5 YEAR WISE REPORT

Provides the year wise sales report.

PR T — iz ..-

2ZKPOSSupermarket = P g osen

~~ | 1.Clickon YEAR WISE REPORT.

by YearWise Report v vox Bine o s

Yearliise Report

2. Select the year.

3. Click search button.
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1.6CATEGORY WISE REPORT

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

v. . .| 1ClickonCATEGORY WISEREPORT.
" wmm | 2 Selectthe FROMdate and TO date.

- | e — — 3. Choose the CATEGORY from the dropdown.
m EmE_ i 4. Click Search button to view.

1.71TEM WISEREPORT

Thisreportissimilarto CATEGORY WISEREPORT. Instead of category youwillbe choosing

item from the dropdown.

i ey ﬂ 1. Click ITEM WISEREPORT
- = 2. Select FROM date and TO date.
= 3. Choose the ITEM from the list.

4. Click search button.
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1.8SALE REPORT

It shows the report of last sale report.

ZKPOSSpermareel =
! i Sales Report i.sius e
i
Sas Bepert
-
[ ] . et &
P
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© s e
Carz g
[ e 1
i iy i
Oz m 10w a
. I 1o
" s
uuuuuuu it e
s
o
]
i
ko
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1.9SALES RETURNREPORT

This report shows the sales return report.

pe—
e =
W rarmls Fambier el —

o & gam =«

1. Click CURRENT SALE REPORT

2. Click search button.

1. Click SALES RETURN REPORT.

2. Enter Day No-From.

3. Enter DayTo.
4. Click search button.
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1.10

DAY CLOSING REPORT

This report shows the total sales done in a day.

ZKPOsSUSaTaer = ET
! e DayClosing Report -1 =+so o E T
-
s e
'
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1.11. DELIVERY REPORT

This report shows total delivery.

2ZKPOSSupermarket = o P g & |
! Ada, Delivery Report sz T I e ——
s
Delivery Report
& o
o
Fe— e
o ] R
s
LIS Dalivwry Reposts
R ronits Frint Date & Time. L1
o o mkem Nethmount | Tox Amoun Guoss Amount
Do e
@ scan Dt 246 20
tsa Al
P — @ oem 0383
s Tost 02000 w000 st
””””””” Day Total 30,0000 0.0000 130.0000
P OuyNor2
Pt 24 8 70
Usac Adnin ;

1. Click on DAY CLOSING REPORT.

2. Enter the day number.
3. Click search button.

1. Click DELIVERY REPORT.

2. Choose FROM DATE and TO DATE.

3. Click search button.
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1.12 DAY REPORT

This report shows day wise details.

HPOSE sl = N ICNT
! :"’:‘ DayClosing Report 1w Bt Kb« i « kAt
[ Liayclasing Hepor:

1. Click DAY REPORT.
W ki m o

8 tubbund

WAl b T et
P 2. Choose FROM DATE and TO DATE.
o st PitDan § Tw B2EATE 121618 70
::A:: : g.:l:;l:"""” h.,,‘:"_w L..w.um mm-:::” 3 Cllck Search button_
W s

1.13 ITEM SALES REPORT

This report shows item sales details.

wpossupemaks = 0 f g af

1= [ v oo 1.Click ITEM SALES REPORT

.
2. Click search to see the report.
(Rl () ol et
=
-
LR o Sl g
L Lo L6
W rank ot .
e T Hi
* deatomy [ wew 7w
] s oem
» Reperts « poeeid AL0 1603 1
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1.14 INVOICE WISE TOTAL SALES REPORT

ZKPOSSupematet = o & Fum alf
! :’"‘“ Invoice Wise Tatal Sales Report 1z hex B B g e

e Wi Tt Sales Fsport

O — 1. Click on the INVOICE WISE TOTAL SALES.

nnnnnnn

S 2. Click search button to view the report.

@ s
v
| O Lol
A o s
.......

—

2, INVENTORY REPORT
2.1 STOCK REPORT

You can view the stock report of each item here.
— — o Click STOCKREPORT.

