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GETS STARTED

STEP 1 - ADMIN LOGIN

7
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STEP 2 - ADDING COMPANY DETAILS
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¢ OpenZKPOS software Application.
¢ Youwillhave adefaultadminlogin with password.
¢ TypeadminlDandPasswordandclickENTER button.

¢ Now you are taken to the MAIN MENU.

¢ Company details like Name, Branch, Address, Company Logo,
Tax, Currency etc., can be saved. From the main menu, go to
SETTINGS. Choose COMPANY DETAILS.

e Enter all necessary details in the appropriate fields. If you want
to enable tax, tick the checkbox for “ENABLE TAX” then you can
enter the Tax Name in the text box below. At last browse the
companylogo (max 150 kb)andthenupdate the data by clicking
UPDATE button.

e Click OK.
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STEP 3 - UTILITY
In some situations, you may need to grant permissions to access some features. That is done in the 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.

Fnable bar

Eneble Slideshe,

Enable Multigle Language Print a

Enable quest count

¢ GO toSETTINGS.

¢ Click on UTILITY from the setting options.

e There is a column specifying the status of each feature. Some
were Free and some others need to activate manually.

ity

¢ To decide number of decimal points and number of print count

click on the general settings button on the top left portion of the

screen.

(Jusdals

x
e
B

Now let’s learn each utility one by one.

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

: If you want to display your company logo while printing invoices, you have

to enable it here. Tick the checkbox that corresponds to “ENABLE LOGO IN PRINTING” and then click UPDATE
button.

: 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.

: 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.

: This feature enables multiple language feature while printing invoices.

: Customers are considered as your guests and you could save their count for reference
purpose or to print with the invoice.

: When we enable this feature, PRODUCT, PRICE and QUANTITY will be displayed in the VFD
DISPLAY during product selection in the POS menu.

:To display the PRODUCT PRICE and TOTAL BILL AMOUNT in the LED DISPLAY you have to enable
this feature.

: 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 ticking on the checkbox that
corresponds to “enable multi-currency payment”. Then UPDATE it.

: If you want a simple print layout, then you need to enable this feature.

: You can take big printout by enabling this feature.

: You have to enable this utility if you want to display combo products and side dish in
the POS section.

:If this feature is enabled users can login/register using their fingerprint.

:Wecouldaddingredientsonlyifwe enablethis feature.

Page 3| 104



:Thisfeatureallows kitchen managerto printorders.
:Byenablingthisfeatureyoucantake printoutoftheorders.
:If you want to set gifts/points against invoice count/amount you have to enable it here.

: By enabling menu filter, you can show the products according to the time like breakfast,
lunch, snack and dinner.

: 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.

: This feature is used for authenticating customer card on each
ACCOUNT PAYMENT.

: If this feature is enabled, tax will be calculated after rounding theamount.
:Thisfeaturewillroundofftheamountindecimalsautomatically.
:You canadditional specialchargestotheinvoiceamount.
:Thiswilldisplaytableseatswhenyouclickonatablein POS.
:Youcancreateatemporarybillforthe customers.
:You can edit product details by enabling this feature.
: Thisfeature needstobe activated manually.
: This feature needs to be activated manually.
:This feature used to take print from thermal print.
:Thisfeatureusedtoenablescheduledemail.
:Thisfeatureenablesendworkperiod email.
:This feature used to get notification.
: This feature used to take print automatically.
:Thisfeatureenablesfingerprintlogin.
: This feature enables On-Screen Key Board.
: Thisfeature enables Auto Backup.

:Thisfeatureenablesinclusivetaxcalculation.
:This feature istoenable the Bar.
: By enabling this feature you can save the details of tip/gratuity given to each food server.
: You can see the reports in your android device.

: If you want to enable the zkpos restaurant back office, you have to enable this option.
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GENERAL SETTINGS
TEEIER “di il e You can see one button for general settings in the top of the
— screen. Here you can set the number of decimal points.
e Select if you need slide show and order view in second display.
Enter screen width for the order view for better view.

STEP 4 - 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. Click check
update button for new updates.

2 Restaurnt o Siess d| e Go to settings menu.

¢ Expand Settings menu.

o e Now click ABOUT.

ZKPOS Version 4.0.0  Bulld 001

Relense Date 01152021
CopyRight 2021-2022 2KTeco Al Rights Reserveed
Ermalhelp@zitacopos.com

Website: waiw ZXL2ED £Om, . Zkeecopos com

Froduct Key Code

FICGPUNGNCSE- 750bC7x iz TestkWGec 7V YBMMKIS oV Hy
Ty TXeahal TBpj4uU24d - RCKL 85 LA==

@ P —

STEP 5 - EMAIL SETTINGS
To send email to the Administrator or owner.

e Click on Email Settings menu from SETTINGS.

e e Enter the details like Email Sending Server, receiving email id,

Email fmtngma\lmm s lsamale i @gmall.com  szmple2 @omail com . .
o - e _ : and cc email ids, Server Port, Email Account, Password and
- - ] sonete onyorme s Sender Name.

et s e e Select Email Content.

e Choose Schedule, two options are there; one is Daily on Time
and Daily on Intervals.
e According to the schedule email will send to given email ids

STEP 6 - ADDING NEW CUSTOMER

| If you have regular CUSTOMERS, you can save their details. Later
—_— © that will help you during payment and promote their visits by giving

gifts or points.
® @Go to Settings.

e Click on CUSTOMER
e To add a new CUSTOMER, click on the ADD (+) button.
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Customers

Hame Roy GSTIN Ho 145

Habile Hot 1231 Destriptian tesarplion
Habile ol 23y Address eddress
Email 1D rwyEgmail.cam

Status. fictiv] ~] Card Mo 52U

Pos Restaurant POS 19 January 2021 X

Customers s

P Restaurant POS

19 January 2021 X

Customers

Heme: ey ] GSTIN N 145

Hable oL 1234 Destrigtion description
Hoblie No2 2 | Address address
Email 10 roygmal.com |

Status foctive] - Card Mo 52

L
I A

Pos Restaurant POS 01 February 2021 X

Customers

Name hamy GSTIM No

Mobile Kel 13 Description —|
Mobile No2 | Address

rais —
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Enter basic customer details in the appropriate fields including
customer name, phone numbers, email id, status, your
comments, address and finally the card number of the customer.
Savethe details by clicking onthe SAVE button.

Click OK in the confirmation dialog box.

Now a new customer details has been saved.

To delete/edit a customer, click on the saved customer.

If you want to delete, click on the customer, then click DELETE
button. Click YES in the confirmation dialog box.

To edit you have to click on UPDATE button instead of DELETE
button. But before that make necessary changes to the data in
the provided fields.

Now we can create a login for customers
Please note that customer should possess a customer account
(see customer account)

If we create a customer account, then ADD PASSWORD button
will be shown in customer’s interface
Click on that button
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* You will get a pop up to enter username and password for the

Customers

customer.

® Enter the credentials there, and click OK.

® You can login to ZKPOS Restaurant now.

® You are directly going to the POS sales window and while
settlement you can only use customer account payment type.

e Product sale and settlement of invoices will be described soon.

CUSTOMER ACCOUNT AUTHENTICATION is a feature of ZKPOS Restaurant software. You can verify the card number
we save for each customer while settling the bill through customer account option.

e Enable customer account authentication from UTILITY.

INR

o While settling a bill through customer account, a pop up will
be shown asking to enter the card number.
e Enter the card number and click enter button.

.- online Payment
A
‘Customer Account

na

STEP 7 - CUSTOMER GIFT CARD
We can generate GIFT CARD from ZKPOS Restaurant. Give a gift card to a customer when they make a large purchase

or purchase a unique item.

Fos Restaueent 05 ; e Click on SETTINGS.
il o . Click Customer Gift Card.
o Already created gift cards are shown in this interface.
e e Click ADD (+) button to generate a new gift card.

S SLLEEE e Enter gift card number, gift card number should contain

Customer Gift Card

minimum five numbers.
R - =

=

. 5 s | ® Select the customer by clicking the button against customer

B field.

Payment Information

- — e e Phone number will be shown as you saved earlier.
S Ohargas - Fayrwet Amourt . . .
- - e You can manually enter the expiry date in the field or you can

[

select it in the calendar.
e Or set the expiry by clicking the button below it.

e Enter description if any.




ZKas

e In payment information enter the issue amount and discount
e amount. Discount amount means a small charge that we
:' . ;_‘ m ‘ - assigned to customer gift card. The gift card worth an amount
v e wem e e |:| reduced by discount amount from issue amount.
—— . ¢ Billamount and payment amount will be shown there
o B e Click save button.

Tetalbsra chiargas. Feraang

P Rstauant 105 Sueninll e Now go to main menu, select dine in or any order type in

which you can sale product by selecting customer.
e Select table and table seat.
e Now you will be directed to the POS sale window.

e C(lick select customer.

e Select a customer with gift card.
e Select the products.
e Click settle button.

Balance

Admin |5 Meln Meau

Pos Restaurant POS 11-02-2021 08:51:22:AM

INR 420,00
=
- Charged o e Select customer card

e In settlement window you can see voucher option, click on it

Lm0 Fan s e che i

Tickel Tolz!
Discount
Sub Total
Round
Grand Total 4201 un

Extra Chorges
Hek Amount 42000
payment Total [
Balance

Pos Restaurant POS

o A pop up will be shown.
INR

. = e Enter the gift card number in the respective field.
g e Customer gift card details will be shown there.
[R— [
- o e Enter the received amount and that amount will be deducted

G fmous 190.0000
: e |

.- Voucher
(& " | e You can select all if the invoice amount is greater than gift card

... amount.
-

from the gift card.

ket Total

e Remaining balance is shown in respective field.
e Click ok.
e Settle the balance amount using cash or card.

R 420.00
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Customer GIft Card

it e (s Gasomer ey ]
Mt
Gy Ot T Frarati. i
Honth Month aanth AaHonth s
—_—
Payment Information
P [— TR
Diseoun Amourt o | Fant Amcunt a0
o st Ut 000
Tas Dot Romoring sarcn 4e000

STEP 8 - FOOD VOUCHER

ZKas

Again, go to customer gift card through settings.

You can see the used amount and remaining balance in the gift
card as shown in the figure.

You can delete the gift card by clicking delete button.

Click a gift card you want to edit.

Make necessary changes and click update button.

We can generate FOOD VOUCHER from ZKPOS Restaurant. Food voucher is a small printed piece of paper that entitles

the holder to a discount.

Fos Restaurant FOS 19 January 2021 X

Faod Vaucher &
-
voucher 1
FPos Restaurant POS 19 January 2021 X
20012021 -

Expiy D

s o o i food veucher ozl coun: 0

o

Voucher Kame Avol 0
Vonchen Coint

Voucher amount

Pos Restaurant POS

19 January 2021 X

Food Voucher

10-04-2021

-~ (- o 1 Faot vouchertamlcount; 20

woucher 2 foed vaucherusar ot 0
Avaiabie foed vauchar coumt; 20

Doy D

Voucher Name

0
woucher Count

20,000
woucher tmgunt

Vaucher Hame Voucher Code Expiry Date Frice Status
uoucher 2 247357 2021-04+10 00000 Avalable
uoucher 2 2389437 20214419 0000 avalable
uoucher 2 s 2001-04-19 00000 acalable
uourher 7 15088 20010819 00000 avallable
uoucher 3 6192613 010810 00000 avallable
roucher 3 8an774 20010410 200000 allable

e Click on SETTINGS.

Click Food Voucher.

Click ADD (+) button.

You can manually enter the expiry date in the field or you can
select it in the calendar.

Or set the expiry by clicking the button below it.

Enter the voucher name, voucher count and voucher amount.
Click save button.

Now click the voucher from the screen.

You can see total count, used count and available count of
the voucher.

Voucher code for created vouchers are listed there.

Click print voucher button to take print outs of the voucher.
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¢ This voucher contains the voucher code.
— L e Set the normal type print bill in printer management.

::! T ¢ (Click settings button from main menu.
et  — e (Click printer.

?E: e Select printer option from expanded menu.
e e Select normal type print bill as printer type.

- ‘ e Select the connected printer from drop down as printer

. name.
e Select status and click save.

e Now you can take print outs of voucher by clicking print
voucher button.

P Restaurant P05 201202 ® You can give this voucher printouts to customers who are
eligible for discount.

¢ Now go to main menu, select dine in.

¢ Select table and table seat.

e Now you will be directed to the POS sale window.

e Select the products and click settle button.

e Select All to settle the whole amount.

INR 27000 @
il e Click on voucher button.
[ = e Select food voucher.

e A pop up will be shown to search the voucher.

e Enter the voucher code.

e Voucher code and expiry date will be shown in the pop

up.
e Click ok button.
Click ok to the confirmation message.

Online Payment

A
- Customer Account

Pos Restaurznt POS. 20 January 2021 X Y The fOOd VOUCher is SUCCGSSfU”V accepted now and the VOUCher
Food vouche amount will be deducted from the total
19-02-2021 |

. ] e The status of the food voucher is changed to ‘used’ from
‘Available’

¢ Used count and available count also changed accordingly.

Vouther Amount
_“

\oucher Hame Vousher Code Exgiry Dabe Proe status

oucher 1 2607385 2010319 500000 Awaileble
voucher 1 5334006 2024319 S00M0  Aallebic
vouches 1 8121803 20710219 500000 awallabie
vouches 1 175182 010219 500000 Awailebie

ouches | 905634 JTESL S00000  fallahic
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STEP 9 - RESERVATION
The term reservation is defined as 'blocking a particular space/table, for a definite period of time, for a particular guest.

e Click on RESERVATION menu from SETTINGS.
— e 30 minutes is the default pre notification time and 1 hour is the
e e e : default time for minimum reservation time.

* Min reservation tire 30 Wirute

¢ Enter pre notification time and minimum reservation time if you

- want to change it.

* You can click the clear button to empty the text box. Without
updating the details will not be changed.

R Restaurat 705 “cou| e If you enter a pre notification time, your selected tables will be

o o e i i e blocked prior according to the reservation time. The status of
the table will be changed to reserved.
CRCEIEEE o tiont . .
bst ! — ¢ After minimum reservation time for a particular reservation, the
* . . .

Lot JT - W reserved status option of the reserved table will be vanished.

