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1. Getting Started

1.1 Getting Started

Download and install Loyverse POS from the Play Market or App Store. To use Loyverse POS,

you'll need to have at least Android 4.2+ or i0S 9.0+.

afs

LOYVERSE

POINT OF SALE

cuntry
W& United States

I'have read and agree with the terms of use
and privacy.alicy

LOYVERSE

POINT OF SALE

REGISTRATION
OGN

When you run the application, you
will see the welcoming screen.

If you have not yet registered on the
website, you can register now by
tapping on the ‘Registration’ button.

Create your account by filling in the
simple registration form.

Go to your email inbox - you should
have received a letter from Loyverse.
Please open it and confirm your
email address by following the link
included in the letter.

Tap ‘Login’ button to enter the app.

1.1 Getting started



Log in procedure:

® Enter the email address you used
during registration.

® Enter your password.

® ® Press the ‘Enter’ button. You have
successfully entered Loyverse POS.

1.2 Setting up Your Shop in Loyverse Back Office

The Back office is your web-based office, working in synchronization with the Loyverse POS App.
Once you have installed the Loyverse POS app, the next step is to go to your shop settings in
the Back Office.

Google Chrome is recommended browser for using back office.

You can login to the Back Office from the Loyverse home page by clicking ‘SIGN IN’.

') | @ Secure | https://loyverse.com 'ﬁ‘c‘
I =] SIGNIN ENGLI

(=¥ ]
LOYVERSE  FEATURES  E3ABLOG  HARDWARE  HELP GET STARTED FREE
LOYALTY UNIVERSE

a0
FR Lo VERSE
Sign in to your Loyverse account

Ivdemo@loyverse.com

Remember me
Forgot password?

New to Loyverse?

English

Enter the registered email and password.
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! I Settings General settings

i <
System settings
]ll.l Emnail
I General demoioyverse.com
ﬁ Billing & subscrigtions
: Busincss name
RS Payment iypes Lol Cale
o) Loyalty Tensemn
(LTC+00:00) Dublin, Edinburgh, Lishor, London
-
Ut language
E Recelpt English
Open tickets .
Features
Kitchen printers
Stares G) Track cash thet goes in and out of your drawer, Learn morne
Store & POS settings @ Tima chock &
Track employees’ clock infaut time and caleudate thir ot werk hears. Learn maee

Click on the Settings icon on the left menu to go to the General settings.

Business name
Coffee Cafe

Fill in your business name.

Timezane
(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Ul language
English

Select your time zone, and choose language for the Back Office. Loyverse currently
provides in more then 20 different languages.

1.2 Setting up your shop in Loyverse Back Office 11



Features

® Shifts

Track cash that goes in and out of your drawer. Learn more

@ Time clock
Track employees’ clock in/out time and calculate their total work hours. Learn more

E: Open tickets
O Allow to save and edit orders before completing a payment. Learn more

6 Kitchen printers
Send orders to kitchen printer or display. Learn more

Customer displays
Display order information to customers at the time of purchase. Learn more

|” Dining options
Mark orders as dine in, takeout or for delivery. Learn more

¢ 8§ 8 4 46 6 6

= Low stock notifications
Get daily email on items that are low or out of stock. Learn more

In the ‘General Settings’ section, you can switch on parameters such as ‘Shifts’, ‘Time
clock’, ‘Open tickets’, ‘Kitchen printers’, ‘Customer displays’, ‘Dining options’, ‘Low stock
of notification'’.

Once the profile settings are complete, press ‘Save'.

1.2.1 Store Information

Hama Addrass.

Pizzerial Buckharn, Mt Nebe, WY 26679, LISA

When you click ‘Stores’ in the Settings, you can enter your shop’s address, description,
and phone number.

12 1.2 Setting up your shop in Loyverse Back Office



Pizzeria 1|

Enter the store name and address.

If you have more than one store, you can add them too.

If you have more than one register, you can add a register in ‘POS devices’ under the
‘Stores’ section as well. Remember to click ‘Save'.

After you finish setting up your shop in the Back Office, you can go to the Loyverse POS
App to add products, make sales, and continue your business momentum!

1.2 Setting up your shop in Loyverse Back Office 13



1.3 How to Add Items and Categories in Loyverse POS

1.3.1 Adding Items

It's quick and simple to add items and categories in the Loyverse POS right from your
smartphone or tablet.

You don't have items yet
Go to items menu to add an item

Once you are logged in, press the = (menu) button at the top left corner.

Sales

E Receipts

Items

ﬂ Settings

|als Back office

2121 Anne

Next, select the ‘[tems’ menu.

= tems Allitems = Q
tems

O categories

©  Discounts

You don't have items yet

To add an item, press the (+) button

Then tap the @ (add) button at the bottom right corner.
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€ Create item SAVE

Cheesecake

Category

No category b
Sold by @ Each O weight

Price

12.00 Cost

Leave the field blank to indicate the price upon sale

SKU

10000 Barcode

In the ‘Create item’ page, you can add details such as the ‘Item name’, ‘Price’,
‘Category’, and other details such as the SKU and Barcode, if necessary.

Representation on POS

@ color O Image

¥ it

1 OOC

You can pick a color and shape for the item icon or take/upload its picture to display it
on the sales screen.

1.3.2 Adding Categories

When you sell different types of items, it is easier to categorize your items systematically.
You can add categories while adding the item, or you can go to the Categories page and
follow these instructions:

. Items Categories

ltems
[ Ccategories

©  Discounts

sgories yet
he (+) button

In the ‘ltems’ menu, tap the ‘Categories’ button. Tap the @ (add) button at the bottom
right corner.

1.3 How to add items and categories in Loyverse POS 15



€ Create category SAVE

Category name

Dessert

Categary color

ASSIGN ITEMS ‘ ‘ CREATE ITEM

Specify the category name, select a category color, and press the save button.
That'’s it — now you are ready to start selling!
You can excess extended item settings at your Back Office on the web.

1.4 How to Add Items in the Loyverse Back Office

It's quick and simple to add items on the Loyverse POS on your mobile device. However, if
you do this in the Back Office, you can have access to more features for the item.

Modifiers
'Il Discounts

Go to the 'ltem list' menu.

_

Allitems

lll O  femname Categary St Price "
l o O  AppleJuice Juice - 144 20 37,
EB O Ganana Fruite - 0.6 218 55

In the Item list, click the ‘Add item’ button.

Name
Categorny

Cheesecake i il

In the ‘Create item’ form, fill in the item ‘Name’ and choose the ‘Category’.
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Name
category

I Cheesecake Swaoke .
n

| 3  Theitemis available for sale

o

Seldby (@) Each () Weight

If you deselect the checkbox, ‘The item is available for sale’ it will not be seen in the
items list in Loyverse POS on a mobile device. This usually needed for composite
item’s components.

Whether an item is sold by piece (bottle, package, etc.) or by weight (pound, kilogram,
etc.), it is determined by the ‘Sold by’ option.

| = Sold by (®) Each (O) Weight

- 7 4

Leave the figld blank to indicate the price upon sale

Fill in the ‘Price’ field with the selling price of your product. When you fill in the cost,
later you can get useful reports about your profit, margin etc.

Frice Cost
- 7 4

L=ave the fiehd blank to indicats the price upon =ale

U
# 10015 Barcode

The field SKU (Stock Keeping Unit) is required. It is filled in automatically. However,
you can indicate your own SKU. The main requirement is that the number must not be
repeated in other items and should not exceed 40 characters. You can use numbers
and letters as well. Fill in Barcode, if necessary.

e
Inventor
ES y
Compaosite item »
Track stock. »
Y

In the inventory section, you can choose the options: ‘Composite item’ and ‘“Track
stock’.
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n © Inventory

* Composile tem »
Track stock

Instock

100

fem guantity at which you will be notified about
lawe stack

By enabling ‘Track stock’ you can add the quantity of your stock level and the quantity
at which you will receive the low stock notification.

0 EEC

e
-

Inventory

ih Composite ftem _»
| o Track stock 9

5

Stores
-

3 Theitem is available for sale in all stores
Avallable Store Price In stock Low stock

e

The Cofee 2

The Coffee

If you have multiple stores, you can manage the item parameters for each store, in the
‘Stores’ section: change the price, in-stock quantity, and quantity for low stock

notification.
W)
o Taxes
Sales Tax (15 %) »

In the “Tax’ section, you can choose the taxes for your item.

V

e Modifiers

Addons. »

In the ‘Tax’ section, you can choose the taxes for your item.
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Representation on POS

@- Color and shape — of

EEEEE R

J 0 O O

In the ‘Representation on POS’ section, you can pick a color and shape for the item
icon or upload its’ picture.

O Image

1.5 How to Configure Taxes

To configure taxes, you need first to sign in to the back office.
After signing in, go to Settings.

+ ADD TAX [

Then press 'ADD TAX..

And name the tax.
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Tax rate, %

15

Then input the tax rate.

Type
Included in the price

Included in the price

Added to the price

And specify whether the tax should be included in the price, or if it will be added to the
price at the counter.

Option

Apply the tax to the new items

Apply the tax to the new items
A ms

i ly the tax to all new and existing items

Select the items to which this tax should apply.

Then press 'Save'.
Now taxes are configured, they will be applied for each purchase.

20
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1.6 How to Create and Configure Discounts

You can create and configure discounts at the back office and on the mobile App.

1.6.1 Discount set up in the Back Office

1'":,[.

ftem list
~ Categories
Modifiers

i

Next, select the ‘[tems’ menu.

i Q
|a.

Discounts

.0
== Discounts can be applied during sale.

Vv

o
To create a discount, click on the ‘+ ADD DISCOUNT’ button.

= Create discount

e —
H 0,
Discount 10%
8= —_—
Type
ae -
= (®) Percentage () Amount
——————
O e Leave the field blank to indicate the value
10 upon sale
e R —

Employees have to enter correct PIN in
[0 Restricted access order toapply a discount

e

Fill in the ‘Name’ field. Then choose one of the two discount types: ‘Percentage’ or
‘Amount’. The ‘Percentage’ discount can be applied to both the whole ticket or to
individual items. The ‘Amount’ discount is applicable only to the whole ticket.

1.6 How to create and configure discounts
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Fill in the “Value’ field.

If you choose the ‘Percent’ type of discount, then the number in the ‘Value’ field will
specify the percentage that will be deducted from the items’ original price or the whole
ticket. The value of a percentage discount cannot be less than 0.01% or more than
100%.

If you choose the ‘Amount’ type of discount, then the number in the ‘Value’ field will
specify a discount amount that will be deducted from the total value.

It is not always necessary to fill in the ‘Value’ field. You may specify the value of a
discount during the sale. But you can apply such a discount only to the whole ticket.

val
4 O e Leave the field blank to indicate the value
10 upon sale

Employees have to enter correct PIN in
l O Restricted access l order to apply a discount

If the ‘Restricted access’ option is activated, then only the employees with the access
right will be able to apply this discount.

1.6.2 Discount Setup in the Mobile Application

Alex
POS 02

Coffeeshop

Sales

E  Receipts
(©  shift

= ltems
£ Settings

To create, view, edit or remove a discount, select the section ‘Iltems’ in the App's menu.

= |tems Discounts Q

0

= items Discount 10 10.00

m] Categories > Discoum 10% 10%

©

Go to the ‘Discounts’ section where you will see all the discounts created in the Back
Office and the app itself. If you want to create more discounts, tap the ‘+' button at the
bottom right corner.
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€ Create discount SAVE

Mame

Discount 100

Value

100.00

BN
™

Leave the field Blank to indicate the valee ugon sale

In the opened form, fill in the fields the same way as in the Back Office. Choose the
discount type: percent — %, or amount — 3.
Then, after you have created the discounts, you can apply them during the sale.

1.7 How to Make Sales

Alex
POS 77
Coffeeshop

Sales

a Receipts
©  shift

= Items
¢ Settings
laks Back office
Apps

®@ Support

F’umuxs LUNCHES DESSERTS FRUITS PIZZA -
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1. Tap on the item's image or icon on the sales screen to add the item to the ticket.
2. You can sort items by categories with the drop-down list ‘All items’.
3. You can also use the search bar to look up items.
4. It is easy to find items by pages at the bottom of the screen.
(See How to Arrange Sale Screen in Loyverse POS).

X Croissant 2.25 SAVE

Quantity

- 1 -

Comment

Enter comment

Discounts

Discount 10% 10% I\_

You can change the quantity of the items by tapping the item in the ticket.

Cake x 1 459

Classic Cobb Salad x 1 7.59

Croissant x | 2.25

Cheesecake x 1 7.00

Total 29.60

Chicken Classio

By sliding any selected item to the left, you can remove the item from the ticket.

Edit ticket

Cake x 1

2 Assign ticket
Classic Cot

Y split ticket
Croissant x

Move ticket
Cheesecak

1 Sync
Tax 32

When you need to void a sale, tap the three dots menu (%) at the ticket header, then tap
‘Clear ticket'.
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lax 2.09

CTERAT VR T T

DRINKS LUNCHES DESSERTS FRUITS PIZZA ]

Tap the ‘Charge’ button in the bottom right-hand corner to proceed to the sale
registration.

Capuccino x 1 5.30

Chocolate truffle dessert x 1 8,50 29 . 39

Total amount due

Chocolate Eclair Dessert x 1 12.00
Cash received
Tax 3.59
1= 2900 CHARGE
Total 29.39
30.00 40.00 50,00 100.00

At the following dialog window, you can choose a type of payment for the purchase.
If it is a cash payment, you can tap on the suggested amount.

s

Banana x 1.000 219

Green pple 1 o 25.65

Total amount due

Cookies x 2 11.38
Fruit Salad x | 8.49 e
= 3100 CHARGE
Tax (included) L |
5 &

1 2 3 4 5 6 7 8_[9 0\'.

Or if you want to add a custom amount of cash received from the customer, enter the
amount in the ‘Cash received’ and then tap ‘Charge’.

1.7 How to make sales



2565 435

Total paid Total change

Once the payment is processed, you will see a window with a summary containing the
total amount of sale and the change due.

You can choose to email the receipt to your customer or move on to a new sale.
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2. Sales

2.1 How to Arrange Sale Screen in Loyverse POS

You can arrange your items on the sales screen of Loyverse POS (Android, iOS) in a suitable
way by creating new custom pages and organizing the items there.

As a default, there is a page (marked by the grid icon) with all your items in an alphabetical
order. You cannot change this page. However, you can organize the items on the custom
pages.

2.1.1 Organizing of Items

CHARGE

Open the sales screen on your POS. Go to the custom page ‘Page 1'.

= Pagel Q Ticket & i

tap and hold

@ o=

i CHARGE
PAGE =

You will see a grid with empty squares. Tap and hold any square for a few seconds.
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D=

The screen will switch to the ‘Item layout setup’ mo
sign.

*  Add item to the page

Item layout setup

Add your mosi used items, categones, and
discounts on the pages for fast access.

Brraae and hold the nsse nsome 1o cename it

de. Tap any square containing the +

ITEMS CATEGORIES DISCOUNTS Q
£B Classic Cobb Salad 759
@ Coffee 400
@ Cookies 569
@ Croissant 2.25
l# Dadiah 300
6 Fancy Cake 469
£ Fou Chsese Pizza 499
The item list will open in a new screen.
x
Item layout setup

When you choose an item, it will fill the square.

Add your most used ilems, calegories, and
discounts on the pages for fast access.

Drace and hold tha none name fo raname it

28
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Item lavout setup
By dragging and dropping the item icon, you can move it to another square.

X Add item to the page

ITEMS CATEGORIES DISCOUNTS Q

%’9 Classic Cobb Salad 7.59
@ Coffee 4.00

Cookies 5.69

In the same way, you can add Categories and Discounts to the grid page.

2.1.2 Organizing Pages

. Item layout setup

Add your most used items, calegories, and
discounts on the pages for fast access.

Press and hold the page name 1o rename it

X

o
2

%

Fruits

Discount 10%

When you are in the setup mode, you can change the name of the page. Just tap and
hold the page label for a few seconds.

®  Edit page name

The editing screen will open. Fill in the ‘Page name’ field and tap ‘Save'.

2.1 How to arrange sale screen in Loyverse POS



Press and hold the page name 1o rename it

If you want to create another page, you can do it in the same way by tapping the next
free page.

R i S

Press and hold the page name to rename it

Fruits

DHINHS M{;E 2 “

Tap ‘Done’ to save your layout. Pages without items will not be saved.

