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Login 
How to Login to GreatPOS System Admin Side? 

Step1) Click the GreatPOS Logo Shortcut on Desktop  

 

Step2) Click I Accept Agreement 

 

 

 

 

 

 

 

 

Step3) Enter Admin Credentials  



Step4) Click Login Button 

 

 

 

  



STOCK 

Product Categories 

 

Use to add new Product Categories to show in the Cashier Side 

How to use Product Category Maintenance? 

 

Adding of categories 

Step1) Click New Category button 

 



Step2) Enter Category to be added 

 

Step3) Click Ok 

 

 

 



Deleting of Categories 

Step1) Select Category into the table 

 

Step2) Click Delete Category Button 

 

 



Step3) Click Yes Button 

 

 

  



PRODUCT AND RECIPE 

 

Use to add new Product to show in the Cashier Side and setup recipe for product. 

How to use Product and Recipe Maintenance? 

 

Adding of Product 

Step1) Click New Button 

 



Step2) Enter Product information 

 

Step3) Click Save Button 

 

 

 



Editing Product 

Step1) Select the item in the product table 

 

Step2) Click Edit button 

 

Step3) Edit the data or information need to be edited 



 

Step4) Click Save Button 

 

 

 

 



Setup Recipe 
Step1) Select product into the product table 

 

Step2) Click Recipe Tab 

 

Step3) Select Component on the Component Table 



 

Step4) Click Add Button on Product Recipe Table 

 

Step5) Enter Component Ratio 

 

 



 

 

 

  



Setup Sub-Recipe 
Step1) Select product into the product table 

 

Step2) Click Sub-recipe Tab 

 

Step3) Select Component on the Component Table 



 

Step4) Click Add Button on Product Subrecipe Table 

 

Step5) Enter Component Ratio 

 

 



 

 

  



Deleting Product 

Step1) Select Item into the product table 

 

Step2) Click Delete button 

 

Step3) Click Yes button 



Product Delivery Maintenance 

 

Use to enter product deliveries per supplier  

How to use Product Delivery Maintenance? 

 

Load Data 

Step1) Click Load button 

 



Step2) Select Delivery No. in the table 

 

Step3) Click OK 

 

 

 



Adding Delivery 

Step1) Click New Button 

Step2) Enter DR No. 

 

Step3) Click Add Button 

 



Step4) Select Delivery Date, Expiry Date, and Supplier Name 

Step5) Enter Product name, Quantity and Delivery Price 

 

Step6) Click Save Button 

 

 



Printing Deliveries 

Click Print Button 

 

Print Preview 

Click Preview Button 

 

 



Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 

Exporting to file 

 



Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 

Step4) Click Export Button 

Step5) Click OK 



 

. 

 

 

 



Product Transfer in Entry 

 

Use to Transfer in Delivery from another store 

How to use Products Transfer in entry? 

 

Enter Transfers 

Step1) Click New Button 

 

Step2) Enter Delivery Number 



Step3) Select Date and Store From 

Step4) Enter Receive By  

Step5) Enter Product In 

 

Step6) Click Save Button 

 



Load Past Transfer In 

Step1) Click Load Button 

 

Step2) Select data from the table 

 

Step3) Click Ok 



 

 

Printing Transfer Ins 

Click Print Button 

 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Product Transfer out Entry 

 

Use to Transfer out the store stock to another store 

How to use Products Transfer Out entry? 

 

Enter Transfers 

Step1) Click New Button 

 



Step2) Enter Delivery Number 

Step3) Select Date and Transfer to Store 

Step4) Enter Release By  

Step5) Enter Product In 

 

Step6) Click Save Button 

 



Load Past Transfer Out 

Step1) Click Load Button 

 

Step2) Select data from the table 

 

Step3) Click Ok 



 

Step4) Click Ok 

 

Printing Transfer Out 

Click Print Button 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Product Stock Entry 

 

Use to Manage your product inventory 

How to use Products Stock Entry? 

 

Update Inventory 

Use to enable usage of stock entry 

Step1) Click Update Button 

 



Step2) Enter Administration Credentials  

Step3) Click Ok Button   

 

 

Entering of Stock 

Step1) Double Click Cell into the Row Ending Inv. For the designated Product 

 



Step2) Click Save Button 

 

 

Printing Stock Entry 

Click Print Button 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Component Categories 

 

Use to enter components categories 

How to use Supplier Maintenance? 