HE ‘i .N J

L ’9_'30 - N W

e e |

Admin (M M

Pos |Restaurant 20-1an-2021 01105:37:PM

¢ To add new reservation details, go to main menu.
e Select RESERVATION from main menu.

iy £ i
Y q
_ 2 &l &l
Dre ln Quick Serve Drive Thru Delvery
e [l il
= aa
Oaine Delvery Take fway Custarmer Beverages
? - -]
Reservation Retwm Barcede Unseited
I - =8 ] .—\
] & £ 7] & & €]
e st i | o = i
s o - T

o e You can see the date selecting field, reservation, check in,
Kt @, E
e cr= et e cancel and search button
PO e The reservation details, check ins and cancelled reservations

w01 3|00 6 _ ChackTn Cancel Sepch

N N e N T
e :: e Enter the from date and to date manually or by selecting the

will be shown as per the selecting dates

date from calendar

Check In

e Click on reservation button. The details of live recreations can

Cancel

be shown there

Teke Order

o Like this you can view the reservations already checked In or

Admin ({5 eln Menu

cancelled.
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20-01-2021 01:29;
4 @ B 3 P

A Tables Custamer Saarch Unsertied Delivery. Ressrvation
Wreservation
20-0L-2024 3+ ||20-0L-2021 o Reservation Chack In Cancel Sesrch
New
Stotus |pote Usterner Phone No Party Sizm Reservatien for
Sech by phane

Edis
Search by neme

Resavation
chesk I

Cancel

Toke Order

Admin (Ml Me

Pos Restaurant POS 20-01-2021 01:35:04:PM

it & £} il T
A Talles Custamer Search Unsettied Delivery Recervation
Wreservomen
E I |x & Resenvalion ek I Cancel Seach
ne Customes Phone No caitySize | Ressvation for
1 2 3
Edt
4 5 6
i 7 8 9
et @ 0 >
Take Order

P Restaurant POS 20-01-2021 01:41:35:PM

Kt @ ] i
AN Tables iy et Unseltied Dielivery Reservation
Wreservemon
|
New Search
Name: Phone: Mddress

ede £ s e
CreckIn & tien Cusromer

Cancel © Corcel
Take Order

admin (3RR R

Pas Restaurant POS 20-01-2021 01:44:34:PM
i @ = -
eservation

Al Tables Customer Search Unseilled Delivery

W reservation

Resenation  Checkn Cancel soarch
e
Status. Date Time Customer Phone o Party Size Reservation for
Reserved 21412021 00, 10:07:48 sam 123 1 sam
o Reserved 212021 00 103135 sam 123 3 cam
(Completed 12021 00 10:55:40 sam 123 1 cam
CheckIn \Completed 12031 10 105540 sam 121 2 cam
(Canceled 4012031 00... 10:55:40 sam 121 3 cam
Reserved 412031 00 11:58:400 sam 121 1 cam
Concel (Checkin 04012031 00... 12:00:40 sam 121 H sam
Reserved 204012031 00... 13:00:01 sam 123 1 sam
Take Ortler

Admin (EiHalHeRY

ZKas

You can search the reservation by clicking the search button.

A pop up will be shown contains three ways to search the
reservation details — search by phone number, name and
reservation number.

Click on search by phone number.

Enter the phone number of the customer using the keypad.
Click right arrow to search the entered phone number.

The whole reservation details saved with this mobile number
will be listed including the completed ones.

Click search by name option.

You will be redirected to an interface as shown in figure.
Enter the customer name inside the search box.

The customer will be shown there.

Select the customer.

The details will be listed.

¢ The details will be listed as shown in the figure when you

search the details by entering phone number and customer

name.
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o @, F &l
£

All Tables

20-01-2021 02:17:39:PM

W reservation

Resenvatin Check In Cancel Search
New

Gustomer Phone o Patysize | Reservotion
1 2 3 |
Edit
1560 som 13 1 sam
4 5 6 3:00:20 =3 111 2 oy
a5t v 11 f or
Chack Ir
e 7 8 9 .
0001 som o f sam
3:568-00 =3 1t 2 oy
(] 0 >
Cancel 0:31:35 1oy 1L 1 oy
| Keservea rul-euzi o 13:51:50 1oy 1L 1 oy

Take Crder

dmin (5Maln Menu

ZKas

Click search button and select search by reservation number.
You can enter the reservation number from the print out of
particular reservation. You can take print out of reservation
details whole saving it in the software.

Enter the reservation number (ticket number in print out).
Click right arrow button.

The details will be shown as earlier.

Now let us see how to add a reservation to the software

Fos Restaurant POS 20-01-2021 02:44:14:PM
i & g8 ) T
AN Tables. adbames Centeh Unsettled Defvery. Reservation
Wserion

+ Resenvafion for
* Customer Name

Paore e

Edit - Party Size

- Reservation Dare 2000201 =

14:26:23 E]

CheckTn * Reservation Time

i 14:56:23

+ Select Tadle

Degosit

Lesaiption

acoin, (EMn Hend

Pos Restaurant POS 20-01-2021 02:54:48:PM

k7 L =
Al Tables o Unsetted Debvery
Reservation
- RIH
n
Edit
Check In WIH
w i L]
_ nn n n n n

ndmin (S NER e

Pas Restaurant POS 20-01-2021 03:29:55:PM

+ Raseraticn for

G san
- o ane e ]

123

Shone Mo .
- sty sine [
. [oramt

Reservation Date:
[L0:55:20

G
;
[0 E

Cancel P 200 ca0w [cash

Gt * Reseriation Time

upt

Deszription [

Take Order Blupde

admmn | GMainManu

Click NEW button in the left side of the reservation window.
You are redirected to a window as shown in the figure.
Enter the purpose of the reservation in the field ‘reservation
for’.

Select the customer by clicking select button against the
customer field.

Phone number will be automatically fetched.

Enter the party size to know about the number of tables and
table seats.

Enter or select the reservation date and time interval as in the

figure.

Now click select table.

You directed to a window in which you can select the table as
per your requirement.

Select the table from the screen.

If the table is already reserved, you will get a message ‘table not
available for selected time period’.

If the table is not enough for the party size, a message will be
shown to the user.

Select the table according to the party size.

Enter the deposit amount (advance) for reservation.

Enter the description and click save button to save the details.

After saving the details print option will be appeared.

Click print button to take print out for the reference.

Click cancel button to go to previous page.

You can see the details of reservations listed here.

If you want to edit details select the particular reservation and
click edit button.

You can change the necessary details.

If you want to change the date or time, you should change the
table also. Because there may be a chance of change in

availability for tables as you change the date and time.
Click update button after necessary changes.
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K & B 1
i Tables Customer Seardh Unsettled Delwery
Rreservaion

T T ST T _ ChedcIn Cancel Search

Stotus Date e Party Size Reservation for
Reserved 20012021 00... 123 3 sam

o Reserued o120 00 | T I 123 1 sam
Reserved nnann. | g w 11 2 oy
Reserved 20012021 00.. TSR o 111 1 oy
Reserueed 0012020 00... 130000 san 123 1 cam
Reserved 20-01-2021 00... 13:58:00 o 111 H oy

Cancel Reserueed 0012020 00... 10:31:35 wor 111 1 oy

Take Orcer

Adrmin ({55 Main Meni

Pos Restaurant POS

i a = 8
LT Customer Search Un o
WReservation
002001 3 Eooraner o) Reservation _ Cancel Search
Hew
stetus Date Time Customer Phone o Party Size Reservetion for
Checkln 20012021 00... 10:31:35 sam 123 3 sam
EE Chodkin 20017021 00... 13:5150 - m 1 oy
Chectin 2012028 00... 14156:09 sam 123 4 cam
Check In
Cancel
‘take Creer

admin (T RORBE

11-02-2021 08:55:19:AM

Ticke: Toral
Oiszoune
Sub Total
Round
Grend Totel

B
Custamer Account

Fatra Charges
Ht Amount
Payment Totel 5000

Balanee

adrmin (M Heu
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Now we can see how can a customer check in to the reserved
table and take orders.

Select the reservation you want to check in, and click check in
button as shown in the figure.

You will get a confirmation message, click yes to the message
Now you are check in to the table.

When we add a reservation the status of selected table will be
changed to ‘Reserved’.

When we check in to the reserved table the status changed to
check in.

Select the details by clicking check in tab.
Click take order button.
You are directed to POS sale window.

You can select the items and click settle button to continue for
payment.

The advance amount will be deducted from the total amount.
Select the payment mode and complete the settlement.

Now let us see how the reservation effect the table selection window

Fox Restaurant POS 20-01-2021 03:59:58:PM
i 8 ; B
8 5 G

Iﬁléﬂlﬂ?[iﬁﬁ'

o

LA Y
__ﬁi'—“ﬁl{
- L N

Click dine in option from main menu.

When you add a reservation, the table status will be changed
to ‘Reserved’ as shown in the figure.

You can ‘check in’ to the reserved table from table selection

window also.




ZKas

T i e Click on the reserved table.
k7 @ 8 &2 9% . . .
- iz e e e ¢ A confirmation message will be shown ‘table reserved. Would

you like to check in?’.
¢ Click yes to the confirmation message.
* You are directed to POS sale window.
¢ You can select the item and continue for payment.

""'w“’ - - o= ’”"’"‘“”‘”5’“”’“ ¢ When you ‘check in’ to the table (from table selection window
= S g e e as well as from reservation), the table status will be changed to
= TE HE1E : ‘checkin’.
% [“[ﬂlﬁf]ﬂﬁ‘% * You are directed to POS window while clicking the particular
@ Eﬂ g _[ table whose status is ‘check in’.
R f* ) ¢ Please note that you are ‘check in’ to the reserved table from
a— *F!‘;’ ; the table selection window, you are directly going to POS sales
o window.

STEP 10 - 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 details. Here you can see how to add a VENDOR.

Pas Restaurant POS 20 January 2021 X [ ] Login as ADMlN.
e Go to SETTINGS.
¢ Expand Settings menu.
¢ Choose VENDOR.
P Restaurar P05 il e Avendor named Supplier A will be there by default. To view
— L the details of that vendor, click on it.

Email ID SuzplierAgmall com




Pos Restaurant POS

20 January 2021 X

Vendor o

Hame Sumnlierh Statis |
Mabile ot 1756789 ax Wanlification No [Supaleot
Hobil o2 I Addross Suppllr s

S %
Email D Sumnlicraomal .com 1

[ e

=] ¢ | o

20 January 2021

ertor [+

Pas Restaurant POS

Hame Susplier B siats foctive] 7
Mebile Nol m

Mbile No2 ] Address Addrese

Email I

Pos Restaurant POS

20 January 2021

erdr [ +)

20012021 >|20-01-2021 | Supoliera

Dete Deserlation Debit Credit Balanze
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If you want to edit the vendor details, make necessary changes
andthen click UPDATE button.
A confirmation dialog box will appear, click OK.

If you want to delete the vendor then click DELETE button
instead of UPDATE button. A warning box will appear, you
should click OK to delete it. You cannot delete the default
vendor

If you want to see vendor account details, then click VENDOR
ACCOUNT DETAILS button.

To view the account details set the date range and click on
SEARCH button.

You can see the debit credit and balance amount.

Balance brought forward is shown there. It is the balance that
has been brought forwardto the current period from the
previous period.

You can see the amount details of purchase (stock receiving)
from this vendor and his advance details if any.

If you want to enter the payment details click on the transaction
detail

Select payment mode cash or card

In the opened window you can see the balance amount details
Enter the amount in the amount field

Click save button




Pos Restaurant POS.

20 January 2021 X

01/20/2021
0172012021

Balance Brought Forward
Vendor Account Tra...

Vendor Account Transac...

10000.00
10000.00
0.00

Vondor
20-01-2021 ©o|20-01-2021 | Suppliera v\
Date Description Debit. Credit Balance

12000.00
0.00
12000.00

2000.00
10000.00
~12000.00

Transaction Total

10000.00

12000.00

2000.00

Now we can see how to add a new vendor
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STEP 11 - DELIVERY BOYS
A person who delivered your food parcel is known as delivery boy. Add delivery boys to ZKPOS.

Pos Restaurant POS
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Delivery Boys o
Delivery Boys o
Hahile N &) Adkress adives]
Emal 1D JoseBgmal cam
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Now you are directed to the vendor account details page
The amount will get updated in the account and you can see the
new details and balance amount now

Click on the ADD (+) button.

Provide Vendor Name, Mobile Numbers, Email ID, Status as
Active/Inactive, Description about the Vendor, Tax
Identification Number and Address.

Click on SAVE button and OK to confirmation Dialog.

Go to SETTINGS.

Expand Settings.

Click on DELIVERY BOYS button.

Click ADD button to a new delivery boy.

Add delivery boy’s Name, Mobile number, Email ID, Status and
Address.

Click SAVE button.

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

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.

Click OK in the confirmation dialog box.

To edit the details of a delivery boy, click on that delivery boy.
Make necessary changes.

Click UPDATE button.

Click OK to the confirmation message.

Now we can see how to do a home delivery in the software

11-02-2021 08:58:34:AM

Custanner Search Reservation
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lasha 123
baby 123
kil 2
lgoving 185

e To add a new delivery order, click on ADD DELIVERY button.

You directed to the customer selection page. You can see NEW
CUSTOMER BUTTON is enabled and all other buttons are in
inactive state. If you click on a customer from the customer list
all buttons are changed to active state.

Select the customer from the list.

Click SELECT CUSTOMER button.

You can create customer from this interface.
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Click NEW CUSTOMER button to create a new customer.

Fill the details of the customer.

Status will be selected as active by default.

Click SAVE button if you want to add the customer.

After clicking add you will be directed to the customer selection
page.

Select the created customer and click on SELECT CUSTOMER
button.

If you click SELECT CUSTOMER button from customer creation
page, you will directly go to POS sales window for selecting the
products.

When you create a customer in ZKPOS Restaurant software by clicking SAVE button, you just save the details of the

customer in to the software. If you want to see the payment details, advance details and account details of a customer

you have to create an account for a customer. Now we can see how to create a customer account.
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In case of delivery, select the delivery option from main menu
Click ADD DELIVERY button.

From list select a customer you want to create an account.
Click EDIT CUSTOMER button.

Click CREATE ACCOUNT button.

Select OK to the confirmation message.

You can create account while adding a new customer through
the add delivery interface.

For that click NEW CUSTOMER.

Enter the details and click CREATE ACCOUNT button.

Click OK to the confirmation message.

The details will be saved by default while clicking the create
account button.

Now you can see the account details of customers who has
customer account.

To view the account details, click ACCOUNT DETAILS button
after selecting the customer.

If the customer does not have an account, then a message ‘the
selected customer does not have customer account’ shows.
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o [f the customer has an account the details will be shown as in
the figure.

e The payment details through customer account while settling a
bill will be shown here.

e After clicking ACCOUNT DETAILS button, enter from date and
to date.

o Click SERACH button. Now the details will be listed below.

o To view the details of a particular transaction by clicking on it
and go for FIND TICKET option.

e You can settle the amount from account details interface.

e Select the transaction you want to settle.

e Click cash or card as payment option.

o Now you will get an interface shows the account name,
description and amount.

e Enter the description and amount.

e Click SAVE button.

e Now you can enter an advance amount in customer account.
e As usual select the customer by clicking on it.
e Click ADVANCE button.

e You can see customer name, a text box to enter the advance
amount and previous advance details of that particular
customer.

e To add an advance amount, enter the amount in advance
amount field.

o (Click the payment mode cash or card.

e Now the advance details will get updated in the list view.
e You can take a print out of the details by clicking PRINT OUT
button.
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Now let us see how to add a delivery order to the software

idm i Sl e Asyou know click DELIVERY from main menu.

e Then click on ADD DELIVERY BUTTON.

e Click on the customer and then SELECT CUSTOMER.

e You are directed to the POS sales window as shown in the

figure.
e Select products from the product grid.
e You can see that the settle button is not in active state.

fe Sl e You have to select a delivery boy, to deliver the parcel to the
i
customer.