Ticket & i

Discount 10%

You will then be redirected to the sales screen. Just tap the items to add them to the
ticket.
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2.2 How to Change Home Sale Screen Layout

You can set your home sale screen layout either in a grid or list format. The feature allows
you to find the desired items more conveniently and add them to the receipt.

2.2.1 Sale Screen Item Layout for Tablets

=  Settings General

&  Printers Use camera to scan barcodes »
O Customer displays Home screen item layout

Grid
L  General

By default, the home sale screen on tablets is set to the grid layout.
To change settings, go to “General” under the application settings and tap ‘Home
screen item layout’.

CANCEL 0K

Choose the list option and save changes.

= Altems - N o

[~ 129
4’ Apple Juice 229
. Banana 3.00
@ Banana cake 1200
@ Beef and Chicken Satay 12.08
B seergiass 6.00
e Berry cake 1250
N BisckTea 239
$ Cake 459
! Cake with strawberry 14.00
o

= Capuccino 530
OPEN TICKETS CHARGE
JUICES FRUITS SWEETS COFFEE & TEA DRINKS =

In this case, all the items will be listed in one column. This mode is useful when you
have long names for your items, or when you want to see the price of the items.

All the customized pages have a grid layout regardless of the settings of the home sale
screen.
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2.2.2 Sale Screen Item Layout for Smartphones

By default, the home sale screen on smartphones is set to the list layout.

Use camera to scan barcodes

Use dark theme

Home screen item layout ‘
List

To set your smartphone to the grid layout, go to ‘General’ under the application
settings, and tap ‘Home screen item layout'.

Home screen item layout

Choose the grid option and save changes.

CHARGE
0.00

OPEN TICKETS

Allitems - Q

-
T

= PFy
iy el
2 ' k1
= il A% R
Ty .
an
Banana cake Ghi &

-

ac %
S 3
L
Caesar Sala

dh ©

In this case, all the items on the sales screen are displayed in three columns. This
mode is useful if you prefer to find items by its image or color.

2.3 How to Apply Discounts During a Sale

Before starting to use discounts during a sale, create and configure them in the back Office
or the mobile app.

The ‘Percentage’ discounts can be applied to both the whole ticket and separate items. The
‘Amount’ discounts are applicable only to the whole ticket.
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= Allitems ~

Ticket

Dine in

Capuccing x 1

Croigsant x |

Apple Juice x 1

Tax

Tatal

10.82

If you want to apply a discount to the whole ticket, first create the ticket by choosing

items from the sale screen.

o Q Ticket

= Juices
Dine in

r [
\d Capuccina x 1
-
Apple Juice Croissant x |
%

: By

Apple Juice x 1

N
' Discount

0.98

Wscount 107

Tax

Total

0.89

Choose the discount from the grid for tablets, or from the discounts section for
smartphones. The discount will appear on the ticket, and the total amount will be

reduced by the discount value.

X Discounts
E> Discount 10%

All items 1%

SAVE

If you want to cancel it, tap the "Discount"” line on the ticket. In the opened window, tap

the trash icon.

2.3 How to apply discounts during a sale
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¥ Capuccino 5.30 SAVE

Cuantity

Comment

Enter cammient

Discounts

Discount 10% 10% @)

Taxes

Sales Tax, 10% ()

In order to apply a discount to a specific item, tap the item in the current ticket.

The window to edit items in the ticket will open. In the discounts section, you will see
the available discounts. Switch on the desired one, and save changes by tapping the
‘Save’ button.

= Juices B Q Ticket o

Dine in -

R 1 i b
Capuccina x 1 © 530
Croissant x 1 225
Apple Juice x 1 2.29
Discount 0.53
Discount 10%
Tax 0.93
Total 10.24

Afterward, the discount with its value will appear on the ticket, and the discount sign
will appear next to the item.
Now, you can continue the finalization of the sale as usual.

In case of applying multiple discounts (percentage, amount, and customer points), the
system will automatically apply them in the order of lower to higher discount value.
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2.4 How to Sell Items Using Barcode Scanners

Barcode scanners can be used with Loyverse POS to quickly add items to a ticket. Before
making sales, make sure that your scanner is paired with Loyverse POS and the items have
barcodes.

Launch your Loyverse POS app (Android, iOS) and go to the Sales screen, in the same way as
when selling without a scanner.

= Allitems ~ Q Ticket +2

" | Handcrafted Cat Bag x 1 15.00

Emily Mini Bag x 2 30.00

Gold print short sleeve sh.. x 1 28.00
5/ Navy Blue

Taw 529

When you scan your item’s barcode with a scanner, this item will appear in your ticket.
I Ticket 8

Handcrafted Cat Bag x 1 15.00

Emily Mini Bag|x 2 30.00

If you scan the same barcode one more time, the number of items will increase by one.

2.5 Barcodes Scanning by Built-in Device Camera

The built-in rear camera of Mobile Device can be used to scan item barcodes during sale or
when adding new items to the list.

=  Settings General

[ =] Printers Use camera to scan barcodes ()
] Customer displays
B Payment types

* General

First, you have to activate the option ‘Use the camera to scan barcodes’ on Loyverse
POS app (Android, i0S) in the General Settings.
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2.5.1 Selling Items

Ticket a

Dinein v

Launch your Loyverse POS app and go to the Sales screen, same as when selling
without a scanner. Tap the button for scanning barcodes with the built-in camera.

€  Scan barcode Ticket & i

891231

1% 234567 uu

OPEN TICKETS. CHARGE

Point the camera at the barcode of your item.

& Scan barcode o Ticket I
Dine in =

Combo x 1 20.00

Total 2273

SAVE CHARGE

The screen with the camera will remain open, so you can scan another barcode, or edit
items in the ticket, search for a client to add to the ticket, redeem customers points,
save or merge open tickets.
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2.5.2 Adding Barcodes to ltems

€ Create item

Name

Combo

Catagory
No categories *

Sold by @® Each O Weight

Price

20.00 Cost
Leave the fisld hisnk 1o indicate the price upon sale

SKL

10063 Barcode i

In the Loyverse POS ‘Iltems’ menu, open the item for editing and tap the scan button
near the Barcode field.

€ Scan barcode

The screen with the camera will be activated, so point the camera at the barcode.

SKU Barcode

10063 1234567891231 i

In the Loyverse POS ‘Iltems’ menu, open the item for editing and tap the scan button
near the Barcode field.

— Items All items -

= ltems Apple

2 in stock L
(]l Categories
2 Apple Juice 229

‘. 14 in stock 3

©>  Discounts

Banana

69 In stock 219

The screen with the camera will be activated, so point the camera at the barcode.
If any item does not have this barcode, the new item will be created and opened for
editing with the filled-in barcode. If there is already an item with this barcode, it will
open for editing.

2.5 Barcodes scanning by built-in device camera
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Loyverse POS with built-in camera can scan UPC-A, UPC-E, EAN-13, EAN-8, Code 39, Code
93, Code 128 barcodes and QR code as well.

2.6 How to Sell ltems by Weight

Whether an item is sold by piece (bottle, pack, etc.) or by weight (pound, kilogram, etc.) is
determined by the ‘Sold by’ option found in the item description. You can change this option
both in the Back Office and the Loyverse POS app (Android and iOS).

l!L RICE Mo category »
| &
Soldby () Each @? Weight
=

2.9 0.00

If you want to change the option from the Back Office, first log in to the Back Office, go
to ‘ltem list’, and open the existing item to edit or create a new item.

<  Edititem SAVE

Ham

Apple

Catagory

Fruits

Sald by O Each (®) weight

Frice

If you want to change the option from the Loyverse POS app, go to ‘Items’ section and
tap the existing item to edit or create a new item.

In both cases, set the ‘Sold by’ option to ‘Weight’. Enter the item price per one unit of
weight, such as kilogram, pound, etc. Save your edits.
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X Apple

Quantity

When you sell the item, a number pad will appear on the screen. Enter the actual
weight of the item and tap ‘OK'.

= Allitems ~ Q Ticket o
. I .

Dine in v

Apple x 2.800 3.61

Tax 0.45

Total 4.06

Beer glass Black Tea

The item will be added to the ticket with the price for a unit of weight multiplied by the
actual weight.

2.7 How to Sell Liquids

There are two approaches to sell liquids with Loyverse POS.

2.7.1 Through Selling by Weight Option

Name

Beer

Category

™ Drinks -
| & The item is available for sale
A% Soldby (O) Each (@) wa:grm

Open your liquid item for editing in the Back Office or Loyverse POS app (Play Market
or App Store). Assign the ‘Sold by’ option to ‘Weight'.

Enter the item price per one liquid measure, for example per one liter (you may indicate
the measure in the name of the item, for instance, 'Beer 1L). Save your edits.

2.7 How to sell liquids 39



X Beer

Quantity

Now, during a sale of such item, a number pad will appear on the screen. Enter the
amount in proportion to a liter for the item and tap ‘OK’.

For example, you sell 500 ml of the liquid item, and your measure is a liter. Then you
tap 0.5 in the Quantity field.

= Allitems ~ Ticket =2

Dinein =

Beer x 0.500 6.00

Tax 0.60

Total 6.60

Then, your item will be added to the ticket with the price shown as the price for a liter
multiplied by the actual selling portion. The sold amount will be deducted from the
stock for this liquid item.

2.7.2 Selling Like Composite Item

If you sell by a particular set of liquid volumes (for example, drinks in shots or pints), you can
use composite items.

Firs, create the component of your

liquid item in the 'Item list', and set

) Boek 5y ) the amount of stock. If you don't want
L . .
‘ 5 Em— to sell this component besides as
predefined sets of volumes, deselect
" Soldby (0} Each (@) Weight , . . .
ol = the check-box ‘The item is available
) e for sale’ so that it will not be shown in
. rore sacode the items list during sales.
Inventory !

& Lo Bodk
9,000 5.000
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EXZ N Then create your set of liquid

volumes from this component item.

, Beer 0.5 L - Each composite item should have the
‘ ; quantity field filled in with the liquid

B v O W volume.

> For example, you are selling Beer by a

ol . volume of 500 ml. Create a

@ composite item "Beer 0.5 L'. Choose

the component ‘Beer’, and set the
appropriate quantity. In this case, it is
0.5L.

Inventory

Then, with every sale of predefined
sets of volume items, the stock of the
component of the liquid item will be
- deducted by the sold amount.

2.8 How to Split Payment with Loyverse POS

Sometimes, customers ask to split the total of the ticket into several partial payments. It is
also possible to select a different payment type for each partial payment.

Carrot Fresh Cheesecake Cherry cake Total 3518
; ! ——— - E

JUICES FRUITS SWEETS COFFEE & TEA DRINKS -

After adding items to the ticket, tap ‘Charge’.

Ticket 2 < SPLIT

Dine in
Black Tea x 1 4.39 3 5 . -I 8
Honey Total amount due
Cake x 1 459
Cash received
Carrot Fresh x 1 499 -
=2 3518 CHARGE
Capuccino x 1 5.30 N
Chocolate Eclair Dessert x 1 12.00 36.00 37.00 40.00 50.00
Tax 39
B carp
Total 35.18

In the payment window, tap ‘Split’.
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Ticket

Dine in

Black Tea x 1
Honey

Cake x 1
Carrot Fresh x 1

Capuccino x 1

Chocolate Eclair Dessert x 1

Total

439

459

4.99

5.30

12.00

3.91

35.18

<  Remaining 35.18

Payments

B Cash =

B Cash -

Use ‘+ or - buttons to set up the number of partial payments.
By default, the entire amount will be split evenly.

Ticket

Dine in

Black Tea x 1
Honey

Cake x 1

Carrot Fresh x 1

Capuccino x 1

Chocolate Eclair Dessert x 1

Tax

Select the payment type for each payment.

439

459

4.99

5.30

12.00

3.91

[ ] Cash
Card

[ ]
Sumup

<  Remaining 35.18
=} 2 (&

Payments

Ticket

Dine in

Black Tea x 1
Honey

Cake x 1

Carrot Fresh x 1

Capuccino x 1

Chocolate Eclair Dessert x 1

4.39

459

499

530

12.00

B Card -

<  Remaining 35.18

Payments

25.00 CHARGE

B Cash -

If you need, enter a custom amount for each partial payment and accept the payments
by tapping the ‘Charge’ button.

42
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n Ticket 2 €  Remaining 0.00

Dine in
Ny 9 (3

Black Tea x 1 439
Honey Payments
Cake x 1 459
Carrot Fresh x 1 ams [ o
L v
Capuccino x 1 530
Chocolate Eclair Dessert x 1 azooll| @ Cas L Paid
Tax 391
Total 3518

After charging, you can see that each payment has the word ‘Paid’ next to it.
Then tap ‘Done’ to finalize the transaction.

b i _

i 3 1 ‘8

Black Tea x 1 439
{oney

Cake x 459

Carrot Fresh x 1 499

Capuccino x 1 5.30

4 i 1 12.00

Chacolate Eclair Dessert x o TSa—
Tax 39

Total 3518

+ NEW SALE

You will also get separate receipts for each payment.
Tap the ‘New sale’ button to go to the sell screen.
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2.9 Open Tickets

‘Open tickets’ allow you to create, edit, and save an order, before completing a sale. This
feature is usually used in cafes and restaurants, where the order and payment may be
separate over an extended period of time. ‘Open tickets’ helps you to work with few orders
simultaneously, edit, and close them during payment.

2.9.1 Settings

0 Settings General settings

Systam mttinge

Conarnl hedema Eloyvere com
- ] Biling & subscrptions
o Coflee Cafe
|3 Payiment ypes
=3 Loyalty UTC #0000 Db, Edinbuigh, Lisban, Londan &
= Tares
-
g -
| . Frompt = _J
Open lickets
Features
Kilchen printers
= Shifis =
i ajpthaa
@ Timne clock R ]
Stores tnew s leusbate K
Store & POS settings . .J
B
Stares
& et prlers .
ik it oo 46 AAchan &
[ Custome: diplays R ]
4 Dwing oplioes
Liw stock nptfications E )
= S8t gadly STl on Ny tha BEe how o Gyl of Bi0ch. Laam mms
owen. [

In the Back Office, go to the ‘Settings’ section and activate the mode ‘Open tickets’. Do
not forget to save your changes.

2.9.2 Open Ticket Creation

Total 13.79

Four Cheese Brled tite
P|Ra £ fiLe
CRo—)
L M j——‘ m

JUICES FRUITS SWEETS COFFEE & TEA =

CHARGE

Once you have formed a ticket when selling through the mobile application, click on
the ‘Save’ button.
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X Save ticket

Mame

Ticket - 11:39 AM

Comment

In the opened window, you can edit the name of the ticket (it will be generated
automatically with reference to the current time) and add a comment to it. Click the
‘Save’ button to save the ticket.

If you have the predefined ticket functionality on, you have to select one from the
predefined ticket list.

2.9.3 Searching and Editing
e
:‘_‘_'__~ N )

oy =

JUICES FRUITS SWEETS COFFEE & TEA H

To edit or close the open ticket, click on the button ‘Open tickets.

X Open tickets

O m AMOUNT = TIME  EMPLOYEE Q

D TI:‘(.(I‘[,I_HI.SQ AM o

Ticket -
0O T |c.1\et 11:41 AM Ao 3342
ess than a minute ago

Ticket - 11:42 AM
o

Alex 7841
ess than a mint o

In this menu, you will find the open tickets list, which can be sorted by name, amount,
last modification time, and employees. If the ticket list is long, use the search bar.

To edit or close the ticket, find it in the list and click on it. Edit or close the ticket, then
click ‘Save’ or ‘Charge’.
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Ticket - 1 Void ticket

[]
Dinein =  Printbill
7/

Edit ticket

Capuccino

+8  Assign ticket
Carrot Fres

N Split ticket
Croissant »

J. Merge ticket

o Siakh Te L b Open cash drawer
If you need to edit the name of the ticket or the comment attached to it, tap ‘Edit ticket

in the three-dot menu.

1

2.9.4 Assigning and Removal

Employees whose ‘Manage all open tickets’ function is enabled can assign their tickets to
each other.

X Open tickets

E] m AMOUNT | TIME EMPLOYEE Q,

My tickets

L]
4
.

Ticket - 11:39 AM

lege than a minute ago

Alex 13.79

D Ticket - 11:41 AM

1 minute ago

Alex 33.42

- e
0O icket - 11:42 AM

less than a minute ago

Alex 78.41

In the open ticket list, check the necessary tickets and tap the icon at the upper right-
hand corner of the screen.