 

Adding Component Category 
Step1) Click New Button 

 



Step2) Enter Category 

 

Step3) Click Ok Button 

 

 

 



Deleting Component Category 
Step1) Select Category on the Component Category Table 

 

Step2) Click Delete Button 

 

Step3) Click Yes Button to Delete 



Components Maintenance 

 

Use to add new Components 

How to use Component Maintenance? 

 

Adding of Components 

Step1) Click New Button 

 



Step2) Enter Component information 

 

Step3) Click Save Button 

 

 

 



Editing Component 

Step1) Select the Component in the component table 

 

Step2) Click Edit Button 

 

Step3) Edit the data or information need to be edited 



 

Step4) Click Save Button 

 

 

 

 



Deleting Component 

Step1) Select Component into the component table 

 

Step2) Click Delete button 

 

Step3) Click Yes Button to delete 



Component Daily Ending Inventory 

 

Use to enter Ending inventory of component for the day 

How to use Component Daily Ending Inventory? 

 

 



Entering EOD 
Step1) Enter Ending on the Ending Column per item 

 

Step2) Click Save Button 

 

Step3) Click Ok 



Load EOD 
Step1) Select Date 

 

Step2) Click Load Button 

 

Step3) Click Ok Button 



Printing EOD 
Click Print Button 

 

Print Preview 

Click Preview Button 

 



Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 

 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Components Transfer in Entry 

 

Use to Transfer in Delivery from another store 

How to use Components Transfer in entry? 

 

Enter Transfers 

Step1) Click New Button 

 



Step2) Enter Delivery Number 

Step3) Select Date and Store From 

Step4) Enter Receive By  

Step5) Enter Product In 

 

Step6) Click Save Button 

 



Load Past Transfer In 

Step1) Click Load Button 

 

Step2) Select data from the table 

 

Step3) Click Ok 



 

Step4) Click Ok 

 

Printing Transfer Ins 

Click Print Button 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Components Transfer Out Entry 

 

Use to Transfer out the store stock to another store 

How to use Components Transfer Out entry? 

 

Enter Transfers 

Step1) Click New Button 

 



Step2) Enter Delivery Number 

Step3) Select Date and Transfer to Store 

Step4) Enter Release By  

Step5) Enter Product In 

 

Step6) Click Save Button 

 



Load Past Transfer Out 

Step1) Click Load Button 

 

Step2) Select data from the table 

 

Step3) Click Ok 



 

Step4) Click Ok 

 

Printing Transfer Out 

Click Print Button 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

Step5) Click OK 

 

 

 

 



Components Reject Entry 

 

Use to Enter Rejected Components 

How to use Components Rejected Entry? 

 

Step1) Click New Button 

 



Step2) Enter Rejected Component on the Rejected Column per item 

 

Step3) Click Save Button 

 

Step4) Click Ok Button 

 



Load Rejected Entries 

Step1) Select Date 

 

Step2) Click Load Button 

 

Step3) Click Ok 



Printing Component Rejected Entry 

Click Print Button 

 

Print Preview 

Click Preview Button 

 



Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 

Exporting to file 

 



Step1) Select File Type 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 

Step4) Click Export Button 

Step5) Click OK 



 

 

 

 

 

 



Components Stock Entry 

 

Use to Manage your product inventory 

How to use Products Stock Entry? 

 

Step1) Select Date 

 



Step2) Click Ok Button 

 

Step3) Click Ok 

Entering of Stock 

Step1) Double Click Cell into the Row Ending Inv. For the designated Product 

 



Step2) Click Save Button 

 

 

Printing Component Stock Entry 

Click Print Button 

 



Print Preview 

Click Preview Button 

 

Print 

Step1) Click Print Button 

 

Step2) Select Printer  

Step3) Click Print 



Exporting to file 

 

Step1) Select File Type 

Step2) Click the (…) Button 

 

 



Step3) Enter File name and Click OK 

Step4) Click Export Button 

Step5) Click OK 

 

 

 



Supplier Maintenance 

 

Use to manage Supplier 

How to use Supplier Maintenance? 

 

Adding Supplier 

Step1) Click New Button 

 

Step2) Enter Information 



 

Step3) Click Save Button 

 

 

 



Set Up Products to Supplier 

Step1) Select Supplier in Supplier Tab 

 

Step2) Click Supplier Products Tab 

 

 



Step3) Select Item Product Table 

 

Step4) Click Add Button 

 

Step5) Enter Product Price, Discount 1, Discount 2 

Step6) Click Ok Button 



 

Delete Product from supplier 

Step1) Select Supplier Products on the Table 

 

Step2) Click Delete Button 

 



Supplier Purchase Order 

 

Use to input your orders to your suppliers  

Purchase Order Entry 

Step1) Select Supplier Name 

 

 



Step2) Click the Checkbox of the product 

Step3) Enter Quantity 

 

Step4) Click Ok Button 

 

Step5) Enter Purchase Order No. 