A
e

e So, you must assign a delivery boy.
e For that click on DELIVERY BOY option from left side buttons.
e You can see the saved delivery boys in the pop up.

e Select the delivery boy from the list.
e Enter the delivery amount in appropriate fields.
e Click OK button.

Balance

PR TR 110220 / o Now the settle button is in active state.
e C(lick settle button to continue with payment.

Ticket Total
Discount
Sub Tl
Round

Grand Total cummzr Aceount

Fatra Charges
Net Amaunt

Fayment Total
Balance

STEP 12 - NOTIFICATION
Notification feature means you will get a notification when customer credit and vendor credit value go beyond the

limit entered in software.

Fo Reiaurart r0s Jcwd| e To activate this feature tick the check box against ‘Enable

utility

{8y Geners| Settings.

Wame

notifications’ from SETTINGS >> UTILITY.

Enable Server Data Syac

Enable androld

Enable 58mm print

Fnable scheduled Ermall

Enablz End work period amail

[Update
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¢ Now select NOTIFICATION SETTINGS option from settings
¢ You can enter customer and vendor credit limit notification days

Hotfication Settings

in text box
1 vendor Credit Limit Notificatien o Davs

e Tick the check box to activate the notification
e Click SAVE button

S Custormer Credit Limit Mokificaion o Dy

7os |Restaurant 21-Jan-2021 03:12:18:PM ° Close the application to see the Changes_

« Again, open ZKPOS Restaurant software and log in.

e You can see the notification in the right bottom side as shown
in the figure.

STEP 13 - COUNTER
Counter feature is available in ZKPOS Restaurant to set billing counter.

P s s sz e Click COUNTER in the SETTINGS section.

Counter

¢ New window is opened, you have to enter name.

Counter counter 1

¢ Software ID is automatically displayed.
¢ Once you set the software to a counter you cannot changed it.

Software ID ljebrieyPAanbFatigCirTHot feck TmMuwe B MDspegiTh

STEP 14 - TABLE AREA MANAGEMENT
As you have seen earlier, each table is placed in particular area. There will be 3 tables by default. But you can
Add, Edit or Delete table area based on your requirements. Let’s see how it is maintained.

Fas Restaurant POS e Go to SETTINGS.

Adevin Settings

e Expand Settings menu.
i+ e e Scroll down and click on TABLE AREA.
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o Default Table Areas will display in the new window.
e You can add new area by clicking on ADD (+) button.

e You can see a single field to enter the Area Name. Enter the
name in the provided field.

e Choose Background Image by clicking BROWSE
e If the image size is larger, we have to option to crop the image

A Rk 205 : ~| e After clicking the crop button, a pop up will be opened for
cropping the image.

e Select the part of the picture you want to save as background

o Click crop button.

o Now you will get the cropped image.

e Click UNDO to retrieve the original picture.

e After cropping click OK button.

e Click SAVE button to save the area
e AnewTable Area4 hasbeen created.

213 202: X
s ©
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STEP 15 - TABLE MANAGEMENT

ZKas

If you want to update any area details, select the area name
Make necessary changes and click update button

You can delete the area name by clicking the delete button
When you delete an area the whole tables in that area will also
be get deleted

Click YES to the confirmation

Add all the tables in your restaurant 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.

Pos Restaurant POS 21 January 2021 X

Table Management
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Click on TABLE MANAGEMENT menu from SETTINGS.
You can see some default tables there.
To add another table, click on the ADD (+) button.

Type the Table Name, Table Capacity (Number of Seats), Table
Area.

Click SAVE button.

Click OK to the confirmation dialog. Now a new table has been
created.

Click on DESIGN button

New window will be displayed.

Area name and Background image will be displayed.

The new table will have a red out line, you can change the
position of that table by clicking on the table and moving it.
Set a position for the table

You can change the background image by clicking browse
button

Select the picture from location

Page 24104
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e A | e Click crop button as shown in the figure.
Table Management + .
o e Select the part of the picture you want to crop.
= o e Click CROP button and then OK.
) o Click save to sustain the changes.
Undo 77571
o Concsl )Ofplan

Pos Restaurant POS

e If you want to change the design of table, click TABLE
MANAGEMENT from SETTINGS.

e Select the table you want to change the design.

o Click design button.

STEP 16 - MENU TIMETABLE

Every restaurant has 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.

Pas Restaurant POS 22 January 2021 X G (0] tO SETTI NGS .

Utility

Expand Settings.

You have to enable menu filter feature from Utility

Enablz Kitchen Print

Enahle Orderbrint

Enbi Gitt and Polnts

ZK  Restaurant POS 22 January 2021 X

Goto SETTINGS.
Clickon MENU TIMETABLE.
To add anew timetable, click ADD (+) button.
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STEP 17 - ADDONS
You can connect Android order app, Back office and android report app into your POS machine by enabling the

license for them.

22-01-2021 09:42:34:AM

P Restaurant POS 22 January 2021 X

Addans
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Enter the Name of the time table, Starting and Ending date,
starting and Ending time.

Now we have to select the products includes in this time table.
You can see the saved departments in a box.

Select a department from the list and click ADD button.

The selected departments are shown in a box in the right side.

The products under the selected departments are shown
beneath Add Department box.

Select a product from the list and click ADD button.

To remove a product or department, click on it.

Click Remove button.

If you remove a selected department, the selected products
under that department also get deleted

Click SAVE button.

A new menu time table will be added to the software.

If you want to edit the menu time table, select the time table
Make necessary changes and click UPDATE.

For deleting a menu time table click DELETE button and then
click yes to the confirmation message.

Suppose you create a menu time table named breakfast from
8am to 9 am.

Select departments and products as above.

Enable the menu filter function from utility.

Now let us see how this effect the billing interface of the ZKPOS
restaurant software.

For that click dine in (any order type)

Select table.

In POS sales window you can see the selected products in that
time range.

Click ADD ONS in the SETTINGS section.
The window shows the connected applications and its software
ID if you connected that application to the software.
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STEP 18 - ONLINE ORDER TYPE

You can give online order details like Zomato, Swiggy, uber eats Etc.

You have to save the payment types in your software first. The account details of each online ordering platform are
distinguished according to the payment type you given to each online ordering g platform.

e To create payment type, click SETTINGS from main menu.
. — e Choose ACCOUNTS from the left side menu list.
o -, orfoun - e Click on payment type.
::m e You can view the created payment types in the interface.
= e To create a new payment type for online ordering, click on ADD
B (+) button.
=

= e Sasssld e Enter payment type name- say swiggy.

—

e Select payment type as online from drop down (for online

ordering invoices are settled only through online).

s - ! e Select status.
e Click SAVE button.

Let us see how to create an online ordering type and sale product through online ordering

P Resturant 705 o Select online order type from SETTINGS.
Online Order Type +

e You can see the online order types already created.

i sl e Click ADD (+) button to create a new one.

Oniine Ordler Type

e Enter name and select online payment type from drop down we
saved earlier.

o Click SAVE button.

o A new ordering type will be seen in the interface.

tame [wzar ]

Payment Type Swiogy Bl

S m _

e If you want to edit the details click on that particular online
order type.

Make necessary changes and click UPDATE.
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Go to main menu and select ONLINE DELIVERY.

You can see the open tickets (unsettled tickets) in the online
delivery interface.

Click ADD ONLINE DELIVERY button.

You will get a pop up to select the online delivery application
After selecting the application, you will be directed to POS sales
window.

Select the products and click settle button.
Only online payment is active amongst the payment type.

Click on it and select the payment type from sub payment box.
You can see the details by application wise in our software.
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e Select CUSTOMER SEARCH button from online delivery
interface.

e Select the online order payment type (application) from
customer list.
e Here select uber.

e Select the date range and click search button.

e You can see the transaction details as shown in the figure.

e You can click a particular transaction and see the details by
clicking FIND TICKET.

e You can settle the amount by clicking cash or card payment
type.

e Enter the description and amount.

e Click SAVE.

e The details will be saved as transaction details.
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S e Incase you want to settle an open ticket, select the ticket from

: ] & ) . . .
il e el e s the online delivery interface.
o e The ticket will be opened with the product details.
! o Click SETTLE button to continue the payment.

Admin (M0 Mei

STEP 19 - 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. In ZKPOS Restaurant software POS web contains a summary of sales and receive.

POS web feature is not free like normal features. You have to activate the feature. You can activate the feature through
ZK store as well as http://cp.zktecopos.com/.

“ioasstd| e Go to SETTINGS and then click UTILITY.
e C(lick activate against the ‘Enable data Sync’ feature.
e Paste the hash code.

Utility

Name
Ensble Temporary Gil

e C(Click ok to the confirmation message.

Eait Product:

m fra

Eratle Androic

e Now POS web is activated.
e Tick the check box.

Enasle Sanm pnt

Enatle schedued Ermail

Erlo P ek nerind amell

Pr—— Siisi| e Go to SETTINGS.
- e Select POS web
ity [Er— L e Two options are there. Daily on Time and Daily on Intervals.
s B e Choose your option then, click SAVE button.
e After activation; Sync Status, Activation Status, Last Sync Date,

Expiry Date will be displayed.

Amount Tax  Type Value

e As per the schedule the data get updated. You can see the
details below.

STEP 20 - LEARN ABOUT 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.
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AN 3 0.00 v
AL Lek 0.00 4
Algeria Algerian Dinar 070 132.81 V4
Andora European Euro EUR € 082 Vi
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Belarus Ruble BYR . 000 4
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[pelize Dollar B2D BZ§ X2 o
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First you should enable MULTY-CURRENCY PAYMENT in the
UTILITY.

Now, Go to SETTINGS.

Expand Settings.

From the menu options, click EXCHANGE RATE.
Exchange rates may vary each day, so you can update it.
Update it by clicking on ONLINE UPDATE button.

You can change the exchange rate manually by clicking the edit
(pencil like) button.

Enter the rate.

Edit button automatically changed to save button, so click on it
to save.

Now let us see how this effect in ZKPOS Restaurant software

Pos Restaurant POS 11-02-2021 09:02:48:AM

270.00

(MR 51525 )

INR

Tcket Total
Discount
Sub Tokal
Round
Grand Total

Extra Charges
Het Ameunt

Payment Total 0.00
Balance

Select QUICK SERVE (any order type).

Select the products and click settle.

In settlement window we can see total amount and charged
amount at the top side.

The drop down for the charged amount will be active when we
enable multi-currency option in utility.

Select the currency.

You can see the equivalent amount in selected currency.
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It is a proper description of a currency amount, usually for coins or banknotes.

‘Currency Denomination

Indla-INg-

HMHK KK XKK XXX

STEP 22 - PRINTER
ADD PRINTER

You can give details of printer that you want to use.

Printer Management

b

Printer Management

Print Tyze TicketType Print3il

Prinker Name [Mirosoft rint to PDF

Department

EDIT/DELETE PRINTER

Printer Management

Print Tyne TicketType Printail

rinter ame [Wicsaft prin tz poF

Department

Stats

Click on CURRENCY DENOMINATION menu from SETTINGS.
Add currency denomination value

Click SETTINGS from main menu

Go to PRINTER section below settings.

Click PRINTER.

To add Printer details then click ADD button.

You can enter Printer Name, Print type.

Select the print bill as ticket type, payment type, normal type,
label print and android order print

For ticket type and android order print, you have an option to
select departments

You can set different printer in different department and thus
reduce the chaos while clicking the send order

In android order print you have to manually enter the printer
name as same as in the android order app

Choose Status.

Click SAVE button

You can edit details

Select the printer from the printer interface

Make necessary changes and click UPDATE button
You can delete details by clicking delete button
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STEP 23- POLE DISPLAY
You can give details of pole display.

¢ Go to PRINTERsection.

e Click POLE DISPLAY.

o ‘ e Select COM port

¢ Select display type - LED or VFD
¢ Click SAVE button

Software 1D [conport ‘Display Type

STEP 24 - LED DISPLAY
You can give details of LED display for promotions and offers.

e Go to PRINTER section.
e Click LED DISPLAY.
e To add LED display details then click add (+) button.

22 January 2021 X
Second Display °

You can add both image and video as promotion.

®ont Oiides

Browse the file.
Click SAVE.

Selerl File

EDIT/DELETE LED DISPLAY

You can edit details, edit field is there.
You can delete details, delete field is there.

X
Second Display °

ot Cvideo

Select Fle




STEP 25 - INVOICE TEMPLATE

ZKas

In Invoice Template when you place a bill the details will automatically displays on the screen.

Tnveice Tempiates

humoer of copies (Duglicate Print) |

]
|
Cantact No [EEET) ]
J
|

Dunlicate: Srink Battom Text hei

Involce Temglates

STEP 26 - CASH DRAWER
This feature enables cashier to maintain cash.

Pos Restaurant POS

22 January 2021 X

Cash Drawer

Prinier shre neme Microsoft fint o 701

Camputer name DESKTOR-GTLANTR

Ol

STEP 27 - PRINT OPTION
This feature enables print option.

Pos Restaurant POS 11 Fabruary 2021 X

Go to PRINTER section.

Click INVOICE TEMPLATE.

Enter the details in respective fields
Select the invoice template print type
Click SAVE.

Go to PRINTER section.

Click CASH DRAWER.

Printer Share Name and Computer Name will be displayed.
Configure and test the cash drawer

Go to PRINTER section.

Click PRINT OPTION.

Four print options are there; Receipt, Customer Order Print,
Kitchen Order Print, Logo.

In receipt option, you can select font family, font size, number
of copies, message to print, padding width etc.

You can select the options by tick the check boxes as shown in
the figure.

Click SAVE button.
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Pz Restaurant POS 22 January 2021 X L Click tempo ra ry bi”.

Printing Option

e Enter number of copies, message to print and browse print log

- -"““’"'"" - for temporary bill.

i s Ll e Select the contents like print logo, print sum of quantity,

Pessnge 1 Pl

barcode and secondary name.

O pneeom O oot e - e wame (sscendaey bame)
1 pint S of Gty

O parezar

Keyboard sare

Pos Restaurant POS 22 January 2028 X ° CI|Ck kitchen Order print_

e Enter number of copies, kitchen memo by order or item,
N - - invoice number location, customer info.
ot I o Select the contents from details as shown in the figure.

B Department vise prv
O panesun of quancey Degartment vise print

RN B e Browse the logo and save
i ° You can crop the image by clicking CROP button
B B - . After cropping the image click OK
[N
NE
B E— ]
- - ] -

STEP 28 - BARCODE
R SiiEs e Click BARCODE from peripheral devices
mwm“m e Printer share name and computer name already shown there
P s o Select the .prn file through browse option.
e S o Click save.

b b e

BT et TEUE e, IO ot PRI ESURAI Sy, B 26 5 PN S50




STEP 29 - BARCODE GENERATOR

Barcode Gencrator

fruit salad

UPC10342

25January 2021 X

1234
h

¥ 25-01-2021 &

£ 2501201 0

@l

STEP 31 - DEPARTMENT
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.

Products.

