


GET STARTED
ZKPOS RESTAURANT BACK OFFICE

Every retailer constantly faces the complexities of handling wide range of product mix. Out of stock products
and spoilage items are the main cause for lost sales in the grocery business. So, every retailer needsa complete and
efficient interface to manage the day-to-day business activities in the shop. ZKPOS RESTAURANT SOFTWARE is a
complete solution for yourbusiness needs.

Now let’s start exploring ZKPOS RESTAURANT SOFTWARE. After installation you need to open ZKPOS
RESTAURANT SOFTWARE. The first step you have to follow is LOGIN process.

STEP 1 - LOGIN
e e OpenZKPOSrestaurant Back Office (BO)
¢ You will have a USER NAME with PASSWORD.
e Type USER NAMEand PASSWORD.
' ¢ Click LOGIN button.
ZKPOS Restaurant = o & Fon w STEP 2 - DASH BOARD
g b o o Now you will be redirected tothe MAIN MENU.
2KPOS Restaurant = 0 & Q@ STEP 3 - SE.ITINGS
o == UTILITIES
— In some situations, you may need to grant permissions to access

some features. Thatis 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.
e Goto SETTINGS.

¢ Click on UTILITY from the setting options.

Now let’s learn each utility one by one.

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

e ENABLE LOGOIN DUPLICATE PRINTING: 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.
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ENABLE BARCODE SCANNER: When we enable this feature, we can add products using BARCODE SCANNER. To
enable tick the checkbox corresponding to “ENABLE BARCODE SCANNER” and then click UPDATE button.

ENABLE SLIDESHOW CUSTOMER DISPLAY: You can display company promotional videos, images, combo offers,
and discounts in customer display screen by enabling this utility. To enable follow the steps that you have done
earlier.

ENABLE MULTIPLE LANGUAGE PRINT: This feature enables multiple language feature while printing invoices.

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

ENABLE VFD DISPLAY: When we enable this feature, PRODUCT, PRICEand QUANTITY will be displayedin the VFD
DISPLAY during product selectionin the POS menu.

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

ENABLE MULTI CURRENCY PAYMENT: 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.

ENABLE SIMPLE PRINT: If you want a simple print layout, thenyou need to enable this feature.
ENABLE BIG PRINT: You can take big printout by enabling this feature.

ENABLE COMBO/SIDE DISH: You have to enable this utility if you wantto display combo products and side dish in
the POS section.

ENABLE FINGERPRINTLOGIN: If this feature is enabled users can login/register using their fingerprint.
ENABLE INGRDIENTS: We could add ingredients only if we enable this feature.

ENABLE KITCHEN PRINT: This feature allows kitchen managerto print orders.

ENABLE ORDERPRINT: By enabling this feature you can take printout of the orders.

ENABLE GIFTS AND POINTS: If you want to set gifts/points against invoice count/amount you have to enable it
here.

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

ENABLE MINUS STOCK: If this feature is enabled you can sale products without stock. For instance, suppose, you
didn’t update the stock receiving details to your ZKPQOS, but you want to sale the products. You can do it by enabling
this utility.

ENABLE CUSTOMER ACCOUNT AUTHENTICATION: This feature is used for authenticating customer card on each
ACCOUNTPAYMENT.

ENABLE ROUNDING TAX: If this feature is enabled, tax will be calculated afterrounding the amount.
ENABLE AUTO ROUNDOFF: This feature will round off the amount in decimals automatically.
SPECIAL CHARGES: You can additional special charges to the invoice amount.

ENABLE TABLE SEATS: This will display table seats whenyou click on a table in POS.

ENABLE TEMPORARY BILL: You can create a temporary bill for the customers.

EDIT PRODUCT: You can edit product details by enabling this feature.

ENABLE SERVER DATA SYNC: This feature needs to be activated manually.

ENABLE ANDROID: This feature needs to be activated manually.

ENABLE 58MM PRINT: This feature used to take print from thermal print.




ZKPOS Restaurant BO

ZKPOS Restaurant = o fum

L Customer
& v

B o & & & B g
EE 2 8§ & % 3

w o+

£ £ Add Customer

O fdd Customer

v = cosratan
an o] cmmo
s
vk L R TS

Pustal o Postlaitallas) . Eaail

+ igrads ‘ otormn | gy ooternializs) ] st

- Itkanad Ko b

ZKPOS Restaurant Back Office User Manual

ZKas

ENABLE SCHEDULED EMAIL: This feature used to enable scheduled email.

ENABLE END WORK PERIOD EMAIL: This feature enables end work period email.
ENABLE NOTIFICATION: This feature used to get notification.

ENABLE AUTO PRINT: This feature used to take print automatically.

ENABLE INBUILT FINGERPRINTLOGIN: This feature enables fingerprint login.
ENABLE ON-SCREEN KEY BOARD: This feature enables On-Screen Key Board.
ENABLE AUTO BACKUP: This feature enables Auto Backup.

ENABLE INCLUSIVE TAX CALCULATION: This feature enables inclusive tax calculation.
ENABLE DAYCLOSE EMAIL: This feature enables the emailing of day close details.
ENABLE BEVERAGE: This feature is to enable the Bar.

ENABLE GARTUITY: By enabling this feature you can save the details of tip/gratuity given to eachfood server.

ENABLE INVOICE DISPLAY IN CAMERA: To view the invoice details in CCTV monitor, activate the feature.

ABOUT

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.

CUSTOMER

If you have regular CUSTOMERS, you can save their details. Later
that will help you during paymentand promote theirvisits by
giving gifts or points.

Goto SETTINGS.

Click on CUSTOMER.

To add a new customer, click onthe Option on the Top right
Corner, thenclick on the Add option.

Enter basic customer detailsin the appropriate fields including
customer name, phone numbers, emailid, status and finally
the address of the customer.

You can add alias name and address here.

Enter card number, GSTIN Number.

Save the details by clicking on the SAVE button.




ZKPOS Restaurant =

T e Goto SETTINGS menu.

1 e e Click CUSTOMER.

: e - ¢ Tosearch a customera searchfield is there.

2KPOS Restaurant = 0 ¢ Qun = EDlT / DELETE A CUSTOM ER

e e | Ifyou wantto delete a saved customer, you may follow the steps
below.

. e Goto SETTINGS.

-  Click CUSTOMER fromthe menu options.

¢ You can see the saved customers as shown above. Click on the

Customerthatyou wantto delete.

- T ¢ Ifyou wantto edit the customer details, then make necessary
91 el changes and click UPDATE button.

o e Otherwise click DELETE button and YES in the confirmation

= . pop up.

- - . - « Click OKin the confirmation dialog box.

= BN -

Y ++ ] TABLE AREA

(- [ """ e GotoSETTINGS.

e Click on TABLE AREA.

e Toadd anewTABLE AREA

¢ Click on the ADD buttonin option link.

e EnterTable Area.

¢ Choose Backgroundimage.

¢ Save the details by clicking on the OK button.

ZKPOS Restaurant =

E i Table Area
& oo
Wizl
st

- =/ * Inthissection SEARCH facility is there.
e Goto SETTINGS menu.
e Click TABLE AREA.
¢ Tosearch a Table Areaa search field is there.
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EDIT/DELETE TABLE AREA
If you wantto delete a saved area, you may follow the steps
below.

Goto SETTINGS.

Click TABLE AREA from the menu options.

You can see the saved area as shown above. Click onthe Table
Areathat you wantto delete.

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

TABLE MANAGEMENT

Goto SETTINGS.
Click on TABLE MANAGEMENT.
To add a new TABLE, click on the ADD buttonin option link.

Enter Table Name, Table Capacity and Table Area.
Choose Backgroundimage.
Save the details by clicking on the OK button.

In this section SEARCH facility is there.

Goto SETTINGS menu.

Click TABLE MANAGEMENT.

To search a Table Managementasearchfield is there.
Search with AreaNo or AreaName.




R XX EDIT/DELETE TABLE MANAGEMENT
ZHPOS Restaurant = o« P «
2= S — . If you wantto delete a saved area, you may follow the steps
e below.
2ZKPOS Restaurant = 0 & fen & o GOtO SE-I_I—INGS.
F g At e Click TABLE MANAGEMENT from the menu options.
. * You can see the saved table as shown above. Click on the Table
o that you want to delete.
. e Click DELETE button and in the confirmation textareais there.
o ¢ (Click OKin the confirmation dialog box.
p——— . i:. .1 * Ifyouwantto edit the Table, then make necessary changes
j o Tabl anagement o s s i and click OK button.
= m
» 71 <| ADD MENU TIME TABLE
£- SR e GotoSETTINGS.
= ¢ Click on MENU TIME TABLE on the option button.
- s gries e To add a new TIME TABLE, click on the ADD button.
- e Enter MenuName, Date From, Date To, Time from and Time
i To.
’ ¢ Adddepartmentand productsto the list.
¢ Save the details by clicking on the OK button.
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2KFOs Restauant = o & g « EDIT/DELETE MENU TIME TABLE

g e == If you want to delete a saved menu time table, you may follow
the steps below.

e Goto SETTINGS.

