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Login 
How to Login to GreatPOS System Cashier Side? 

Step1) Click the GreatPOS Logo Shortcut on Desktop  

 

Step2) Click I Accept Agreement 

 

 

 

 

 

 

 

 

Step3) Enter Cashier Credentials  



Step4) Click Login Button 

 

Shifting 
How to Use Shifting in cashier side? 

Step1) Enter Opening Cash 

Step2) Click Open Shift Button 

 

 



GreatPOS Cashier Areas 
Red Horizontal Rectangle – Transaction Table 

Blue Vertical Bar – Transaction Table Function Keys 

Black Vertical Rectangle - Calculator 

Green Horizontal Rectangle – Item Categories 

Yellow Horizontal Rectangle – Products  

 

Orange Horizontal Rectangle - Table 

 



Purple Horizontal Rectangle – Function Key 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Transaction 
How to do basic transaction? 

Step1) Select Category 

 

Step2) Click Items 

 

 



Step3) Enter Amount of payment 

 

Step4) Click Equal (=) Button 

 

Step5) Click OK 



Table Function Keys 

   

Navigation arrow 
Icons/Buttons in BLACK Rectangle are used to select row in the transaction table  

 

 

 



F2 Delete Row 
Icons/Buttons in RED Rectangle are used to Delete item in the transaction table  

How to use? 

Step1) Select Item on the transaction Table 

 

Step2) Click F2 Button 

 



F3 Delete Transaction 
Icons/Buttons in Yellow Rectangle are used to Delete Transaction in the transaction table  

How to use? 

Step1) Click F3 Button 

 

 

 



F4 Edit Item Quantity 
Icons/Buttons in BLUE Rectangle are used to Edit Item Quantity in the transaction table  

How to use? 

Step1) Select Item on transaction table 

Step2) Click F4 Button 

 

Step3) Entry Quantity

 



Step4) Click OK 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



F5 Search Item 
Icons/Buttons in Orange Rectangle are used to Edit Item Quantity in the transaction table  

How to use? 

Step1) Click F5 Button 

Step2) Select Item 

Step3) Press OK 

 

F6 Print Message 
Icons/Buttons in Gray Rectangle are used to Print Message in the transaction  

How to use? 

Step1) Click F6 Button 

Step2) Enter Message 

Step3) Press Ok Button 

 



F7 Add Information 
Icons/Buttons in Green Rectangle are used to Add Information in the transaction  

How to use? 

Step1) Click F7 Button 

 

Step2) Enter Information 

Step3) Press OK Button

 



Table Number 

 

Table Save 
How to save transaction on the table? 

Step1) Add Items on the Transaction Table 

 

Step2) Select Table Number 

Step3) Click Save Button 



 

Pay Table Orders 
How to pay orders in the table? 

Step1) Select the Table 

 

Step2) Enter amount to pay 



 

Step3) Press Equals (=) Button 

 

Step4) Press OK 

 

 



Delete Table 
How to delete order in the table? 

Step1) Select the table 

 

Step2) Click Delete Button 

 



Step3) Enter the Administrator Account 

 

Step4) Click Yes 

 

 

 



Move Table 
How to move order in the table? 

Step1) Select Table 

 

Step2) Click Move button 

Step3) Click Table number 

 



Function Keys 

 

Value Discount 
How to use Value discount? 

Step1) Create a transaction 

 

Step2) Click FNC KEY button 

Step3) Click Value button 



 

Step4) Enter the Value Discount 

Step5) Press OK button 

 

 

 



Percent Discount 
How to use percent discount? 

Step1) Create transaction 

 

Step2) Click Discount button 

Step3) Enter Percent of Discount 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Senior Citizen Discount 
How to use senior citizen discount? 

Step1) Create transaction 

 

Step2) Select the Largest amount of the item 

 



Step3) Click the Senior Citizen Button  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PWD Discount 
How to use PWD Discount? 

Step1) Create transaction 

 

Step2) Select the Largest amount of the item 

 



Step3) Click the PWD Discount Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Discount Member 
How to use Discount Member? 

Step1) Create Transaction 

 

Note: This Discount Can be use by item or the whole transaction 

Step2) Click Discount Member 

 



Employee Discount 
How to use Employee Discount? 

Step1) Create Transaction 

 

Step2) Select Item to Discount 

 



Step3) Click Employee Discount Button 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Complimentary Discount 
How use complimentary discount? 

Step1) Create Transaction 

 

Step2) Click Complimentary button 

Step3) Enter Administration account 

 



Step4) Click Yes 

 

 

 

 

 



Charge To 
How to use charge to? 

Step1) Create transaction 

 

Step2) Click Charge to button 

Step3) Select Users to Charge the transaction 

 

 



Step4) Click Pay button and Enter Amount 

 

Step5) Click Ok Button 

 

 

 



Payment Type 

Multi Payment 

How to use multi payment? 