=]
o

Y
=

uuuuu

w <
Sevesges Quantsy st Sevariges i Maste

-All

| = Snaks nd Desserts
Tacos
Burritos
Kids Meals
Breakfast
Burgers
Combo Products.
combo 1
Sandwiches

| 7 5alads and Sides
Soups

= Pizzas and Pastas
Starters

| =Beverages

Pos Restaurant POS 27 January 2021 X

name

lizs Name

Sort Onder

Butten Style

Produst Duttan Style

Parsnt Degartment

Departments

Tipe  OBAR

Fant:$ize ] A3

Helght 1 [l e g Font-ize " 2}

Dept Font:Coler o
St Font Color e

ZKas

¢ Select barcode generator from PRINTER section.

e Click add (+) button and select one item that you want to print
the barcode by entering barcode or search.

¢ Enter the print count.

¢ Enable production and expiry date if you want to show them
with barcode, and enter the date.

¢ Product barcode will be shown in the right side of the window.

¢ To print the barcode, click Print barcode button.

e To add a new department, go to SETTINGS.
e Click PRODUCTS.
e Click DEPARTMENT LIST.

e Thenclick ADD (+) button in option menu.

e Enter Department Name, Alias Name, Sort Order,
Department, and Status.

e Choose Button style and Product button style.

e Choose Parent Department.

e Choose Department font color and Product font color.

e Choose Image.

e Tick on the check box if the department belongs to BAR section

e The departments in BAR section will not be appeared in other
order types

e Then Click SAVE AND OK button.



ZKas

P Restaurant POS 7 January 2021 X Y Go to PRODUCTS menu.
i o Click DEPARTMENT LIST.
e To search a Department a search field is there.

[an
=Snaks nd Desserts

Desserl
Shatks

Tacos

Burritos

Breakfm
Burgers
Cambo Products.

-combo
Sandwiches
«Salads and Sides
ind
Sides
Soups

pibA] .
=Pizzas and Pastas
Pastas

Pizze

Sartars ---

EDIT / DELETE A DEPARTMENT LIST
You can delete a Department as you deleted a Department before.

* Goto SETTINGS.
— '+ Click on PRODUCTS.

= e Clickon DEPARTMENT,

_— E— s E e Every saved Department will be displayed, you have to
- B choose the Department that you want to edit/ delete.

Product Button Style Helght 10 HEmeew 0 Fant-size [ |

D o Baitiit . ¢ [f you want to edit, then make necessary changes and click OK

Tmage

] SoguctFontColor |+ b utton

rn | Brouse

e estars S sz e Nowclickonthedelete buttonand YES in the confirmation pop

b e up if you want to delete the department

hame [Breakfast |

— g ® You cannot delete departments having sub departments or
o i = ] products

butzen Style Helght o ™ — Font-Size 4 B

Produrt Button Style Height [ELH} L L4 Fant Size iz ]

Parent Desartment INane —E Dept Font-Caler [ |

Tmage J Product Fank-Color |

%] e

STEP 30 - PRODUCT LIST

Sl ALz e Product details are entered and displayed there.
e |+ Click on PRODUCTS LIST from products.
Search |
CSendbsses ¢ Add all product’s details to ZKPOS Restaurant.

#Tacos
#Burrites
*Kids Meals

#Salads

=Sides
=Smoothies
«Energy Bowls
=Shots
=Breakfast
#Juices

= Shakes

" Hot Baverages
=Latte
=Cappuccina
=Coffee

~Cold Beverages
Non-Alcohelic
4+Burgers
»Alcohelic
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Basic Infarmation Tax Setting Discourt Settings

* ene \ \
Blias Name:

s

* Deoartment

Units o .

Hs4 Corle

Image

27 January 2021

[

27 January 2021

Total Cost:

* Selos Price

Vendor

Produrt Tipe

Sngle Product

profit

Product Detalls.

X

Pas Restaurant POS

Sandwitch

C smbweess

27 January 2021

50,00
Total Cast: o
Salos Prics 0,00

Vendar Supplier,

Single Product.
rofit 100

Prodiuct Details details

s Restaurant POS

27 January 2021

o @3
Basic Information [T Setlifig| Discount Seltings
ekt Tax
[ 7o Percentsge
I a0
a e 160
[ o | o | o | -

X

Pas Restaurant POS

Basic Information Ta Selting {DISCOUNE Bectigs

Select Discount

Products

27 January 2021

Discoun

Type [ Type value

disceunt 1
discount 2

=l

Amout 1000
Percentage 10.00

X
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To add a new product, go to SETTINGS.

Click PRODUCT.

From the menu options, select PRODUCT LIST.

Then click ADD (+) button in option menu.

UPC code is automatically displayed.

Enter Product Name, Alias Name, Cost, And Sales Price.
Choose Units, Status, Vendor, and Product Type.

You can scan barcode if the product has a barcode.

Click on scan barcode button.

You will get a pop up to show the barcode details.

Scan the barcode on the product using a barcode scanner.
You will get the barcode details at the interface.

Click CLOSE button.

In Tax settings select the tax for product from the saved details
(see tax).

Active taxes are shown in this interface

Default tax already in selection mode and in red color

Select the taxes for this particular product.

In discount settings you can select the discount already saved

in software (see discount).
e Tick the check box and click SAVE button.
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EDIT / DELETE A PRODUCT LIST
You can delete a Product List as you deleted a Product List before.

Pos Restaurant POS 27 January 2021 X ° Go to PRODUCTS_
producs .

o st ot s e C(Click on PRODUCT LIST.

- — 1 o - e Every saved Products will be displayed, you have to choose the
- e Product that you want to edit/ delete by clicking the

[ — E department on left side.

1S Cotke Product Type [Singic rroduc J——

w— | o If youwant to edit, then make necessary changes and click
Image e Product Ditalls delails
—— e — UPDATE button.
7 Sy 021 T S Bacade

27 snary 202 e Now click on the delete button and YES in the confirmation
products [+
St o ] Dot e pop up.
* Nome [sandwiten | b 3
oo e Er——— m
* UPC Code UPCInI47 Intal Cose: 50.00

STEP 31 - SIDE DISH
Each side dishes are displayed there. You can add, edit and delete side dish in this section.

P Resaurnt #0S 2| e To add anew Side dish, go to PRODUCTS.
s e Click SIDE DISH.

s . B 2,

o

-, o 2 2 8

- X A AL LA

e

B -

W incantory

—

e Then click ADD button in option menu.

e Enter Sub product name and price.
e Click ADD PRODUCT button.

¥ Side Dish

i ’ m e
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(%)

All
| Snaks nd Desserts
=Tacos
| =Burritos
| 7Kids Meals
=Salads
=Sides
| 2 Smoothies
| +Energy Bowls
=Shots
| = Breakfast
|7 luices
| =Shakes

Hot Beverages
|2 Latte
= Cappuccing
=Coffee

Cald Baverages
= Non-Alcohelic

TTTTTTT

EDIT / DELETE A SIDE DISH

ZKas

Select the products by selecting the departments.

Click on a department and you can see the products under that
department as in the figure.

Select the products by clicking on it.

Click OK.

Browse an image for the sub product.

Select the status and click SAVE button.

Go to PRODUCTS menu.
Click SIDE DISH.
To search a Side dish a search field is there.

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

Pos Restaurant POS 11 February 2021 X

Side Dish o

Pas Restaurant POS

Utility

Neme:

Enable VP Disslay

Enble LED Bisplay

Enable Multi-Curmency pagment El

nable sinple print.

Enable Rig print

Go to PRODUCTS.

Click on SIDE DISH.

Every saved Side dish will be displayed, you have to choose the
Side dish that you want to edit/ delete.

If you want to edit, then make necessary changes and click OK
button.

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

up.

Activate ‘enable combo and sub products’ from utility.
Click UPDATE button.
Now select any order type from main menu (say quick serve).
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27-01-2021 03:35:05:PM

Balance

27-01-2021 03:44:56:PM

STEP 32 - COMBO PRODUCT

#ou Restaurant POS 11 February 2021
admin Products
£ sernns =
oS il o e
s
& 6] 9] 4
= T Uit oG unts
usr 3
e e | fmonblone | et
B ccsunts
i culn
Bynsatory
[ Een.

Pos Restaurant POS 27 January 2021 X

Combo Products

Select Product [Comta 1 5|
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Select an item with side dish as you already saved in the
software.

Click on the item from the area where the selected item is
listed.

On the left side you can see a few buttons.

Click on side dish button.

You can see the side dishes you saved for this particular
product.

Select the side dishes amongst them.

Click OK button.

You can see the side dish under the product and price will be
added.

Go to SETTINGS.

Click PRODUCTS.

Click COMBO PRODUCT.

Before adding combo items, you have to create a product
named combo in product list as selecting the product as a
combo product (see product list)

Now you can see the new created product in the drop-down list
of combo product

Select the combo product from the drop down.

The image you saved in product list automatically appears
there.

Click Add combo products button.
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STEP 33 - TAX
You can give Tax Details.

Pox Restaurant POS

27 January 2021 X

Tax

o 1o
GST 15.00

RKX

27 January 2021 X

Pos Restaurant POS

Tax
To AwTa
Tax b i
©rdd
Lo Tt
100 x
&3 100 x |
Pas Restaurant POS 29 January 2021 X

Utlity

GGoneral Sattings

Hame Status
Enable Wotlfications o

Enable utoprint o

Enable Inbuilt Fingerpent Login o

Enable On-soreenkey Bosrd o

Enable futc Backup

ZKas

Select products by selecting the departments from the pop up.
Select side dish by clicking on it.

The selected products can be view as list as shown in the figure.
If you want to remove an item, click on ‘x’ button.

Click OK button after necessary changes and click SAVE.

You can sale the product as usual.

Go to SETTINGS.

Click on PRODUCTS.

Click on TAX.

Two options are there. You have to click Tax.
Enter Tax Name, Tax %.

Select whether it is default tax or not

Click SAVE button

In active Tax section, you can decide the status of a tax.

By default, all taxes are active once you saved the details.

If you want to change it into inactive state click on ‘x’ button
against it.

Inactive taxes are not reflected anywhere in our software.

You can add the taxes to active state by selecting the tax from
drop down and click ADD button.

You can also sell products with inclusive tax facility.
For that enable ‘inclusive tax’ from utility.




STEP 34 - TAX UPDATE

Pos Restaurant POS

Tax Update

) 53 180000

N

ota: Ol saacted s A b S0phed T St OSpETITEnt r00LCTS

STEP 35 - DISCOUNT

s D)

STEP 36 - UNIT

ZKas

e Select tax update from products menu.

e We can assign tax to particular departments here.

e Only selected taxes will be applied to the selected departments.
e Default tax is applicable to whole products unless it is inactive

e To add discount details, click on discount from products menu.
e (Click add button.

e Enter discount name, discount type (amount or percentage).

e Enter the value of discount.

e C(lick save.

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

Pas Restaurant POS 28 January 2021

Admin Products.

i serngs = [+] L]

Oepatmin | f Product ist side D Combo Froducts

. : ‘
™ T tate Dscaune

* n
Exlra Chaties ki Bevestges Quantty Master Bevernues Fie Nasler

e

Ingred <
Hroeiors .
| S—

Eostasess

Plas Restaurant POS B January 2021 X

e To add a new Unit, go to PRODUCTS.
e Click PRODUCTS.
e Click UNIT.

e Thenclick ADD (+) button in option menu.
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EDIT / DELETE A UNIT

Unit 1 T4

Unit Name [Gram

ity [

STEP 37 - EXTRA CHARGES
You can give Extra Charges Details.

Pos Restaurant POS 28 January 2021

X

ZKas

Enter Unit Name and Quantity.
Unit ID is automatically appearing.
Then Click SAVE AND OK button.

Go to SETTINGS.

Go to PRODUCT.

Click on UNITS.

Every saved Units will be displayed, you have to choose the
Units that you want to edit/ delete.

If you want to edit, then make necessary changes and click OK
button.

Click on the delete button if you want to delete a unit.

Note that you cannot delete a unit if you already add products
with that unit.

Delete button is disable for such units.

Go to SETTINGS.

Click on PRODUCTS.

Click on EXTRA CHARGES.

Choose Extra Charge Type, percentage or amount
Enter charge % or amount.

Choose Status.

Click SAVE button.

Enable ‘Special charges’ from UTILITY.
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STEP 38 - POINT MASTER
You can give Point Details

FPos Restaurant POS 28 January 2021 X

Points
oints Tyse: Tnveice Ao ]
[rTn— |
Polnts

Hin gaints for reward

Reward Mot |

: e
e e T |

200,00 10002000 .00 I x

Now let us see how the point system works

ZKas

Now click DINE IN option from main menu.
Select the table and table seats.

Enter the products you want to sale.

Click settle button.

You can view Extra Charges button as in the figure

Click on that button

You will get a pop up shows the extra charges you already added
in the software

Select the extra charge

Click OK button

The extra charge will be get added with the total amount
Continue for payment by selecting payment type

Go to SETTINGS.

Click on PRODUCTS.

Click on POINT MASTER.

Choose Points Type- amount wise or count wise.

Enter Invoice count/Amount, Points, Min points for reward,
Reward Amount.
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o esiant 105 : | e Click CUSTOMER button from main menu.

: : e Select a customer from the list by clicking SELECT CUSTOMER.
e Select the products from the list.

o Click settle button.

o If the customer satisfies the criteria for point system as we

Name Phone. Address.
152 "

[sathessh 123
lamal 4545

entered in point master, he can get a reduction from total
amount.
e C(Click VOUCHER payment type.

ce — e Select REDEEM POINT from sub payment type.
INR .
— 10,0000 = e You will get a pop up which shows the redeem point details of

q- g that particular customer.
& . B e Select the customer card and the details will be shown below.
: .- e Click OK and the reward amount will be reduced from the total

- - El . .
invoice amount.

Cusxome Account

STEP 39 - BEVERAGES QUANTITY MASTER
There is a separate quantity master and price master for beverage section. Please note that you have to create a

department by activating the bar facility and create products by selecting the unit milliliter.

“lused| e Click on QUANTITY MASTER Menu from PRODUCTS.
e Click ADD button.

Pos Restaurant POS 8 January 2021 X e Enter quantity,

—— )

e Click SAVEbutton.

Quantity
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Pos Restaurant POS 28 January 2021 X L TO Change dEtaI|S thel C||Ck Update bUtton To delete detalls
it e © the, click Delete button.

Quantiy |200

STEP 40 - BEVERAGES PRICE MASTER

FE— _uid| e Click on PRICE MASTER menu from Products.
et © e Click ADD button.
“ e Choose product (must be included in department bar).
s e Enter the cost price.

e Sale price already shown according to the product price.
e Click Save.

BEVERAGES
s L e Enable beverages from UTILITY.
e Click UPDATE button.

utility

Name Status

Enahiz On-sereenkeyBoard o

Fnable futn Backup

Enable Inclusive tox caluletion o

Lnale Dayciose ernall

Pos [Rastaurant 28-Jan-2021 11;21:27:4M ° Cl|ck Beverages in main menu.

Main Menu
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Pos Restaurant POS 28-01-2021 11:22;:51:AM
Table Seat X

Select Table and Tableseat.

admin (@3N Neny

28-01-2021 11:23:43:AM

Select Items from the list.

o You will get a pop up to select the product quantity as we
saved in beverages masters.

e Select the quantity from pop up.

o Click settle button to continue.