B e Click MENU TIME TABLE from the menu options.

* You can see the saved menu as shown above. Click on the

Bekte

Delete menuthatyou wantto delete.

¢ Ifyou wantto edit the Table, then make necessary changes
and click OK button.

]

3 =
2Ho08 Restaurant = P ey e ADDING NEW VENDOR
a: m“ i A Vendorisa person whom provides the products, so to add

‘ venderdetails while adding product, first you need to add Vendor
details. Here you can see how to add a VENDOR
e ¢ Login as ADMIN.
e Goto SETTINGS.
: e Choose VENDOR and then click ADD button.
—— o 1. =] @ Enterthe VENDORDETAILS in the appropriate fields like Name,
} o ediender S Phone Number, Email ID, Vat Register Number, Address and

©id Vendor

Status.
After entering necessary details click SAVE button.

£
[ ]

ZKPOS Restawrant = o F gun @ e GOoto SETTINGS menu.
g e e Click VENDOR.
e Tosearch avendorasearchfield is there.
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2608 Rt = NN EDIT / DELETE A VENDOR

8= . You can delete a vendoras you deleted a customer before.
I « Goto SETTINGS.

— | = Click on VENDOR.

‘.mwg..

20008 s = » 21 <) ® Everysavedvendorname will be displayed;you have to
f Jee S R choose the vendorthat you wantto edit/ delete.
o ¢ Ifyou wantto edit, then make necessary changes and click
. - — s UPDATE button.
: = -
oS et = « 21« * Nowclick onthe delete buttonand YES in the confirmation
e popup.
¢ Click OKin the confirmation dialog box.
24608 Rt = w 2 3. < ADDING DELIVERY BOYS
e I == === A Deliveryboyis a person whom provides the products, so to add
L] - vender details while adding product, first you need toadd Vendor

o = details. Here you can see how to add a VENDOR.
- i ' e Login as ADMIN.

e Goto SETTINGS.

e Choose DELIVERYBOYS and then click ADD buttonin option
menu.
o # 3.« «| o Enterthe DELIVERY BOY DETAILS in the appropriate fields like
' S AR B Delivery Boy Name, Mobile Number, Email ID, Address and
Status.

- e Afterentering necessary details click OK button.
- Cem -

8 natatuse
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F—— « 21« «=| * Inthissection SEARCH facility is there.
po. e | e GotoSETTINGSmenu.
e Click DELIVERY BOYS.
. e Tosearch a Delivery Boys a search field is there.
P08 Restaurant 5 BT EDIT / DELETE A DELIVERY BOYS
a4 i You can delete a Delivery Boys as you deleted a Delivery Boys
before.
. son e * Goto SETTINGS.
- o « Click on DELIVERY BOYS.
M- ¢ Everysaveddelivery boy name will be displayed; you have to
= choose the delivery boys that you want to edit/ delete.
¢ Ifyou wantto edit, click on edit button, then make necessary
- changes and click UPDATE button.
PreST— s 23« «| o Nowclick onthedelete button.
! o ”:e’“’e““""m o ¢ Click OKin the confirmation dialog box.
. = -
20608 Restaran. = e & g w CURRENCY EXCHANGE RATE
b g Cmﬁ”‘ e * Goto SETTINGS.
- = - e Click on CURRENCY EXCHANGE RATE.
: ¢ All Multicurrency’s are displayed there.

P r— s 71 <] * InthissectionSEARCH facility is there.
s E"s“ R e Goto SETTINGS menu.
R « Click MULTICURRENCY.
. . e To search a Multicurrency a searchfieldis there.

¢ You can search with Currency Id or Country Name

LTS
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20708 Rt = o 1 «| o All multicurrencyis displayed there, you have to choose the

i i Currency Exchange Rate
& e

multicurrency that you wantto edit.
¢ |fyou wantto edit, click on the Edit option then make

Mourency Echange Rate

. : necessary changes and click UPDATE button.
2P0S Restarant = e & gum « NOTIFICATION SETTINGS
g o ~m === e Youcan add the notification details here.
- ¢ You getnotification about vendor credit and customer credit.

- ¢ Tick onthe check box underthe status column.
oS R = . 21. -] * Toeditthe notification days, click on edit button against it.
f 4= e CuEpHnE e Enter the numberof days and click update button.
2 o
e w 21 <] ONLINE ORDER TYPE
- [EEE oo Goto Settings.

i R e Click ONLINE ORDER TYPE.
o - * Click ADD buttonin option menu.
20608 Resaant = o 22 «| ® Enterthe ONLINEORDER TYPE DETAILS in the appropriate
& e ais S fields like Order Type Name, Status.

¢ Afterentering necessary details click SAVEAND NEW button.

..
0 use
#
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PraS— AETTE ¢ In this Section Search Facility is there.
&= e B e Goto SETTINGS menu.
— « Click EXPENSE DETAILS.
. T ¢ Tosearch an Expense Details a search field is there.
- } i o = ¢ You can search with Order Type No or Order Type Name.
24008 Restaurant = o F gom w EDIT / DELETE AN ONLINE ORDER TYPE
! e :“”’ e You can delete an Online Order Type as you deleted an Expense
e Type before.
e - e Everysavedonline order type will be displayed; you must
. : o e choose the online ordertype that you wantto edit/ delete.
[ ¢ Ifyou wantto edit, click editoption and then make necessary

changes and click OK button.

p— . 7 2 e Nowclick on the delete button and YES in the confirmation
3 . Table Area 8 s - OO Moo - O s - e pop Up.

71~ -] EMAILSETTINGS
g e e e Goto SETTINGS.

mi e Click on EMAILSETTINGS.
¢ Enter the details as shownin the figure.

e Enterthe schedule.
e (Click OK.

24705 Rt = s &1 -] CUSTOMER GIFT CARD

J e <= === You can give gift cards to particular customers.

| |« GotoSETTINGS.

o . ¢ Click on Customer gift card.

) e e You can view the already save gift cards there.
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¢ To add new gift card, click ADD button from option link.

¢ Enter gift card number, expiry date, customerand amount
details.

e C(Click Save & New button.

¢ You can edit or delete the customergift card details by clicking
the respective buttonin related operation.

FOOD VOUCHER

You can create vouchers through this feature.

e Goto SETTINGS.

e SelectFoodvoucher.

¢ You can see already created vouchers there.

¢ C(Click on add buttonin option link to create a new voucher.

e Enter expiry date, vouchername, vouchercount, and voucher
amount.

¢ Click Save & New button.

¢ You can also delete the Voucher by clicking it onthe Delete
option.

CURRENCY DENOMINATION

Denominationis a proper description of a currency amount,
usually for coins or banknotes.

e Goto SETTINGS.

¢ Click on Currency Denomination.

¢ Toadd new currency denomination, click on Add button from
option link.

e Enter the denominationvalue.

¢ C(Click Save & New button.

¢ You can also delete it by click on the Delete option

¢ You can also search it on the search field by Currency
Denomination No and Currency Denomination Name.
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ZK

2P0 st = o P g« RESERVATION
g oo “ o We can setthe master settings for reservation here.
e « Goto SETTINGS.

- e Click Reservation.

- ¢ Add Pri notification and Min Reservation period.

‘ e Click SAVEbutton.

— ¢ You can also update by clicking it on the Reservation Option

- edit it and Click on the Update option.

P08 Restarant = o P fum « BARCODE

- Bl ao ey Enter barcode generatorinformation here.

; - e Goto settings.

. ¢ Click BARCODE option.

' - e Enter printershare name and computername.
@ﬂ e Select.prnfile.

e (Click save & New button.
e Testthe connection.

— P Iy BARCODE GENERATOR

f ool st T e s e Goto Settings.

. M ¢ Click on Barcode generator.

pon B ==  Click add items.

2 o Selectitem fromthe pop up.

w— | = ¢ Selectif you wantto show the expiry date and packing date.
A = e Enter the print quantity.

¢ Click print button.

« 71~ ] STEP4-STORE

g commik ww= =1  COMPANY DETAILS

‘ F — Company details like COMPANY NAME, ALIAS NAME, BRANCH

. = CODE, BRANCHNAME, BRANCH ALIAS NAME, TAX NAME, TAX

- ALIASNAME, PHONE NO, ADDRESS, ALIAS ADDRESS etc. can be
g e s ool sl saved.

e Login as ADMIN.
( e C(Click on STORE menu.
e 4 e Click the COMPANY DETAILS menu.

