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GETS STARTED

Restaurant & Hotel POS

Usually in every restaurant you have to wait for a waiter to place your orders. They will pass your orders to kitchen
and again you have to wait foryour favorite dish. Our Restaurant and hotel POS (android) application is a solution for
this. You can replace waiter and a menu book with this application. Just install this app in your tablet or mobile and
place it in your restaurant. Customers themselves can select the items and send orders to the kitchen using this. This
order app is synchronized with the restaurant POS so that every orders placed in this app is accessible in restaurant

POS. From there you can process their orders as you wish. The application is highly user friendly and time efficient.
Now let’s learn to use our Restaurant & Hotel POS Order App.

STEP 1 - ADMIN LOGIN
Openthe orderappinyourtablet or mobile.

e Enterthe UserIDandclick on enterbutton.
e Again,enterthe Passwordandclickonenterbutton.
e Notethatdefault UserIDand Password is 1.

e To know about the version details, click on about button near
to settings

@
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RESTAURANT ORDER APP

Version : 2.5.1
Build Date ; 01/08/2021
Build Number ; 0008

Software Id : fo69e

STEP 2 - MAIN MENU

After login you will be redirected to the MAIN MENU. The
following figure shows the main menufor your ZKPos Restaurant
order app. As you can see, there are 9 main menu options; DINE
IN, QUICK SERVE, DRIVE THRU, TAKE AWAY, CUSTOMERS,
DELIVERY, ONLINE ORDER, BAR AND BEVERAGE, UNSETTLED. We
will see each of them one by one.

e Nowyou are taken to the MAIN MENU.

STEP 2.1 - DINE IN
Here you can selectthe table and add items for taking order.
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Click on DINEIN option.

Some Default Areaand tables are there.

You can create area and table from ZKPOS Restaurant
software.

Table occupied or table with open ticket are shown in green
color.

And othersare shownin grey color.

Thereis a home buttonto go to main menu.

You can choose any areaand table.

Click on a table as yourwish.

Now a pop up will be shown toselect the table seat.

You can select particular table seat here.

For instance, if you have selected table T5, then all seats
allotted to T5 will be displayed.

You may ask to select your seat. Green colored seats may be
already occupied or they may have unsettled invoice.

Seats are named as 1, 2, 3, and 4 and so on. Click on the seat
number that you want to choose. Now you will be redirected
to the main part of POS module.

If you disable table seats from ZKPOS Restaurant software,
thenyou will be directly go to POS sale module.

You can see the table numberT5 there.

Here is where you could see all the departments and products that you have created. You can see the search field to
find a product easily. If a customer approaches you to order some items, let’s see how you are going to click Send
Order Button. In the picture above you can see all departments listed in a horizontal format. You can expand the

departments just by clicking on them.
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Click on the department and select the products from the
product window.

You can see a drop-down option name as None there.

From the drop down you can select any special or extra
charges.

Forthatyou have to enable the specialcharges in Utility as well
as create extra charge as percentage in ZKPOS Restaurant
software.
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o Now the extra charges will be listed on a pop up while you
expand the drop down.

o Selectthe extracharge.

e Click SEND ORDER button.
e Aticketnote pop up will be shownas in the figure.
e Entertheticket noteif you have any and click DONE.

e Now we have an option to select the food server and order
priority.

e Selectthefoodserverfromthe list.

e You can see the number of active orders for each food server
against them.

e You can selectthe food serveraccording to their availability.

e Select order priority, high priority orders top the kitchen
managerwindow.

e Click DONE.
e Nowthe orders send successfully.

e You can see the status as ‘submitted’ under the product and
price details.
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CHANGETABLE
You can change the table evenif yousend the order by selectinga different table.
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o Afterwe click Send orderButton. It will be redirected to same
POS window.

e We can change table then, Click Change Table Button in the
Bottom Left of the window.

e The green color appears already order can be placed that
table.

e \We can choose anothertable T10.

e Thealready Table Name T5 will be changed to T10.
o |t will be displayed the Top of the window.
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SELECT CUSTOMER