STEP 41 - ONLINE PRICE LIST
You can create more than one price list especially for online delivery applications like Swiggy, Zomato etc. The price
for them may be changed from the restaurant price.

e You can create more than one price list for products with

Admin Products

different price.

serings = %
‘Departent st roduc st st Dsh canbo Produets

@

O : : :

Quer
< * = <
e Charges ot oster P — S i
[ Y—
Brdets . <

Byverery

B otabess

5 Main menu
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e Select online price list from products page

orine e s e Select the online delivery application from drop down
e !

Product
Add Item

Cost Price Sale Price Retal Price

Products ‘ UPC Code ‘ Cost Price ‘ Sale Price ‘ Retaiprice
2 Piece Gilled Crab Cakes UPCI0 120.00 175.00 175.00
Creamy Potato Leek Soup UPC100 100.00 300.00 300.00
[Turkey Wild Rice Soup upcion 100.00 300.00 300.00
Citrus Kick UPC10161 0.00 100.00 100.00
Great Greens UPC10162 0.00 100.00 100.00
purely Orange UPC10163 40.00 100.00 100.00
purely Carrot UPCI0164 40.00 100.00 100.00
Orange Carrot Twist UPC10165 30.00 100.00 100.00
Orange Berry Antioxidant UPC10166 0.00 100.00 100.00
ale Orange Power UPC10167 40.00 100.00 100.00
[Tinle Revitalizer UPC10168 30.00 10000 10000

o = “| e Click ADD ITEM button.

Find ltem

v 1 \ e Search the item you want to change the price.

TolRecord 1
Products | wcCoe | costprice | Sleprice ‘ RetallPrce
2 biece Grilled Crab Cakes UPC10 12000 17500 17500
Creamy Potato Leek Soup Upc100 10000 30000 30000
Turkey Wild Rice Soup upciol 10000 30000 300.00
Citus Kick UPC10161 .00 10000 100,00
Great Greens UPCI0162 40,00 1000010000
purely Orange UPC10163 0.0 10000 |100.00
purely Carot UPCI0164 a0.00 10000 100.00
Orange Carot Twist UPC10165 3000 10000 100.00
Orange Bery Antioxidant UPC10166 40.00 1000010000
e Orange Power UPC10167 0.0 10000 |100.00
[Tiole Reviralizer LPCI0168 3000 10000 10000

e Cost price and sale price of that product will be displayed there.

e s b e You can change the retail price (say price for Swiggy)

onine e st [Swiggy ] i
roduct 12 Piece Butterfly Shrimp 4 CI |Ck SAVE bUtton .
costrce Sde e Rt rce

o - ¢ Now while taking online delivery order type, the new price will
ERE be displayed and for other order types old price will be

Products ‘ uPC Code ‘ CostPrice ‘ Sole Price ‘ Retaiprice displayed
2 piece Grlled Crab Cokes P10 12000 17500 17500 *
Creamy Potato Leek Soup UPC100 10000 30000 30000
Turkey Wid Rice Soup urciot 10000 30000 300.00
Girus Kick UpCi0t61 .00 10000 100.00
Great Greens UPC10162 0.0 10000 100.00
purely Orange UPC10163 0.0 10000 10000
purely Carrot UPCI0I64 a0.00 10000 10000
Orange Carrot Twist UPC10165 30.00 10000 100.00
Orange Bery Antioxidant UPCI0166 40,00 10000 10000
Kale Orange Power UPC10167 0.0 10000 10000
[ Tinle Revitalizer LPCi0i6s 000 w000 oooo

= : e Select online delivery as discussed earlier (see online delivery).
e Select Swiggy as online application.

e Select products.

e The new price is displayed there as per the online price list.




STEP 42 - USER LIST
You can add user details.

s Restaurant POS 28 January 2021
advin uUser
fserngs 2 2 ) 8
[ Rk ke ok i User
@rine
&£ ]
P AT i T Adfustment Aroaircement
B rccsas
Bngedens
[ y—
B Database
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Other than admin you can add other users to ZKPOS. This will let other users to access ZKPOS. Other users can access

only limited features that assigned to them. We can add 5 types of user privileges. Admin, Cashier, Food Server, Kitchen

Manager and finally the custom role. Follow the below steps to learn about other user privileges. To create a NEW

USER, follow the steps below.

Pos Restaurant POS

Fas Restaurant POS 28 January 2021

User anagement

User 10 o Compenyvome  [ENTENWEEE |
Hame i Branch Nome [Fearch o] 4 l )
158 Inice Nurnke l
| i
o 1

Tos Restaurant POS 28 January 2021

User Management

User 1D 1 Company Hame

Nare admin Dranch Neme

Passnond 1 Tnuaice Numiber
_— Setup

Besignation T Card o

PIN Number MR, Card Murber

Click SETTINGS.

Click USERS.

Click on USER LIST menu on the top left of USER window.
ADMIN USER will be there by default. To view/edit Admin
details click on ADMIN button.

You can add new users by clicking on ADD (+) button.

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 using a PIN number,
for that enter the pin number.

After making necessary alterations click on OK button. You
cannot delete admin.

To add a new USER, click ADD button.

In the new window you have to specify the User ID, Password
and Designation of the user. Default User ID can change as you
wish. Pin is optional that lets you to login using your pin number.
Company details and invoice start number will display
automatically. Add CARD NUMBER and MSR CARD NUMBER if
necessary.
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0 “oummi | e You can add finger print login also.
User Management n . . . . . .
’ e You have to activate ‘ Enable finger print log in’ in utility.

User 1D i Company Narme Company name

e Click finger print button.

- S e Connect the device and registre your finger print

e There is two types of finger print registartion — one is registered
by connecting an external device like SLK 20R and other is
register the finger print by inbuilt device in POS machine.

e To registre by using inbuilt finger print you have to enable

‘enable inbulit finger print registration’.
o After adding all necessary details click UPDATE button.

STEP 43 - ROLES
You can give details of roles.

e Open ZKPOS.

i = e Click SETTINGS.
— v & - e e From the menu options click on USERS.
@rer
— ¢ ke e Click Role.
Biccerts
Higedenis
[ Y—

s Besaurat 705 L | e Toadd Role, click ROLES from USERS.
e Click ADD (+) button.

e Enter Role name.

e Click SAVE AND NEW.

EDIT / DELETE ROLES
You can delete a Roles as you deleted a Roles before.
o Rasaaant 108 4| e Goto USERS.
e Click on ROLES.
e Every saved Roles will be displayed, you have to choose the
Roles that you want to edit/ delete.

e If you want to edit, then make necessary changes and click OK
button.

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




ZKas

STEP 44 - ROLE PRIVILAGE
Poxpesaurant P05 S| e Open ZKPOS RESTAURANT.
e From the menu options click on USERS.
e Click Role Privilege.
o Tick the privileges from the list for Role 1
e C(Click SAVE button

| | Work Perlod Regarts
| FCAUendence Reporl

| 1T Onder Decals

| “CAdvance Reporl

L Sattings

1 L sub Sat
| Wi Perinheral Devices.
| T ot
| 4T

lire

STEP 45 - ROLE TO USER

e Open ZKPOS RESTAURANT.
e From the menu options click on USERS. Note that you have to

28 January 20; X
E— )

s create a user with custom role to assign privileges through the
software. All other designations have inbuilt privileges and
restrictions.

e Click Role to User.

o Click ADD (+) button to add Role to User.

skl il m e Enterthe User and Role Name.
= o Click SAVE AND NEW button.

U [catheash

Kalo e

STEP 46 - GRATUITY/ TIP
A gratuity (normally called a tip) is a sum of money customarily given by a client or customer to certain service sector
workers for the service they have performed, in addition to the basic price of the service.

e Open ZKPOS RESTAURANT.

i e e From the menu options click on USERS.
4 A s LA 2| e Click TIP.
@
[tmmm, # T\ﬂ‘"lg"'“"" M@MMI
B Accounts
Hiedenis
Bivorinry
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2 Refund including Tip

LI Check tip adjustment before cashier-out

Mandatory Tip Option Mandatory Gratuity By Amount] g
Least Amount s0000 ]
Mandatory Tip(%) [1000 ]

Suggested Tip

0 Use minimum suggested Tip amount

16tTip(%) 20Tp(%) (%)

oo | 1200 140000 |

1stTp 2narp 3T
[EJupdate (E=DKeyboard

et Tl - Online Payment
Discount:

Sub Tatal B

o - Iy
Grand Tolal Customer Account
Payrment Total 270.00

- .

i Horw

Pas Restaurant POS

28-01-2021 01:45:56:PM

e I
" lashe B

005

03
660 00 - Vaucher

Tlia0%]

‘! -
o
sumt | cares Online Payment
Ticket Tetal
Oisteunt
Sub Total
Complemen 2

Round = 4
et e rous the smat gl Customer Account
T anvunt,
Extra Charpes
salence
Sayment Total

Change Total

STEP 47 - TIP ADJUSTMENTS

Tip Adjustment

From Date [0L-01-202t G- To Date [26-01-202¢ B

Food Server (41l L 4 Unadjusted only

Involce Number | Date Vendkr |t ot T dmcunt Seatus

f |29-01-2021 13:57:43 esha | eonaan 60.00 Li-idjust -

Tatal Tip Amaunt 60.00

ZKas

Tick the check box to select the features - refund including tip
and check tip adjustment before cashier out.

You can choose the mandatory gratuity by amount or not used
the tip at all.

Choose mandatory gratuity by amount from drop down.
Enter least amount and mandatory tip percentage.
You can give suggestions as percentage or as amount.

You need to activate ‘Enable gratuity’ option in UTILITY

Go to QUICK SERVE and select the products from the list.

Make sure that the invoice amount is greater than the least
amount

After settling the amount, the TIP option under the key pad will
be active click on the button

You will get a pop up to select the food server and tip amount

e Select the food server and tip.

Click OK button.

Open ZKPOS RESTAURANT.

From the menu options click on USERS.

Click TIP ADJUSTMENTS.

You can change food server and tip amount here.




ZKas
e Click on the detail and click change tip.

e Enter the details and click adjust button.
| O | e You can delete the gratuity details by clicking DELETE button.

3 Amount. Tip Amount Stotus
6000000 50,00 Un-2dfust

Bt nd Time: 1013021 13574
s

U Adjust

Total Tip Amaunt 60.00

STEP 48 - ANNOUNCEMENT
Give any Announcement to admin or other users this feature is used.
Click on ANNOUNCEMENT menu from SETTINGS.

Pos  Restaursnt POS » 211146 )
Announcement Master + .
o e All announcement is entered here.
e Announcements are displayed in main menu.
i e Click SAVE button.
From Dt oy & Wb punIL B
A Restauat P05 e The saved details are shown as in the figure.
Announcement Master o
thafh e }u—m-zn“j:nm zz—n:mD:: Adnim, asha, linko, \lwlj:Fuzu\, satheesh & x
Usgdy 29-01-2021 25-01-2021 addmin, ashis, linko, 1ijv, Fazel, satheesh & x
viai 29-01-2021 2012021 adrin, ash, linto, 1o, Fazel, satheesh i x
n asha 2-01-2021 12021 adrin, asha, linto, 1o, Fazel, satheesh é X
STEP 49 -PAYMENT TYPE
You can let the customers to pay the bill by cash, card or voucher based on their easiness. Here you can set different
types of payments.
e Click on ACCOUNTS.
i == e From the menu options, select PAYMENT TYPE.
e ot e AL
G
Woradets
([ uear
Heters
By ventory
B vtk

5 Main menu
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2 m e To add Payment Type then Click ADD (+) button.

Al

1 Cash

icard Card Voucher
“Voucher

ionline

e Specify the payment type, parent type (cash/card/voucher) and
status.

Payment Type o

Peyment Type |

e Now save the details by clicking on SAVE button.

Parent Type: (Cosh Bl

= pesauane S Slnieid e can add another by clicking on ADD button or you can edit the
il o details by clicking on the particular payment type
W" ' e For that, make necessary changes and click on UPDATE button.
s . e Default payment types cannot be deleted

STEP 50 - EXPENSE DETAILS
Payment Type and Status will be there. You have an option to edit the details and then UPDATE it. If that Payment
Type is not convenient you can delete it by clicking on the DELETE button.

— Sl e Goto SETTINGS.
e Click on EXPENSE DETAILS.

& L]
Fagment Type Fapense D Experse Types

Bietens

[ yr—

B Dstabese
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Expense Details o

0112872021 i

Date Invoice no Name

[typa 1

Narration Amount
expense 500,00

et 2|

s

p—— )

EDIT AN EXPENSE DETAILS

et

28012021

Expense Details °

Ariount [ovoo ]

[ Nanation wxpenie

STEP 51 - EXPENSE TYPES

& serhns

Higeters

Tty

[}
Faymant Type

Accounts

<
Exoonss Detale Expensa Types

ZKas

e Click ADD (+) button

e Enter the EXPENSE DETAILS in the appropriate fields like
Expense Type, Date, Invoice Number, Amount, and Narration.

e You can choose Expense Type, first fill the expense type in the
ACCOUNTS section.

o After entering necessary details click SAVE button.

e Go to SETTINGS.

e Click on EXPENSE DETAILS.

e Every saved expense detail will be displayed, you have to
choose the expense that you want to edit.

¢ If you want to edit, click EDIT option in the table field, then
make necessary changes and click OK button.

e You can delete an Expense Details by clicking the delete
button after selecting the expense detail.

e Go to SETTINGS.
e Click on ACCOUNTS.
e Click EXPENSE TYPE.
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Expense Types o

28 January 202!
Expense Types o

topense Type Name ]

Expense Type ‘

EDIT AN EXPENSE TYPE

2 . 202
Expense Types o

Lipease Type Name el ]

bipense Tyne deseption

2 A R

STEP 52 ADD INGREDIENTS
A product means the combination of some INGREDIENTS. You can add the details of all ingredients using to make
food items in restaurant and its effective inventory.

Ingredients

g
e
g

ZKas

e Click ADD (+) button in option menu.

e Enter the EXPENSE TYPES DETAILS in the appropriate fields like
Expense Type Name, Description.
o After entering necessary details click SAVE button.

e Go to SETTINGS.

o Click on EXPENSE TYPE.

e Every saved expense type will be displayed, you have to
choose the expense that you want to edit.

e Make necessary changes and click OK button.

e Go to SETTINGS.
e Select INGREDIENTS.
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From the menu options, choose ADD INGREDIENTS.
To add a new INGREDIENT, click on ADD (+) button.

Add Ingredients °

e Fill the fields with INGREDIENT NAME, UNIT TYPE, UNIT, STATUS

i L and BARCODE.
[ e Enter cost price.
e : e Now click SAVE button.

¢ Now a new ingredient has been created.

Add Ingredients °

You can search the ingredients by using search field

EDIT/DELETE INGREDIENTS

—— e Go to INGREDIENTS.
S o e Click on ADD INGREDIENTS.
? e Every saved Ingredients will be displayed, you have to choose
[ — the Ingredients that you want to edit/ delete.