P e—— « 21w «| o Enterall necessarydetailsin the appropriate fields.
! g amesny e ¢ Finally browse the company logo and then update the data by

- clicking on UPDATE button.
v e Click OK.
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STORE

You can add store information here.

e Goto Store>>Stores

* You can view the store details here

e Edit/ delete the store by clicking the buttons below related
operation.

e To add a new store, click on add button from option menu.

e Enter store name, address, mobile number, email ID and Tax
Identification number.

e Click save button.

STEP 5 - PRODUCTS
¢ Click on PRODUCTS.

PRODUCT LIST

Addall product details to ZKPOS.

¢ To add a new product, go to PRODUCTS.

¢ Click PRODUCTS.

¢ From the menu options, select PRODUCT LIST.
¢ Thenclick ADD buttonin option menu.

e UPCcodeis automatically displayed.

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

¢ Selecttax and discount details.

e ThenClick SAVEAND OK button.
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In this section SEARCH facility is there.

e Goto PRODUCTS menu.

e Click PRODUCTLIST.

¢ To search a Product List a search field is there.

EDIT / DELETE A PRODUCT LIST

You can delete a Product List as you deleted a Product List before.

e Goto PRODUCTS.

¢ Click on PRODUCTLIST.

e EverysavedProductList will be displayed; you have to choose
the Product thatyou wantto edit.

¢ |fyou wantto edit, click editbuttonfrom related operation.

¢ Make necessary changes and click OK button.

¢ Ifyou wantto delete a product, click delete button from
related operation.
¢ Click ok to confirmation.

DEPARTMENT

A grocery retailer may feeldifficulty in handling wide range of
products. But you can manage them easily if you could categorize
products into differentdepartments. In orderto do so, follow the
steps below.

¢ Toadd a newdepartment, goto PRODUCTS.

e Click PRODUCTS.

¢ Click DEPARTMENT.

¢ Thenclick ADD buttonin option menu.

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

¢ Choose Image.

¢ ThenClick SAVEAND OK button.
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2708 Resarnt = o # g < | Inthis section SEARCH facility is there.
§o | o e Goto PRODUCTS menu.
e Click DEPARTMENT.
o e Tosearch adepartmentasearch field is there.
2UP0S Restarant = o & gun a EDIT / DELETE A DEPARTMENT
a0 ”a'”“ v You can delete a DEPARTMENT as you deleted a Department
—— before.
T T el « Goto PRODUCTS.
= =3 e == e Click on DEPARTMENT.

o : : ¢ Everysaved Departmentwill be displayed;you have to choose

the Departmentthat you wantto edit.

¢ Ifyou wantto edit, selectedit option from related operations,
then make necessary changes and click OK button.

Zo0SResmr = w21+ -1 * Nowclick onthe delete button from related operationsand
i B SR O D YES in the confirmation pop up.

BDelets Products

- =N -

2POS Restawrant. = o & gum UNIT

! o il Each item is measured as a particular UNIT. You can add, edit and
I delete unitsin this section.

o e Toadd anew Unit, goto PRODUCTS.

. i * Click PRODUCTS.

S . . * Click UNIT.

- ¢ Thenclick ADD buttonin option menu.

e 0 e s e Enter UnitID, Unit Name and Quantity.

"""""""" e ThenClick Save & New or OK button.

o # 2. «| Inthis section SEARCH facility is there.

4z """« GotoPRODUCTS menu.
E I e Click UNITS.

T e To search a Unitsa searchfield is there.
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EDIT / DELETE A UNIT

You can delete a Unitas you deleted a Unit before.

e Goto PRODUCTS.

e Click on UNITS.

e Everysaved Units will be displayed; you have to choose the
Unitsthat you wantto edit

¢ Ifyou wantto edit, then make necessary changesand click OK
button.

¢ Nowclick on the delete button fromrelated operations and
YES in the confirmation pop up.

SIDE DISH

Each side dishes are displayed there. You can add, edit and delete
side dish in this section.

¢ To add a new Side dish, go to PRODUCTS.

¢ Click SIDE DISH.

e Thenclick ADD buttonin option menu.

e Enter Sub product name.

e Add product into the list.

e Browse Image.

¢ Then Click SAVEANDNEW button.

In this section SEARCH facility is there.

e Goto PRODUCTS menu.

¢ Click SIDE DISH.

¢ Tosearch aSide dish a searchfield is there.

18




2608 Resturnt = o @ g « EDIT / DELETE A SIDE DISH
! 3= — “eme e You can delete a Side dish as you deleted a Side dish before.
e e Goto PRODUCTS.

¢ Click on SIDEDISH.
: e EverysavedSide dish will be displayed; you have to choose the
; - j};kf Side dish that you wantto edit.
e o ¢ Ifyou wantto edit, then make necessary changes and click OK
= button.
pr——— s 21 «] * Nowclick onthe delete buttonand YES in the confirmation
g e pop up.
. = -
2605 Resrant = o 22w a COMBO PRODUCT
= == "« GotoPRODUCTS.
¢ Click COMBO PRODUCT (mustadda productas type combo
o product).
o ey * Selectcombo Product fromdrop down.
S . e e Corresponding Images are displayed.
- ¢ Click Add Combo Product.

e Selectthe products fromit
e ThenClick SAVE button.

24POS Restaurant = o # g «f GIFT

== Each gift is displayed there. You can add, editand delete giftin
im = this section.

— ; -  Toadd a new gift, go to PRODUCTS.

| o—rr—— —— e Click GIFT.

e V2 e Select maximum number of free gift against an invoice

/ el | | T ‘ e Thenclick ADD buttonin option menu.

F—— . 21 -1 ® ChooseGifttype.

{ i i A e Enter Giftname and Invoice Amount.
a ™ e Choose Status.

D - ‘ | e Browse Image.

: Tl = « Then Click SAVEAND NEW button.

o = -
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o« 2 3. = Inthis section SEARCH facility is there.
i . |« GotoPRODUCTS menu.
I e Click GIFT.

. e e Tosearch a Gifta search field is there.
. o
; Wi
20605 Restarnt. = 1A g | EDIT / DELETE A GIFT
§ Rl A «= === You can delete a Giftas you deleted a Gift before.

e Goto PRODUCTS.
* Click on GIFT.
o e Everysaved Gift will be displayed; you have to choose the Gift
: that youwant to edit.
— ¢ |fyou wantto edit, then make necessary changes and click OK
— . button.
2708 st = o 3.« o Nowclick onthe delete buttonand YES in the confirmation
E T popup.
. N -
ZKPOS Restaurant = 6 & Jun @ POINT MASTER
gz = =~ e« GotoPRODUCTS.

Mo o ¢ Click on POINT MASTER.
o ittt i ¢ Enterthe details in respective fields.
- . ¢ Click SAVE.
o ) ¢ Ifyou wantDelete it click onthe Delete Option.
ZKPOS Restaurant = o & Qan = EXTRA CHARG ES
§ S Eﬂ” """ e Toaddanew Unit, goto PRODUCTS.

“ “ e Click EXTRA CHARGES.
- e Thenclick ADD button in option menu.
7KP0OS Reetaiirant Rack Office | leer Maniial 20
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E———_ I s 71 «] *® EnterExtraCharge Type, ExtraCharge Name, Charge % and
f )i B Charges A e Status.
- ¢ ThenClick SAVEAND NEW button.
i e -
o In this section SEARCH facility is there.
E Eta o - e Goto PRODUCTS menu.
I s Click EXTRA CHARGES.
o e To search an Extra Charges a search field is there.
20605 Restavant = o g EDIT / DELETE EXTRA CHARGES
L g E’:C” B You can delete an Extra Charges as you deleted an Extra Charges
—— before.
. - ¢ Goto PRODUCTS.
) el ¢ (Click on EXTRA CHARGES.
e Everysaved Extra Charges will be displayed; you have to
choose the Extra Charges that you want to edit
¢ Ifyou wantto edit, then make necessary changes and click OK
button.
e ——— PR ¢ Nowclick on the delete button and YES in the confirmation
= pop up.
KN -
P o 7] g | TAX
y e “:“ - e Toadd anew Tax, goto PRODUCTS.
« Click TAX.
o e Enter Tax Name, Tax %.
- « ThenClick SAVEAND NEW button.
- e You can also delete it by click it on the Delete Option.
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Oidd Tax

Olax I Active Tax

ZKPOS Restaurant =
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Tax Update

Shefsh
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ZKPOS Restaurant =

§ Sl

Discount Master

Discourt Meste

S paaiuse

ZKPOS Restaurant =

g

Add Discount Master

ReltedBperatca

ZKPOS Restaurant =

{

Quantity Master

Quniyaservame

& oasheart

0 sutngs
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Every tax you saved will be shown as in the figure.

The saved taxes are automatically displayed in active tax tab.

If you wantto inactivate the tax delete it from active tax tab.

You can add the tax to active tax by selecting the tax fromthe
drop down.