 

Step6) Click Save Button 

 

 

 

 



Product Delivery Entry 

Step1) Click New Button 

 

Step2) Enter the Purchase Order No. 

 

Step3) Click Ok Button 



 

Step4) Enter Delivery Receipt No. 

 

Step5) Click Save Button 

 

 



Product List Report 

 

Use to View Report of Product List. 

How to use Product List Report? 

 

Step1) Click Ok Button 

 



Printing Product List 

Step1) Click Print Button

 

Preview 

Step1) Click Print Preview Button 

 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

 



Step3) Enter File name and Click OK 

 

Step4) Click Export Button 

 

Step5) Click OK 

 



 

Print 

 

Step1) Click Print Button 



 

Step2) Select Printer 

Step3) Click Print Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Daily Product Inventory Report 

 

Use to View Report of Daily Product Inventory. 

How to use Daily Product Inventory Report? 

Step1) Select Date 

Step2) Select Supplier 

Step3) Click Ok Button 

 

 

 

 

 

 

 

 

 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Component List Report 

 

Use to View Report of Product List. 

How to use Product List Report? 

 

Step1) Click Ok Button 

 



Printing Product List 

Step1) Click Print Button 

 

Preview 

Step1) Click Print Preview Button 

 

 



Print 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



Step4) Click Export Button 

 

Step5) Click OK 

 

 

 



Stock Ingredient Usage Report 

 

Use to View Reports of Components Usages 

How to use Stock Ingredient Usage Report? 

 

Step1) Select Start Date to End Date 

 



Step2) Click Ok Button 

 

 

Printing Stock Component Usage Report 

Step1) Click Print Button  

 



Preview 

Step1) Click Print Preview Button 

 

 

Print 

 

Step1) Click Print Button 



 

Step2) Select Printer 

Step3) Click Print Button 

Exporting 

Step1) Select File Type 

 



Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 

Step4) Click Export Button 

 

Step5) Click OK 



 

 

 

  



Supplier Payable Report 

 

Use to View Report in Supplier Payable. 

How to use Supplier Payable Report? 

Step1) Select Start Date and End Date 

Step2) Select Supplier 

Step3) Click Ok Button 

 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



SALES 

Daily Sales Summary Report 

 

Use to View report for Daily Sales 

 

How to use Daily Sales Summary Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Daily Sales Report Per Supplier 

 

Use to View report for Daily Sales Per Supplier 

 

How to use Daily Sales Report Per Supplier? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Transaction Count Report 

 

Use to View report for Count of Transaction 

 

How to use Transaction Count Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Sales Per Product Report 

 

Use to View report for Sales Per Product 

 

How to use Sales Per Product Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Profit Report 

 

Use to View report for Profit 

 

How to use Profit Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Remittance Entry 

 

How to use Remittance Entry? 

 

Step1) Select Shift and date  

Step2) Click Ok Button 

Step3) Enter Quantity per denomination 

 

Step4) Click Save Button 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 

 

 

 



Tax Category Entry 

 

Use to manage Category of Tax 

 

How to use Tax Category Entry? 

Step1) Click New Tax Button 

 

 



Step2) Enter Tax Category Name 

 

 

 

 

 



Delete Tax Category 

Step1) Select Tax category on the table 

 

Step2) Click Delete Tax Button 

 

Step3) Click Yes Button 



Sales Breakdown Report 

 

Use to View report for Sales Breakdown 

 

How to use Sales Breakdown Report? 

Step1) Select Date 

Step2) Select Sales Breakdown Option 

Step3) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Sales by Supplier Report 

 

Use to View report for Sales by supplier 

 

How to use Sales by supplier Report? 

Step1) Select Date 

Step2) Select Supplier 

Step3) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Sales Summary Report 

 

Use to View report for Sales Summary 

 

How to use Sales Summary Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Charge Summary Report 

 

Use to View report for Charge Summary 

 

How to use Charge summary Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Charge Detailed Report 

 

Use to View report for Charge Detailed 

 

How to use Charge Detailed Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Order Sales Inquiry Report 

 

Use to View report for Order Sales Inquiry 

 

How to use Sales Order Inquiry Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Sales Inquiry Report 

 

Use to View report for Sales Inquiry 

 

How to use Sales Inquiry Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



BIR Sales Summary Report 

 

Use to View report for BIR Sales Summary 

 

How to use BIR Sales Summary Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



Purchase Order Remittance Report 

 

 Use to View report for Purchase Order Remittance 

 

How to use Purchase Order Remittance Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Printing 

 

Step1) Click Print Button 

 

Step2) Select Printer 

Step3) Click Print Button 



FUNCTION 

Payment Type 

 

Use to manage Payment type 

 

How to use Payment Type? 