Barcode 1

_ ¢ If you want to edit, then make necessary changes and click
DTt 10.00 UPDATE button.
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I )

" Ingredient Name [Tea powder

STEP 53 - RECIPE

ZKas

e While deleting an ingredient you have to make sure that the
ingredient is used in any recipe.

o If yes you will get a notification seeks that whether you want
to delete it or not.

o Click yes to continue.

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.

adnin Ingredients
@setngs » » "
Al mgresents ezpe e
o
oPadurts
Quser
[ eceunts
-
Eomatess

2B January 2021 X
e ( + ]

saarch

Pos Restaurant POS

Quantly Cost

e Go to SETTINGS.
e Click on INGREDIENTS.
e From the menu options, choose RECIPE.

e Toaddanewrecipe, clickonthe ADD (+)button.
e Again, click ADD button to add products.

e All departments that you have created earlier will display here.

e From the list, click on any department that you want to choose.
For instance, click on breakfast.

e Select tea from it.
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28 January 2021 X [}

Redpe

Recipe

Product

STEP 54 - RECEIVING
We can receive the ingredients from the ingredients receiving window. The main advantage of this is that, when a

ZKas

Now to add recipe for tea, click on ADD INGREDIENTS button.
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.

And then click on + button against it.

A new ingredient will be added to the recipe.

Make sure that the sale price and cost price scenario satisfies if
you add a recipe to the particular product.

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.

Pos Restaurant FOS 28 January 2021 °
Admin Ingredients
°
Setung
Mo @ [t} w
b =1 e
@rin
°
fEvradcts
(Qusar
Buccsans
iy
Bonuese
5 Moin menu
Pos Restaurant POS Saturday,April 08,2017 X [}
Tnaredients Receiving
°
— ——
Recowngoste PEBBEL Inveioe Date [P1z@z1 [
entdor name [Fuprlert vedorm0 ] °
:
o contace | SRR Recelving Person
s ame otz wi s oueay  les G i °
1 =3 o e ] e ]
°
Netgmownt ]
Ol fers |

Go to SETTINGS.

Among the INGREDIENT menu options you can see one menu
option for RECEIVE.

Click on it.

Enter the vendor name, invoice number and invoice date.

Click on add item button to add the ingredients you are
receiving.

Enter barcode details, if not disable the barcode option and
search the product.

Enter the quantity and click enter button.

The details will be saved into the software.




Pos Restaurant POS.

Ingredients Receiving

Recalve number |2

Receiving Date 01282021
Vendor rame

Vendar cantact

Saturday,April 08,2017 X

Trwoice Mumber | |
Invcics Date (1262021 F
Vendon I

Recaiving derson 440

Retrieve

INVENTORY

ZKas

e You can retrieve the details by clicking on retrieve button
e Search via receive number or vendor wise

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

stock receiving details in ZK

STEP 55 - STOCK RECEIVING

POS.

Pos Restaurant POS

Adrmin

Gsenis “ o
o

Pos Restaurant POS

Stock Receiving

28 January 2021

Tnventory

Purchse Orier

28 January 2021 X

Racsive umber |11
Reciving Gate [28/01/2021

v umber |11

Imveice Date (01202021 ¥

ender naee | Vendor 14 Lortmccmar:
ot S E
e Oarcrn BT e T T T
[ I ] | - | 1 [ |

Pas Restaurant POS

28 January 2021 X

Login as ADMIN.

Click INVENTORY.

You can see three options, STOCK RECEIVING, STOCK TRANSFER
and PURCHASE ORDER.

First let’s learn how to do STOCK RECEIVING. Click on STOCK
RECEIVING.

Enter vendor name, invoice number and invoice date

Click on ADD ITEM button

You can enable/disable barcode as per your convenience
Select the product by scanning the barcode or searching the
products

Last three cost prices of that particular item and packing
qguantity will be shown in the respective field.

If you want to change the tax click on Tax button
Select or deselect the taxes, click OK
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ZKas

e | ]
[

ﬂu

.= | e ToaddVendordetails,clickonthetext field Correspondsto
Stock Recelving . .
T T, Vendor Name.Nowagridshowingallvendorsthatyouhavesaved
Receiving Date |28/01/2021 Invesce pate (11282031 S . . .
- m— inthevendor section willappear.
vendor co [ . . .
== ¢ Nowselecttheappropriatevendorfromthelist. Click Close
o . — button.
- et amourt | ]

oz Restaurant POS

Stock Receiving

28January 2021 X

e Toaddanewitem,clickonthe ADDITEM button.
e Fromthelist, click on the item that you wantto add.

et amount

Total e

Tl gy

Pos Restaurant POS

28 January 2021

Stock Receiving
Reconsumber |11 oo Nambor |11 Packia oty
Recshig ot (287011001 mvcanata [DV242021 ED
[ Je— [

vendor coatact | Sarplar td e Rocciving Porszn 4071

.| e Enterthe receiving quantity.
e Press Enter button to save the entry.

Now Net Amount, Total items and Total quantity will get
displayed automatically.

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

- Het amoun: [10700.00 |

e |
e

m

Pas Restaurant POS

28 January 2021

Steck Receiving
Racolve sumbsr |11 ysien Humber |11 Packing oy
Racsbdngae | 28/01/2001 Invalen e, (017282021 3

anier nama SUPPICA veadar 14 100 Lo s

Vendor costact | SRR Wi Fean [o—

e To add a new stock receiving entry, click on the NEW button.

e You can take the printout of the entry by clicking on PRINT
button.

Net Amount | 10100.00 ]
R L —
ey
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28 January 2021 X

Stock Receiving

e —
Rocuving Date [26-01-2021

veadorrame | | veadar

[rp—r]

oo OV 5

Roceiving Porson 4171171

STEP 56 - STOCK TRANSFER

ZKas

If you want to review previous entry, just click on the RETRIEVE
button.

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.

If you know the vendor details, then select the option button
corresponds to Vendor Wise and then click on the text field
below.

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

is the main advantage of STOCK TRANSFER/RETURN.

a5 Restaurant POS

adroin Inventory

Bserncs @ &

Steck Recaivrg Stedk Tarser

Pos Restaurent POS SaturdayApril 08,2017 X

Stock Transfer

Invice Hunier [1

b1
meetas OVA 0 e ate 11262021

Vendor 14

urs perzan 11 1

comtprion Toeprss

vetmment |
= ——
L

Saturday,April 08,2017 X

Go to SETTINGS.
Click INVENTORY and choose STOCK TRANSFER.

Enter Invoice Number and Invoice 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.

Logged in person name will automatically displayed in return
person field.

Click ADD button to add an item to return.

Select the item that you want to return.

Currently available stock will display in a yellow box.
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Saturday,April 08,2017 X

Stock Transfer

oernber |1 B —
e R et [11-28-2021 o

vencor1d 100

verder e [SUpEIA stk
" Retura Person 1

. Supler i i e
[r— \— 4170

Sito  Mem o Descrition SiePrice os Price Taxperty Qunly  Taxhmoud ol Amount

ot Amoant 115,00
Totaiterns ||
Tonalqry 10

1o [~

Pas Restaurant POS

Utility

yGeneral Settinas

Neme:

Enable Kitchen Print

Enable Orderiint

Enable Gift and Points.

Enablz Menu Fiter

STEP 57 - PURCHASE ORDER

ZKas

You have to enter the quantity that you want to return to the
vendor. After entering the quantity press ENTER Key.

That quantity will be reduced from the item stock. You can
manage spoiled items in this way.

Here also you can check with previous spoiled items using
RETRIEVE button. To do so click on RETRIEVE button.

You can see he stock detail as a negative value.

You can sell and transfer the product even if you did not enter
the receiving details in software. For this purpose, activate the
minus stock facility in utility.

Once you enter the receiving details the stock gets
compensated.

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

advin Inventory

4 sermge 5 ga
‘steck Racavng Stk Trersfe Purthisse: Order

ez
& vroducts
user
B ccounts
Bt

Purchase Order

e Go toSETTINGS.

Click onINVENTORY.
Fromthemenuoptions,clickon PURCHASE ORDER.

Click on Vendor Name text box.
Select the vendor from the grid.
Change order date if you want
Enter the shipping information
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o Selectthe Item by clicking on Add item.
e You can add item by scanning the barcode also.

e Enter the Tax and quantity and press Enter key.

il SRS e You can add the shipping or any other amount by clicking the
ADD button.
e Enter the amount in the pop up.
e C(Click SAVE.
e You can retrieve the purchase order as in stock receiving or
transfer.
DATABASE
STEP 58 - SQL CONNECTION
P Resarant 105 e Go to settings menu.

e Click on Database.
e Select SQL connection.

]
g
g
g
H
ia
5
£

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

S0L Connection

Connectien Sting

Data
Secunity=True
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STEP 59 - 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.
e Go to SETTINGS and click database.

o Click on DATA CLEANING.

e Enter the admin password.

Data Cleaning

1
4
7
@

e ® au N
3 ol fa e

e From the list mark those checkboxes relevant to the data that

Data Cleaning

you want to clear.

I e C(Clear it by clicking CLEAR button.

e A confirmation dialog will appear.

e C(lick YES, and OK to the confirmation message.

Hcer @i

STEP 60 - BACKUP DATA
It is better to keep a backup copy of the important data somewhere else in the system. So you have an option to do
the same.

SALEEEY e GO to SETTINGS and to database.

e Now click BACKUP.

o DATABASE NAME will be LANAPQS by default.

e You can browse and select the location to store your backup

Database Name lanepas

s o I

Flle Narne 79012021 bake 1 f| I e

o Enter the backup file name.
e Click BACKUP button to backup or CANCEL to cancel the
operation.

STEP 61 - AUTO BACKUP

Backup data will be automatically saved to current file.

Clickon AUTOBACKUP menufrom database.
Database name appeared there by default

29 January 2021 X

Auto Backup

Datalione Name

Select Daily, monthly or weekly

Backup Tyoe © Dally

Browse the location where you want to save the back up

0 Wieokly

Q Monthly

m
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STEP 62 - IMPORT TABLES TO ZKPOS
InsomescenariosyoumayneedsomedataoutsideZKPOS, insuchcasesyoucanimportthatdatatoyour ZKPOS

application.

e Go to SETTINGS.

e Click on database.

e Click on IMPORT TABLES.

e Select the Database Table to which the data to be added.

o Now browse the folder for the required data.

e Click on IMPORT button.

e Click OK.

e You can download the import template by clicking on
‘Download import template’ button.

Current Import Table

elec the flie you want to Import

STEP 63 - EXPORT TABLES
You can export data from ZKPOS to your computer.

Pos Restaurant POS. 29January 2021 X ° Go to SETT'NGS
e (Click on database.

:m“'“““ v e Click on EXPORTTABLES.
S ‘ o | e Select database table and path.
e Click EXPORTbutton.

e Click OK.

DINE IN MODULE

This module has four main sections.

1. ALLTABLES. 2. CUSTOMERSEARCH. 3. UNSETTLED. 4. DELIVERY. 5. RESERVATION.

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

Por Restaurant POS 29-01-2021 10:19:15:AM [ ] Go to MAIN MENU.
- ot s 2 poseen e Click on DINEIN.

[ﬁ[ﬂlﬁ- ]EE ¢ Now you will get a window like this.

e
I
5

If a table has invoices related to it, then that table will be visible in GREEN color. Below picture shows T1 or TABLE 1
has a customer. That is why its color is distinguishable.

First let’s learn about TABLES.
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1. TABLE MANAGEMENT

' Sbiiiinl| e By default, the restaurant area is divided in to three. You can
R s v bt customize the area in settings. Each area will have a specific
- number of tables and each table will have specific number of

?ali; g@ gﬁ T seats. All these things are customizable.

e Forinstance, if you have selected table T1, then all seats allotted
to T1 will be displayed.

Admin (MBI NE

iy e Seatsarenamedasl,2,and3andsoon.

2 B e Click on the seat number that you want to choose.

& I . lia Eal __[ e The seat number shows when you activate the utility ‘Table
E- seats’
£ i’i . iy L e NowyouwillberedirectedtothemainpartofPOSmodule.

w i ?
R L

Admin (MBI NE

b AL e Here is where you could see all the departments and products

-g‘g that you have created in the beginning part of the tutorial.
: o Selectthe ITEMS from the menu list.

@%
I

Balance

“owiil e Thereis an option Edit product in utility. You can edit the price
details while selecting an item if you enable the utility.
e For that click on the selected item, you want to edit

Balance

@ette
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Pos Restaurant POS

St e There is a button edit product.

e Click on it.

e Before editing the product, you have to cancel the discounts
you applied to the products.

e C(lick yes to the confirmation message.

e Change the price and click OK.

Name Fish, Shrimp_Crab Shell

PC Code [

Sala Price -

012021 10:3123 A1 If there is any extra charge, you need to select it from a
:;w 7 : dropdownatthetopleftportionofthescreen.
- e Bydefault,none will be selected.
e The drop-down list shows the extra charges you added to this
software as percentage value (see extra charges).

In this way you can add extra charge by percentage. After
selectingtheextracharge clickontheitem that you want to add.

Balance

Pos Restaurant POS 29-01-2021 10:31;23:AM [ ]

You can also add extra charge by amount, but you need to add
it while settling the bill.

L e Now let’s learn to settle the bill. Click on SETTLE button

e : gg e Your order details with total amount will be displayed. You
@ ;! s 0 e T

g have added any extra charge amount, then click on EXTRA
e CHARGE button

fe fa gm i
i F

Balance

admin (@3Nl Neny

Pos Restaurant POS

e You can see a button named ALL, HALF and 1/n. The customer
a has choice to pay the bill half by any of the payment options.
g Click HALF button to view the half of the total invoice amount.
e To divide 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.

INR

Ticket Tokal
Dissount
Sub Takal
Round

Grand Total mnn Cus{nmer Account

Extra Charges 0w

Ml Amaunt 700 - -
snment ot s
Faimee ' - -
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Pas Restaurant POS )
[ ]
L]
. wumr
Online Payment

Tideet Tata °

Discount

Sub Tl

Round

Grand Total Y, na cusbomer Account

Extra Charges

Hel Aurk woaa

Payment Total 0 CIM

Balance 400.00

Acrin | € MHain Menu

ZKas

Some customers will visit as a group. But bill settlement may do
by one of them. So, at the end of a month or week you cannot
view the increment in customer visit. That’s why we have placed
an extra button GUEST to add the customer number in each
invoice. Click on GUEST button and enter the guest count in the
field that appears. Then click SAVE. You have to activate the
guest count feature in utility.

You can see a complementary button beneath the guest option
By clicking complementary option, you can settle the invoice as
complementary (free).

While clicking the complementary button, a pop up will be
shown as in the figure.

Click YES and the invoice will be settled as complementary.