< Assign ticket to... ASSIGN
Search employee

Alice

Joh

Joe

John

O 0 O O O »r

Kleiner Hans|

Through search, choose the employee and click the ‘Assign’ button.
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X Open tickets 5 . -2

El m AMOUNT  TIME  EMPLOYEE Q,

My tickets

B lcemliEnam Alex 13.79
legs than a minute ago

O Ticket - 11:41 AM

1 minute ago

Alex 33.42

To remove the ticket, select it and click the trash can icon.

= Edit group

&
b 4
> ‘;= Role
Cashier
ih
a Employees can log In to the app using personal PIN code ‘
| 5] [ View all receipts
When this option is disabled, a cashler can view the last 5
P receipls
-
[C] Apply discounts with restricted access
Q [0) Carryout purchasing returns
[CJ Manageall open tickets
* | [[] Void saved items in open tickets |

[0] View expected amount in cash drawer
[] Edititems

If you want to forbid your cashiers from deleting saved open tickets or deleting items
from them, you can restrict their access rights.

To do this, go to the ‘Access rights’ menu in the Back Office and open the ‘Cashier’ user
group for editing. Deselect ‘Void saved items in open tickets’ option.

Don't forget to save changes.

2.10 How to Merge Open Tickets with Loyverse POS

Merging tickets allow the cashier to combine items into one ticket. Please make sure that the
open ticket option is activated in the Back Office.

2.10.1 Merging Tickets in the Open Tickets List

Coffes Gookies Cream.cake Croissant Jacha
DRINKS LUNCHES DESSERTS FRUITS PIZZA - D

Go to open tickets list from the sale screen by clicking ‘Open tickets'.
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] m;mwm TIME  EMPLOYEE Q

Ticket 1
1 minute ago

Ticket 2

less than a minute ago Alex 57.55

Ticket 3

less than a minute ago Alex nn

Mark the checkbox of the tickets you would like to merge, and then select the ‘Merge’
icon at the top right-hand corner.

< Merge to... MERGE

®  Ticket1
O Ticket2
O

Ticket 3

Select a name for the merged ticket and tap the ‘Merge’ button to save.

2.10.2 Merging Tickets in the Sale Screen

You can merge open ticket directly from the sale screen.

= Allitems -~ Q, Clear ticket

Print bill

~— F L) L ST
f ) i/
et - Edit ticket
i -y Assign tichet

Split ticket

o ¥
« Classic Cal
' @ | b A Merge ticket
-
el -

Tap the ‘Merge ticket’ button by tapping the three dots.

X New ticket

Name

Ticket 3

Comment

In the open window, you can edit the name and comment on the ticket. Tap 'Save' to go
to the next step.
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¥ Merge with... CONTINUE
O m AMOUNT ~ TIME  EMPLOYEE Q
My tickets

s LR e 8360
[ Ticket2 o —

less than a minute ago

Select the ticket(s) you would like to merge your ticket with, and press ‘Continue’ at the

top right-hand corner.

< Merge to... MERGE
@®  Ticket3

O Ticket1

Select a name for the merged ticket and tap ‘Merge’ to save.
Now you can find your new ticket in the open ticket list.

@ All modifiers, comments, discounts, and taxes applied to separate items will move to

the merged ticket together with their items.

©® 'Percentage’ and ‘Amount’ discounts applied to whole tickets will be applied to the

merged ticket.

] -

IME  EMPLOYEE Q
Alex 31.40

Alex 13.80

If you have the predefined tickets option on, instead of ‘merge ticket’, it will say ‘Move

ticket'. In the same way as merging, you can move your ticket to the other one.

- Ticket B Clearticket

Print bill

Dine in =
Vs Edit ticket
] Chicken Ca

5 -2 Assign ticket
S Capuccino

' Split ticket

Move ticket

Tax
B Opencash drawer

Carrot Fres

Total  sync
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2.11 How to Split an Open Ticket with Loyverse POS

Splitting a ticket allows the cashier to separate its items into multiple new tickets. First,
please be sure that the open ticket option is activated in the Back Office.

T 2]

— F 4T
T 3 Cake x 1 459
. ; . " Classic Cobb Salad x 1 7.59
. I. Camat Frach v 1 A 00

Once you have an open ticket when selling on the mobile application, click on the ‘Split
ticket’ button by the three dots (3).

I Ticket

— All items -

(] Clear ticket
=] Print bill
Cake x 1
Z  Edit ticket
Classic Col
- Assign ticket
Carrot Fres
| Y splitticket
Green Appl
- Move ticket
Lattex 1
. B3 Open cash drawer

X New ticket
Q Search

CUSTOM TICKET
Table 1

Table 2

Table 3

In the opened window, you can set the name for the ticket.

€« Split ticket

Table 1 ® i Table1-1 @ i
| Cake 459 |

8 Classic Cobb Salad 759
I ®  CarrotFresh 8.00 I

[0  GreenApple 359

O Late 279
[0 Fruit Salad 849

Tax 526

Total 403

_

Now you'll see the ‘Split ticket’ screen with the original ticket on the left side and the
new ticket on the right. Tap to select the items that you want to move and click the
button ‘Move here’ on the new ticket.
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Split ticket

Table 1 ® Table 1-1 @t

[]  Classic Cobb Salad 789 | [0 Cake s
[J  GreenApple 359 [J CamotFresh 800
[0 Latte =7 Tax 1.89 :
O Fitssisd . Total 14,48

Tap the ‘®’ to add a new additional ticket, if needed. Newly split tickets are ordered
numerically (1, 2, 3, etc.). You can create up to 20 tickets. Add items to each new

ticket, then press the ‘Save’ button to save your tickets. Tickets without items will not
be saved.

Dadiah

COTERNRO T v T ;
DRINKS LUNCHES DESSERTS FRUITS PIZZA e

Now you can work with your split open tickets as usual. You can find new open tickets

by clicking the ‘Open tickets’ button on the sale screen.

® All modifiers, comments, discounts, and taxes applied to each individual items will
move to another ticket, together with their items.

® ‘'Percentage’ discounts applied to the whole original ticket will be applied to all new
tickets. You can move the ‘Amount’ discounts applied to the whole original ticket to
any ticket, in the same way you move items.

n S Split ticket PRINT ALL BILLS

Table 1 ® Table1: it ticket

[J  Classic Cobb Salad 7.59 - O cal & Printbil

[0  Green Apple 3.59 [0 camot Fresh 8.00 |
[0 Latte =7 Tax 1.89 :
O FritSalad 845 Total 14.48

If you have a printer connected, at the ‘Split ticket’ screen, you can print a bill for each
ticket or bills for all tickets.
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2.12 Open Tickets Synchronization

The ‘Open tickets’ option should be activated in your Back Office.

Cheesecake

JUICES FRUITS SWEETS COFFEE & TEA DRINKS H

Add items to the ticket. Tap the ‘Save’ button to save the open ticket.

X Save ticket

Mame

Ticket - 3:30 PM

Comment

Give your ticket a name or chose a predefined name. And tap ‘Save'.

— " L] H
= Ticket [2] - X Open tickets

il = Q
My tickets
All items v | Wi
o Q 0O Ticket - 3:30 PM 23.04
Just now, Alex
‘ Apple 1.29
4B Apple Juice 229
A =

The list of open tickets can be seen on any POS device in the same shop and can be

changed or closed.

Open the saved ticket on another device.

= Ticket

SAVE

CHARGE
39.57

All items - W Q
‘ Apple 1.29
a&. Apple Juice 229

| L Banana 2.19 ]
a Banana cake 14.50

If necessary, you can add other items to the ticket.
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€ Ticket-3:30PM [4] +& i

Cherry cake x 1 14.50
Classic Cobb Salad x 1 7.59
Banana x 1 219
Berry cake x 1 12.50
Tax 279
Total 39.57
CHARGE
SAVE E

Click on ‘Charge’ to complete the sale.

2.13 How to Use Predefined Open Tickets to Name Tables

This feature allows you to quickly assign names to open tickets. For example, Table 1, Table
2, etc.

TR TR
1 0 ?nct_m-c-h. ey ; e : g ]
. Stores hnizabihratit : gt i bl sl
Stare & POS setings T
s ®
Stares
ﬁ At prlers ‘
e petl ordar b0 KAche ¢
®

O Customer dusays

Please be sure that the open ticket option is activated in the Back Office.

2.13.1 Configuration

@ gﬂ[_:“g_s‘g ) Open tickets
lake Use predefined lickels
General Fracdetined et allow you to reuse ticket names For avampl, ficket namas can match ohyscal yout ®
such as Tabla 1, Tale 2, 2.
@ Accounl
@ ADDPREDEFINED TICKET
e Payment types CANCEL  SAVE
- Loyalty
o9 Tanes
q Receipt
Kitchen printers
| (hpen tickels |
) Stores

Please be sure that the open ticket option is activated in the Back Office.
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@ Settings Open tickets

Syatem settings

= General @
ki = e, icke 4 [
L] Account
ER Payment types Tabla 1 [ ]
s Loyalty
Table 2 L]
O.T; Taxes
| o Receint Table 3 [ ]
Open tickats
Table 4. [ ]
Kitchen printers
Stores =
Table
Store b POS seltngs 2 .
Stores @) ADDPREDEFINED TICKET
B0 devices
CANCEL  SAVE

You can create a new open ticket by clicking on the ‘Add predefined ticket’ button and
name it, for example, Table 1, Table 2, etc.

Don't forget to save changes.

. Open tickets Ss‘ltu:lﬂ

Use predefined tickets .
Fredefined tickets allow you to reuse ticket names. For example, tickst names can match physical layout
such as Table 1, Table 2, etc.

Table 1

Table 2 [}

If you have multiple stores, you can make a separate set of tickets for each one. To do
this, choose the store from the drop-down list.

2.13.2 Creating Open Tickets

Total 1379

JUICES FRUITS SWEETS COFFEE & TEA [

During sales, in the Loyverse POS app, when your ticket is formed, click on the ‘Save’
button.
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X Save ticket
Q yearch
CUSTOM TICKET
Table 1
Table 2

Table 3

Table 4

On the next screen, you will see the list of predefined ticket names. If you choose one,
the ticket will be saved with the chosen name. The list does not show already occupied
predefined tickets.

X Save ticket

Name

Ticket - 11:39 AM

Comment

You can also choose ‘Custom ticket’ instead of predefined one; just fill in its Name and
Comment fields and tap ‘Save'.

2.13.3 Searching and Editing

You can edit, split, or move saved predefined open tickets.

R
s

IS T (s iy

JUICES FRUITS SWEETS COFFEE & TEA —

Click on the button 'Open tickets' to access the list of active open tickets.
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®  Open tickets
O m AMODUNT TIME  EMPLOYEE Q
lt!-' E
T
m| ““'f d , Alex 33.06
Table 2 4 -
D fess than a minute ag i 1642
O Table 3 Alex 15,77

tess than a minule ago

Tap the ticket from the list to edit.

u Table1 @  Void ticket

& Printbill
Chocolate

Edit ticket
Fruit Salad

Assign ticket
Chocolate

N split ticket

Bl Move ticket

In the three-dot menu, you can choose edit, split, or move ticket.

X Edit ticket

Comment

CONVERT TO CUSTOM TICKET

By editing, you can add or change the comment to the ticket or convert it to a custom one.

x Move to...

m AMOUNT TIME EMPLOYEE Q

My tickets

5 50 e -
T

O oo 3 ey 15.77
| minute age

Available tickets

O Table 4

Splitting predefined tickets works the same as regular open tickets. But instead of
merging ticket, predefined tickets has the ‘Move ticket’ option. You can move your
ticket to other predefined or a custom one. Choose your destination ticket and tap ‘OK'.
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2.14 How to Print Bill

The bill printing option works when the ‘Open tickets’ function is activated in the General
Settings in the Back Office. Also make sure the receipt printer is paired with your Loyverse
POS.

. All items ~ Ticket B Clearticket

(=] Print bill

Dine in

Edit ticket
Classic Col

49 Assign ticket
: -
Fruit Satad

Y Spiit ticket
Fancy Cakt
Mave ticket

Tax
o Open cash drawer

Total < sync

While selling on the mobile application, once you have formed a ticket, in the top right
corner, press the three dots and select the 'Print bill' button from the drop-down menu.

X Save ticket

Name

Ticket - 11:39 AM

Comment

The system will allow you to edit the name of the ticket and add a comment. The bill
will be printed after you tap the ‘Save’ button.

3 » ve tick The Coffee
. Sa e ticket 21 Avenue, Brooklyn, New York, NY, United
States
. _ Order: #0304-01-02
Q Searnc Cashier: Alex
POS: POS 1
CUSTOM TICKET Classic Cobb Salad 7.59
1x7.69
Table 2 Fruit Salad 8.49
1x8.49
Fanta 1.99
Table 4 1%1.99
Fancy Cake 4.69
Table 5 14,50
Subtotal 2276
Sales Tax 8.75% 1.99
Total 24.76
If you have the predefined ticket functionality on, you have 4.00.2017 1109

to select one from the predefined ticket list. After this, the
ticket will be saved with the chosen name, and the bill will
be printed.
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2.15 How to Set Up and Apply Modifiers

The modifier is a set of options that can be applied to the items. They help to sell the same
item with different options, such as fillings or toppings. With proper application, modifiers will
simplify and accelerate the sales process, as well as provide information about which
options are most often selected by clients.

2.15.1 Creation and Set-up of Modifier

Item list

Categories

In the Back Office at ‘ltems’ menu, click on ‘Modifiers’.

= Modifiers

T e et
-+ ADD MODIFIER

lll O Modifier

o o @,

To create a modifier, click ‘+ Add modifier’ button.

&

E5 Fillers
Cinnamen 0s [}

v

o Cr . m 05 [
Vanill 04 ]
M 050 ]

In the ‘Create modifier’ form, enter the modifier name. Then fill in the ‘Option name’ and
‘Price’ fields. During a sale, the price of the applied option will be added to the item'’s
price. To create more options, click ‘Add option'.
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5

Modifiers
Addons b ]
Fillers o

Now you have to assign modifiers to each item.

In the Back Office, go to the ‘Item list’ and open the necessary item to edit. Find the
Modifiers section. Activate those modifiers which you want to apply to this item when
selling.

2.15.2 Sales and Reports

X Coffee 4.50

Cinnamon 050 Cream

Vanilla 0.40 Muscat

Quantity

— 1

Click on the button 'Open tickets' to access the list of active open tickets.

Dine in o

Coffes x 1 4.50

Tax 0.45

Tatal 4.95

An item with the selected options will appear on the ticket.

Then continue all the same steps as in usual checkout process. Taxes and discounts
on the goods are already calculated taking into account the modifiers added to them.
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= Sales by modifier

Today Yesterday ThisWeek  This Month 12May-18May 17 =

Allemployees - Export

o

ﬁ Madifier Quantity sold Grosssales §
‘ EB @ Addons 1 2.00
| as Honey 1 2.00
‘ Fillers 13 6.40
o ®
‘ Cinnamon 1 0.50

Cream 6 3.00

‘ Muscat 5 2.50

Modifiers do not have ‘Track stock’ option, but you can check the consumption of
modifiers in the Report section. Reports about modifiers can be found in the Back
Office at the ‘Reports’ menu and ‘Sales by modifier’ section.

store

+ ADD MODIFIER All stores j

laks

[:| Madifier

| @
Addons e
“\i D Maille, Honey %
Fillers =
@ ['-'] @ sinnamon, Cream, Vanilla, Muscat s

| H

o =
o ® =T

You can change the order of modifiers at the sale screen by clicking and dragging the
four line pictogram in the Back Office.

You can change the order of modifiers only when All stores are selected.

&
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2.16 How to Issue a Refund on Loyverse POS

ﬁ Sales
El Receipts
m ehiis

To issue a refund on the Loyverse POS app, go to the receipts list by tapping the
‘Receipts’ button in the POS menu.

= Receipts #1-1008 REFUND

Q Enler receipt number
Saturday, 30 December 2017 8'20
Total
8.20 #1-1008
= 11:33 AM Cashier: Owner
Green Tea 2.50
2.60 #1-1007
= 11:20 AM 1.%2.50
Peantts 260
12260
= ‘!?P #1-1006
11:20 AM Blueberry Cake 3.10
1x30
= 6.45 #1-1005

From the list of receipts, choose the one that needs to be refunded.
Then tap the ‘Refund’ button.

Receipt #1-1008 Refund receipt
Tap items to refund Tap items to put back
Blueberry Cake x 1 310
Green Tea x 1 2.50
Peanuts x 1 2,60
Total 8.20

—

Tap the item to be refunded from the receipt on the left side, and it will appear on the
‘Refund receipt’ on the right.
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Then tap the ‘Refund’ button at the bottom.