Step1) Click New Button 

 



 

Step2) Enter Payment Type and Description 

Step3) Click Save Button 

 

 



Edit Payment Type 
Step1) Select on the table 

 

Step2) Edit the selected Payment type 

 

Step3) Click Update Button  



 

 

 

Delete Payment Type  
Step1) Select on the table 

 



Step2) Click Delete Button 

 

 

  



Shifting Schedule 

 

Use to manage Shifting Schedule of the Cashier Side Users  

 

How to use Shifting Schedule? 

Step1) Click New Button 

 



Step2) Enter Shift Name 

Step3) Set Start Time and End Time 

(Note: Setting of time must be military time) 

Step4) Click Save Button 

  

Edit Shifting 
Step1) Select Shift on the table 



 

Step2) Edit the Shift Selected 

 

Step3) Click Update Button  



 
 

Delete Shift 
Step1) Select Shift on the table 

 

Step2) Click Delete Button 



 

 

Transaction Type 

 

Use to manage Transaction type into the Cashier Side 

 



How to use Transaction Type? 

Step1) Click New Button 

 

Step2) Enter Transaction Type 

Step3) Enter Description 

 



Step4) Click Save Button 

  

Edit Transaction Type 
Step1) Select Transaction Type on the table 

 

Step2) Edit the Payment Type Selected 



 

Step3) Click Update Button  

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Delete Transaction Type  
Step1) Select Transaction Type on the table 

 

Step2) Click Delete Button 



 

 

 

Add Information 

 

Use to manage Information into the Cashier Side 

 



How to use Add Information? 

Step1) Click New Button 

 

Step2) Enter ID 

Step3) Enter Information 

 



Step4) Click Save Button 

  

Edit Information 
Step1) Select Information on the table 

 

Step2) Edit the Information Selected 



 

Step3) Click Update Button  

 

 

 

 



 

Delete Transaction Type  
Step1) Select Transaction Type on the table 

 

Step2) Click Delete Button 

 



Operations 

Employee Type Maintenance 

 

Use to manage Employee Type  

 

How to use Employee Type Maintenance? 

Step1) Click New Button 

 



Step2) Enter Employee Type 

Step3) Enter Description 

 

Step4) Click Save Button 

  



Edit Employee Type 

Step1) Select Employee Type on the table 

 

Step2) Edit the Employee Type Selected 

 

Step3) Click Update Button  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delete Employee Type  

Step1) Select Employee Type on the table 

 

Step2) Click Delete Button 

 

 

 



Employee Maintenance 

 

Use to manage Employee and System Users 

 

How to use Employee Maintenance? 

Step1) Click New Button 

 



Step2) Enter Employee Information 

 

Step3) Click Save Button 

  

 



Edit Employee  

Step1) Select Employee on the table 

 

Step2) Click Edit Button 

Step3) Edit the Employee Selected 

 



Step3) Click Update Button  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delete Employee  

Step1) Select Employee on the table 

 

Step2) Click Delete Button 

 

 



Account Setup 

Step1) Select Employee on the table 

 

Step2) Click Setup User Account Button 

 

Step3) Edit Username 



Step4) Enter Password and Confirm Password 

Step5) Select Role 

 

Step6) Click Save Button 

 

 



Setup Biometrics 

Step1) Select Employee on the table 

 

Step2) Click Set User Biometrics 

 

Step3) Select the Employee on the Biometrics Table 



Step4) Click Register Button 

 

Step5) Enter Finger into the finger print scanner  

 

Step6) Click Capture Button 

 



Store Maintenance 

 

Use to manage stores  

 

How to use Store maintenance? 

Step1) Click New Button 

 

 



Step3) Enter Store Information 

 

Step4) Click Save Button 

 

 

 



Edit Store  

Step1) Select Store on the table 

 

Step2) Click Edit Button 

 

 



Step3) Edit Store Information 

 

Step4) Click Save Button 

 

 

 



Delete Store 

Step1) Select Store on the table 

 

Step2) Click Delete Button 

 

Step3) Click Yes Button 



Customer Maintenance 

 

Use to manage Customers 

 

How to use Customer Maintenance? 