Now let us see the use of ADD ADVANCE button. You already know that we can save advance amount to a customer

account. So, save an advance amount to a customer

Fos Restaurant POS 11-02-2021 08:55:19:AM [ ]
L]
[ ]
[ ]
Tickel Total
Discount
sub el ;
k!
Round 3
Grand Totl 200
Extrs Charges 10
Het Amount 27000
Pagment Total .08
Batance wa 2000
Pas |Restaurant POS 29 January 2021 17:01 = Y
Ticket
29-01-202:-§29-01-202: -] << > |Table Tickets | QSearch $Refresh
L]
Involce Number | Ticket Type ‘ Date Time User Ticket Note ‘ Customer ‘ Table Total
10 Table 01/29/2021 11:34AM Admin T 0.00 [ ]
37 Table 017202021 3:01PM Admin Tis 967.60
8 Table 0172072021 3.010M Admin 1S 979.40
9 Table 0172072021 4:350M Aduin it 283.20 [ ]
51 Table 0172072021 4:46PM Admin 8 885.00 |
Ticket Total 7072.20
products Sale Price Quantity Discount | NetAmount | Tax Amount Total Amount
Fish, Shrimp & Crab Shell 12000 1 0.00 12000 0.00 120,00
HOMESTYLE OATMEAL 200,00 1 0.00 200,00 0.00 200,00
Fruit Maple Oatmeal 130.00 1 0.00 130.00 0.00 130.00

5 Mein Menu

Open the POS sale window.

After settlement PRINT BILL button will be in active state.
Click on it to print the invoice.

If you want to print the invoice automatically, Enable the
AUTO PRINT option in utility.

If you need to print the invoice from the ticket section, go to
tickets.

Select the ticket from drop down.

Click PRINT button.

If you need to print the company logo in invoice, activate
‘enable logo in duplicate printing’ button.
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Balance a51.00
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admin (@3N NE
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Sometimes you may like to print a temporary bill for the
customer. To do so just click on the TEMPORARY BILL button.
Enable temporary bill prior to it.

The next step is to send the orders to the kitchen manager, for
that click on the ORDER PRIORTY button.

Enter the priority as low, normal or urgent.

The orders will be shown in kitchen manger login as per the
priority.

By default, normal priority will be selected if you do not select
the priority.

Then click on send order button.

Already saved food server details and their current assigned
deliveries are shown in the pop up.

Select a food server according to their availability.

Now click on the OK button.

A Kitchen order print will be generated if you activate the order
and kitchen print.

Now your orders have been submitted. The status of your
order remains unpaid until the customer settles the bill.

If the customer wants to change the table, then click on the
CHANGE TABLE button.
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P Ratasant P05 kil e Now you can choose another table based on customer’s
. e " e interest.
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s Restaurant FOS cubiiiil| e If the order is made by a regular customer and you have the

.- e i i customer’s details in your ZKPos, then you have an option to
choose the customer. To do so, click on the SELECT CUSTOMER

z:mm button.

Bome Pl M o Now list of saved customers will be displayed. Select required

jsam 23

ohn 1234367

customer from the list.
e Now click on the SELECT CUSTOMER button.
e The selected customer’s name will be displayed with invoice.

You can change the customer by clicking on CHANGE
CUSTOMER button.
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cutiiiiinl| e Thereis 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 (open tickets) that you want to merge with
current invoice and click OK.

e Total will be updated based on the merged invoice amount.

Balance

P Resauran P05 cukinnl| e Next button is TICKET NOTE. If you want to add any comments
toyourinvoice, thenclickonthe TICKETNOTE button.

o Typeyourcommentusingthe keypad displayed.

e Click SAVEbutton.

Balance INR 37000
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In some cases, your customer may request you to return the
order. You can use RETURN button to do the action. Click on
RETURN BUTTON. You need admin privilege to do the action.
Enter Admin Password.

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 of the
screen.

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

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.

Then select the PAYMENT OPTION card/cash.

The amount will be settled. You can take a print if necessary.
Click CLOSE button to go to main.
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If you want to take a new invoice without closing the current
order, click on NEW button.

Another feature to ZKPOS Restaurant software is open product. We can sale a product as open product by simply
entering its price and tax details.
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2. CUSTOMER SEARCH

You can see a ‘+’ button.
Click on that button.
You will get a pop up to add an open product.

Enter the price and price type (whether price includes tax or
not).
Click OK button.

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

Go to MAIN MENU.

Click on DINE IN menu.

Select CUSTOMER SEARCH button.

You can see every customer in a grid as shown.
To EDIT the customer details, select the customer.
Now click on the EDIT CUSTOMER button.
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ToADDanewcustomer, Click NEWCUSTOMERbutton.
Enter all details and then SAVE it.

Suppose if a customer wants to pay ADVANCE AMOUNT, you
can do it by selecting the customer from the list and then click
on the ADVANCE button in CUSTOMER SEARCH window.

Customer name will be there by default.

Enterthe ADVANCEAMOUNTthatcustomerwantto pay.
Then choose whether he want to pay through CASH or CARD.
Now the ADVANCE AMOUNT is saved.

To delete the entry, click on the DELETE button. Click YES and
close the window by clicking on the CLOSE button.

If the customer has any previous pending invoices, you can
view them from customer account details. (The customer
should possess an account, if not click on create account while
editing the details).

To view that select any customer.

Now click on the ACCOUNT DETAILS button.
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3. UNSETTLED

This is another special functionality of ZKPOS, a window where you can see those customers whose bill were
not paid yet.
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Alldebitsfromthisaccountwillbedisplayednow.Toview the
invoicesassociatedwithanyofthem,clickonitandthenclick FIND
TICKET.

Now you will be redirected to the POS section.

If the customer wants to close that invoice, you can settle it
from the above window by clicking on the CASH or CARD button.

Click Save button

If you want to see the ticket click on find ticket option after
selecting the transaction

e Go to MAINMENU.
e Click on DINEIN.
e You can see an UNSETTLED menu, click on it.
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e You can see unsettled invoices by different order types.
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4. DELIVERY
Some customers may request for delivery services, here you can manage everything related to delivery services.
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Now to add a delivery, click on ADD DELIVERY button.
Select a customer.

Select products and delivery boy by clicking delivery boy
button.

Click Dine in main menu.
Click DELIVERY.

Click ONLINE DELIVERY.
Choose ONLINE TYPE.
Click Ok button.

Redirected to POS window.
Choose ITEMS from the list.
Click ONLINE PAYMENT.

Click QUICK SERVE in main menu.

QUICKS SERVE directly opens the item page without go to the
table section.

You can choose the products more quickly.
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DRIVE THROUGH

ZKas

e Selectltemsfromthelist and click settle button.

Denoting a restaurant or other facility in which one can be served without leaving one's car.
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Click DRIVE THROUGH in main menu.
Redirected to new window.

Select Items from the list.

Youcanchoose priority option, click PRIORITY button and click
settle.

By clicking CUSTOMER button, you will directly go to customer
selection window.

Select a customer and continue the sale.
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Barcode scanning is an important feature in ZKPOS Restaurant software. At the time of product creation, you have
an option to scan the barcode. You have to activate ‘Enable barcode scanner’ feature from utility
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REPORTS
Everything that you enter in ZKPOS is saved and you can check with the data whenever you want it. Different data are
stored as different reports. To view reports in settings, you have to login as admin. Go to settings and click on reports.
Let’s learn them one by one.
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e Click on BARCODE button.

e In sale window you can see afield to enter the barcode.
e Scan the barcode in the product.

e And the product will be shown there.

e Click on the menu button in left side of the main menu.
e Select REPORT from it.

CURRENT SALE REPORT

It shows the report of last sale report.

e Click CURRENT SALE REPORT.

e Click VIEW button.

e Other features like print also available. These features are
common for all reports.

CURRENT ITEM WISE REPORT
o Click current item wise report from main reports.

o Select the date range and select the item from the drop down.
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CURRENT DATE WISE REPORT
o Click current date wise report from main reports.
o Select the date range.

CURRENT ONLINE ORDER REPORT
e Click current online order report from main reports.
o Select the date range and type

ITEM WISE REPORT
This report is similar to CATEGORY WISE REPORT. Instead of
category you will be choosing item from the dropdown.

e Click ITEM WISE REPORT.

e Select FROM date and TO date.
e Choose the ITEM from the list.

e Use PRINT option to take a print.

DATE WISE REPORT
This report will provide the date wise sales report. To view the
report, follow the below steps.

e C(Click on DATE WISE REPORT.
e Here you have an option to set the FROM DATE and TO DATE.
Set a “from date” and “to date”.

e Other features like print also available. These features are
common for all reports.
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ONLINE ORDER REPORT
View all Online Order Details using this report.

o Click on ONLINE ORDER.

e Choose FROM DATE and TO DATE.
e Choose Online App.

e Use PRINT option to take a print.

CURRENT CANCEL ITEM WISEREPORT
e You can see the cancelled items from your invoice settling the

bill.
e Select the date range from the window.

INVOICE WISE REPORT WITH HOUR
e Select the particular report.

e Select the date and time as shown in the figure.
e Select the invoice type.

ITEM WISE REPORT WITH HOUR

e Select the particular report.
e Select the date and time as shown in the figure.

e Select the item from the drop down.
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PAYMENT SUMMERY REPORT
View all payment summery details using this report.

e Click on PAYMENT SUMMERY REPORT.
e Select USER TYPE.

e Select USERS.

e Choose the Date Range.

e Click VIEW button.

e Use PRINT option to take a print.

QUANTITY WISE SALESREPORT
View all Quantity wise sales details using this report.

e Clickon QUANTITY WISE SALES REPORT.
e Choose FROM DATE and TO DATE.
e Use PRINT option to take a print.

DAY CLOSE REPORT
This report shows the day close report.

o Click on DAY CLOSEREPORT.

e Choose DATE FROM and DATETO.

e Otherfeatureslikeprintalsoavailable. These featuresare common
for allreports.

UNSETTLED ITEM REPORT

e To view the unsettled items, click view button.
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— SEEFTEE]  DELIVERY BOY SALESREPORT

Delivery Boy Salees Report

This report will show you the details of deliveries done by each
delivery boy.
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e Select from Date and To Date.

B TN B30 TEW

e Choose the Delivery Boy from the dropdown.

T
Exia Charges. L
Toal Sl @l

e Use PRINT option to take a print.

SALES REPORTS

DAY WISE REPORT
You can view the day wise sales report using DAY WISE REPORT.
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2K Restaurant POS 29 January 2021 X YEAR WISE REPORT
B Provides the year wise sales report.

Print Option
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DAILY ITEM REPORT
Provides the daily item report.

Daiy Tiem Report

- i = o e Click DAILY ITEMREPORT
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DEPARTMENT REPORT

Depertment Report.
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Date Wise Profit Report
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Product Wise Profit Report
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Sales Retum Report
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DATE WISE PROFITREPORT
View all date wise profit details using this report.

e Clickon DATE WISE PROFIT REPORT.
e Choose the DateRange.
e Use PRINT option to take a print.

PRODUCT WISE PROFITREPORT
View all product wise profit details using this report.

e Click on PRODUCT WISE PROFIT REPORT.
e Choose the Date Range and Time Range.
e Click VIEW button.

e Use PRINT option to take a print.

PRODUCT COST N SALES PROFIT REPORT
View all product cost n sales details using this report.

o Click on PRODUCT COST N SALES PROFIT REPORT.
o Click VIEW button.
e Use PRINT option to take a print.

SALES RETURN REPORT
You can view the details of sales return.

o Click SALES RETURNREPORT.

e Enter DayNofromand Day NoTo.

o Click VIEW button.

o Clearthereport by clickingon CLEAR button.

e Use PRINT option to take a print.
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Sales Ranking Report

29 January 2021
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User Wise: Sales Report
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Cash Drawer Balance Report

29 January 2021
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SALES RANKING REPORT
View all sales ranking details using this report.

e Clickon SALES RANKING REPORT.
e Choose FROM DATE and TO DATE.
e Use PRINT option to take a print.

CASHIER SALES REPORT
View all cashier sales details using this report.

e Click on CASHIER SALES REPORT.
e Enter DAY NO FROM and DAY NO TO.
e Use PRINT option to take a print.

USER WISE SALES REPORT
o Enter date range and select user type and user

CASHIER DRAWER BALANCEREPORT
View all Cashier Drawer details using this report.

e Click on CASHIER DRAWERREPORT.
e Enter DATE FROM and DATETO.
e Use PRINT option to take a print.
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Extra Charge Report
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Physical Stock Report
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Stock Receiving Report
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EXTRA CHARGES REPORT
In this report you can view the report of extra charges.

e Click on EXTRA CHARGES REPORT.
e Selectthe FROM date and TO date.

STOCK REPORT
View all Stock details using this report.

o Click on STOCKREPORT.
e Click VIEW button.
e Use PRINT option to take a print.

PHYSICAL STOCKREPORT
View all Physical Stock details using this report.

e Click on PHYSICAL STOCK REPORT.
e Click VIEW button.
o UsePRINT optiontotakeaprint.

STOCK RECEIVING REPORT
View all Stock Receiving details using this report.

o Click on STOCK RECEIVING REPORT.
e Choose DATERANGE.
e Use PRINT option to take a print.
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Ingredients Profit Report
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STOCK TRANSACTION REPORT
View all Stock Transaction details using this report.

o STOCK TRANSACTIONREPORT.

o DATE RANGE.

e Click VIEW button.

o Use PRINT option to take a print.

INGREDIENTS STOCKREPORT
View all Ingredients Stock details using this report.

e Click on INGREDIENTS STOCK REPORT.
e Choose Ingredients from the list.

e Click VIEW button.

e Use PRINT option to take a print.

INGREDIENTS RECEIVING REPORT
View all Ingredients Receiving details using this report.

e Clickon INGREDIENTS RECEIVING REPORT.
e Enter the date range.

e Select ingredients and vendor.

e Use PRINT option to take a print.

INGREDIENTS PROFITREPORT
View all Ingredients Profit details using this report.

e Choose DATE FROM and DATE TO.
e Use PRINT option to take a print.
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Stock Value Report
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Expensc Detods Report
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STOCK VALUE REPORT
View all Stock Value details using this report.

e Click on STOCK VALUEREPORT.
e Click VIEW button.
e Use PRINT option to take a print.

LOW STOCK REPORT
View all Low Stock details using this report.

e Click on LOW STOCKREPORT.
e Click VIEW button.
e Use PRINT option to take a print.

EXPENSE DETAILSREPORT
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.

VENDOR REPORT
View all Vendor details using this report.

e Click on VENDORREPORT.
e Choose FROM DATE and TO DATE.
e Choose Vendorname.

e Use PRINT option to take a print.
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COST REPORT
e Select the date range and click view button.

INVENTORY REPORT
View all Inventory details using this report.

e Click on INVENTORYREPORT.
e Click VIEW button.
e Use PRINT option to take a print.

INVENTORYTRANSACTIONREPORT
View all Inventory Transaction details using this report.

e Click VIEW button.
e Use PRINT option to take a print.

CUSTOMER DETAILS
View all Customer details using this report.

Click on CUSTOMER DETAILS REPORT.
Choose FROM DATE and TO DATE.
Choose CUSTOMER.

Use PRINT option to take a print.
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CUSTOMER POINTS
View all Customer Points details using this report.

Click on CUSTOMER POINTS REPORT.
Choose FROM DATE and TO DATE.
Choose CUSTOMER.

Use PRINT option to take print.