ZKPOSSupermarket = o A g w
1 o Stock Report - crras 8 e = g Sckeers = Skt .
eoie
. Click h butt
-~ o ICK searchn putton.
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2.2 PHYSICAL STOCKREPORT

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

ZKPOSSupermarket = o F g wm [

o e o Click on the PHYSICAL STOCK REPORT.

L B e Click VIEW button.
‘ e To clear the data, click CLEAR button.

nnnnnnnnnn
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2.3 STOCK RECEIVING REPORT

Thisreportshowsthe stockreceiving details. You canview date wise reportand batch

number wise report.

1= " 1.Clickon STOCK RECEIVING REPORT.
;L " 2. Select date wise/batchwise.
- e T e 3. Select the date range.
W = : 4. Click VIEW button
2.4 STOCK TRANSFER

If you have transferred any stock to the vendor, those details will appear in this report.

1. Clickon the STOCK TRANSFER REPORT.

2. YoucanchoosetoDate Wise Report orBatch

Wise Report. Butto choose batch wise report,

,,,,,,,,

= you should know the batch number in

advance.

- | 3. Select From Date and To Date.

4. Click Search button.
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2.5 STOCK RETURN

If you have returned any stock to the vendor, those details will appear in this report.

ZKPOSSupsrmarket = o & gum

! i StockReturn Repart iza-xx 0= B S S

1. Click on the STOCK TRANSFER REPORT.

— 2. YoucanchoosetoDate Wise ReportorBatch
— Wise Report. Butto choose batch wise report, you

should know the batch number in advance.

3.Select From Date and To Date and search.

2.6 STOCKVALUE REPORT

This report shows the stock value report.

2ZKPOSSupermarkat = o f Quw «

1 it Stock Value Report /- x @ore et et b
e

Stock Valus Reporl

Click STOCK VALUE REPORT

U Wb M & o | e e
& Dashboand Lana
@ sutiing, . .
o _ 2.Click Search to view the report.
& ] Fre 312600
- "
o acvounty W ] vy
2 Proct 0.0000
vty 2 Prod il 0.0000
oy ® Fnss feses] 00 0.0000
bl Prod 16 8730 0.0 00000

2.7 PROFIT REPORT

This report shows the Profit Report.

1
;POSSunam‘alkm i::r‘l::ffj i . o — v::tj .
w1 Click PROFIT REPORT.

2. Click Search to view the report.
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2.8 VENDOR WISE STOCK REPORT

This report shows the vender wise stock report.

25 v oo 1.Click VENDOR WISE STOCK REPORT.
el — 2. Choose DATE FROM and DATE TO.
= P 3. Select VENDOR.

. : ‘ SEisss 4. Click Search button.

2.9 DEPARTMENT STOCKREPORT

This report shows the department stock report.

1. Click DEPARTMENT STOCK REPORT.
Choose DATE FROM and DATE TO.
Select DEPARTMENT.

Click Search button.

> w~
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2.10 SALES RANKING

This shows the sales report on the basis of its ranking.

= o P g x|

— 1. Click on SALESRANKING.
g5 wemwmesosmoem o) Choose DATE FROM and DATE TO.

Sales Ranking Report

3. Click Search button.

.....
5 0000

00
205000

2.11 INVENTORY TRANSACTION

This shows the inventory transaction details.

“'"'"uperma’ ) TnventoryTransaction ROt iest ctartdintome  keomts  rvestory Secerts  Imestory T et 1 R Click On INVENTORY TRAN SACTION .
2. Choose DATE FROM and DATE TO.

Inventory Transaction Report

oue 50524
.
3. Click Search button.
T
-
,,,,,

Tout 180000
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2.12 INVENTORY REPORT

This report shows the inventory details.

f— e 1. Click on INVENTORYREPORT.

ZKPOSSupermarket = 0 P g «

2= RS e 2. Click Search button.

Inventery Repert

g

EEEfEBag b
gz

5

13

2.13 COST REPORT

This report shows the cost details.