TAX UPDATE
Here we can update the tax department wise.

Goto products.

Click tax update.
Selectdepartmentfromdrop down.
Select tax.

Click Update button.

DISCOUNT
You can add discounts here.

Goto products.

Click discountbutton.

You can see already saved discounts there.

To create new discount, click add button from option link.

Enter name, discounttype and value.
Click SAVE button.

BEVERAGES QUANTITY MASTER
You can give quantity details for beverages/bar here.

Goto products.
Click on beverages quantity master.
Click on add button from option link to create new quantity.
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« 73 «| * Enterthe quantity.
- ¢ C(lick save &new.

20608 Restawant = s # 1. -] BEVERAGES PRICE MASTER
(i FEE ¢ Goto settings.
‘ - ¢ You can see the beverage items and details there.
o B i  To add new price, click on add button from options link.
P —— o 72w «] ® Selectproductand quantity.
g e “wom o e Entersale price.

o

e Cost price will be appeared there by default.

¢ You can also delete and Edit by clicking it on the Delete and
s Edit option

ZKPOS Restaurant = o & B = STEP 6 - USERS
g e """« Goto USERS.

Day ise Szl
R SHE
) oo
s s
8 Dascard arersie

USER LIST

Otherthan admin you can add otherusersto ZKPOS Restaurant software. This will let other users to access ZKPOS.
Otherusers can access only limited features that assigned tothem. We can add 5 types of user privileges. Admin,
Cashier, Food Server, Kitchen Managerand finally the custom. Follow the below stepsto learn about otheruser
privileges.

To create a NEW USER, follow the steps below.
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OpenZKPOSfromthe menu options click on USERS.

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

USER ID, NAME, PASSWORD, COMPANY NAME, BRANCH
NAME, INVOICESTART 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 usinga
PIN number, forthat enterthe 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 UserID, 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.
Afteraddingall necessary details click SAVEAND NEW button.

EDIT / DELETE USER
You can delete a Useras you deleted aUserbefore.

Goto USERS.

Click on USERLIST.

Every saved User List will be displayed; you have to choose the
User List that you want to edit/ delete.

If you want to edit, then make necessary changes and click OK
button.
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g ot Delete Userls)
& oo

ssssssssss

o * Nowclick on the delete button and YES in the confirmation

pop up.

mmmmmm

. «j ROLES

e OpenZKPOS.
¢ From the menu options click on USERS.
¢ C(Click Role.

7KP0O)S Resctauirant BRack Office | Jeer Maniia 25

e To add Role thenclick ROLES.
e Enter Role name.
e Click SAVEAND NEW.

= <] EDIT / DELETE ROLES

You can delete a Roles as you deleted a Roles before.

e Goto USERS.

¢ Click on ROLES.

¢ EverysavedRoles will be displayed;you have to choose the
Rolesthat you wantto edit.

¢ Ifyou wantto edit, then make necessary changesand click OK
button.

" ¢ Nowclick on the delete button and YES in the confirmation

pop up.
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ROLE PRIVILAGE

OpenZKPOS RESTAURANT BACK OFFICE.
From the menu options click on USERS.
Click Role Privilege.

Tick the Options.

ROLE TO USER

OpenZKPOS RESTAURANT BACK OFFICE.
From the menu options click on USERS.
Click Role To User.

Enter the Userand Role Name.

Click SAVEAND NEW button.

You can also search by Userand Role.

GRATUITY

Open ZKPOS Restaurant back office.
From the menu options click on USERS.
Click GRATUITY.

Details are there.

TIP ADJUSTMENTS

Open ZKPOS RESTAURANT BACK OFFICE.
From the menu options click on USERS.
Click TIP ADJUSTMENTS.

Details are there.

ANNOUNCEMENT MASTER
You can see the announcementyou created here.

Goto Settings.
Click on Announcement.
To add new announcement, clickon add buttonin option link.
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26705 Rt = o 23+ «| o Entertheannouncement.

| Sl :d*‘ e Selecttheuser.

- — e Enterthe date range.

o ‘ e C(Click Save and New.

* You can Delete it by clicking it on the Delete options

ACCOUNTS

PAYMENT TYPE
You can let the customers to pay the bill by cash, card or voucherbased on their easiness. Here you can set different
types of payments

P08 Resrant = o] # g d Click on ACCOUNTS.
I S S From the options, select ADD.

El
o

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

= A= o =1 I ¢ Now save the details by clicking on SAVE button and click OKin
° - the confirmation message.

There are CASH, CARD and VOUCHER by default. You can add another by clicking on ADD button or you can edit the
details. For that, make necessary changes and click on UPDATE button.

24p08 Restarant = | @ gun « EXPENSE TYPE
! S """ Youcanadd expense type here.
- I * Goto accounts
i ¢ Selectexpensetype
- N . = ¢ You can see already saved details there
- ¢ Toadd anew expense type, click onadd button from option
link.

20P08 Resauant = . 1. -1 ©* Enterexpensetype name anddescription.
2 :“_"' Add Expense Type o = st ot e = AdiE ° Click Save & NeW.
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STEP 7 - INVENTORY
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EXPENSE DETAILS

Goto accounts.

Select expense details.

Displays the already saved license here.

To add new expense details, click add button from option link.

Selectexpense type from drop down.
Enter date, invoice number, amount and narration.
Click Save & New button.

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.

STOCK RECEIVING

Save the stock receiving details in ZKPOS.

2KPOS Restaurant =

2 :“1" Dashboard

7KPOS Restaurant Back Office User Manual

Current Stock

Toalgy

a0

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 the Receive Number, Invoice Date, Invoice Numberand
Receiving Person’s Number.
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ZKas

To add Vendor details, click onthe textfield Correspondsto
VendorName. Now agrid showingall vendors thatyou have
saved in the vendorsection will appear.

Now selectthe appropriate vendorfromthe list. Click Close
button.

To add a new item, click onthe ADDITEM button.
From the list, click on the item that you want to add.

Enter the receiving quantity and tax forthe itemif any. Then
total tax amountand total amount will be calculated
automatically. Packing quantity will be 1 by default. You can
edit it.

Press Enter button to save the entry.

Now Net Amount, Total quantity will get displayed
automatically.

To add anotherltem, you have to follow the same stepsas
above.

To add a new stock receiving entry, click onthe NEW button.
You can take the printout of the entry by clicking on PRINT
button.

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

If you know the receive numberin advance, then enterthe
receive Numberinthe respective field. Now click on SEARCH
button. You will getthe report.

If you know the vendor details, then select the option button
correspondsto Vendor Wise and then click search button.
Selectthe receive details from the list.
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2P0S Restaumt = o 2 3. =] STOCKTRANSFER

a: SocTandte " Someitemsin the inventory may damage or get expired, soyou
B ’ need a space to categorize them from inventory. This is the main
advantage of STOCK TRANSFER.

e Goto SETTINGS.

Click INVENTORY and choose STOCK TRANSFER.

Enter Issue Number, Invoice Number, invoice date and Issue

ZKPOS Restawrant = o & gum @ o
o Stock Transfer PR p—
= date.
B e, [ i
& vatbers
sut
© sengs i o s
# 5
—— Ve
o N
vendar n
0 s contnt nea Gkl
Lt st ——— ™ Qunity  Tacknowt  TotlAm
- B -~ -
. =50

Click on the Vendor Name text field to add the vendor details.
From the list selectthe vendor. Now all fields related to

- Vendorwill get filled.

Click ADD buttonto add an item to return.
Selectthe item that you want to return.

Dindltem

= 7 ® Currentlyavailable stock will display in a yellow box.

i ¢ You have to enterthe quantity that youwant to returnto the

S vendor. After entering the quantity press ENTER Key.

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

_ ¢ Herealso you can check with previous spoiled items using

Sa | Y e E—— RETRIEVE button. To do soclick on RETRIEVE button.

nnnnnn

8 sitegs ‘ ot 3002

- el
8 s ‘ oot | i

mmmmmmm
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ZKas

PURCHASE ORDER

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

e Goto SETTINGS.

¢ Click on INVENTORY.

¢ From the menu options, click on PURCHASE ORDER.

¢ Click on Vendor Name text box.

e Selectthe vendorfromthe grid.
¢ Fill Shipping information textarea.
¢ Nowclick Add Item button.

Selectthe Item by clicking on it.

Enter the quantity and press Enter key.

You can also delete the added productitem by clicking on the
Delete option.

¢ You can create another purchase order by clicking on the NEW
button.

¢ Ifyou wantto review previous entry, just click on the RETRIEVE
button.

STEP 8 - INGREDIENTS

A product means the combination of some INGREDIENTS. You can
add the details of all ingredients using this facility.

ADD INGREDIENTS

e GOoto SETTINGS.

Select INGREDIENTS.

From the menu options, choose ADD INGREDIENTS.