CUSTOMER ADVANCE
View all Customer Advance details using this report.

e Clickon CUSTOMER ADVANCE REPORT.
e Choose FROM DATE and TO DATE.
e Use PRINT option to take a print.

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.

SALES TAXREPORT
View all Sales Tax details using this report.

Click on SALES TAXREPORT.
Choose FROM DATE and TO DATE.
Choose CATEGORY.

Use PRINT option to take a print.
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TAX REPORT
View all Tax Details using this report.

e Click on TAXREPORT.
e Choose FROMDATE and TO DATE.
e Use PRINT option to take a print.

ORDER SUMMARY REPORT
View all Order Summary Details using this report.

e Click on ORDER SUMMARY REPORT.
e Choose FROM DATE and TO DATE.
e Use PRINT option to take a print.

ACTION LOG REPORT
View all Action Log Details using this report.

e Click on ACTIONLOG.

e Choose FOOD SERVER, STATUS, and USER.
e Choose FROMDATE and TO DATE.

e Use PRINT option to take a print.

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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GRATUITY/TIP REPORT
View all Gratuity Details using this report.

e Click on GRATUITY REPORT.

e Choose FROM DATE and TO DATE.
e Choose FOOD SERVER.

e Use PRINT option to take a print.

ORDER DETAILS REPORT
View all Order Details using this report.

e Click on ORDER DETAILS REPORT.
e Choose Food Server.

e Choose STATUS.

e Choose PRIORITY.

e Choose FROM DATE and TO DATE.
e Use PRINT option to take a print.

CANCEL ORDERREPORT
View all Cancel Order Details using this report.

e Click on CANCEL ORDER REPORT.
e Choose FROM DATE and TO DATE.
e Click SEARCH button.

e Use PRINT option to take a print.

WORK PERIOD CLOSINGREPORT
View all Work Period Closing using this report.

e Clickon WORK PERIOD CLOSING REPORT.
e Choose FROMDATE and TO DATE.

e Choose AREA.

e Use PRINT option to take a print.
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ATTENDENCE REPORT
View all Attendance using this report.

e Click on ATTENDENCEREPORT.

e Choose FROMDATE and TO DATE.
e Choose USERS.

e Use PRINT option to take a print.

Dashboard is available 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.

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.

Pos Restaurant POS 29 January 2021 15:02 =

Day Close:

Admin cash 135408
1 Admin Card 43970

Paz Restaurant POS 29 January 2021 15:03 =

Cashier Id Cashier Toe Amount Received Amount Diference

6 N B =

e You can see a DAY CLOSE button in the MAIN MENU. This
option is only available to ADMIN.

e Click on DAY CLOSE.

e You can see the INVOICE AMOUNT in the AMOUNT
column. You need to enter the amount that you received
from the customer in RECEIVED AMOUNT column.

¢ Nowclickon DAY CLOSE button.

e Confirm the day close by choosing YES. If there is any
unprocessed bill another popup will show up and you need
to confirmittoo by clicking CONTINUE.

e To complete the process, you need to enter the ADMIN
PASSWORD.




ACCOUNT

Pos  |Restaurant POS 29 January 2021 15:06 =

Account Details

20012021 &

Cash 1999185 18005.00 197,85
Complementary 0.0 0.0 wn
P Gt
Custormer Account 259.00 000 25000
@ Dig Prinl

Customes Card o .00 an © el pror
Discount 00 000 a0
Extra Charges 0.0 20,00 2000
Faod Veucher 00 000 o
Ouline 0w 000 2.00

24205040 6200.00 1300540

0o 000 a0

Pos  |Restaurant POS. 29 January 2021 15:07 =

Account Details

Transaction Acmunt Name: Greated Date Debit ‘Oeml
Payment Transacticn[Cerd]  [Card 2001202 102500 0.00
Pagment Transactien[Cerd]  {Card 2901201 5o 0.00

Total Deblt  :1514.70
Total Credit  : 0.00

Balance  -1514.70

5 an pen

TICKET

ZKas

Select account option from main menu.
You can see the account transactions done through the
software here.

If you want to see the details, click on an individual detail
Click on ACCOUNT DETAILS option
You can also take the print out

Tickets indicate orders. It contains current day’s paid or unpaid invoices and previous day’s paid invoices.
Tickets will be shown under the conditions selected by ADMIN/USER.

Pos |Restaurant POS 29 January 2021 15:09 =

Ticket

Involce Number | Ticket Type ‘ Date ‘ Time User Ticket Note | Customer Table. Total
2 0120001 10:35M Admin 45100
3 0120001 10:428m Adnin 1617.00
4 ¥ 01292021 10:55M Adnin Sam 0.00
5 Costomer  0129/2021  11:10M Adnin Sam 27000
3 Costomer  0129/2021 1115 Adnin John 225000 |

Tickel Total 28991.40

Products Sale price Quentity Discount | NetAmount | Tax Amount Total Amount

Fish, Shrimp & Crab Shell 12000 1 0.00 12000 0.00 12000

HOMESTYLE OATHEAL 20000 1 0.00 20000 0.00 2000

Frit Maple Oatmeal 130.00 1 0.00 130.00 0.00 13000

“ o
(EDKeyboard (5 Main Menu

Go to MAINMENU.

Clickon TICKETS button on the top left corner.
Selectthe FROM date and TO date.
Youcanselectthe TICKETTYPEfromthedropdown.

Now all invoices between the selected dates will be displayed.

Pos |Restaurant POS 29 January 2021 15:10 =

Ticket
Involce Number | Ticket Type ‘ Date ‘ Time User Ticket Note | Customer Table. Total
2 0120001 10:35M Admin 451.00
3 0120001 10:428m Adnin 1617.00
4 01292021 10:55M Adnin sam 000
5 012002021 t:10MM Adnin Sam 270,00
3 Costomer  0129/2021 1115 Adnin John 25000
Tickel Total 28991.40
Products Sale price Quentity Discount | NetAmount | Tax Amount Total Amount
Fish, Shimp & Crab Shell 12000 1 0.00 12000 000 120.00
HOMESTYLE OATMEAL 20000 1 0.00 20000 000 200.00
Frit Maple Oatmeal 130.00 1 0.00 130.00 000 130.00

i Display
D Keyboard 5 Main Menu

You can see the INVOICE NUMBER, TICKET TYPE, DATE,
TIME, USER, TOTAL AMOUNT etc.

If you click on any of them, you can see the products
associated with that invoice.

There is an option to PRINT the ticket details.

If you know the invoice number, you can search it by using
the SEARCH button.
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Ticket

Tnvolce Number | Ticket Type

Biled User

Ticket Note

Customer | Table

Total

ZKas

e You can see the status of each invoice here.
e Select an invoice from invoice listing grid.
e Click on STATUS button.

15 Online order 120.00
16 Cancelled 270.00
17 Cancelled 120.00
19 Cancelled vareseves were Imir 400.00
20 Quick Serve 01/29/2021 1:37PM Admin 850.00
Tickel Total 28991.40
Products Sale Price Quantity Discount t Net Amount Tax Amount ‘Total Amount.
(Grilled Mahi Taco 600.00 1 0.00 600.00 0.00 600.00

KITCHEN DISPLAY

“oF * GotoMAIN MENU.
ot S - | e cClickon KITCHEN DISPLAY. (Also, login as kitchen manager
I e Rl using user id and password).
e Now, all the active orders will display based on priority.
URGENT orders will display first and then NORMAL and
finally orders with LOW priority.
e Expand each order by clicking on it.
e WALEEl e When the items are ready to deliver kitchen manager can
oren mem Lore e changethestatusofthe orderto READY TO DELIVERY.
T e e —— “"| o There are also options for ORDER CANCELLING, ORDER
& MODIFICATIONS, PENDING...etc.
FOOD SERVER
o il e |f the status of the order changed to READY TO DELIVERY,
e o T food server can serve it for the customer and change the
Ty e e e A status to DELIVERED.
e Then click OK, details will be updated.
e Those orders with status as “READY TO DELIVERY” can be

Ordler Count - 2

viewed by clicking on FOOD SERVER button.
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Acfresh Food Server - Admin
\oE Tt roducs | food semer | Stztus | Prcty |
Fish, Shrimp . Crab Shell 1.0000 %]
12 Piece Butterfly Shrimp 1.0000
Order Created {Admin - 15:13:24)
Ready to Delvery (Admin - 15:16:03)

Itz Caunt =2 Ores Duration3  Minute

Govai menu

ZKSTORE
ZK Store
Retoller Code
Serlal Number

5 Main Meny

Pos Restaurant POS 12 February 2021 11:42 =

ZK Store.

ZK Store Login

&

vassmond Lomol Passnard

Usemame.

1 kemember me

5 Main Mo
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Kame st oo )
amal s e neresTResT
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Phone o Adiress
1234
Usermame
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e He too can expand the order details by clicking on it, if the
order has delivered, he can update the status to
“DELIVERED”.

e Open ZKPOS Restaurant Software as administrator

e Now you can see a page to verify the retailer code and
serial number

e Enter the retailer code and serial number

e Click verify button

e Now you are successfully verified your device.

o After verifying the device, you will get a login page
e Ifyouare notregistered in ZKSTORE yet, create an account

e If you want to access ZKSTORE you need to login to
registered account. If you don’t have one, then create one
using REGISTER link.

e Your product key code, retailer code and serial number

already seen in registration form

e Fill other details and click REGISTER button

e After registration you will get one username and
password, you can use it for login to ZK STORE.
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R Jiiiiidl e To activate the license, click on ACTIVATE button.
7K Store SR
i P e You can activate the license after confirm the request by
o Please activate ZKPOS Restaurant reta i | er.
e e After confirmation activate button will be changes to
_ INSTALL.
E E E E e Log out from the ZKSTORE and again login to see the
® -]
505 Weh dpp | Andmld Order Agp Rark Dfflre Andraid Report 4 ch a n ges .
G O G
sabustiie “eiiid e Click on Install button.
ZK Store b
R Fys e You will get a pop up for restarting the application.
T e Restart the application.

T bt B ST LA
AR G T AL
Dunstall

5 Main Mo

S Seniiaod e Now the status will be changes to installed.
ZK Store m . . .
- e You are successfully activating the license.
Zkpos Version 4.0.0 Lizense s,

Status: Artivaled

Pt ey L

T2t e P i L e
oA NDA N B ebe VLo

Akl
Andoid Ordar App. Back Office | Android Riesart fop

POS Wigb Aop.
G O

Pos Restaurant POS 12 February 2021 11:56 = . If y0u Want to activate kaos Android Order app' please
K Store u.,,‘uu,
oot o click activate button.
e Click OK to the alert message.

B e The add on will be activated after the confirmation from
retailer.
e Please log out from ZKSTORE and log in again.

e If the retailer confirmed your request, activate button will
be changed to INSATLL button.
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Click on install button.

Now restart the application to make changes.

e Now you are activated the feature license.

Now the status of android order App will be changed to
‘Installed’.

You need internet connection to activate license through
ZKSTORE.

In utility you can see the feature status as activated.

You can change the login password by clicking change
password button.

Enter the old password and new password.
Click change password.
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SAFE MODE
e Safe mode feature makes your POS protective from other users.
1 2 3
4 ] 6
7 8 9
@ o >

DELIVERY TICKET
e Click DELIVERY TICKET.

Ticket

e It shows online order and delivery tickets
Tnvolce Number | Ticket Type Date Time ‘ User Ticket Note | Customer Table. Total L4 C hoose DATE RAN G E .
» FeT——r— 3000 Admin sam 14160 ° C hoose T|C ket O ptlo n.

27 Delivery 01/20/2021 2:000M Admin Sam 2530.00
% Delivery 01/29/2021 201PM Adnin John 1700.00

> |Delivery Tickets

Ticket Total 4491.60
Products Sale price Quantity  Discount Net Amount | Tax Amount Total Amount

Fish, Shrimp & Crab Shell 120.00 1 0.00 120.00 0.00 12000

START AND END WORKPERIOD
Work period section is for viewing the working duration of currently logged in user. 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. In our shop if a cashier is available from 9 — 5 and another cashier continuous to work, let’s see how the
first cashier closes his 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
SUPERMARKET, logged in by ADMIN.

Pos [Restaurant 29-1an-2021 03:24:39:PM e This is the MAIN MENU.

Main Menu

e LOGIN using your User ID and Password.

If you are logged in as Cashier, you need petty cash to give to the customers, so before start working Admin should
grant the petty cash for the cashier. Let’s look at how an ADMIN can provide petty cash to the CASHIER.
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e For that, login as ADMIN.
e Go to SETTINGS.
e Enable PETTY CASH ADVANCE in the UTILITY Update it.

e Now logout and login as CASHIER.

e Click on START WORK PERIOD button from side menu

e To start working click on START WORK PERIOD.

e This time you have to provide the petty cash advance before
start working. The petty cash details are based on the currency
denomination you enter before. Then start WORK PERIOD.

e Actually, work period automatically starts when you login to the
software as admin for the first time and until you enable the
petty cash. Once you activate petty cash advance, you have to
start the work period manually.

o Now he can process bill or view reports and so on.

e Now to End work period, Go to MAIN MENU.

e Click on END WORK PERIOD, in the right side of the window you
can see an END WORK PERIOD button. Click on it.

e Specify the BALANCE PETTY CASH in the field provided.

e Specify the reason to end work period and then click END WORK
PERIOD button.

o Click OK.

e You can view this report from WORK PERIOD REPORT.

° Select the menu icon from top left side of the main menu.
° Click cash drawer.
. Enter the admin password.
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GIFT
You can give gifts to customers according to their purchase amount or number of purchases.

Po | Restaurant
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Main Menu
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ZK  Restaurant POS

Select maximum numbes of free it
anainst invoice

L

Polnts Type
® Tnvoice Amount
O Invoice Count

Gift Type

Gt

Invoice Amount

Can't delete depattments having
sub-departments or products

Status

Fres Gift -

11 February 2021 X

Now enable the gifts and points feature in utility.

ZKas

e A pop up will be shown asking you the reason to open the cash
drawer.

e Select the reason.

e Write it in the text box if you have any other reason.

e Open gift option from the left side menu.

e Select whether you give gift and points according to invoice

amount or invoice type.

e Click SUBMIT button.
e To add a new gift, click on ADD (+) button.

e Select the gift type - free gift or points.

e Enter gift name, invoice amount and browse image.

o Select status and click SAVE button.

e If you select points, enter the gift name and point acquired to

get that gift.

e Click SAVE button.




ATTENDANCE
You can enter attendance manually by selecting the punch type is check or check out.

Pog Restaurant POS

ZKas

(st e Go to Dine in option.

e Select products and click SETTLE button.

o If the amount satisfies the amount given in the gift option,
& GIFT button will be active in settlement window.

o e Clickonit.

| e select the gift.

Complemen

* asnon | @ Click OK.

[ p—

Punen g

x| e C(Click on the left side menu.
Select ATTENDANCE.
Enter the punch type and user.

LOGOUT

Pos |Restaurant

Main Menu

29-Jan-2021 03:34:20:PM

You can LOGOUT from ZKPOS by clicking on the LOGOUT
button.

You will be redirected to LOGIN section.
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