If you have regular CUSTOMERS, you can save their details in ZKPOS Restaurant software. Later that will help you
during paymentand promote their visits by giving gift cards or points.

e Goto MAIN MENU.
e Click on DINEIN.

e The already selected tables will be displayed in green color. We
choose anytable.

g OMLINE ORDER m AR AND DEVERAGE n UNSETTLER
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e |t will be redirect to POS module.
e We can click Select Customer Button.
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e All Customerdetails will be displayed.
e Select a customer by clicking on it. You can search the

FUSTOMER NAME. ADDRESS Phone

anu
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s customername in the search box.
e Now the customeris selected forthis order.

EDIT

You can edit the price of a product here.

e Goto MAIN MENU.

o Click on DINEIN.

e The already selected tables will be displayedin green color.
e Chooseanytable.

e Selectthe products as said earlier.
e Click on the productyou wantto edit.

e Andclick EDIT button.

e Edit the price in the pop up.

e Click OKbutton.

e Now the price will be changed.

e Please note that you have to edit the price before clicking the
send order button.

www.zktecopos.com Page 6 of 18


http://www.zktecopos.com/

ZKPOS RESTURANT ORDER APP USER MANUAL ZKPUE

SIDE DISH

e Goto MAIN MENU.

e Click on DINEIN.

e Selectatable and table seat

e Selectproducts.

e To order side dish for a particular product, click on that
product.

e Click on SIDEDISH button.
e We can see the savedside dishes as a pop up.

e You can selectthe side dish.
e Click DONE.

e Please note that you have to enable the side dish utility in
ZKPOS Restaurant software.

e Side dish details will be described undereach product.

NEW ORDER
If you want to take new orders from the existing order menu, you can click new orderbutton.

! Click new order button and select new dishes.
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The previous order will be saved as open tickets.
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If you want to see the orders, click on the selected table.

Items Price

o <9 - "= e You can see the previous orders.

15 413.00)

2 oot Gelled Crab Caks

Frult Maple Dutmeal Key Lime P

Click on the orderyou want to see.
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e By clicking new order button, you can take a fresh orderfrom
customer.

PRIORITY
For setting the order priority, click on PRIORIY button.

o Selectproductsas before.

e Click Priority button.

e Three options are there; Low, Normal, High.

e We can selectany of them.

; e Now, all the active orders will display based on priority. HIGH

priority orders will display first and then NORMAL and finally
orders with LOW priority.

e Click DONEButton.

NOTES

e You can give any note to a product.

e Click on the productand click NOTES button.
e You can give the description and click done.

CANCEL

e Use CANCELbuttonto cancel a product you selected.

e Select products from productlistin the left side of the window.

e |fyou wantto cancel a product, click onthe particular product
= W = mmw from selection window.

& ﬁ * e C(lick cancel button.

PP - .5, - - == = mm e Theproduct will be disappeared.
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e Now if you needto cancel the product after sending the order,
click on CANCELbutton.

e Enter the admin password.
e Thentheitem will be cancelled.

QUANTITY
To change the quantity of a product.

Click on the selected products.
Click QUANTITY button.
Enter the quantity using the keypad as shownin the figure.

Click enterbutton in the keypad.

OPEN ITEM
We can select and sale the products which actually we did not add to the software at all. Such items are called as
OPEN ITEM.

e To add an open item, click on ‘+’ button near product search
field.

e You can change the name open productif you want.

e Enter the price.

e Click on the dropdown arrow of price type.
e You will get2 options price and price + tax.
e You can enterthe price type (price includes tax or not).
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STEP 2.2 QUICKSERVE

ZKas

e You can click MAIN MENU button to go back to main menu.
e Click CLOSE buttonto go back to the table selectioninterface.