Receipts #1-1009

Q,  Enter receipt number 2 60 i
Saturday, 30 December 2017 =
Total
260 #1-1009
= 11:36 AM Refund Cashier. Owner
: - Peanuts 260
?12:3.”« hiees 15260
Total 2.60
2.60 #1-1007
& 3 0am Cash 2.60
y y 4 b B ¥
5 120 — 12/30/17, 11:36 AM #1-1009
O
11:20 AM

In the receipt list, the refunded receipts will be marked in red text.
® You can issue a refund only when the device is connected to the Internet.

® The stock of the refunded items will be increased by the quantity that has been
refunded.

® You can process a refund of the receipts issued on other POS from the same store.
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2.17 Shift Management in Loyverse POS

In order to use the ‘shifts’ feature, log in to your Back Office and go to the Settings.

a j
Opam ks
Features
Kiichen printers
o Snins ® |
D aipdifos.
Time ciock
— B St e e i °
Seore & POS sotiings 0 ke
e s 9
Eé Arw 1o aire i o9 crders hefore coopetng & payrar Lt mar
fores
Kichi priers
. [ etz sy DA -
Customer displays 'ﬂ.'
DX ipiny orcer ntoermarion s customers st the e
Drung opting E
j J e
RLow shock notifications B ]
I i ot i i T R AN R

Switch on ‘Shifts’ in the General Settings. Click the ‘Save’ button.

Alex
POS03
Coffesshop

On the Loyverse POS app (Play Market or App Store), go to the ‘Shift’ menu.

3 N

Specify cash amount at the beginning of shift
100.00

OPEN SHIFT

Specify the cash amount at the beginning of the shift and tap the ‘Open shift’ button.

CASH MANAGEMENT ‘ CLOSE SHIFT
Shift beginning 9/5/18 11:34 AM
Starting cash 100.00

For cash management during the shift, go to the ‘Shift’ menu and tap the ‘Cash
management’ button.
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<  Cash management

Amount

1.00

Comment

PAY IN PAY OUT

Let's say we want to pay in one dollar into the cash drawer and later pay out two
dollars.

Enter the amount and tap the ‘Pay In’ button if you put money into the cashier without a

purchase.
n €  Cash management
Amount
2.00]
Comment
PAY IN PAY OUT
Pay in/Pay out
11:36 AM  Alex 1.00

Tap the ‘Pay Out’ button if you want to take money out from the cashier.

€ Cash management

Amount

Comment

PAY IN PAY OUT

Pay in/Pay out

11:37 AM - Alex -2.00

11:36 AM Alex 1.00

For cash management during the shift, go to the ‘Shift' menu and tap the ‘Cash
management’ button.

64 2.17 Shift management in Loyverse POS



B =  Shift =

CASH MANAGEMENT CLOSE SHIFT
Shift beginning 9/5/18 1134 AM
Starting cash 100.00

At the end of the day when you close the shift, go to the ‘Shift’ menu and tap the ‘Close
shift’ button.

You can see a closed shift form. ‘Expected amount of cash’ is calculated from sales,
refunds, and cash paid in/out during the shift. If you enter your ‘Actual cash amount’,
you can see the difference between them. Tap ‘Close shift’ to finish the shift.

i Close shift

Expected cash amount 217.00
Actual cash amount 217.00

Difference 0.00

Print report O

CLOSE SHIFT

If you want to hide the ‘Expected cash amount’ from your cashiers, you can restrict
their access rights. To do this, go to the ‘Access rights’ menu in the Back Office and
open the ‘Cashier’ user group for editing. Deselect the ‘View shift report’ option.

Fole

Cashier

80 O

P?% can fog in 1o the opp using personal FiM ':*

View all receipts

+ thix oation 1s disabled:a cashies can view the ksl & secsipts
Apply discounts with restricted access

Change1axes in a sale

Carry out purchasing returns

Manage all open tickets

Void saved iterns in open tickets

View shift report

OO0 OO

—

Open cash drawer without making a sale

Don't forget to save changes.

2.17 Shift management in Loyverse POS
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b4 Close shift

Actual cash amount Enter amount

Print report C'

After that, when your cashiers are closing the shift, they can only see the field to enter
the ‘Actual cash amount'.

2.18 Dining Options

Dining options allow you to note whether customers are dining in, taking their order out, or
requesting delivery.

2.18.1 Configuration of Dining Options
| = g s - ;::ww-nmmmaummm.-m

em _ Trach o shock T ot TRTC AT s=in= taal wusk hewrn. Lsam moey
i OIS st

‘BRidéen

|

e Tk . ,
Al Ly mergte ] ot ooy s ek Py Lo
izl printers

Fhe i R N vt e T, | i T

Runtmer disgians

Dty coase psommmytess by st temrars 4 The T of Seac=pie LEgin rroes

o & & &

e/ & & & &

1y Uinmig wistirs
Burs ==tz eedn it o for defivesy

Gt 5illy i o s 158 i dorw o it 0f W, L froee o

™ Nagative stock sern .
Wittt Calehl i ot bernipti 10 e 1k wrsbit Gty fiame wemammbiln i siiiche | inh 4 thicile

v [

Login to the back office, navigate to the Settings menu, scroll to General Settings and
switch the ‘Dining options’ slider on.

@ Settings
Eystém ssttingn

ik
Bensrnl
Nime Sentslife
L4 Payomenl 1ypes
Bt in Detault divng sotan =
B Lasyally
Tukoout =
=" Taes
Cieltvery =
%) Rezept
| Rifehen privfers
I Diriing wptions |
Stores
Store & POS sotfings

After that in the Settings menu ‘Dining options’ section appears. There are default
presets for three of the most common types of options: ‘Dine in’, ‘Takeout’ and
‘Delivery’.
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= Add dining option

Name

5 Catering

Available on POS

Q

i,

CANCEL SAVE

You can edit these options by clicking on them or create new by clicking on ‘Add dining

option’ button.

. + ADD DINING OPTION

Name
Dinein
Takeout

Catering

Delivery]

Click and drag four line pictogram to change an order of the options. The first option

will be used by default.

The Coffee

Name
Dinein
Takeout

Delivery

The Coffee 2
Name

Dinein

Takeout

Delivery

If you have multiple stores, you can manage the dining options for each store.

Avallable

Available

(<]

(4]

Available

Default dining option

Default dinng option

Default dining option

s MW

Store
All stores j

[l

[}

2.18 Dining options
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2.18.2 Using Dining Options during Sale

Ticket &

-*T, vy & \ Dine in .
' B 4 7 Cookies x 1 5.69
Croissant x 1 2.25
=
| ® u-
o * :

During sales at the ticket, you can see dining options line with the default option.

L 17 Dine in -
. Y. y Takeout
e b 5.69
Beef and i
Caterin
hicken Sat... “ g 225
y Delivery

# » a " 7.94

If you tap on this line, you can see the drop-down menu with all dining options. Choose
needed one.

3 The Coffee
. 21 Avenue, Brooklyn, New York, NY, United The Coffee

States
Cashier: Alex )
POS: POS77 &,
Dine in Coffe
Cookies 5.69
1x5.69
Croissant 2.25 TOTAL
s AR SRS P 7.94
TOTAL 7.94 The Catfes
Sales Tax 15% 1.04 fusizun, SOkl Mew o
Card 7.94
10/25/17,10:18 AM #8-1004 o
Dining options will be shown Treee -
. . Croissant 225
on the printed receipt. '
Total 7.54
As well as at the bill if you e -

print one.

Dining option will be shown
in the e-receipt, sent to
customers email.
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Receipts

PAYMENT:

| |.I-Il a8 k-‘r | 3 I " 3 - g i
b allreceipts b sales L Cashier: Alex POS: POS77
ﬁ Dinein
Cookies
E8 4 :
Rece”)ts 1= 5.69 5.69

You can see dining option line in the receipts information at the back office or
Loyverese POS app (Android and iOS).

5 =
. 3 orders

1 x BBQ burguer XXL 1 x Hot noodles 1 x Small Pizza
1 x Ceasar salad 1 x Rice Noodles with 1 x BBQ burguer XXL
chicken

Also, dining option information will appear at the receipts information on CDS and at
the tickets when using kitchen printers and KDS.

2.19 Negative Stock Alerts

Negative stock alerts inform the cashier about an insufficient stock of the item when he/she
tries to sell more than what is available. It protects you against a negative stock in your
inventory.

Please be sure that the ‘Track stock’ option is activated for those items which you want to
receive alerts for.

WROFHE Dkt
' @ Mm ) .
“Siun coali 1] iun disry oo i Leid 1 s’ f1id st 2 gmett ey
T e B
e Smr“j Bure ejilimre’ s b i gl [ bl st 1 (20t 8 et faatin Lreie e
e P g £ ot o
iide 13 et T WL il bl VYR 8 AR b PR
Machyn preters:
HU il 8 it et b e (TR (T i, L e -
(S| Cunba ey »
L=z shtfn whRnrer IrmwvaTes 0t el e, ==y .
Tr T TR T P ey ey - ‘
bpemsernotfaston B ]
= G ey el 5 i 1 2 | i it i, L iy
2 My afichoalnis
oo [

In order to use this feature, log in to your Back Office and go to the Settings.
Switch on ‘Negative stock alerts’ in the General Settings. Click the ‘Save’ button.
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Dine in -

Berry cake x | 12.50
A Dut of stoch

Cake with strawberry x 2 28.00
A& Only 1 in stock

Tax 5.06
Total 45.56

—— - el aa a BN
With this feature enabled, the system will show an alert about insufficient stock when
the quantity of an item in the ticket is more than the current quantity in stock. Also, the
system will show you the quantity that is available for sale if the stock of this item is
more than 0. Alerts work for composite items as well.

¥ Cake with strawberry 28.00 SAVE

Only 1 in stock

Quantity

= 2 L

Comment

The warning is also displayed in the editing dialog of the item added to the ticket.

Cashiers can reduce the quantity of an item in the ticket and tap the Save button if the
stock of the item is more than 0.

Negative inventory alert
Some items have insufficient quantities
or are out of stock. Are you sure you
want to continue?

Cancel Continue

When a cashier taps the Charge button, the system will show a notification one more
time.

The cashier can still proceed to sell an item by tapping ‘Continue’.

Warnings are displayed only when there is Internet access and are not displayed in offline
mode.
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2.20 Receipts List in the POS

Items

On the Loyverse POS app (Play Market or App Store), go to the ‘Shift’ menu.

=  Receipts

Unsynced
Monday, 19 March 2018 20.00
Total
20,00 #4-1002
e 17:40 AN Unsyneed Cashier, Owner
m 2129 #4-1001 T-shirt (L / Yellow) 20,00
Lt 11:40 AM Unsynced 1 % 20.00
Total 20.00
545 #4-1000
[0 S Cash 20.00
416 #1-1032 3/19/18, 11:40 AM #1002
= 11:34 AM

The receipts from all POS of the same store will be displayed in the list. If you want to
refresh the receipts list, just swipe it down.

Non-synchronized receipts (that are made during the time when there was no Internet
connection) will say ‘Unsynced’.

= Receipts #2-1008 REFUND £

O‘., Enter receipt number

Wednesday, 24 January 2018 1 '29
Total
1.29 #2-1008
V24718, 1:22 PM Cashier. Owner
g 77 #21007 Appie: 129
V2418, 116 PM 1x1.29
Total 1.29
56.50 #2-1006
=
B2 2418115 M Relund Cash 1.29
1/24/18, 1:22 PM #2-1008

Tuesday, 16 January 2018

& 5659 #21005
1/16/18, 314 FM

If the employee has been disabled the option ‘View all receipts’ (access rights in the
Back office), he/she can view only the last 5 receipts.

Tap on the receipt in the list to see its details.
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= Receipts #2-1008 REFUND H

Q,  Enter receipt number

Wednesday, 24 January 2018 1 " 29
Total
1.29 #2-1008
1/24/18,1:22 PM Cashier. Owner
= #2-1007 Apple 1.29
LITAR 116 DR 1x1.29

To make a refund, tap the ‘Refund’ button.

Receipts #2-1008 & Print receipt I

Send receipt

Q_  Enter receipt number

Wednesday, 24 January 2018 1 29
Total
m 129 #2-1008
1/24/18,1:22 PM Cashier. Owner
- Apple 1.29
= 7.75 #2-1007

1424018 116 Bh 1x1.29

There are additional actions you can do with the selected receipt under the three dots
menu (:) at the upper right-hand corner: ‘Print receipt’ (if you have connected the
receipt printer) and ‘Send receipt’ by email.

X Email receipt

If you choose to ‘Send receipt’, you have to enter the email of the recipient in the pop-
up form and tap ‘Send’.

® The system does not allow you to make a refund in the absence of Internet
connection. The "Refund" button will be inactive.

® If you email a receipt when the device is offline, it will be sent after the restoration of
the Internet connection.

® There will be no search field when you are in offline mode.

\ J
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2.21 Offline Use of Loyverse POS

The Loyverse POS app works offline. Your device can continue to make sales and work with
shifts even when it's not connected to the Internet. However, not all functions are supported
offline; such as refunds, new customer registration, adding items, and few other restrictions.

Receipts

Monday, 19 March 2018 20.00

Unsyriced

Total
20,00 #4-1002
@ 11:40 AM Unsynced Cashier. Owner
T-shirt (L / Yellow’ 20.00
@ 2 29 .TMOO‘I 1 -;_';.-:={. t
1:40 AM Unsynced
Total 20.00
545 #4-1000
B an ki Cash 20.00
| 1 AM 1-1¢
0] l.l.'lﬁ #1-1032

When you make sales in offline mode, all of your receipts are stored locally in the
device memory. If you go to the Receipt section you will see the receipts list. The
receipts that were made in offline mode are marked as “Unsynced.”

® If you sign out while your device has been disconnected from the Internet, you will lose
your receipts made in the offline mode. Therefore, before logging out from Loyverse
POS, make sure that all of your receipts have been transferred to the Back Office.

® You will not see all the offline sales in the Back Office. After the device restores
connection to the Internet, receipts will be automatically synced with Loyverse Back
Office.

Ticket B  Clearticket

Dine in r'd Edit ticket
<% Assign ticket
N Split ticket

n Move ticket

Q) Sync

You can also tap the sync button in the three dots menu to sync data with the Back
Office manually. If you do this in offline mode, you will get ‘No internet connection’
message.
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#8-1574 REFUND H

58.03

Total

Cashier: Alex
POS: POS 07

Dine in

Chocolate truffle dessert 850

Refund button is not active in the offline mode, so you cannot perform refunds.

You cannot register new customers or edit the existing customers, but you can add to the
ticket recently registered customers.

The open tickets work in offline mode but without synchronization with other devices.
Email receipts are sent to customers only after the connection to the Internet is restored.

Other restrictions of the offline work

® If you have connected integrated card processing terminals they will not work offline.

® Items stock will not be displayed, as well as negative stock alerts; even if this option is
enabled in the Back Office.
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3. ltems

3.1 Working with the Items List in the POS

POS 02

Coffeeshop

Go to the ‘Items’ section of the menu.

= ltems All items =

= Items Apple 1.29

14 i stock

O  categories

[T Apple Juice
- 33 jn stock 229
©  Discounts
o~ Banana
%" 55 nstock 2,20
@ oo
= 1o W 450

You will see the items list with the current amount of stock under each item name.
Items whose ‘Track stock’ option is switched off will be displayed with the dash
symbol .

=

Track stock (_

L

To change the quantity in stock, tap on the desired item from the list.
If you choose an item whose stock is not tracked, switch on the ‘Track stock’ option in
the Inventory section. Type the number in the ‘In stock’ field.

If the option ‘Track stock’ is on for the item and you have active Advanced inventory
management subscription, the Cost field will not be active but calculated automatically as
the Average cost.

3.1 Working with the items list in the POS 75



q...,t.

& SKU
5/ White 20,00 1000 19 1ooin 45840007
5/ Black 20.00 10.0d 5 10020 45840002
S/ Fed 20.00 10,100 a 1021 ARHANO03
51 Yallow 20,00 10,0 16 10022 45840004
M/ 'White 20.00 10.00 a 10023 45840005
SHOW ALL VARIANTS

For items with variants, you can specify the stock and cost for each variant. In the item
list, the sum of in-stock numbers of all variants will be displayed.

= ltems Allitems ~ o}

= ltems . Apple 1.29

|:_|] Categories

T Apple Juice 229
Q Discounts

i

..+ Banana 2.20

{ Blueberry Cake 3.0

& cake 459

In the absence of an Internet connection (offline mode), the stock will not be displayed
in the items list.