Step1) Click New Button 

 



Step2) Enter Customer Information 

 

Step3) Click Save Button 

 

 



Edit Customer 

Step1) Select Customer on the table 

Step2) Click Edit Button 

 

Step3) Edit the Customer Information 



 

Step4) Click Save Button 

 

 

 

 



Delete Customer 

Step1) Select Customer on the table 

Step2) Click Delete Button 

 

 



Expense Type Maintenance 

 

Use to manage Expense Type 

 

How to use Expense Type Maintenance? 

Step1) Click New Button  

 



Step2) Enter Expense Type  

 

Step3) Click Save Button 

 

 

 



Edit Expense Type 

Step1) Select Expense Type on the table 

 

Step2) Edit Expense Type Selected 

 

 



Step3) Click Update Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delete Expense Type 

Step1) Select Expense Type on the table 

 

Step2) Click Delete Button 

 

 

 



Expense Entry Screen 

 

Use to enter Expenses 

 

How to use Expense Entry Screen 

Step1) Select Date and Expense Description 

Step2) Click Load Button 

(Use to Load Previews Entered Expenses in specific date and description) 

 



Expense Entering 

Step1) Select Date 

Step2) Select Expense Description 

Step3) Enter Amount 

 

Step4) Click Save Button 

 



Step5) Enter Administrator Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delete Expense Entered 

Step1) Select Expense Entered on the table 

 

Step2) Click Delete Button 

 

 



Expense Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

Step3) Enter File name and Click OK 



 

Step4) Click Ok Button 

 

 

 

 



Supplier Payments 

 

Use to input payments of delivery receipt of suppliers 

 

How to use Supplier Payments? 

Step1) Select Supplier 

Step2) Select Delivery Number 

Step3) Select Payment Type 

(Note: Check No: Field must be entered when payment type is “CHECK”) 

Step4) Click Save Button 

 



Post Payment 
Step1) Select Payment entered on the table 

Step2) Click Post Payment Button 

 

Step3) Click Yes Button 

To View Posted Payment, Click Payments and Payables Summary Tab 

Step1) Select Date Range for the posted payments 

Step2) Click Ok Button 

 



Deleting Payment Entry 
Step1) Select Payment entered on the table 

 

Step2) Click Delete Button 

 

Step3) Click Yes Button 



Supplier Payments Printing 
Step1) Click Print Button  

 

Step2) Enter Administrator Credentials 

Step3) Click Ok 

 

(Automatically Print on the Default Printer) 

 

 

 
 

 

 
 



Bad Orders Entry 

 

Use to enter Bad Orders 

 

How to use Bad Orders Entry? 

Step1) Click New Button 

Step2) Select Date from and Date to 

Step3) Select Supplier 

Step4) Select Oder By 

Step5) Click Add Button 

 



Step6) Enter Product Name 

Step7) Enter Quantity 

Step8) Enter B.O Price 

 

Step9) Click Save Button 

 



Load Bad Orders 

Step1) Click Load Button 

 

Step2) Select Bad Order on the table 

 

 



Bad Order Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

 



Step3) Enter File name and Click OK 

 

Step4) Click Ok Button 

 

 

 



Area Maintenance 

 

Use to manage Area 

 

How to use Area Maintenance? 

Step1) Click New Button 

 



Step2) Enter Area Information 

 

Step3) Click Save Button 

 

 

 



Edit Area 

Step1) Selected Area on the Table 

 

Step2) Edit Selected Area 

 

 



Step3) Click Save Button 

 

 

  



Delete Area 

Step1) Select Area on the Table 

 

Step2) Click Delete Button 

 

 



Attendance Report 

 

Use to view reports for attendance 

 

How to use Attendance Report? 

Step1) Select Date 

Step2) Click Ok Button 

 



Attendance Report Printing 

Step1) Click Print Button  

 

Print Preview 

Step1) Click Print Preview Button 

 



Exporting 

Step1) Select File Type 

 

Step2) Click the (…) Button 

 

 



Step3) Enter File name and Click OK 

 

Step4) Click Ok Button 

 

 

 



Settings 

 

Use to Changes Theme 

 

How to Change Theme? 

Step1) Select Theme on the Dropdown 

 



Step2) Click Ok Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Backup  
Use to Backup Entire data  

 

How to use Backup? 

Click Backup Button 

 

Click Ok Button 

 

 

  



Restore 

 

Use to Restore Backed-up Data 

 

How to use Restore Data? 

Step1) Select Backed-up data 

 



Step2) Click Restore Button 

 

Step3) Click Ok Button 

 

Step4) Click Ok Button to Restart the System and Restore the backed-up data 

 