Quick serve enables the ordering easier and quicker. There is no need to select table or table seats and customer

selection for this ordertype.

e Click on QUICK SERVE.

e Now you will be directed to the main part of POS module.

e You could see all the departments and products that you have
created.

e Let’ssee howyouare going to click Send Order Button.

e Click on the department and select the products from the
product window.

e You can see a drop-down option name as None there.

e From the drop down you can select any special or extra
charges.

e Forthatyouhave toenable the special charges in Utility as well
as create extra charge as percentage in ZKPOS Restaurant
software.

e Now the extra charges will be listed on a pop up while you
expand the drop down.

e Selectthe extracharge.

e Click SEND ORDER button.

e A ticketnote pop up will be shown as in the figure.

e Entertheticket note if you have any and click DONE.
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e Now we have an option to select the food server and order
priority.

e Selectthefoodserverfromthe list.

e You can see the number of active orders for each food server
against them.

—— * You can selectthe food serveraccordingto their availability.

e Select order priority, high priority orders top the kitchen
managerwindow.

e Click DONE.

e Now the orderssend successfully.

STEP 2.3 DRIVE THROUGH
Drive through denoting a restaurant or otherfacility in which one can be served withoutleavingone's car.

e Click on DRIVETHROUGH.

e Now you will be directed to the main part of POS module.

e You could see all the departments and products that you have
created.

e Let’ssee howyouare going to click Send Order Button.

e Click on the department and select the products from the
product window.

e You can see a drop-down option name as None there.

e From the drop down you can select any special or extra
charges.

e Forthatyouhave toenable the special charges in Utility as well
as create extra charge as percentage in ZKPOS Restaurant
software.

e Now the extra charges will be listed on a pop up while you
expand the drop down.

e Selectthe extracharge.

e Click SEND ORDER button.

e Aticket note pop up will be shown as in the figure.

e Enter theticket note if you have any and click DONE.
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Now we have an option to select the food server and order
priority.

Selectthe food serverfromthe list.

You can see the number of active orders for each food server
against them.

You can selectthe food serveraccording to their availability.
Select order priority, high priority orders tops the kitchen
managerwindow.

Click DONE.

Now the orders send successfully.

“Take away” in restaurants, hotels and food outlets means that the food ordered by a customeris to be taken home

or anywhere ratherthan eating in that place.

*

TAKE AWAY g,

D-21

Customer:-

BRIVE THAU

Go to main menu.
Click Take Away button.

Take away tickets are shown here as in the figure.
To add new Take Away click ‘Take Away’ button in the

right side of the window.

There is a home button at the right top side of the
interface.

Click that button to got to Main menu.

After clicking the take away button you will redirect to a
new window.

Add Dishes into the selection list.

Click Send Order Button.

STEP 2.5 CUSTOMERS

If you have regular CUSTOMERS, you can save their details. Later
that will help you during payment and promote their visits by
giving points in ZKPOS Restaurant software.

e Go to MAIN MENU.

e Clickon CUSTOMERS

Select customer from the list.
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e You will be redirected to POS sale module.
e Add products as per the customer wish.
e Click SEND ORDER button.

STEP 2.6 - DELIVERY
Home delivery option can make delivery boys to reach the orders more precisely.

e Goto MAIN MENU.
vt e Click DELIVERY button.

- e You can click New Delivery button.

e There is a home button at the right top side of the
interface.

e Click that button to got to Main menu.

e |t can be redirectto new window.
e You can select any delivery boy.
e Then click DONE button.

¢ Select any one of following customer.
bearch Customer
CUSTOMER NAME ADDRESS Phone .

fRabul AS2I5E
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e Select the products.
e Click SEND ORDER button.
e Then Go to Main Menu.

STEP 2.7 - ONLINE ORDER
You can give online order details like Zomato, Swiggy etc.

e Go to MAIN MENU.
owessi o Click ONLINE ORDER button.
e Click New Online Order.
e There is a home button at the right top side of the
interface.
e Click that button to got to Main menu.

e Select online order type.

e Click DONE button.

e Select products from the list.

e Clicksend order.

e Add any ticket note the fieldis there.

e New Online Order will be displayed there.