3.2 How to Add Barcodes to Items

Loyverse POS (Android, iOS) works with barcodes supported by your barcode scanner.

3.2.1 How to Add Item Barcode in the Back Office

Go to the ‘Item list’ menu. Find your item and open it.
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Name

Category
A Coca Cola Softcrinks .
’ - Soldby @) Each () Weight
E Frice Cost
1.99 0.25
- Leave the field blank to indicate the price upon sale
V) o sKU

Barcode
10009 8595013621615
L o

Find a barcode on your item and enter it into the Barcode field.

You can avoid manual entry by connecting a barcode scanner to your PC or tablet and
simply scanning in the barcodes. Click the Barcode field and then scan the code from
the item.

Before scanning the barcode by scanner, make sure to activate the Barcode field by
clicking on it.

B8 =1 p| E | F | G | H |
KU IName \Category  |Cost |Price Available for sale  Sold by weight | Barcode ofi
2 1001/Apple Juice \Juice 144 229Y N 10544566251001
3 1018 Banana Frults 0.88 219Y N 10544566251018
4 | _!g;lill_;n_gkma Hot Drinks | 1.24] 2.39Y N 10544566251014
e MR Sweels 159 459y N 10544566251019
6 | 10000 ino Hot Drinks | 1.02] 199Y N 7622210286772
7 1002 Carrot Fresh Juice 0.8 499Y N 10544566251002
8 | 10008 Chicken Caesar Salad Salads 53 840Y N
9 | 10006Classic Cobb Salad  |Salads 412 7.59Y N
10 | 10009/Coca Cola Soft drinks | 0.25 1.99Y N 8595013621615
11 | 1021/Cookies Sweels 448 5.69Y N 10544566251021
12 | 1011 Croissant Sweels | t.l-?.‘;l_ 4.19Y N 10544566251011
13 | 1020Fancy Cake ‘Sweets 469Y N 10544566251020

You can also add barcodes by using the file import feature. Enter the barcodes into the
Barcode column, save the file, and proceed to import.

3.2.2 How to Add Barcodes Using Loyverse POS App

e Tap the main menu = button in the top left corner, then
POS 02 tap Items.

Coffeeshop

ﬂ Sales
E Receipts

@©  shift

= Items
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< Createitem SAVE

Coca Cola
Category
No category -
Sold by (®) Each (O Weight
1.99 0.25
h 1 bk o I TS
LK Barcode
10010 8595013621615 i

Open the item you want the barcode added to, and key in or scan the barcode into the
Barcode field.

3.3 How to Use Variants of Items

The functionality of Variants allows you to condense the list of Items, simplifying their
creation and management. This is a convenient tool to use if some products come in
multiple versions, like different sizes or colors.

3.3.1 Creation and Set-up of Variants

' Item list ' .
o egories
Modifiers
'Il Discounts

Go to the 'ltem list' menu in the back office.

&
Inventory

Compasdte item »
Track stock »
Variants

@ Availableanly with Loyverse POS for i0S . 135 of newer

Use variants if an item haz different sizes, colors or other options.

If you have multiple stores, you can manage the dining options for each store.
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Create options

Option name

= Size XLx  XXLx

(@ ADDOPTION

CANCEL  SAVE

Fill in the option name on the left field and the variants for this option on the right field.
Press <Enter> button on your keyboard after each variant name to finalize the entry.

Create options

Option name
Size

Option name

= Color White X Black x Red x Yellow x

(® ADDOPTION

CANCEL

If necessary, create another option by clicking on the ‘Add option’ button. You can
create up to 3 different options for each item. Don’t forget to save your variants.

2 Variants

(@ Available only with Loyverse POS for i0S v, 1.35 or newer

Options: Size / Color

Z EDIT OPTIONS

Variant Price Cost SKU Barcode

S/ White 20.00 10.00 10010 [ ]
S/ Black 20.00 10.00 10020 [ 1
S/ Red 20.00 10.00 10021 ]
S/ Yellow 20.00 10.00 10022 ‘.'
M/ White 20.00 10.00 10023 [ ]

SHOW ALL VARIANTS

The system will form a list of all the possible variants of the item. There is a limit of
200 possible combinations of variants for one item.

The price and cost of the variants are automatically taken from the parent item. SKU is
also generated automatically.

For each variant, you can manually correct all the fields: Price, Cost, SKU and add a
Barcode.
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| — SHUW ALL VAKIANIT S ~

Stores Store

- All stores

Allvariants available for sale in all stores

¢ Avallable Store Varlant Price In stock Low stock
Shop S/ White 20.00 20 2
Shop S/ Black 20.00 5 2
Shop S/Red 20.00 n 2
Shop S/ Yellow 20.00 16 2
Shop M/ White 20.00 10 2
SHOW MORE

v

If you have several stores, you can set up the price, in stock, and low stock of each
variant for each store.

= ltem list

= Store Category Stock alert
IMEORT  EXPORT Allstores j Allitens j Alllemms j Q

sk
| O temname Category Price Cost Margin Instock
& [J Tshirt No category - 62

E3
5/ White 20.00 10.00 50.00% 0

-
5/ Black 20,00 10,00 50.00% 5

v
5/ Red 20.00 10.00 50.00% n
5/ Yellow 20.00 10.00 50.00% 16

You can see the item with variants in the item list.

3.3.2 Variants at Sale and Report

X T-shirt 20.00 SAVE

Varian
White /S 20.00 White / M 20.00
White / L 20.00 White / XL 20.00
White [ XXL 20.00 Black / S 20.00
Black / M 20.00 Black / L 20.00

When selling from your mobile application, select the item with variants. A dialog box
will open. Choose the desired variant of the item and click "Save".
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Tm

T-shirt x 1
White / M

20.00

Total

An item with the selected variant will appear on the ticket.
Then carry out the same steps as you would normally.

Ftem name CaTepary warns sold Mt sales astof goads

T-zhirt No categary 12 240.00 120.00
L # White 4 80.00 40.00
5/ Aed 1 20.00 10.00
M/ White 1 20.00 1000

You can see the sales of variants in the back office in the ‘Sales by item’ section in the

‘Reports’ menu."

3.3.3 Export-Import of Variants

It is easy to create variants of items by adding/editing item in the back office. But you can

also import them through a file.

You can use the ‘Export’ and ‘Import’ button at the Item list in the back office as usual.

However, there are some points you need to keep in mind.

; I [ ) - | E F | G | H [ | J | L]
1 Name Category  Sold by weight Option 1 name |Option 1 value Option 2 name  Option 2 value | Option 3 name  Option 3 value Cost  |Bar

[t-shin 10017 T-shirt Clothes N Color White Size s 10
{t-shirt 10020 | White M 10
t-shirt 10027 White L 10
L-shirt 10037 White XL 10
|t=shirt 10038 White KL 10
L-chir 10039 Black 5 10
_t-shirt 10040 Black M 10
t-shirt 10041 Black L 10
_|t-shint 10042 Black XL 10
t-shirt 10043 Black XKL 10
t-shir 10044 Red 5 10
_t=shirt 10045 Red M 10
t-shir 10046 Red L 10
_t-shirt 10047 Red XL 10
-zhirt 10048 Rad XXL 10
_t-shirt 10049 Yedlow | s 10
t-shirt 10050 Yedlow M 10
t=shir 10051 Yedlow L 10
|t-shint 10052 | Yedlow XL 10
t-shirt 10053 Yedlow KXL 10
_|cap 10054 Cap Clothes N Color Black Size Big Fabric Cotton 5
can 10055 Black Big Silk 5
_|cap 10056 Black Small Cotton 5
cap 10057 Black Srmall Silk 5
_|cap 10058 White Big Cotton 5
_|cap 10059 | White Big Silk 5
cap 10060 White Small coton L

Export your items with variants and open the CSV file.

You can see that each combination of a variant in the export file is displayed as a

separate item with its own SKU.

The ‘Handle’ field should be the same for all variants of the same item.

Only the fields of the first item with variants have values. The fields that are common
to all variants of the same item are left blank. You may also fill them with the same

value, but if they have a different value, you will get an error message when importing.

3.3 How to use variants of items
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There are three columns each for ‘Option name’ and ‘Option value'. If some products
have less than 3 options of variants, the extra fields are left blank.

For items without variants, it is better to leave the ‘Handle’ field blank in the importing file.
In this case, the system will automatically generate the handles for the new items.

3.4 How to Create a Composite Item

Composite items consist of a number of other items (components).

ml Item list |%
egories
Modifiers
lll Discounts

Go to the 'ltem list' menu in the back office.

Category
| - O  AppleJuice Juice -
E5 O  Banana Fruits -

First, you have to create the components of a composite item.
Create them as you would ordinary items by clicking on ‘Add Item’ button.

P

Hame
Category

Sugar Nocategory -

l ‘l % The item is available for sale I

Cost
- Price 1.20

Give your item a name. If any component is not sold separately in your store, deselect
the check-box. ‘The item is available for sale’, so it will not be seen in the items list
during sales.

Fill in the cost field and save the component item.

If the “Track stock’ is switched on, then, during the sale of a composed item, the
components’ stock will be reduced.
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P

Kamg
Catagory
e Coffee 200ml| Saft drinks .
| & The tem is avaiable for sale
Soldby (8) Esch () Weight
Price
- 0.80
Lsarvm the fasld blarik 10 mcticate the peice upen saks
OD
= 21
¢ 10014 Barcode
Inventory

Components Quantity Cost
After you have all the components, you can create a composite item by clicking on
‘Add Item’ button again.

Then switch on the ‘Composite item’ option in the Inventory section.

Inventor
| o ¥
8

Composite item .

Composite item contains a specified number of other items

. Components Quantity Cost
-
o ] Instant Coffee 0.02 0.07
V)
[] M [+
Cost  Milk [N 1010 0.07
Supreme Pizza 10005

Add components one by one searching for them in the items list.

s

U

10014 Barcode
il
| & Inventory
Composite item .
Composite lem contains a specified number of ather items
1y Components Quantity Cost
-
o a [ Instant Coffes 0.02 0.07
B Milk 05§ 0.26
i Sugar 0.02 102 @
Cost 0.35

The composite item cost will be calculated based on the quantity and cost of all
components.

All other parameters of composite items can be filled in as usual.
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3.5 Notification About Low Stock

Do you want to keep track of products with low stock directly from your back office? And
even better - to receive an email notification that the stocks of a product are coming to an
end? Loyverse POS gives you such opportunity. Also, activation and the setting up of this
function will take no time at all. You should complete just five simple steps.

1 ‘ ! | ltem list
egories
Modifiers
'Il Discounts

Go to the 'ltem list' menu in the back office.

=

Composite tem () »

Track stock 9

10 2

Open the necessary item to edit. Activate the option 'Track inventory', if it has not yet
been activated. Under 'In stock’, specify the item quantity that you have at the moment.
In the field 'Low stock' enter the quantity at which you would like to be notified about
the low stock.

A record for a composite product is not kept. But you can set this function for each of its
components.
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Go to the "Settings" section. The option "Low stock notifications” is activated by
default. If you have disabled this before, activate it again. Select your timezone, and
save your changes. Save your changes.

Notification of low residue of an item or its complete absence will come to you by email at
10:00 in the time of zone that you have specified. If there are no items with low stock, no
notification will be sent to you.

n To view the current level of stock is possible without waiting till 10:00 go to "ltem list"
from the "Items" section. Here you will see the number of stock of each item, in the
card of which you have selected the function "Track inventory". If any item stock is low
or it is not available at all, then next to the residue you will see a proper notification.

= ltem list

IMPORT EXPORT  =e+ Snra Categary Stockalrt
ks Aistores «  Allems j | Al e B 2
Allitems
| o 0 memnama Catagory Prize Cast Margin
" [ Fruits - 300 1.57 47675 138
27} [0 Aspleduice Drinks = 499 27 45.60% 41
- O Banana Fruils - Variable 1.57
* [[] Bananacaxe Desserts - 200 200 0% 33

Additionally, you can use the filter "Stock alert" in the top right corner of the screen.

Just open it and select the option: "All items", "Low stock" or "Out of stock".
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If you want to make batch changes in the inventory of your items you can do it through
import/export option. First, export your items at the ‘Item list’ section. Open your CVS
file for editing.

— i J | K L I M |
1item |Track inventory fAvailable for sale [The Coffee] Price [The Coffee] |In stock [The Coffee] |Low stock [The Coffee] |"Modi

¥ Y 2.2¢ | Y

Y Y 2.1¢ 99992 N

i Y 17 95.5| M

0.8N Y £ N

N L 2.39 Y

Y L 4.5¢ -15

N Ll variable M

Y 1 variable 21 N

R

In the ‘Track stock, column of the item set the value of ‘Y’ if you want to track inventory
or ‘N’ if you don’t want. You can also set the number of items in stock in the ‘In stock’
field and low stock notification number in the ‘Low stock’ field.

After editing file import it back to the system.

3.6 Exporting and Importing Iltems

Do you want to keep track of products with low stock directly from your back office? And
even better - to receive an email notification that the stocks of a product are coming to an
end? Loyverse POS gives you such opportunity. Also, activation and the setting up of this
function will take no time at all. You should complete just five simple steps.

To import your items smoothly and quickly, the correct sheet should be prepared. You can
download the template, but the best way is to create sample items in the ‘Item list’, export
them as a CSV file, and add all the rest of the items to the sheet.

b 4 l Item list l%
egories
Modifiers
'Il Discounts
Let's start by adding a few sample items in the Back Office. Open ‘Item list'.

Add the types of items that you are going to use in your store: composite items, items
with variants, or just ordinary items. Fill in the parameters you are going to use with
your items: track stock, in stock, low stock notification, price, cost, etc.

Add categories, modifiers, and taxes and apply them to your items. If you have several
stores, do not forget to add these stores in the Back Office and set the item’s
availability for each store.
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l

+ADDITEM IMPORT | EXPORT

[aks

O temname Category
&

[ Apple Juice Drinks -
E3

[J Banana Fruits -

When you have a list of sample items, you can export them. Click on the ‘Export’

button.
- A [ 2 B C [ F I G 1 1 1 | K L | [ |
3 1 |Hordie SKL ke Calepory | Soid by venghl | Oplion Lrame [Oplion 1 vabe Optun 2 nane Opton 2 vidue (Option 3 reene | Oplion 3 vaoe Cosl Barcode 8
2 |appc uce 101 Appic Juice: Lrnnks N | | 144 LU Sntnan100L
1 |marcnma 101K Honana Fnats N 12 12 LVH zdp 5012
4 |hect-and-chicken-sstay | 100921 Beet and Chckan Satay | Maals ] L]
5 [heer 101 B Feer [rinks 0 5
& |heer-glass 1001 KResx giass [rinks L 35
T |eerpass-0.54 10010 Besr mass 0F L Crinks L ARAFRLFASE
3 |black-iea 1914 Black Tea Ho Dininks (N 1544566251014
2
10 fcake 1018 Cake Saeels N | 141 10544366251019
17 jcap 10054 Copr Clutiney L] Cudur Black Size Big Fabiiv ot 5
12 _jcop 20955, | Block. Bg | Silk 5
13 |cap | 10h | | Black Small I LCotion 5
14 |cap 2T |Black Small | il 5
15 |cap KR, Wihito H2i | |Cotion 5
16 |eap 105N wihita Bg Al 5
17 _|rap O Wihite amall Carnn 5
16 |eap 10061 Wihita Small Sl 5
L 2000 CapcEing Hon Diinke |k bl THEZ210266772
20 [carut-r2sh 1002 Carmek, Fresh Juice K o 10544366251002
21 feashewns 2000F Cashiew fuls Fiuitz Li | o
23 |elwesecake 10015 Cleseseceke Swweels 1 425
23 e i ke stk AFMEL Chai-ken Cmvesan Sindead Cavws 1 L

Open your CSV file (the best way is to open it from Google Sheets, but you can also
use other tools). You will see the sheet with your sample items. You can use it to add
other items you intend to import. Follow the pattern of your sample items when filling
in the fields.

® CSV (comma-separated values) format is where the fields are separated by commas,
so avoid commas in your data.

©® For fields with money value, such as ‘Price’ and ‘Cost’, use only numbers — no currency
symbols. The decimal separator must be a point.

3.6.1 Features of Different Types of Items

There are some specific points you have to pay attention to when adding data for each type
of items: ordinary items, composite items, items with variants, and multistore.

