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Settings / Configuration  

How to setup system 
Menu -> Settings -> Configuration     
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How to POS terminal / How to add branch 
Menu -> Settings -> POS Terminal 

    

How to Edit Terminal   
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How to setup email 
Menu -> Settings -> Configuration -> Email Config tab 

 

 Check SMTP setup guide next tab 

How to add Departments  
Menu -> Settings -> Departments  

How to add Designations 
Menu -> Settings -> Designations  

How to add Expense type  
Menu -> Settings -> Source name 

How to add Sauces Options  
Menu -> Settings -> Sauces 
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Data Manager 

How to reset /refresh system 
 Menu -> File -> Reset Data / Clear Data – Select option and Press Reset 

 

How Restore or import previous backup file 
Menu -> File -> Import Data … Restore Data 

 Select your backup file (.bak) 

 

How Take Data Backup 
 Menu -> File -> Data Backup -> Select your store location 
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POS 
 

How to sell an items / How to add item to sales cart 

 

 

How to add item Sauces 
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How to hold an order 
Add items to cart -> Press Hold Button 

 
 

 

 

How to resume an order 

 

 

 

How to return an items 
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Items  

 
How to add an items to Stock 
Menu -> POS -> Add item (fill-up all fields, upload item picture, select store location -> save)

 

How to add an ingredient to item 
Select an item from Item List -> select add ingredient Tab (Select ingredient, use Qty) 
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How to edit / Delete an item 
Menu -> POS -> Add item -> Select an item -> Update for Edit 

Delete for Remove item from stock. 

 

 

How to add an item Category 
Menu -> POS -> Add item -> select Add Category tab 

 

How to import bulk item 
Menu -> POS -> Add item -> click an Import Item 

 

Download Data Sample 

Fill-up data (all Asterisk column are required) 
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Stock Details Report 
Menu -> POS -> Item alert

 

Export to Excel: Export item to excel  

Import items: Import items to stock database 

IN STOCK: Filter Stock Item 

Stock Warning: Lower than 10 quantity will be yellow color. Its shows as warning item. 

Out Of Stock: Lower than 1 quantity will be Red color.   

 

 
How to update items:  
Click on Qty, Buy Price, and Sales Price column to Edit and press Save Changes. 
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POS Reports 

How to Receive Due Payment 
 Menu -> POS -> Due List 

  
Find your due payment -> click on row -> and insert amount. 

 

How to view Received due payment details. 

Menu -> peoples -> Customers -> Find customer - click on customer - >> and follow below as like: 
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Kitchen Display  
Menu -> POS -> Kitchen Display  

 

Click on the order -> Press Complete order button, when order ready to serve. 

Press Print Ticket button to print ticket.  

Dashboard 
Menu -> POS Reports -> Dashboard (select location) 

 



Restaurant POS Win - RPW 

Page 14 of 22 
 

Sales Repots  
Menu -> POS Reports -> Sales Reports 

 

 

Sales Chart  
Menu -> POS Reports -> Sales Chart 

Overview  
Menu -> POS Reports -> Overview 

Top sales 
Menu -> POS Reports -> Top Sales 

General Ledger 
Menu -> POS Reports -> General Ledger 

Find a Receipt 
Menu -> POS Reports -> Find a receipt (Click on receipt) 

How to delete a sales / transaction -> click on delete this Transaction. 
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Employees 

How to add new employee 
Menu -> Employees -> Add New Employee   (select store location) 

 

 

How to add employee documents 
 

 

 

How to add employee bank info 
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How to add Salary  

  Menu -> Employees -> Manage Salary -> click Add Salary 

 

Fill all fields and its produce Pay Slip 

 

How to View Pay Slip 

Menu -> Employees -> Manage Salary -> Right Click on Row -> Click on View PaySlip 

 

 

To Delete Salary record -> Right Click on Row -> Click on Delete this record.  

Import Salary from Excel sheet. 
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How to apply Leave application 

Click -> Apply Leave -> Fill all fields -> check checkbox if you want to send email 

 

 

How to apply Expense claim 
Click -> Expense claim -> Fill all fields -> check checkbox if you want to send email 
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How to add provident fund  

 

 

How to find employee work records  

 

Tasks 

How to add task 
Menu -> Tasks -> Holiday List -> fills all fields  
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How to add new holiday  
Menu -> Tasks -> Task List -> fills all fields 

 

How to chat to other employee  
Sidebar -> click on Chat ->  

 

How to add New Notice  
Menu -> Tasks -> Notices -> fills all fields 

Expenses  
Menu -> Expenses -> Add New Expense -> file upload file type is .pdf, .jpg, .png  
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Users 

Create new user and Page Permission  
Menu -> Users -> Add New User – Fill all required Fields -> select user as user type assign Shop 

Location and save. 

Select Checked if page is allow for that user and save. 

How can do change password as user 
 Click on user name from left side menu 

Where can I find my working records? 

 Click on user name from left side menu - > Click Show my Working hours link below  

 

Peoples  
 

Customers  
 Menu -> Peoples -> Customers  

 

 

Vendors  
 Menu -> Peoples -> Vendors  
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How to Show and hide Sidebar menu  
Click to toggle icon to hide menu 

 

How to show sidebar | Right click on dashboard -> click Show sidebar menu  
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Shortcut Key 
 

 SalesRegister 
  Cash payment   Shift + C 

  Print Receipt   Ctrl + Enter 

  Send to Kitchen   Shift + K 

  Save Only   Shift + S 

  Hold    Shift + H 

  Clear    Shift + Delete 

  Search item   Shift + B 

  Cursor to paid amount  Shift + P 

  Split payment   Shift + Q 

  Delete Selected item  Shift + D 

  Increase item quantity  F6 

  Decrease quantity  F7 

  Help      Shift + F1 

  Lock Screen    Alt + L 

  Logout     Alt + F4 

 

Video Tutorial  
 

 

DynamicSoft 

Youtube Channel 
citkar@live.com 

https://codecanyon.net/user/dynamicsoft
https://www.youtube.com/c/DynamicSoft/videos