Step1) Create Transaction 

 

Step2) Click PAYMENT TYPE button and choose Multi Payment 

 



 

Step3) Click New Button and Select Payment Type. Ex. Cash/Credit card 

Step4) Enter Amount and Click Submit 

 

 

 



Step5) Click Ok Button 

 

 

  



 

Split Payment 

How to use split payment 

Step1) Create a transaction 

 

Step2) Click PAYMENT TYPE button and choose Split Payment 

   

 



 

Step3) Select Number of Customer 

 

Step4) Select the item on the table to add the item to the customer 1 



 

Step5) Select the item on the table to add the item to the customer 2 

 

Step6) Click Ok 



 

Step7) Enter amount to pay 

 

 

 

 



Print Receipt Layout 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Transaction Type 
How to use transaction type? 

Step1) Create Transaction 

 

Step2) Click FNC KEY and choose Transaction Type 

 

 



Step3) Choose Transaction Type 

 

 

Open Cash Drawer 

 

Use to open the cash drawer. 

How to use Open Cash Drawer? 

Step1) Click Open Cash Drawer  

 

 

 

 

 

 

 

 



Remittance 

 

How to use Remittance Entry? 

Step1) Click FNC KEY and Choose Remittance button 

 

Step2) Select Shift and date and Press OK 

Step3) Enter Quantity per denomination 

 



How to Print Remittance? 

Step1) Click the Print Button in the Remittance Entry 

 

Step2) Click Print Button 

 

How to Preview Remittance Entry? 

Step1) Click Print button 

 



Step2) click Print Preview 

 

 

How to Export Remittance Entry? 

Step1) Click Print Button in Remittance Entry  

 

Step2) Select File Type and locate the file to be exported 



 

Step3) Enter File name and click ok 



Clock IN 

 

Use to Login into basic attendance system. 

How to use Clock in? 

Step1) Click Clock in Button 

 

Step2) Enter User Credentials 

   



Clock Out 

 

Use to Logout into basic attendance system. 

Step1) Click Clock Out Button 

 

Step2) Enter user credentials  

 



LZRead 

 

Use to Print the report containing the products sold in quantity on closing the shift. 

How to use LZRead? 

Step1) Click the LZRead Button in the FNC Key and it will automatically print 

(Sample LZRead Print Out) 

 

 

 

 

 

 

 

 

 

 



ZRead 

 

Use to Print the report containing the whole day transaction of terminal on closing the shift. 

How to use ZRead? 

Step1) Click the ZRead Button in the FNC Key and it will automatically print 

(Sample ZRead Print Out) 

 

 

 

 

 

 

 

 

 

 



REPRINT 

 

Use to reprint the receipt of the previous transaction. 

How to use reprint? 

Find the previous transaction and click reprint button. 

 

PREVIOUS 

 

Use view previous transaction of the terminal 

How to use PREVIOUS? 

Go to FNC Key and Click Previous button to view previous transaction 

 



 

 

NEXT 
Use view NEXT transaction of the terminal 

How to use NEXT? 

Go to FNC Key and Click Previous button and Next button to view previous transaction 

 



 

 

FIND 
Use to Find the Previous transaction 

How to use Find Button? 

Step1) Go to FNC KEY 

Step2) Click FIND button 

 



Step3) Enter the Transaction Number in Find Module 

 

 

 

 

 



CANCEL 

 

Use to cancel processed previous transaction. 

How to use Cancel? 

Step1) Find the previous transaction 

 

Step2) Click the Cancel Button 

Step3) Enter Administration credentials or Use the Biometrics Feature 



  

Step4) Click OK 

 

 

 

 



VOID 

 

Use to Void processed previous transaction. 

How to use Void? 

Step1) Find the previous transaction 

 

Step2) Click the Cancel Button 

Step3) Enter Administration credentials or Use the Biometrics Feature 



 

Step4) Click OK  

 

 

 

 



WASTE 

 

Use to deduct waste, spoilage and expired items or products in the inventory. 

How to use waste? 

Step1) Enter Items to waste 

 

Step2) Go to FNC KEY and Press Waste 

 



REFUND 

 

Use to Void processed previous transaction. 

How to use Void? 

Step1) Find the previous transaction 

 

Step2) Click the Refund Button 

Step3) Enter Administration credentials or Use the Biometrics Feature 



 

Step4) Press OK 

 

 

 

 



Closing Shift 
Use to Close the shift of the current terminal and displays the opening, and closing cash 

How to use Closing Shift? 

Step1) Click X on the Top Right to show the closing shift form 

 

 

Step2) Click CLOSE SHIFT button 



 

(Print Out After Clicking CLOSE SHIFT button) 

 

 

 

 