ONLINE ORDER

Swigy 15328134
Zomatn 1STROTRAY

STEP 2.8 - BAR AND BEVERAGES
If your hotel/ restaurant has a separate BAR section, you can enable this feature.

e Click on BARAND BEVERAGES from main menu.
e Selecttable and table seat.

Bepie .w,,m_,.,,, e You can see whole departments and products here, but the
o z department saved with bar facility do not visible in other
— ;";:_"‘ dining types.
ﬁ @ il e Selectthe BAR department.
_%:*% ;‘ = T — we o0 ® Theproducts in that section will be shownas in the figure.
P o o P - (R
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e Click on the product.
e Selectthe quantity of the product.

e The department, products and quantity wise price should be
setin ZKPOS Restaurant software.

e Click SEND ORDER button.
e Enter productnote and click DONE.

STEP 2.9 - UNSETTLED

e Goto MAIN MENU.

N - N . - e Click UNSETTLED button.

e The Unsettled tickets are displayed there under different
category.

e Clicka particular ticket.
e The Unsettled ticket will be displayed.

2 PRINTER MANAGEMENT

B — A You can manage the printer connected with this application here.
e There are two options printers and printer groups.

e |nprinteryoucan add printers connected with the application.
e You can view the added printersin the screen.

e Toadda new printer, click on Printicon in right side and top of
the window.

e Enter the printer’s name, printer type (Wi-Fi/LAN or
Bluetooth), IP address, printersize and status.
Choosea Printer e Click SAVEbutton.

In printer group you can setthe printer for different departments- you can take order prints department wise. May
be your kitchen is divided according to the type/ department of food items. You can choose a printer to print orders
for particular departments.
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e In printergroup, click on Printicon.

e Enter printergroup name.

e Choose already saved printerfrom drop down.

e Selectstatus.

..,,: i e Selectthe department.

e Click ALLif the printer is applied to whole departments.
e Otherwise click selectdepartment button.

e Nowyoucan see the departmentsinthe software.

e Selectthe departmentsand click save button.

i euEEsEn | © You can see the saved printergroup as shownin the figure.

STEP 4 KITCHEN MANAGER
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.

e OpenZKPOSRestaurant Ordering App.

e Type ID and Password. ID and password is based on the user
createdin ZKPOS Restaurant software.

e Kitchen Manager can be login with his ID and Password.

e C(Click ENTER button.

| The all send orders will be displayed according to the priority.

Ticket
Type

Fo

Jod sans ey ®  YOU Can choose any one.
e C(Click that order.

Order# Items

nnnnnnn

.......

Order count : 14 ‘ -5
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e You can see the food item status is COOKING. You can change
it to READY by clicking on it, if it's done.

| e You can change the delivery boy in case of any availability
al issue.

Grder Created by Admin ot 08/18/2022 8:32:55 AM

* [/

e Change the status of order. Some Food Server option are
there; Order Created, Order Modified, Order Cancelled,
Pending, Ready to Delivery, Delivered.

Change it to ready to delivery.

Click tick button to save the details.

The ticket will be removed fromyour list.
Log out from kitchen Manager page.

Order# rekst Items
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Order count : 8 |

STEP 5 FOOD SERVER
He can view all the active tickets in this section. Forinstance, suppose an order has been deliveredto the food server,
food servercan know whatthe orders are and the order priorities.

e OpenZKPOSRestaurant Ordering.

e FoodServercan be login with theirID and Password.
e TypeuserlD and Password.

e Click ENTER button.
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e You can view the orders with status Ready to Delivery.
e C(Click on the order.

e You can change the food serverfrom here too.

e Statusof food item will be changed to Ready.

e After delivering the order, change the order status to
Delivered.

e Click Tick button to Save.

e By clicking the log out button, you will be directed to main
menu.

e To view the order window, click on the button nextto log out
button.

STEP 6 LOG OUT

e To log out from the ZKPOS Restaurant software, click on log
out button in main menu (right bottom side).

e You will be directed to login page again.
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