To add a new INGREDIENT, click on ADD button.
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26708 Rt = « 21 «| * Youcan also Search the ingredients by entering the Ingredients

f g g i No and Ingredients Name.

©dd ingredients

o . . ¢ Fill the fields with INGREDIENTNAME, UNITTYPE, UNIT,
T = STATUS and BARCODE.
- e e Nowclick SAVE button.
2K008 Resorant = 5 | 8] g [ EDIT / DELETE INGREDIENTS
f e e oo e o You can delete an Ingredients as you deleted an Ingredients
_ e before.
o * Goto INGREDIENTS.
- e Click on ADDINGREDIENTS.
= = ¢ Everysaved Ingredients will be displayed; you have to choose
o KR - the ingredients that you wantto edit/ delete.
o ¢ Ifyou wantto edit, then make necessary changesand click OK
e - button.
oS st = o 23« | o Nowclick onthe delete buttonand YES in the confirmation
| B Delete Ingredients e e — pop up.
2608 Restaarant = o[ B g RECIPE
f S Djf“*f"f’“ === You can save your recipe. When a product gets sold, particular
‘ amount of ingredients used in that product gets deducted from
3 the inventory. That’s why we use recipe. Follow the steps below.
Sl * Goto SETTINGS.
: e Click on INGREDIENTS.
- 2 - e From the menuoptions, choose RECIPE.
p—— s 71.. .1 * Toaddanewrecipe,click onthe ADD button.
f Al Recpe e s e Again, to add the Product Name click onthe ADD button.

©udd recpe
[ S

o : e .
[
s
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Pr—— o 2 3. «| o All departmentsthatyouhave created earlier will display here.
= A:d”p tremmme e From thelist, click on any departmentthatyou wantto
= choose. Forinstance, click on Biriyani.

8 v Deporem sz P v g Mivgesen®

¢ Now to add recipe for Chicken Biriyani, click on ADD
INGREDIENTS button.

¢ Nowall ingredients thatyou have added earlier will display in
a new window.

DFind tem

== <1 e Youcanselectthe necessaryingredientsfromthe list.

! S A:d” “ " e Thenclick ADD button.

e T . * Enter the quantity required to make one productand press
O = T === T ENTER Key.

=== ] e Anewingredientwill be added tothe recipe.

- [ - I e

i

2pos Restant o 2 1. «j RECEIVING

T Ingredlents Recehing I

We can receive the ingredients fromthe ingredients receiving
window. The main advantage of this is that, when a customer
orderfor a product appropriate amount of ingredients required to

- ' | e make that product will be deducted automatically form the stock.
i [ |G b _| [ s This makes stock management easier and efficient.

— | ' o e GotoSETTINGS.

o ¢ Amongthe INGREDIENT menu options you can see one menu

optionfor RECEIVING. Click on it.

e Enterthe Receive Number, Invoice Date, Invoice Numberand
Receiving Person’s Number.

B ¢ Toadd Vendordetails, click on the textfield correspondsto

VendorName. Now agrid showingall vendors thatyou have

saved in the vendorsection will appear.

ZKPOS Restaurant Back Office User Manual
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STEP 9 — DATABASE

DATA CLEANING

ZKas

Now select the appropriate vendorfromthe list. Click Close
button.

Now click ADD INGREDIENTS button.

Click on the Item that you wantto add.

You can enterthe QUANTITY of the item and press + button.
To add anotheritem, use the ADD button.

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

ADMIN privilege to do this task.

2HPOS Restaurant = o & gum «f L4

! o DataCleaing G s oncan

Goto SETTINGS.

Click on DATA CLEANING.

Select appropriate checkboxes based on yourrequirements.
Now click CLEAR button.

Click YES on the warning popup, and then click.

OK in the confirmation dialog box.

Itis betterto keep a backup copy of the important data somewhere else inthe system. So, you have an option to do

0 Users °
2 Datahise
BACK UP
the same.
ZKPOS Restaurant = o & gum «f °
! . BackUp  one - s s °

ZKPOS Restaurant Back Office User Manual

Goto SETTINGS.

From the MENU OPTIONS, click BACKUP.

DATABASE NAME will be there by default.

You can browse and select the location to store your backup
file.

Enter the backup file name.

Click BACKUP button to backup or CANCEL to cancel the
operation.
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ZKPOS Restaurant = 8 & Fun « AUTO BACK UP
g e e * You can back up yourdatabase here.

©3ackup

e Goto SETTINGS.
_ _ e SelectAutoback up.
o = * You can see two options there- manualback up and scheduled

o back up.
e Selectmanual back up first.

& atase

oS Restarnt = s 21.. .| ©® Database nameand back up file name automatically appears
b ol 2 0 et there.
e e Click back up buttonto complete the action.

¢ Nowselectschedule back up.
¢ Selectthe backup type.

- , * Selectthe location at which the backup s saved.
oS Restauan = s 2 1. -] EXPORT TABLES
f §ee il o * GotoSETTINGS.
e Click on EXPORT TABLES.
e All ExportTablesare displayed there.

e Choose CurrentExportTable.
e Some options are there, Exportto Word, Exportto Excel,
Exportto PDF, and Export to CSV. You can choose the above

— = options.
20608 Resauart = o 2 3 «;| IMPORT TABLES
f O S e Goto SETTINGS.
e g G e Click on IMPORTTABLES.
o e All ImportTablesare displayed there.

shes

e We can ImportTable, then choose Current Import Table.
¢ Thenselectthe file you wantto import.
¢ Thenclick IMPORT button.

wm==E  STEP 10 - REPORTS

o | Everythingthat you enterin ZKPOS s saved and you can check

i with the data wheneveryou wantit. Different dataare stored as
different reports.

e Toviewreportsin settings, you have to login as admin. Goto
settings and click on reports. There were 15 reports. Let’s learn
themone by one.
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Sales Report il sz here @ Home - Report  SslesReport

Sales Report

WA Jea bt ¢ [ Jrmdines &-
Company name
Current Sale Report

i Date & Time £ 9222021 16258 PI

Date: 21.09.2021

nvaice No: 13
tem Price Quantiy Tol
12 Piece Butry Shinp w0 100 15000
Fish,Shimp & Crab Shel R 12000
Fu Maple Oatmesl EXRE) 13000
HOMESTYLE OATMEAL o 1o 000
Total 50000
Discount 000
Product iscount 00
o0
Extra Charges [
[ 200t b x — 5 x
< QG @ localhs e v Pt %
ZKPOS Restaurant = o & g @
! Crz CurrentitemlWise Report PSR-
Curent temiise Heport
oue e E Qs -
Py oapn o
& st [
@ Prod
® s
W accoures.
p—
+ ngeatns
# bos e
DateWise Report sl swrishere @ Home - Reports - DailyReports - DateWise Report
Datelise Report -«
Daterrom. | 20210822 To. | 20822 Qearch @ciear
WA e b bl & [ Jrmdines &>
Date Wise Report
Print Date & Time : 92312021 5:02:15 A
Date :22.09.2021
Price Quantity Total
0000 10000 1500000
50000 20000 3500000
200000 10000 200000
200000 10000 200000
B00000 10000 3500000
10900000
o
o
00000
00000
1090.0000
ZKPOS Restaurant = o & g an
b s Online Order Report 11+ Ol D S B
Oling tidr Kopart
o -
o, | BREE3 Yo o L s
& bt o
a
8 settngs ¢ o
e PR T T S atren - o
© Prodces
Company rame
0 s ¢
-
8 scceuns ¢ FUDIL TG UM 0P
- Tl
A imantary ’ a1 08 222
+ igredents e
Tl [T
% tasbie
s T e
@ rompe
Current Cancel Order Report i srs he  Home - Reports - DailyReports - Current CanelOrder e
Current Cancel Order Report
DateFrom. 20210923 T 20210923 Qsearch @clear

WA Jarbr bl @ o et

Company name
Cancel Order Report
PrintDate & Time - 9232021 104803 AM

OrderNo | InvoiceNo  Item Quantity
Day:
1 Fruit Maple 100
Oatmesl
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MAIN REPORTS

CURRENT SALE REPORT

It shows the report of last sale report.
¢ Click CURRENTSALE REPORT

CURRENT ITEM WISE REPORT
e Selectdate, day numberanditem
e Click search button.

CURRENT DATE WISE REPORT
e Selectdate and day number.
¢ C(Click search button.

ONLINE ORDER REPORT

e Enter date, day numberand online app.
Click Search button.

You will this report afterthe Day close

CURRENT CANCEL ITEM WISE REPORT
e Enterdate.
e Click search button.