Ordinary items

. : B | c | o | € | F [ & [ H
Handle  ]sKU  Name Category  |Sold by weight Option 1 name Option 1 value Option 2 nar

2 |apple-juice | 1001 Apple Juice Drinks N

3 |banana | 1018 Banana Fruits N

4 |beef-and-chicken-satay = 10021 Beef and Chicken Satay Meals N

5 |black-tea 1014 Black Tea Hot Drinks [N

6 |capuccing 10000 Capuccing Hot Drinks [N

7 |carrot-fresh 1002/ Carrot Fresh Juice N

8 |cashew-nuts 10009 Cashew nuts Fruits i

3 |cheesecake 10015 Cheesecake Sweets N

0 |chicken-caesar-salad | 10008 Chicken Caesar Salad  |Salads N

1 |classic-cobb-salad | 10006 Classic Cobb Salad Salads M

|2 _|coffee 10014 Coffee Drinks N

'3 |coffee-200ml 10016 Coffee 200m| Drinks N
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Ordinary items — items that are not composite and does not have variants.
For items without variants, it is better to leave the ‘Handle’ field blank in the importing file.
In this case, the system will automatically generate unique handles for the new items.

‘SKU’ is an obligatory field and should be unique for each item. The ‘Name' is also an
obligatory field.

Also, leave the columns of ‘Option name’ and ‘Option value’ blank because they are for
variants of items.

Leave the column ‘SKU of included item’ blank because it is only for composite items.

Multiple stores

¥ | Track siock |Awailable for sale [The Coffes]  Price [The Coffee] In stock [The Colfes] Low stock [The Coffee]  Availabie for sale [Store 2] Price [Store 2] In stock [Store 2] Low siock [Stoe

id N 228 21 2M 2.29 e
b il 2.19 i ay 2.19 15
Y ¥, 12.03 48 4% 12.03 17
M ¥ 5.3 ki 53

o ¥, B 8 1k d a 15
Y M 15 12 UM 15 14
¥ ¥ i 57 a[Y 7 B3
Y ¥ 14 14 ¥ 14 55
N il 7.59 Y 7.59

M ¥ 4 ¥ 4

In case of you have multiple stores, you will have the following columns for each store:
Available for sale, Price, In stock, and Low stock. Each of the 4 columns will have the store's
name in brackets next to it. For example, Available for sale [The Coffee] and Available for
sale [Store 2]. So, you can set the values of these parameters for each of your stores.

Items with variants

AT C ] E F | G | H [ J | K Y |
pandle | KU  |Name Category  Sold by weight Option 1 name |Option 1 value Option 2 name  Option 2 value  Option 3 name  Option 3 value Cost  Ba
|t-shir 10017 T-shirt Clothes '} Colos White Size =3 10
t-shirt 10020 White M 10
|t-shirt 10027 White L 10
|t-shirt 10037 White XL 10
|t-shirt 10038 White HHL 10
|t-shirt 10038 Black 5 10
[t-shirt 10040 Black I 10
|t-shirt 10041 Black L 10
|t=shirt 10042 Black XL 10
|t-shirt 10043 Black XHL 10
|t=shirt 10044 Red S 14

You can see that each combination of a variant in the export file is displayed as a separate
item with its own SKU. Follow this pattern as a guideline for your items with variants.

The ‘Handle’ field is required for items with variants and it should be the same for all variants
of the same item.

Only the fields of the first item with variants have values. The fields that are common to all
variants of the same item are left blank. You may also fill them with the same value, but if
they have a different value, you will get an error message when importing.

There are three columns each for ‘Option name’ and ‘Option value'. If some products have
less than 3 options of variants, the extra fields are left blank.
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Composite items

A B | c | b E|F| G| HII1]|J]|K|L|M N - Q |
Handle SKU  |Name Category  Soid* Optic¢ Optic Optic- Optic Optic® Opticr Defa* Cost  Barcode |SKU of included d item |Track stock A
coffea-200m| | 10016 Coffee 200mi Drinks N 2 | i
cookies 1021 Gookies Sweets N vana* 0.75 10544566251021 ¥ ¥
croissant 1011 Croissant Sweets N varig 14 105445866251011 Y Y
gadian 10036 Dadiah Drinks N vana* 0 3245675901148 N ¥
fancy-cake 1020 Fancy Cake Sweels N varia: 2 10544566251020 Y Y
Each composite item includes several components. Specify SKU codes of all the included
items (components) of the selected composite item in the field ‘SKU of included item’ on a
separate row.

‘Quantity of included item’ — in this field, it's necessary to specify the quantity of the
component that is included in one unit of the composite item.
You cannot track stock of composite items, so leave the fields that are related to stocks
blank. Also, leave all the other fields of components blank except for the first row.
3.6.2 Import of Items
& ; Store Catega
: R e ;he Coffee v Alquhe:'ts
|II D ltem name Category Cost Price Margin
| -] O  Apple Juice Juice - 1.44 229 37.12%
Click on the ‘Import’ button.
Import items
|I| Download template file and fill in with the items information.
E
5 @ Drag and drop your file here
or select it on the computer
v
& -
In the IMPORT menu, choose your CSV file from your computer and click ‘Upload’.
If you filled in the table without errors, you will be directed to an import confirmation
window. There, you will see information on how many items and categories will be
created or edited. Click ' CONFIRM IMPORT".
You will see a notification message that the list of items has been successfully
updated. Click 'OK' and continue your work.
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Import errors

Import errors

i
E

ﬂ Errors found: 6
Fix errors in the importing file and try downloading again,

"Price” field can only be a positive Cells: E3, 6, €8, E10, ET7
“L number. Decimal separator must be
point

: _

el
You may be faced with some errors when uploading the completed file. An error message
will appear if:

CANCEL RETRY

* You changed the file format so that the file you are trying to upload is no longer in CSV
format.

* The size of your file exceeds the admissible 5 MB.

* You edited names of columns that should have been left unedited.

* You have more than 10,000 items saved in your file.

In the next stage, you may be faced with import errors. In this case, the window with the
corresponding message will open.

The critical errors are marked with a red sign. Each error has its explanation message and
the place of the error: row, column, and cell. Fix all critical errors in the file and try to import
the file again.

Warning messages have yellow signs. They are just for your information, and they will not
stop your file from being imported.

3.6.3 The Meaning of Columns

Handle
A handle is an item identifier, which should be unique for each item. The ‘Handle’ field should
be the same for all variants of the same item.

SKU

SKU (Stock Keeping Unit) is a unique code given to each of your items. Specify and fill in
each field individually. We recommend using the format '10001, "10002'... etc. but the key
point is that no numbers are repeated. One last condition is that the SKU should not exceed
40 characters.

Name
Fill in the names of each imported item in this field. You can use letters, digits, spaces, and
any special symbols, as long as you use no more than 64 total characters.

Category
A category is a group to which an item belongs. For example, if you create the items
'Cherries’, 'Apples’, and 'Oranges’, then you can put them into the 'Fruits' category.
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Cost

Cost is the amount of money you paid to purchase the item. Here, specify the cost of the
items only using digits - no currency symbols. Do not fill in the cost field for composite items.
This will be calculated automatically as a sum of costs for each individual component.

Price

In this field, fill in the price at which you plan to sell the items. As with the 'Cost' field, enter
only digits without currency symbols. If you want to specify the item price during a sale,
leave this field empty.

Available for sale

Here, it's only necessary to specify one character: 'Y’ (Yes) - if the item is available for sale,
or 'N' (No) - if it is not available. It is important to note that if you ignore this field, then the
item will be available for sale by default.

Sold by weight
If the item is sold by weight, enter 'Y' in the field, and if not, enter 'N'. Again, if you do not fill in
this field, the item will be sold by weight as default.

Option 1, 2, 3 name
These fields are for option names of the variants. Leave them blank for items without
variants.

Option 1, 2, 3 value
These fields are for option values of the variants. Leave them blank for items without
variants.

Barcode
If a barcode is available, then fill in this field with the item's barcode digits.

SKU of included item

Each composite item includes several components. Specify SKU codes of all the included
items (components) of the selected composite item here. Leave blank for non-composite
items.

Quantity of included item

In this field, it's necessary to specify the quantity of the component that is included in one
unit of the composite item. For example, for one portion of the composite item 'Americano
with milk', you use 0.1L of the item 'Milk'. This means you should fill in the value 0.1 in the
'Quantity of included item' field nearby 'Milk'.

Track stock
If you would like to track the inventory of a selected item, enter 'Y' in the field and if not, enter
'N'. If you leave this field empty, then it will not track the inventory of that item.

In stock

If you would like to track inventory, then fill in an item's current quantity in this field, again
only using digits. To avoid confusion with units (e.g., weight), we advise specifying them in
brackets nearby the item name in the 'Name' field. For example, if you have 100 kg of potato
in stock, then write 'Potato (kg)' in the 'Name' field and ‘100" under 'in stock'.

If you have selected the option ‘Track stock’, but did not specify a quantity, then the unit will
automatically be zero.
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Low stock

In this field, enter the quantity at which you would like to be notified about the low stock.
Notification of low stock of an item or its complete absence will be sent to the owner’'s email
at 10:00 A.M. in the time zone that you have specified. If there are no items with low stock,
no notification will be sent to you.

Modifier — "Name of modifier"
Here, it's only necessary to specify one character: 'Y’ (Yes) — if the item has a modifier, or
'N' (No) - if it is not available.

Tax — "Name of tax"
Here, it's only necessary to specify one character: 'Y' (Yes) - if the tax is applied to this item
or 'N' (No) - if it is not applied.
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4. Advanced Inventory @

4.1 How to Work with Purchase Orders and Suppliers

‘Purchase orders’ is a part of the ‘Advanced inventory management’ option and allows you to
create and save orders for the supply of products, to send orders to suppliers, to receive
products, and to save information of suppliers in the system. These options are available
only to those users who have subscribed to this functionality.

4.1.1 Suppliers

= Purchase orders
P r

urchase orders
Transfer orders

Stock adjustments

ik | Suppliers [y |
Inventory history

ﬁ Inventory valuation

"

Go to ‘Suppliers’ section in the ‘Inventory management’ menu.

= Suppliers

-
v~

To create a supplier, click '+ Add supplier’ button.

= Create suppler In the ‘Create supplier’ form, ‘Supplier's name’ is a
required field and should be unique. The other fields are
Q optional and can be left blank, but remember, that this
information will be used to create the Purchase Order in
the next step.

E

Héppy Co

B ¥ @

Jaho
[onniihappy com

H5BSAEES

&
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= Suppliers
a

ks

O  Mame Contact Phone number Email
o

[0 HeppyCo John 65656565 Jjohni@happy.c..
* I

O Joyine Jery 5554555554 jery@joyine
E8

O  Food Supply Co. Alice 787876787 Mice@food.co...
a

< > Page: 1 of1 Rows per page: 10 A

V)

After you have created a list of your suppliers, you can start making purchase orders.

4.1.2 Making Purchase Orders

Suppliers

| Purchase orders R‘\

Transfer orders

Stock adjustments
I-I-I-l Suppliers

Inventory history
o Inventory valuation

| »
Go to ‘Purchase orders’ section in the ‘Advanced Inventory’ menu.

Purchase orders
+ ADD PURCHASE ORDER

laks

To create an order, click on '+ Add purchase order’ button.

= Create purchase order

Supplier
s
Purchase order date Expected on
Feb 56,2018
| Noti
2-]
&
ltems
Purchase
Itern Instock  Incoming Quantity s Amount 1
Total 0.00
CANCEL SAVE ASDRAFT CREATE

The form ‘Create purchase order’ will open for editing.
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= Create purchase order

Supplier

Store -

ll-ll Happy Co

I PPY b Expected on
& Joy Inc. b
\?. Food Supply Co.

NoTes

0 /500

=]

Choose the supplier from the 'Supplier' drop-down list.

You can set the ‘Purchase order date’ to the date you want the order to be put in. You
can also set the date you expect your order to arrive in the ‘Expected on'’ field and
make notes for your order in the ‘Notes' field.

= ltems

O°
Purchase

Item Instock  Incoming Quantity el Amount

e

earch itemn

~ BEETgIEss 2
SKU 10019

Cake

SKU 1019

Capuccino

SKU1 rupn :

Carrot Fresh
SKU 1002

Cashew nuts

SKU 10009
In the ‘Items’ section, you can add items from the list of your items. If you click on the
field, a drop-down list of your items will appear, and you can type in the item’'s name,

SKU or barcode to find the desired item.

ltems

O -

’ . Purchase
Item Instock Incoming Quantity — Amount
Cake 114 0 10 205 2050 §
sKU 1019
Cheesecake 50 0 16 210 3360 W
SKU 10015
Cookies 42 0 100 0.74 7500 W
SKU 1021 e——
Search item

Total 129.10

CANCEL SAVE AS DRAFT m
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Fill in the ‘Quantity’ and the ‘Default purchase cost'.
You can add more items to the order in the same way as above.

The ‘Incoming’ fields indicate the expected quantity of items to be received based on
all existing purchase orders but have not yet been received.

Click on the ‘Create’ button to make a purchase order, or save it as a draft for further
corrections.

n = Purchase order details

< Purchase orders RECEIVE EDIT SEND MORE =
bt PO1001 ==
Pending
L]
Date: Feb 06,2018
Ordered by: Alex
®
Supplier: Destination store:
o:) Happy Co The Coffee
21 Avenue, Brooklyn, New York, NY, United States
.
-
ltems
4] ¥ Purch A 1
RS 10 205 2050
Ehienecie 16 210 33,60
facken 100 0.7 75.00
Total 129.10

Now your purchase order has been created.

4.1.3 Actions with the Purchase Order

. Send purchase order by email

From
afgmail.com

i
{ohn(@happy.com

Ce

Pur.cnaseorﬁer from Shop (PO1006)

Message
Swests

Attachmunt

B Poi0os

You can send your purchase order to your supplier. Click on the ‘Send’ button at the
top. Fill out the email form and click the ‘Send’ button at the bottom. The purchase
order will be sent to your supplier as an attached file.
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RECEIVE Save as PDF
Save as CSV
Duplicate

Cancel remaining items

To edit the order, click on the ‘Edit’ button at the top.
There are additional operations available with the purchase order in the ‘More’ menu.

= Receive items

Items MARK ALL RECEIVED
|-|-|‘ Item Ordered Received Toreceive
w g 10 0 0

SKU 100032

Cheesecake 16 g 0
= SKU 10006

2}?3?;&;08 100 0 0
=8

-_
CANCEL RECEIVE

To confirm receiving an order, click on the ‘Receive’ button at the top.
You can put the number of items ‘To receive’ or ‘Mark all received’ and click on the
‘Receive’ button.

Afterwards, the stock of the received items will be updated according to the supplied
amount. Also, the value of the average cost for each received item will be updated
based on the ‘Default purchase cost’ specified in the order.

= Purchase orders

Status Supplie Stare

“+ ADD PURCHASE ORDER Al | Alsuppiers o Aistores 4 Q

ks

PFurchase order ¥ Date Supplier Slore Status Received Expected on Total
o

PO1006 Jan 26,2018 Happy Co Shop Closed 126 o 126 12910

PO1005 Dec 21,2017 Joy Inc. Shop Pending o— B0.00

PO1004 Dec 21,2017 Happy Co Shop Draft Dof 44 44.00
-

PO1003 Dec 21,2077 Food Supply Co. Shop Pending ral7a 21000
L

POI002 Dec 21,2017 Jay Ing. Shop Partially recsived -.|'JOf - 100.00

PO1001 Dec 21,2017 Happy Co Shop Closed iy af 4D . 565.00

Purchase orders can have 4 different status: Draft, Pending, Partially received and
Closed.
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4.2 Autofill of the Items in the Purchase Order

The autofill option allows you to add items to the purchase order in one click.

Stores
Theitemis available for salein all stores
Available  Store Price In stock Low stock Optimal stock
Store 2 0
The Coffee 0

In the Items form, fill in the ‘Low stock’ and ‘Optimal stock’ fields.

= Create purchase order
»(;p{:y Co S:m’e 3
ks
2 Mar 25,2018

L]

h 3

E5

= ltems AUTOFILL ~
L)

o

Total 0.00

CANCEL SAVE AS DRAFT

Open for editing the existing purchase order or create new.

All items from supplier

Low stock items from supplier

ning Quantity
COST

After selecting the Supplier and Store for your Purchase order, you can choose one of
the autofill options between ‘All items from supplier’ or ‘Low stock items from
supplier’.

If you select the ‘All items from supplier’, the system adds all the items with the
selected supplier specified in their attributes.