1. Click on COSTREPORT.

—
ZKPOSSupormarket = o & g |
oo tali mans Home  Besorts - MccourkRecods  Cost Rapert
...... CotReport 1 e . - 2. Choose DATEFROM and DATETO.
Cost Report -
- Date Q sesch M
e | 3. Click S h butt
, o . ick Search button.
—
- -
i ) Norum Quantity Cout Prics. Toral
o
— —
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2.14 EXPENSE REPORT

This report showstheexpensedetails.

Click on EXPENSE DETAILS REPORT.
Choose DATE FROM and DATETO.
Select EXPENSETYPE.

Click Search button.

e
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3. CUSTOMERREPORT
3.1 CUSTOMER CREDIT REPORT

== o EECEEEE This report shows the customer credit details.
= 1. Click on CUSTOMER CREDIT REPORT.
= === 2. Choose DATE FROM and DATE TO.
3. Select CUSTOMER.
4. Click Search button.
3.2 CUSTOMER ACCOUNTS

This report shows the customer account details.

1. Click on CUSTOMER ACCOUNT.

;m ““““““““ T —— e 2. Choose DATE FROM and DATE TO.
= M s m 3. Select CUSTOMER.
e “ 4. Click Search button.
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3.3 CUSTOMER ADVANCE REPORT

This report shows the customer account advance details.

ZKPOSSupermarket =

f el

www.zkteco.com www.zktecopos.com

Custamer Advance REPOrt sl ciniwwe

Cortonss Advsce Rigs

1. Select CUSTOMER ADVANCE REPORT.
2. Choose DATE FROM and DATE TO.

3. Select CUSTOMER.

4. Click Search button.
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4, TAXREPORT
4.1 SALES TAX REPORT

This report shows the sales tax details.

I e 1. Click on SALES TAX REPORT.
rny e e — 2. Choose DATE FROM and DATE TO.
= & | 3 Select CATEGORY.

( M:“ oo | 4. Click Search button.

4.2TAX REPORT

This report shows the tax details.

;m“’"" e — — 1 | 1. Click on TAX REPORT.
2. Choose DATE FROM and DATETO.
3. Click Search button.

TaxReport
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4.3ACCOUNT TRANSACTION REPORT

This report shows the account transaction details.

ZKPOSSupemarket = 0o P gum = |

2= _ T 1. Click on ACCOUNT TRANSACTION.
. o o 2. Choose DATE FROM and DATETO.
— R Te— 3. Click Search button.

nnnnnnnnnn

1. OTHER REPORT
5.1 WORK PERIOD REPORT

This report shows the work period details.

1. Click on WORK PERIOD REPORT.

ZKPOSSupermarket = o P g «f

g e e L2 Choose DATE FROM and DATE TO.
e DayMo. 4

——— = 3. Select USERS.

- —-— 4. Click Search button.

www.zkteco.com www.zktecopos.com


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

5.2 ATTENDENCE REPORT

This report shows the work period details.

= et e B |1 Clickon ATTENDENCE REPORT.
o - — 2. Choose DATE FROM and DATE TO.
- . e 3. Select USERS.

] e — — 4. Click Search button.

5.3 ORDER DETAILS REPORT

This report shows order details reports.

ZKPOSSUpermakel = o & gum a

! - Order Details Report +.1-ucs O i (i

: : - 1. Click on Order Details Report.

- | B ! 2. Choose the date, food server, status, priority.
o N B bl .

| e——— 3. Click Search button.
L =]
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5.4 GIFT REPORT

This report shows the guest detalils.

1. Click onGIFT
gn | 2. REPORT.
o = 3. Choose DATE FROM and DATE TO.
L 4. Click Search button.
e ——————————
5.5 GUEST REPORT
This report shows the guest details.
g e w1, Click on GUESTREPORT.
_- == - - 2. Choose DATE FROM and DATE TO.
"“” o= 3. Click Search button.
)
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STEP 10 - SIGN OUT

1= " " 1.Go to the MAIN MENU.

mmmmm E E 2. Click on the top right corner of the

"’"M : \ i H Dashboard And click on the Admin.

:; \ 3. Click on the SIGN OUT option to log out.
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