ZKas
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B
| 218 ™ amed Qserer i
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Tim
| ™ un
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e
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0 i i i R
 Uies
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s O Cte & M W V2ZE 121 1
" erary T
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8 timhi s i T
i
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o
T SC NPT T TG TSR
ItemWise Report With Hour
Daterrom. | 20210 LS Qsearch @ctear
i © To. 12:00eM o
=
WA Juanp @ Fnd ot "
Company name
Current e Wise Report
Print Date & Time - 912321021 122059 P
Date : 2200 2021
o : 12 lace Butetly Shrimp
tem Prc Total
12 Piaca Buary Shring 15000
10
15000
o0
o0
15000
Dato: 22092021
ttom : 2 Plece Grilled Crab Cakes
Payment Summary Report i:slisarshere @ Home - Reports - AccountReports oy Rep
Payment Summary Report
DateFrom. | 20210923 To. 2 Qsearch
AccountTypes | Users @
A Joab M @ [ Jemtines &
Payment Summary Report
Print Date & Tume: 9/23/2021 12:22:37 PM
Dote: 23092021
User:dmin
v Nox4
tem Pay Type Time Paid Amount
Swiggy 090632 13500
Tout: 113500
v Nos 17
tem Pay Type Time Paid Amount
Quantity Wise Sales Report i:aizrsree @ rome - Repor s e
Quantity Wise Sales Report
A Jeabboe "~ Jrmdinen B
Company name
Quantiy Wise Sales Report
Print Date & Time : 9/23/2021 12:24:09 PM
tem Quantiy
Fish, Shimp & Crab Shell 30000
10000
10000
10000
2Plece Grled Crab Cales 10000
Fiied Green Tomalos 10000
12 Piece Buterfy Shimp. 10000
i Maple Oatmeal 10000
Hotcakes and Sausage 10000
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ZKPOS Restaurant Back Office Usej nual

INVOICE WISE REPORT WITH HOUR

e Enter date, timeand item.

¢ Click Search button.

¢ You will getthis report afterthe Day Close

ITEM WISE REPORT WITH HOUR
¢ Enter date, time and item.
¢ Click search button.

PAYMENT SUMMARY REPORT

This shows the Payment Summery Report details.
¢ C(Click on PaymentSummary report.

e Choose Date fromand Date To.

e SelectUserTypesand Users.

¢ Click SEARCHbutton.

QUANTITY WISE SALES REPORT

It showsthe report of Quantity Wise Sales report.
¢ Click QUANITY WISE SALES REPORT

¢ Choose DATE FROM and DATE TO.

¢ Click SEARCHbutton.

DAY CLOSING REPORT

This report shows the total salesdonein a day.
¢ Click on DAY CLOSING REPORT.

e Enterthe daynumber.

Click SEARCH button.
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e r— ' UNSETTLED ITEM REPORT
R e [t showsthe unsettleditems

Company name
Current Sale Rxport

Print Dete & Time - 92372021 15953 23

Prics Cuantiny. Toral
365000 1.00 W00
e -
Ty
Total Amount 740.00
e -
20008 Retarant = s 2 1 = DELIVERY BOY SALES REPORT

Ll = e |t shows the report of delivery boy sales report.
e Click DELIVERY BOY SALES REPORT

— : e Choose DATE RANGE.
i e Choose DELIVERY BOY.

ey By Sl P

- « Click SEARCH button.

e wew om wom oo ]| SALES REPORTS
DAY WISE SALES REPORT

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

¢ Click on DAY WISEREPORT.

e Enterthe FROMand TO day number.

¢ Click on the Search Button.

e Use print, layoutand exportfeatures as done in the other
reports.

e MONTHWISE SALES REPORT

prm—— This report will display the reportfora selected month. You can
- choose the month that you want to view the report.

e Click on MONTH WISE REPORT.

e Selectthe month fromthe dropdown.

Company name
Wonth Wi Rsport

. e Click on the Search option
. e Use print, layoutand exportfeatures as done in the other
3 reports.
YearWise Report artshere @ Home > fepara > AesountReports > Yearhdse R YEAR WISE SALES REPORT

Provides the yearwise sales report.
e e Click on YEAR WISE REPORT.

WA Jorb b ¢ [ Jrndinee &-
e TypetheYear

——- e Dt & T 232021 214540 ¢ Click the Search option.

tom Quaniity | Price Total
1 2Pisce Grled Crab Cakes 1 17500 7500
2 2Piece Grlled Crab Cakes 1 17500 17500
3 2Piece Grled Crab Cakes 2 17500 35000
4 New 1 5600 5600
5 Fisd Groen Tomatos 3 12000 36000
6 12 Piece Butef Shrimp 3 5000 45000
7 12 Piece Butert Shimp 1 16000 15000
& 12 Pisce Buterty Shrimp 3 15000 45000
9 12 Pisce Butarl Shrimp 4 000 G000
10 1 13000 13000
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Dailyltem Report :aizzrich @
Dailyltem Report
T
Prin Dae & Time - 9232021 216,06 PM
Price Quantiy Toul
1500000 40000 6000000
750000 30000 5250000
200000 60000 7200000
200000 3000 3600000
1300000 30000 3900000
3500000 10000 3500000
HOMESTYLE OATMEAL 2000000 10000 2000000
Hotcakes and Sausage 000000 10000 2000000
Total 3345.0000
Tx 00000
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SalesReturn Report i siaris here & Home - Repart
SalesReturn Report
DayHoFrom. 1 Qsearch &l
KA Jear 0l @ Fndlves BT
Company name
Sales Return Report
PrintDate & Time - 912312021 315.40 P
DayNo:6
tem Cade tem Quantiy Total
Cashier : Admin
12 Plece Butery Shimp 10 15000
150.00
Discount 000
Product Discount 000
Tax 000
Toul 100 150.00
Pr. -
™ 2 Qs
&
T -
Ceomzany rama
Canpory Bapan
106t Ton

KPS Rectal

irant Rack Office | leer Maniia

DAILY ITEM REPORT

This report shows the item report for current day.

¢ Click on DAILYITEM REPORT

¢ |t will Display with itemreport

¢ Take the printout by the selecting the print type option to big
print/small print. Then click PRINT button

¢ You can exportthe reportto excelor any otherformat using
the exportoption.

DEPARTMENT REPORT

It showsthe report of department wise sales data.
¢ Click DEPARTMENTREPORT

e Choose DATE FROM and DATE TO.

¢ Selectthe department

e Click SEARCH button.

EXTRA CHARGES REPORT

This shows the Extra Charges Report details.
¢ Click on ExtraChargesReport.

¢ Choose Date fromand Date To.

e Click SEARCH button.

SALES RETURN REPORT

It showsthe report of Sales Returnreport.
e Click SALESRETURN REPORT.

e Enter DAY NOFROMand DAY NO TO.
¢ Click SEARCH button.

CATEGORY WISE PROFIT REPORT

This report shows the category wise profit details.
¢ Click on CATEGORY WISE PROFITREPORT.

¢ Choose DATE FROM and DATE TO.

e Choose CATEGORY.

e Click search button.
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DateWise Profit Repart raix

- e
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Product Wise Sales Repart
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Product Cost And Sales Report dSses Repor
Product Cost And Sales Report
WA ez M e [ emive -
Product Cost And Sales Report
Print Date & Time : 9/23/2021 3:24:04 PM
Prdld Name CostPrice SlesPrice | Diference
n 12 Piece Butrty Shimp 12000 15000 000
0 2 Piace Grled Crab Caes 10000 1500 7500
155 AgatPrmo Bow 10000 15000 500
3 Aoha Pineappe Smoothie 10000 15000 500
9 Amazing Greens 10000 2000 10000
10524 Appetizer Spolight 10000 3000 2000
ur Apple'n Greens Smoote 10000 2000 10000
10158 Agple Shake 30000 4000 10000
10320 Apple Snack 10000 15000 EX)
1 Apples N Charge 10000 0000 2000
10213 Avsbian Coffee 0000 000 10000
1212 Avabian Special 30000 000 60000
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@ = Sales Ranking Report 1.1 P —
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Cashier Report 'Y 1 ierReo
Cashier Report
DayNoFrom. 1 L Qsearch &l
WAl Jorad bl & Find et B
Company name
Cashier Report
Print Dae & T : 9232021 32528 PM
Opening | ToulSsle  Paid | Closing
000 w1100 o
Difrence o
DayNoz
Userdnmin
Opening | ToulSsle  Paid | Closing
000 w0 15000 o
Difrence 000
4 ( acts = PR -~ o - ~ ~
7KPOS Restaurant Back Office User Manual

DATE WISE PROFIT REPORT

This report will provide the date wise profit report. To view the

report, follow the below steps.

e Click on DATE WISE PROFITREPORT.

¢ Hereyou have an optionto setthe FROM DATE and TO DATE.
Seta “from date” and “to date”.

e SetTIME FROM and TIME TO.

¢ Click SEARCHbutton.

PRODUCT WISE PROFIT REPORT
e Enter date,dayumberand time.
e C(Click search button.