If you select the ‘Low stock items from supplier’, the system adds all the items with the
selected supplier specified in their attributes which have a stock value that is less or
equal to its ‘Low stock’ value.
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: ; Purchas
Item In stock ncoming OIIJ.'W'.:T\).’ N Amount

.1It.est 3 0 2 10.00 200 ©
arch iter
Total 20.00
CANCEL SAVE AS DRAFT

The quantity field will be filled in with the default value, calculated by the formula:
Quantity = Optimal stock - In stock - Incoming

Optimal stock — the value of optimal stock set at the item’s form in the selected store.

In stock — the current stock of the item in the selected store.

Incoming - the quantity of items that are expected at the selected store (the quantity
of items not received in other purchase orders with the statuses "Expected", "Partially
received’, and transfer orders with the status "In transit").

For items whose ‘Optimal stock’ is blank, the ‘Quantity’ field will be empty.

You can change the default quantity with your value and proceed further with the
purchase order.
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4.3 How to Work with Additional Costs in the Purchase
Orders

When a retailer makes purchases, very often there are other expenses besides the amount of
the ordered items. It can be the expenses for shipping, packaging, customs fee, and others.
Thus, the total cost of goods can be higher than indicated in the order to the supplier.

The possibility to specify additional costs in a purchase order allows you to take them into
account in the final cost of goods and, therefore, obtain more accurate business profitability
indicators.

Jay Inc Shop 2

& Mar 2.2018
>
25
= Items
LvJ ek
¢l ) =

0 o 24 0.56 134 [

6 54 124.000 065 soso W

Total 94.04

CANCEL SAVE AS DRAFT

Open the saved purchase order to edit or create a new one. Click ‘Add additional costs’
at the bottom of the order.

skU TUOT3
2 Srsteinl 6 54 124,000 065 80.60

[ |
Search item
Additional cost Amount
Shipping 1400 @
Packaging 400 §
@ ADD ADDITIONAL COST
Total 112.04

CANCEL SAVE AS DRAFT

Fill in the ‘Additional cost’ name and ‘Amount’. The amount can also be a negative
value, in case you receive a discount from your supplier. Click on the ‘+ Add additional
cost’ button to add a new line for additional costs.
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= Purchase order details

€ Purchase ordess APPROVE ERIT SEND MORE ~

b, PO1008

L] Date: Mar 02,2018
Ordered by: Cwner

)
Supplier: Destination stare:
Jay Ine. Shop 2

Ea Jery 95 Ashiand P, Brooklyn, NY 11201, USA
E554555554

a feryiijoy.inc

L) Items

= ey Cuantity  Purchase eost Amount
Bprle: 2 056 13.44
BnnuTa 124 0es 8060
Acitsoral st At
Shipping 14.00
Packaging 400

Total 112.04

After saving or creating the Purchase order, you will see the additional cost section in
the details of your purchase order with their amount added to the items amount to
calculate the ‘Total’ of the order.

= Receive items

Items MARK ALL RECEIVED
I,
Item Ordered Recelved To receive
SEU 10013
'ﬁ‘ Banana 124 0 124
SKU 10012
E Select additional costs to apply to this receipt
-
Additional cost Amount
Q % Shipping 14.00
o ] [CJ Packaging 4.00

oo

During the confirmation of receiving a purchase order, you can select which additional
costs to take into account in the cost of the received items.

If you partially receive an order, you can apply the additional costs to only some of the
items from the purchase order. In this case, the additional cost will be taken into
account in the purchase price calculation of the selected item.
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When receiving all items all unreceived additional costs
will be cancelled

CANCEL  CONFIRM

If you have no more items left and have unselected additional costs in the order, you
will get the notification that all unreceived additional costs will be canceled. Confirm
your choice to proceed.

Additional cost Amount

Shipping 14.00
Packaging Cancelled ——
Total 108.04

The unreceived additional costs will be marked as canceled in the received purchase
order details.

After you have received the purchase order, the system calculates a new weighted
Average cost for each item, taking into account the selected additional costs, in order to
provide a more accurate calculation of the Total inventory value and Potential profit
indicators in the ‘Inventory valuation’ report.

The total amount of the selected additional costs is distributed over all received items in
proportion to the purchase cost of each item received in the order.

The final purchase cost of an item in an order, taking into account additional costs Cfinal, will
be calculated like this:
GrossProfit

NetSales )

Cfinal =C1 x (1 +

C1 - purchase cost of the received item.
Costs — the total amount of the selected additional costs when receiving the purchase order.

Subtotal — the total values of all items received in the order (without additional costs).
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4.4 How to Work with Transfer Orders

Transfer orders functionality allows a multiple store owner to distribute items correctly
between his/her stores.

Transfer orders is a part of the advanced inventory management and is available only to
those users who have subscribed to this functionality.

Purchase orders

Purchase arders
| Transfer orders h |

Stock adjustments
|-|-|l Suppliers

Inventory history
ﬁ Inventory valuation

Go to ‘Transfer Orders’ section in the ‘Inventory managment’ menu.

Transfer orders

Status
luks

All v

To create a transfer, click ‘+ Add transfer order’ button.

= Create transfer order

Source store - Destination store -

Jan 26,2018

¥ & F

Notes

&

Items

3

item Source  Destination Quantty
stock stock

&

CANCEL CREATE AND RECEIVE m

The form ‘Create transfer order’ will open for editing.

4.4 How to work with transfer orders
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= Create transfer order

Source store
Shop b g Shop
luks
Date of transfer order Shop 2 c}
& Jan 26,2018 £
Store 3
*

Notes
0/ 500

Choose ‘Source store’ and ‘Destination store’ from the drop-down list of your stores.

You can change the ‘Date of transfer order’, enabling you to schedule a transfer in
advance or to record a transfer from the past. You can also make notes for your order
in the ‘Notes’ field.

ltems
O item Source Destination Quantity
stock stock
# Capuccino 18 0 9 -i-
SKU 10004
Cheesecake 24 g 12 &

SKU 10006

CANCEL

In the ‘Items’ section, you can add items from the list of your items with the track stock
option on. You will see the stock information of the chosen items at the source and
destination stores. Fill in the ‘Quantity’ field with the amount you would like to transfer.

Click the ‘Create and receive’ button to make the transfer order and complete the
transfer, which will mark the transfer as received and change the stock in source and
destination, or click on the ‘Create’ button to make a transfer order, which reduce only
the source stock.

You can send your transfer order by email to the destination store by clicking on the
‘Send’ button at the top. To edit the order, click on the ‘Edit’ button. There are additional
operations available with the transfer order in the ‘More’ menu: download as PDF or
CSV file.
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n = Transfer order details

¢ Transfer orders SEND MORE ~

TO1006

Transferred (Jan 26, 2018)

Date: Jan 26, 2018
Ordered by: Owner

* @ F

Source store: Destination store:

8 Shop Shop 2
95 Ashland Pl, Brooklyn, NY 11201, USA

To confirm receiving items in the destination store, click on the ‘Receive’ button at the
top. Afterwards, the stock of the transferred items in the destination store will be
changed according to the transferred amount. You will see the completed transfer order.

.

I Status Sowcestore Destination store

Al j Al stores j All stores j

Transfer order # Date Received Source stare Destination store Status Quantity
®

TO1006 Jan 26,2018 Jan 26,2018 Shop Shop 2 Transferred 2
= i

TO1005 Dec 22,2017 = Shop 2 Store 3 In transit 10

Purchase orders can have 4 different status: Draft, Pending, Partially received and
Closed.

4.5 How to Work with Stock Adjustments

Stock Adjustment functionality allows you to modify the stock of items and indicate the
reason for that adjustment.

Stock Adjustments is a part of the Advanced inventory management and are available only to
those users who have subscribed to this functionality.

Purchase orders

Transfer orders

| Stock adjustments k |
|-|-|l Suppliers
Inventory history
a Inventory valuation

*

Go to ‘Stock adjustments’ section in the ‘Inventory management’ menu.
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Stock adjustments
+ADD STOCK ADJUSTMENT

Reason
laks

All reasons

Go to ‘Stock adjustments’ section in the ‘Inventory management’ menu.

= Create stock adjustment
R

Receive items - Store -

ks
& Notes
0/500
Items
E3
.o Item In stock Add steck Cost After
-
Searchitem

The form ‘Create stock adjustment’ will open for editing.

= Create stock adjustment

Receive items [} Store
ik Inventory recount
ﬁ Loss
‘5. Damage
“ltems

-

From the drop-down menu, select the reason for the adjustment and choose the store.
You can make notes for your adjustment in the ‘Notes' field.
In the Items section, add the items you are adjusting from your items list.

= Create stock adjustment

Reason Store
Receive items - Store 2

Notes

Items

Item In stock Add stock Cost After

Apple Juice

lw) SKU 1001

Search item

12 20 144 12 N

If you have chosen ‘Receive Items’ as the adjustment reason, fill in the ‘Add stock’ and
‘Cost’ fields for each item.
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If you have chosen ‘Receive Items’ as the adjustment reason, fill in the ‘Add stock’ and
‘Cost’ fields for each item.

If you have chosen ‘Inventory recount’ as the adjustment reason, fill in the ‘Counted
stock’ field for each item.

If you have chosen ‘Loss’ or ‘Damaged’ as the adjustment reason, fill in the ‘Remove
stock’ field for each item.

Click the ‘Adjust’ button to complete adjustment.

n = Stock adjustment details

< All stock adjustments MORE ~
ud, SA1003
ﬁ Date: Jan 29, 2018 Store:

Reason: Loss Store 2

| Adjusted by: Owner
=

Afterwards, the stock of the adjusted items will be changed. You will see the stock
adjustment details.

Under ‘More’ menu you can find ‘Save as PDF’ and ‘Save as CSV’ option to do with the
document.

= Stock adjustments

=

Reason Store

All reasons v  All stores v Q

Adjustment # Date Reason Store Quantity
SA1004 Jan 29,2018 Damage Store 2 3
SA1003 Jan 29,2018 Loss Store 2 1
SA1002 Jan 29, 2018 Inventory recount Store 2 1]

SA1001 Jan 29, 2018 Receive items Store 2 20

You can see the list of all adjustments as shown below.

4.6 How to Work with Inventory Count

Inventory Count is a part of the Advanced inventory management and is available only to
those users who have subscribed to this functionality.

Inventory Count functionality allows to:

* reconcile the expected and actual inventory for all or selected items;
* see the amount of inventory loss or surplus inventory;

* keep documents for each inventory.
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Purchase orders

Purchase orders
Transfer orders
Stock adjustments

I-'-I-' Inventory count
Suppliers
L Inventory history

[

Inventory valuation

Go to the ‘Inventory Count’ section in the ‘Inventory management’ menu.
= Inventory counts

+ ADD INVENTORY COUNT |

Status
s All

To create an inventory count, click on the ‘+ Add inventory count’ button.

= Create inventory count

Store -

ks
o Notes
500
| ® Type @ Partial O Fu
E8
ss ltems ADD BY CATEGORY  ADD BY SUPPLIER
o Iem Expected stock
ﬂ hite

CANCEL m SAVE & COUNT

The form ‘Create inventory count’ will open for editing.

= Create inventory count

Shop
laks

Shop 2 h
& Store 3 0/ 500
)

Type ® Partial O Full

Select the store from the drop-down list where you would like to perform the inventory
count. You can also make notes in the ‘Notes’ field.

Then choose the type of your inventory count: ‘Partial’ or ‘Full’.
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i Type O Partial @ Ful
E8
- Iltems
-
All items will be counted.
\V
3:; CANCEL

For a Full inventory count, you do not need to choose the items for the count, because
all items in the system whose ‘track stock’ option is enabled will be automatically
added to the document.

a.

Type @) Partial O Ful

3

. ltems

1]

(:} |

’:‘ E.ake. 0 B
Capuccino g9 -i-

CANCEL

For a Partial inventory count, you have to add the items to the count manually.

You can add items to the list one by one in the ‘Search Item’ field, or you can add a
whole category by clicking on the ‘Add by category’ button, as well as adding all items
assigned to a certain supplier by clicking on the ‘Add by supplier’ button.

Please note that when adding items to the list, you will not see composite items and
items whose track stock option has been disabled. If the product contains variants,
then all the variants are displayed in separate rows.

You will see the current stock information of the chosen items in the selected store at
the ‘Expected stock’ column.
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= Inventory count details

< Allinventery counts COUNT STOCK EDIT MORE ~
b IC1002
Pending
L5
Date created: Feb 28, 2018 4:24 PM Store:
Created by: Owner Shop 2
" 95 Ashland P, Brooklyn, NY 11201, USA
8
ltems
e
- i
Item Expected Counted Difference dmerf::é
"l = 0 - - :
O Capuccino g - o =
SKU 10004
Cheesecake 17 5 = =

SKU 10006

Total = _

Click on the ‘Save’ button to make an Inventory count document, or ‘Save & count’ to
make a document and start the inventory count.

B = Count stock

History X
Count item o 1 ADD TO COUNTED
ks +16 Cheesecake [
+8 Capuccino [ ]
ftem Expected Counted Difference d:”w;m';
+30 Cake i
T .Ca'fel Eo 30 30 [i] 0.00
Capuccino 4 g A 100
E5 Kid 10004
Cheedsoske 17 14 1 273
. KU 10008
P
Total -2 -373

By clicking on the ‘Count stock’ button, you can start the counting process.

You can enter the counted quantity in two ways:

1. Search and select the item in the ‘Count item’ field, specify its quantity, then click
‘add to counted'. For your convenience, you can also add it with a barcode scanner
by scanning the item barcode as many times as its quantity in stock (each action
will be displayed in the history). It may be useful when you count the items by
blocks: for example, if there are 10 pieces in one block, you can scan the barcode
10 times or enter the number “10’ in the ‘Quantity’ field.

2. Fill in the quantity of the items in the ‘Counted’ column.
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n = Count stock

Count tem Quantity
Tshirt (L / Black) 1 ADDTOCOUNTED
& Item Expanied Counted Difference : Costof
stock difference
Apple Juice - -
.\?- SKU 10001 -
T—Shi (L / Black) A 23 23 0 0.00 .i.
E [ This item was not part of your planned
count. You can delete it or proceed with
Total 0 0.00
*e
-n
SAVE COMPLETE
Q

If you add an item that is not in the inventory list, either by typing it in in the ‘Count
item’ field or scanning the item barcode, the system will warn you about this with a
yellow icon and the message: “This item was not part of your planned count. You can
delete it or proceed”.

The system automatically saves your count every 30 seconds to prevent data loss.

You can save your count to the document with the ‘Save’ button to proceed the count
later. ‘Complete’ button will activate the ‘Confirm inventory count’ window. Click on
‘Confirm count’ to finish the count.

Confirm inventory count

Ptease confirm changes. This action cannot be undone.

« Stock levels of 3 items will be updated.

CANCEL  CONFIRM COUNT

You can save your count to the document with the ‘Save’ button to proceed the count
later. ‘Complete’ button will activate the ‘Confirm inventory count’ window. Click on
‘Confirm count’ to finish the count.

Q
Status Store
il Al v  All stores v
o
Count # Date created Date reconciled Store Status Notes
1C1004 Feb 28, 2018 = Shop Pending
E3
1C1003 Feb 28,2018 = Shop In progress
.
-
IC1002 Feb 28, 2018 Feb 28, 2018 Shop 2 Completed

Afterward, the stock of the counted items will be updated according to the count.
Inventory counts can have 3 different status: Pending, in Progress, and Completed.
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4.7 How to Work with Production

Production is a part of the Advanced inventory management and is available only to those

users who have subscribed to this functionality.

The production functionality allows you to keep a record of the inventory of produced items,
not just their components. It can be useful for items that are made in advance, not during
ordering. For example, in a bakery. Produced items can be moved between stores, its

inventory could be adjusted and counted.

The production option is only available for composite items.

Pizza

il

‘ o SoMby (@ Each (O Weght

j

m &
10040
Inventory
Compasile Rem =
Use production [ ]
Pizza dough 0500 250 i
G 0.100 03 W
LO75 045 @

Tomatoes Amna.

Open the composite item to edit or create a new one. Switch on the ‘Use production’

option in the Inventory section.

Stores

The item is available for sale in all stores

Available  Store Price
Shop 15.00
Shop 2 15.00
Store 3 15.00

In stock

12

11

0

Low stock

When the option is enabled, the fields ‘In stock’ and ‘Low stock’ will appear in the item
form. You can set these values for the composite item manually, and this will not

influence the stock of the ingredients.
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From now on, the stock of the ingredients will be changed by creating Production or
Disassembling (explained later).

When selling an item with the "Production” option on, the stock of the composite item
will be reduced, but not its ingredients.