PRODUCT COST AND SALES REPORT
This shows the Product costand N Sales Report details.

e Click on Product cost and N Sales REPORT.

SALES RANKING REPORT

It showsthe report of Sales Ranking report.
¢ Click SALES RANKING REPORT.

¢ Choose DATE FROM and DATE TO.

¢ Click SEARCH button.

CASHIERSALES REPORT

This shows the Cashier Report details.
¢ Click on CashierReport.

¢ Enter Date No fromand Date No To.
¢ Click SEARCHbutton.
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Stock Report @ Home - Reports - StockReports - Stock Repo
Stock Report
WA Jaar ol ¢ Fnd et B
Company name
Stock Report
PrintDato & Time : 9232021 33109 PM
tem Code om Stock
) 2Piace Grild Crab Cakas 600
100 Croamy PotatoLosk Soup 10.00
10342 NewPod 100
1 500
) 200
4 400
5 Holcakes and Sausage 100
7 HOMESTYLE OATMEAL 20
8 Fish. Shimp & Crab Shell 100
9 Griled Crab Cakes 200
Physical Stock Report @ Home - Ren
Physical Stock Report
WA a2 d ol @ Fdinee B
Company name
Physical Stock Raport
Print Dato & Tme : 6232021 33252 PM
ttom Code tom Recoving | Spoilage | Sales Balanco
0 OpenProduct 00 000 000 000
10 2Pice Grled Crab 1000 1000 600 500
Cakos
1000 000 000 1000
00 00 000 000
000 000 000 000
000 000 000 0.00
000 000 000 000
[ [ 000 000
000 000 000 000
000 000 000 0.00
000 000 000 000
10168 Trle Revializer 00 000 0 g
Transaction Report - & Home - R 2
Transaction Report
DateFrom. | 20210923 om0 Qsearch ac
WA Jarr bl @ Fod Nt "
Company name
Transaction Report
PrintDate & Time : 92312021 40310 PH
Transfer Date : 22.08.2021
Vendor : Suppliera
Batch No:2
upe Cods Descripton Quantty  Prico Total
Craamy PotatoLock Soup 0 w000 100000
T 000
Towl: 100000
Transfer person : Admin
Tax: 000
Tol: 100000
7 ~
7KP0OS Reetaiirant Raeclk Office | Jeer Maniia

TIME WISE SALES REPORT

It showsthe report of Time Wise Sales report.
e Click TIME WISE SALES REPORT

e Choose DATE FROM and DATE TO.

¢ Click SEARCH button.

CASH DRAWER BALANCE REPORT

This shows the Cashier Drawer Balance Report details.
¢ C(Click on Cashier Drawer Balance Report.

e Enter Date No fromand Date No To.

¢ Click SEARCH button.

PURCHASE REPORTS

STOCK REPORT

You can view the stock report of eachitem here.

¢ (Click on the POS Report

e SelectPurchase Report

e Selectthe Stock Report

¢ |t will generate the report with Item code ,Item and Stock

PHYSICALSTOCK REPORT

It gives a detailed report of received stock, spoilage sales and

balance of each item.

¢ Click on the POSReport

e SelectPurchase Report

¢ Selectthe Physical Stock Report.

e Reportwill generate with Item Code, Item, Receiving, Spo
Sales, and Balance.

STOCK RECEIVING REPORT

ilage,

This report shows the stock receiving details. You can view date

wise report.

e Click on STOCKRECEIVING REPORT.
¢ Selectthe date range.

¢ Click on the Search Option

¢ You can also print outthe Report
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StockReceive Report an
Stock Receive Report
Daterrom. 20210022 ™| ez Qsarcn @
e O —TT
Company name
Stock Roceipts
PrntDato & Time - 92312021 355:49 PN
Quantiyy Prce Total
200 10000 20000
100 10000 1000.00
Total 300000
Tox Amount 000
Total: 300000
Rocoiving Porson: Adrmin
Tax Amount: 000
Total: 300000
IngredientsStock Report st e @ Home - Reports - StackReports I R
IngredientsStock Report
Ingredients. | 00 - Qearch @cle
A Jerb b @ Find | Next 7
Company name zkteco
Ingredients StockReport
Prin Date & Time : 9232021 40459 PM
nama unitname  stock quantity sale quantty  currentstock
Suage gam 13000 000 13000
IngredientsReceive Report itzisirshere & hor tock Repors "
IngredientsReceive Report
DateFrom.  2021.0823 LT Qsearcn @cear
Ingredients. | 500 < Vendor. | 5y
i 1 f 1 @ Find "
Company name
Ingredient Receiving Report
PrintDato & Time - 9232021 406:44 PN
name unitnamo qunty  amoun t
2002021
SupplierA
Rocoiving No:2
Suag oram 00 5000
Total Tax 20
Towl 52500
Tual T 2500
Ingredients Profit Report «aisars rere @ Home - Reports - StockReports - ngred
Ingredients Profit Report
DateFrom. 20210923 T 20210023 Qseat @Clear
M Joka b 2l @ Fnd et "
(Company name
Ingredients Proft Report
Pin Date & Time 9232021 40749 PN
tom cost Salo Profit
12 Pice Butterfy 12000 15000 00
Shimp
12Piece Buttery 12000 15000 00
15000 20000 200
10000 12000 20
Fin Simp& Crab | 300.00 36000 6000
Shal
2Piaco Griled Crab 10000 7500 7500
Cakes
Stock Value Report ¢ziisrs ree @ Home ~ Report - StockReports — StockVale Repor
Stock Value Report
WA Joad i @ et B
(Company name
Stock Value Report
Print Date & Time - 9232021 40843 PM
ttem Code ttem Price Stock Total
10 0000 600 60,00
100 1000 2000 200000
0 1o 100 1000.00
1032 20 10 5200
1 0000 500 50000
3 200 200 000
4 FruitMapl Oatmeal w00 400 36000
5 Hotcakes and Sausage w0 100 16000
7 HOMESTYLE OATMEAL 50 200 5000
& Fish Shinp & Crad Shell 10000 1100 10000
9 Giled Cab Cakes W00 200 500,00
Total Amount: -1892.00
7 ~
7KP0OS Reetaiirant Rack Office | leer Maniia

STOCK TRANSACTION REPORT

This report shows the transaction details.
¢ Click on the POSReport

e SelectPurchase Report

¢ Selectthe Stock Transaction Report

¢ Selectthe Data Range

¢ Click on the Search Option.

INGREDIENTS STOCK REPORT

This report shows the ingredients stock details.
e Click on INGREDIENTS STOCK REPORT.

¢ Selectthe Ingredients fromthe Dropdown
¢ Click on the Search Option

INGREDIENTS RECEIVE REPORT

This report shows the ingredients receive details.

¢ Click on INGREDIENTS RECEIVE REPORT.
e Selectthe Date Range

¢ Also selectthe Vendorand Ingredients fromthe dropdown

¢ Click on the Search option.

INGREDIENTS PROFIT REPORT

This report shows the ingredients profit details.
e Click on INGREDIENTS PROFITREPORT.

¢ Choose DATE FROM and DATE TO.

¢ Click SEARCHbutton.

STOCK VALUE REPORT

This report shows the stock value details.
¢ Click on POSReport

¢ Click on the Purchase Report

e Selectthe Stock Value Report

¢ Thereport will generate with Item Code, Item, Price, Stock,

Total.
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Low Stock Report itzsirs nere

Low Stock Report

WA Joad b ¢ [ Jrmtinen &

‘Company name zkteco

LowStock Reports

Print Date & Time:9/23/2021 4:08:44 Pl

e - Reports - StockReports - Low Sock Repo

tom code tem Stock
0 2Pice Gl Crab Cakes 500
10342 NewPod Er)
" Frisd Gresn Tomatos 500
n 1200
. 40
s 10
7 HOMESTYLE OATHEAL 20
B Fsh, Shinp & Crab Sl 0
s Grled Crab Cakes 2m
P B
€ OO o %

ZKPOS Restaurant = °
o Expense Details Repart e
Sain

apense Detais Regert
o v
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e e
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. oD & T 20230214
b s a0
T

Vendor Report i:sllzar: @ ome - Repors -

Vendor Report
Daterrom. | 2210523 A Qsaarcn ac
Vendor.

WA Jaar b ¢ Fodinet B -
Company name
Vendor Report
PrintDate & Time : 92372021 412:44 P
Vendor:SupplierA
Balance Carry Forward:1312.5000
Tee BachNo  Invoice No Debit Credit
Transfer 2 [} 100000 000
2 2 000 2500
3 3 000 300000
Balance:2525.00
Total including carry forward:3837.50
Cost Report italsirshere @ tome - Repors Report
Cost Report
Qsearch @Clear
WAL Jars
Company name
Cost Roports
Print Date & Time:9232021 42452 P
Dote:3232021 120000 A
Name. Quaniity Cost Price Total
Turkey Wid Rce Soup 10 w00 %000 100000
Creamy Potato Lock Soup 2 w000 30000 200000
Total 300000
Total Amount: 00000
Inventory Report icallstzris ere @ Home - Repots ~ StockReports - Inventory e

Inventory Report

Company name

Inventory Reports

Print Date & Time:9123/2021 426:30 PM

e code tem Cost
10 2Piace Gelled Crab Cakes 10000
100 Creamy Poteto Leek Soup 00
101 Torkey Wid Rice Sovp 10000

W Newpod 20
" Frisd Green Tomtos 10000
15 12Pace Butery Shimp 20
. Frut Mapl Oatmesl 00
s ot ussge 15000
7 HOMESTYLE OATHEAL 50

Fish, Shrmp & Crab Shell 100.00

7KPOS Restaurant Back Office lleser Manual

Stock
50
20
00

100
500
1200

an0
400
200
E

LOW STOCK REPORT

You can view the low stock report of eachitem here.

¢ Click on POSReport
¢ Click on the Purchase Report
e Selectthe Low Stock Report

e Reportwill generate with ltem Code, Item, Stock.

EXPENSE DETAILS REPORT
e Selectdate and time range

Select Expense Type.
Click on the Search option

VENDOR REPORT

This shows the Vendor Report details.
¢ Click on VendorReport.

¢ Choose Date fromand Date To.

¢ Choose VENDOR.

¢ Click SEARCHbutton.

COST REPORT
This shows the cost details.

e Click on COSTREPORT.
e Choose DATE FROM and DATE TO.
e Click SEARCH button.

INVENTORY REPORT
This report shows the Inventory details.
¢ Click on INVENTORY REPORT.
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Inventory Transaction Report tstews e JR INVENTORY TRANSACTION REPORT
e This shows the inventory transaction details.
¢ Click on INVENTORY TRANSACTION.
¢ Reportwill generate with UPC CODE, Item, Receiving, Spoilage,

upe code em Receving  Spoilage Sales Balance

o Openpria o aw wom Sales and also Balance.
o arencaeicm | om | w0 e | %

i
W Compmolesn w0 w0 0w | om

101 Turkey Wid Rice Soup. 1000 000 000 1000

o 000 000 000 000

00 o0 o o
00 ) o om
[0 [ o o
) ) 0 o
) ) o on

e ===+ BEVERAGE STOCK REPORT
o oo e T This shows the inventory transaction details.
L M e e s e Click on INVENTORY TRANSACTION.

© e f [——

\ S et ’ e Reportwill generate with Item Code, Item and quantity.

P D & T 3241

Customer Details Report iz rer @ Home - Repors pors - CutomerDetiaReport CUSTOMER REPORTS
e CUSTOMER DETAILS REPORT

Date From.

ctonrtn This shows the customer details.
WAgerrn ¢ ot & e (Click on CUSTOMER DETAILS REPORT.

Company name

e Choose DATE FROM and DATE TO.

PrintDate & Time - 9232021 526:10 PM

e ¢ Choose CUSTOMER NAME.

Date Debit | Credit Balance

e Click SEARCH button
ransaction : 1550.00 0.00 1550.00 *

“apos Resornt = ‘ o 2 3o «| CUSTOMER POINT REPORT

b o e woe e e o This shows the Customer Point Report details.
¢ Click on Customer Point Report.

¢ Choose Date fromand Date To.

¢ Choose Customer.

e (Click SEARCH button.
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amwy ] 1 )
+ Iraedenss g 2wy i ' i

B Daabase
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Customer AVanee REPOIT : i e Shrere Bt o AcsrlsFesls o A b CUSTOMER ADVANCE REPORT

Custemer Advance Heport

Select Date and Customername.

Click search button.
R O TIPS

Campany nams
Cuzrier Advares Repm

P Dusn 3 Torm 3621 295 18 FH
tuswnr Amoure sunis Daseriptzn

nbvanen e 1602 501

A0 et St
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Gift Card Report
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Tax Report
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CUSTOMER GIFT CARD REPORT
This shows the Gift Card Report details.

Click on Gift Card Report.
Choose Customer.

Click SEARCH button.
You can also find the Expired Gift Card by selecting the Expired
Card Buttons.

TAX REPORTS
SALES TAX REPORT
It showsthe report of salestax report.

Click SALESTAX REPORT

Choose DATE FROM and DATE TO.
Choose CATEGORY.

Click SEARCH button.

TAX REPORT
This report shows the tax details.

Click on TAXREPORT.
Choose DATE FROM and DATE TO.
Selectthe Search Option.

OTHER REPORTS

ORDER SUMMERY REPORT

This report will provide the order summery report. To view the
report, follow the below steps.

Click on ORDER SUMMERY REPORT.

Here you have an option to setthe FROM DATE and TO DATE.
Seta “from date” and “to date”.

Click SEARCH button.

ACTION LOG REPORT
This report will provide the action log report. To view the report,

follow the below steps.

Click on ACTION LOG REPORT.

Here you have an option to setthe FROM DATE and TO DATE.
Seta “from date” and “to date”.

Choose FORM, STATUS, and USER.

Click SEARCH button.
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AREA WISE REPORT

This report will provide the areawise details. To view the report,

follow the below steps.

¢ Click on AREA WISE REPORT.

e Hereyou have an optionto setthe FROM DATE and TO DATE.
Seta “from date” and “to date”.

e Choose area.

¢ Click SEARCH button.

CANCEL ORDER REPORT

This report will provide the cancel orderreport. To view the

report, follow the below steps.

e Click on CANCELORDER REPORT.

e Hereyou have an optionto setthe FROM DATE and TO DATE.
Seta “from date” and “to date”.

e Click SEARCHbutton.

FOOD - VOUCHERREPORT

This report will provide the Food-Voucherreport. To view the

report, follow the below steps.

e Click on FOODVOUCHERREPORT.

e Selectthe Particular Voucher Fromthe Drop Down

¢ You can also find the Expired, Alland Used vouchers
separately, by selecting each box.

¢ Click on the Search option.

GRATUITY - TIP REPORT

This report will provide the Gratuity-Tip report. To view the

report, follow the below steps.

¢ Click on GRATUITY REPORT.

¢ Hereyou have an option to setthe FROM DATE and TO DATE.
Seta “fromdate” and “to date”.

¢ Choose FOOD SERVER from the list.

¢ You can also select the Adjusted and Unadjusted report
separately

¢ Click SEARCH button.

ORDER DETAILS REPORT

e Click on ORDER DETAILS REPORT.
e Choose DATE FROM and DATE TO.
e Choose FOODSERVER.

e Choose STATUS.

¢ Choose PRIORITY.

e Click SEARCH button.
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“axp0s Resunt ‘ s #1-. -] WORKPERIOD CLOSING REPORT
g R sre e e o This shows the work period closing details.
| i « Click on WORK PERIOD CLOSING REPORT.
o e Choose DATE FROM and DATE TO.
. LT o Choose USERS.
- v - * Click SEARCH button.
ttendance Report <15 R ATTENDENCE REPORT
This shows the Attendance details.
- " T e Click on ATTENDANCE REPORT.
: " e Choose DATE FROM and DATE TO.
O e Choose USERS.
- e Click SEARCH button.
" 2K08 Rt % s o 2. «/ CURRENT REPORTS
N e = | PRODUCTWISE REPORT
n . This report will provide the current product wise reports before
— A" Day closing.
N e Click on POSREPORT
i | e Selectthe CurrentReports.
— e Click on the Product wise Report
I ¢ Selectthe Date Range
- e Also selectthe Item from the Drop Down.
¢ Click on the Search Option
eosremmnt = . 7 1.~ -, DEPARTMENT WISEREPORT
L= s — This report will provide the Department wise reports before Day
= i closing.
o T e e Click on POSREPORT
o e Selectthe CurrentReports.
o * Click on the Department Wise Report
e Selectthe Date Range
‘ e Selectthe Departmentfromthe dropdown
e Click on the Search Option
PRI o 1o o« PRODUCTWISEPROFIT REPORT
g AN O et This report will provide the Product wise Profit report
e — « Click on POSREPORT
o B - e Selectthe CurrentReports.
o | ) j u * Click on the Product wise Profit Report
o ; o Lom | o] * Selectthe Date and Time range
o ¢ Click on the Search Option
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ZKas

e Rl = w#1. ;] STEP10 SIGNOUT

I Dsshicird You have to logout the section, Click onthe Adminlcon on Top
» = right Corner.

— = / * Click on the Sign Out option.
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ZK Building, Wuhe Road, Gangtou, Bantian, Buji Town, Longgang District, Shenzhen China 518129
Tel: +86 755-89602345
Fax: +86 755-89602394

www.zkteco.com
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