Purchase orders

Transfer orders
Stock adjustments
laks Inventory counts
I Productions
& Suppliers
Inventory history
I h Inventory valuation

Go to the ‘Production’ section in the ‘Inventory management’ menu.

To create a production, click on the ‘+ Add production’ button.

= Create production

Store w

ﬁ Notes

= ltems

a item Cost ()  Quantity

The form ‘Create production’ will open for editing.

n = Create production

Shop
ik

Shop 2

-]

Store3 0/500

|
Select the store from the drop-down list where you would like to perform the
production. You can also make notes in the ‘Notes’ field.
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ltems

Item Cost (i)  Quantity

[ e ety
Search item

Pizza
SKU 10040

CANCEL
In the ‘Items’ section, you can find and add items from the list of your composite items
in which the production option has been switched on. If you click on the field, a drop-

down list of your items will appear, and you can type in the item’s name, SKU, or
barcode to find the desired item.

0] ltems

- Item Cost (O Quantity
Pizza —
6.65 12
© SKU 10040 u
Coffee 200ml 0.33 10 -i-
O SKU 10046 ;

arch item

CANCEL

The ‘Cost’ field reflects the value that is calculated based on the cost of the
components of the item.

Fill in the ‘Quantity’ field with the quantity of each product that you want to produce.
You can add more items to the order in the same way as above.

Click on the ‘Save’ button to create a production.

Afterward, the stock of the produced composite items will be increased according to
their quantity; the stock of the components of the produced items will be decreased
based on their use in the produced composite items.

Also, the value of the average cost for each produced composite item will be updated.

Now you will see the created

production document.

< Productions MORE ~

e PR1001
& Date created: Mar 21, 2018 Store:
Created by: Owner Shop
®
ltems
2]
2 Item name Cost Quantity
Pizza 6.65 12
o] SKU 10040
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Save as PDF
Save as CSV

Duplicate
Store:

Shop

There are operations available with the production document in the ‘More’ menu: Save
as PDF, Save as CSV, and Duplicate.

Type Store

+ADDPRODUCTION  ~

All :I All stores
|.|.IJ Add disassembly
ProductiGie e Store Type
PR1001 Mar 21,2018 Shop Production

If you want to disassemble the produced composite item, click on the down arrow and
select ‘Add disassembly’.

= Create disassembly

Shop -
ks
w Notes

E

Eg ltems
- ftem Cost O Quantity
v) Ficen 6.65 1B

SKU 10040

coce. [N

Fill in the ‘Create disassembly’ form in a similar way as ‘Create production’.

After clicking on the ‘Save’ button, the stock of the disassembled composite items will
be decreased by the mentioned quantity and the stock of their components will be
increased based on their use in the produced composite items. The cost of the
components is also renewed.
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4.8 How to Print Labels for Items

Printing Labels is a part of the Advanced inventory management and is available only to
those users who have subscribed to this functionality.

Labels are used to mark the items in the store. The label can contain the item’s name, SKU,
price, and barcode. Labels with a barcode allow you to use the scanner to add items to the
ticket.

- /' Modifiers
1 [ Discounts

EH
Go to the 'ltem list' menu in the Back Office.

= ltem list
Store
UL MPoRT  EXPORT [ - | e

s Print labels
D Item name R Category Price
| @
[ Apple Fruits - 1.29

— = = P

Click on the ‘Print labels’ button at the three dots menu.

= Print labels

Label type
Dymo - 3/4" x 2-1/2" . Store

ik
Barcode source field
“ Barcode
" Print name Print price
E8
Items
ss
-
Item Quantity
Search item

The form ‘Create labels’ will open for editing.
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= Print labels

Dymo - 3/4" x 2-1/2" Q Store T
Lk,
Dymo - 1" x 2-1/8"
6 Dymo - 1-1/8" = 3-1/2"
| )} Zebra-1-1/4" x 1"
EB Zebra-2"x1"

ADD BY CATEGORY ADD BY SUPPLIER

Select a ‘Label type’ from the drop-down list of predefined printing templates.

= Print labels

Label type

- ST Store
hl‘ SKU

Barcode
e N

MNone
"

Select a ‘Barcode source field’ from the drop-down list of fields: SKU, Barcode, or
None. In case of choosing ‘Nong', the labels will not have a barcode.

= Print labels

Label type Store
Dymo - 3/4" x 2-1/2" > Shop 2 4
Barcode source field

& Barcode =

A Print name Print price

Choose the ‘Store’ from the drop-down list of your stores, for which you are going to
print labels. Select ‘Print name’ and ‘Print price’ boxes if you want them printed on your
labels. The label will contain the price of the items from the selected store.

The system will remember your choice and suggest these parameters as default the
next time.
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= Print labels

Dymo-3/4" = 2-1/2" v Shop

luls
Barcode
o
' Print name Print price
8]
ltems
-
ntity
!'-shlrl [L.r Black) 1 i
* I'-sl'.nrl {L/ Red) 2 —.—
Fshirt L/ White) 3§
T:smr!..uTrVdIowj 4 ]
i =
AR | 2

In the ‘ltems’ section, create a list of your items for which you are going to print labels.
You can add items to the list one by one in the ‘Search Item’ field, or you can add a
whole category by clicking on the ‘Add by category’ button, as well as adding all items
assigned to a certain supplier by clicking on the ‘Add by supplier’ button.

Fill in the ‘Quantity’ column with the number of labels you want to print. Then click
‘Create labels’.

n Print labels

20.00
T-shirt (L / Black)

20.00

Tshirt (L / Rod)

20.00
T-shirt (L / Rod)

ST

20.00
T-shirt (L / White)

The generated HTML page with labels will open in a new tab of the browser. You can
print the labels on your printer by clicking on the ‘Print’ button.
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= Purchase order details

< Purchase orders St save as PDF

Save as CSV
. PO1006 Focen
Closed (Jan 26, 2018)
Duplicate
L] Date: Jan 26,2018
Ordered by: Owner Print labels [}
®
Supplier: Destination store:
Happy Co Shop
E8 John
65656565
i john@happy.com
an
© Items

In the same way, you can print labels from the Purchase order, Transfer order, or Stock
adjustment documents.

Open your document and click ‘Print labels’ in the ‘More’ menu. The ‘Print label’
window will open with the items from the document.

The system will automatically fill in the quantity of labels based on the quantity of
items in your document. But you can correct the quantity of labels for each item or
remove items which do not need labels.

4.9 Inventory History

Inventory history is a part of the advanced inventory management and is only available to
those users who have subscribed to this functionality.

Inventory history allows users to view records of all the changes made in the inventory,
including transfers, purchase orders, and adjustments.

Purchase orders

Transfer orders

Stock adjustments
|-|-|l Suppliers

| Inventory history Q |
ﬂ Inventory valuation

=

Go to ‘Inventory history’ section in the ‘Inventory management’ menu.
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= Inventory history

Tofay Yesterday Thi'Week This Month Jan23.20M8-Jan29. 2018 = Ali stores - AF erfiployees - Al feasons -
ks
Inventory history Q
-]
-.* Dats Ihary o Empioyes Boasom Afjustmant Stack afior
[ia: | Jan 29 2078 1009 M Appie Jisoe Store 2 Crwrnes Transfered 210 | a4
= Jan 29, 2018 10:09 P Cake Store 2 Orwimusr Transfemed #T0100 25 25
w Jan 78 HE 1005 B Apple hpoe candyT0slone Drwvnes Translemred STO7007 -5 5

You can see the ‘Inventory history’ of all the items that underwent any changes. You
can filter the history by period, stores, employees or by reason of stock changes,
including sales and refunds.

There is a link to the document for adjustments made on the item in the ‘Reason’

column.
Name Category
Chocolate truffle dessert Sweets -
luks
| re Soldby (®) Each (O Weight
*  ew e
Laave the field blank 10 indicate the price upon sale alue when you
EB s
e _ Barcode
(al
% Inventory
o
Compositeitem »
Track stock L
Primary supplier Default purchase cost

The Advanced inventory also gives you the possibility to see the stock history of items.
Click on the ‘View history’ button in the items form.

Apr12,2018-Apr18,2018 = Al stores - All employees - All reasons o

laks
< Chocolate truffle dessert

o
\P- Date Store Emiployoo Roason Adpustment Stock after

Apr 18,2018 4:56 PM The Coffes Alex Recounted =1C 1007 1 28
E5

Apr 18,2018 4.55 PM Store 2 Alex Transferred £TO 10048 12 12
-
@,:I Apr 18,2018 455 PM The Coffee Alex Transferred #TO 1009 -12 29

You will see all changes in the stock of selected item.
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4.10 Inventory Valuation Report

Inventory Valuation Report is a part of the advanced inventory management and is only
available to those users who have subscribed to this functionality.

Inventory Valuation Report gives an understanding of the total cost of the inventory and
potential profits from their sale.

Purchase orders

Transfer orders

Stock adjustments
I-'-Il Suppliers

Inventory history
a Inventory valuation h

| »
Go to ‘Inventory valuation’ section in the ‘Inventory management’ menu.

= Inventory valuation

All stores - Al calegories = Export
ks Pt
Total invemery valee Total retall value Poientizl profic Margin
& 1,135.78 2,003.90¢ B6B.12 43.32%
"
k Frrartial profr “

;|

Apphe Juice 4 144 57.60 200.00 142.40 ns
-1

Benana g2 089 fise Te04n 10742 =9.54%

You can see the up-to-date ‘Inventory valuation’ report. You can filter the report by

categories or stores (if you have multiple stores) and export the data by clicking on the
‘Export’ button.

There is a summary of the inventory information at the top.

Total inventory value is calculated as the sum of the cost multiplied by the stock of all
items.

Total retail value is calculated as the sum of the price multiplied by the stock of all
items.

Potential profit is calculated as the difference between the total retail value and total
inventory value.

Margin is calculated as Potential profit divided by the Total retail value in percentage.

You can also see the detailed inventory information of each item.
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©® Items with a negative stock are not calculated in the Total inventory value.

® Items with a negative stock or a variable price (blank price field) are not calculated in
Total retail value and Potential Profit.
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0.

5.1

—mployees 8o

How to Add an Employee in Loyverse POS

= Sales summary

i_'l Employee list '

.

After logging in to Back Office, go to the ‘Employee list’ in the ‘Employees’ section.

= Employee list

Iy
u
lll [] Name Email Phone Role
& []  Owner owner@gmail. com = Owner
| @ < > Page 1 ofl

Click on the ‘ADD EMPLOYEE' button.

When ad e —DIN code
regime is enabled. Set your own PIN to enter Loyverse
POS application.

When you add a new employee for the first time, as a shop owner, you will be asked to
set your PIN code. After your PIN code as an owner is set, you will not be asked for
this again.
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Then you can add an employee into the system.

You can put the employee's name, email address, phone number and their role: cashier,
manager or administrator.

After creating your four digit PIN number, click ‘SAVE'.

If you have multiple stores you can manage your employee access to them. For this, at
the bottom of the form find the ‘Stores’ line and click on the down arrow.
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Stores Lo

O Accessto all stores
O  TheCofee2

The Coffee

SHOW LESS

DELETE CANCEL m

Afterwards, an additional window will slide down with the list of your stores. You can
assign your employee to a particular store. Don't forget to save changes.

Nice! You have now added an employee to Loyverse POS and they will be able to sign
in for work on their mobile device.

5.2 How to Manage Access Rights of Employees

The owner can give employees different access rights to the POS app (Play Market or App
Store) and the Back Office. To do this, you can set up the users’ roles by assigning them to a
certain group.

. Employeelist

i | Access rights

Timecards
I-'-Il Total hours worked
-
1z

Enter the Back Office and open the 'Access rights' section in the Employee menu.

= Accessrights

lals
ole ~ Access mployees
O kol A Einaloy
-]
O @ Owner Back office and POS 1
=
a e Administrator Back office and POS 1
| 8
O e Manager Back office and POS 1
e
-
a e Cashier POS 2
* < > Page: 1 of1
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You can see the user groups with their roles. By default, there are four user groups
with preset roles: Owner, Administrator, Manager, and Cashier. You can create a new
group by clicking on the ‘Add group’ button.

The owner has all the possible rights, which cannot be changed. All other groups can
be edited.

You can assign a role to the employee during creation or change the role of existing
employees.

There are two blocks of access rights: POS and Back office.

You can create a new group by clicking the ‘+ Add group’. The right to access POS is
turned on by default and the right to access the Back office is disabled.

5.2.1 POS Access Rights

126

o @ POS °

B ¥

|
[

POl

@ Back office -

Fill in the Name field of a new role. Note that there cannot be two access groups with
the same role name.

You can assign the access rights to the group using the checkbox.

View all receipts

When this option is disabled, the employee can only view the 5 most recent receipts.
You can use this access restriction to forbid your employees to see and make refunds
for older receipts. See details in Receipts List in the POS.

Apply discounts with restricted access
When this option is disabled, the employee does not have the right to use the
restricted discounts. See details in How to Create and Configure Discounts.

Change taxes in a sale
When this option is disabled, the employee cannot not change taxes, applied to the
items during sale.
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Carry out purchasing returns

When this option is disabled, the employee cannot make refunds. Such an employee
would not have the ‘Refund’ button in the edit receipt window in the Receipts section of
the POS. See detail in How to Issue a Refund on Loyverse POS

Manage all open tickets
If enabled, the employee can view and edit open tickets created by other employees.

Void saved items in open tickets
Deselect if you want to forbid your employees from deleting saved open tickets or
deleting items from them. See details in Open tickets

View shift report

You can select whether the employee can see the shift report with the expected
amount of cash or not, during and when closing shift. See details in Shift Management
in Loyverse POS

Open cash drawer without making a sale
If enabled, the employee will have the ‘Open cash drawer’ button in the menu at the
Sale screen of POS. See details in How to Connect a Cash Drawer

Edit items
If enabled, the employee can add and edit items and categories in the POS. See details
in How to Add Items in the Loyverse Back Office

Change settings: connect printers
Employees with this right can access the Settings at the POS, where it is possible to
connect printers, CDS, and KDS.

Access to live chat support
Employees with this right can access the chat support.

When an employee tries to access a function on the POS that they do not have the
access to, the PIN-panel will be opened with the request to enter the PIN. After
entering the PIN code of an employee who has access to the function, a one-time
access is granted to the employee who does not have access to the function.
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5.2.2 Back Office Access Rights

If you want to give the user group an access to the Back Office, switch on the Back
Office in the form. After that, you will see the list of access rights to the Back Office.

Wit

CANCE

The first 4 access rights (Reports, Items, Employees, Customers) opens access to the
corresponding sections of the Back Office.

There is a separate block of access rights for the Settings section.

Edit profile
Gives employees the right to access the Profile section in Settings.

Manage billing
Gives employees the right to access the Billing section.

Set the payment types
Gives employees the right to access the Payment types section.

Change settings of loyalty program
Gives employees the right to access the Loyalty section in Settings.

Set the taxes
Gives employees the right to access the Taxes section in Settings.

Set the kitchen printers
Gives employees the right to access the Kitchen printers section in Settings.

Manage dining options
Gives employees the right to access the Dining options section in Settings.

Manage POS devices

Gives employees the right to access the POS devices section in Settings.

This permission also allows them to sign into POS using email and password. See
details in How to Give Employees Access to Login into Loyverse POS through E-mail.
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5.3 How to Give Employees Access to Login into
Loyverse POS through E-mail

5.3.1 Make Access Rights for Group

W Employee list

il | Access rights |

Timecards

| |-|-|l Total hours worked

L |
=

Go to ‘Access rights’ menu at ‘Employee’ section in the Back Office.

lll‘ D Role Access Employees

ﬂ D @ Owner Back office and POS 1

\5!- O e Administrator Back office and POS 1
| - D e Manager Back office and POS 1

oo

;: O e Cashier POS 2

* < > Page: 1 of1

Choose an existing group with your employees or create a new group.

[ Wosesito curtomer eedbacks
o 03 Ehangeseftings connsctpiielars
] e 1 vctiat upsoer

‘ = @ Back office ° ‘

= O o
W wgza e sl ek Sl
Lv? 0 e
7T apgte s
B D

e

3 Cuntorers
et 5w b s il
i R
vt it e
sevungs
_C_J'WME
331 the parymin Trpes
O thonge settings ot kruiy program
(0D S theties
B Monage POS desices I
Q Suppert
eI

L ] CANCEL D
Switch on ‘Back office’ option and check in box ‘Manage POS devices.
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5.3.2 Assign Employee to the Group

Sales summary

Employee list

a []  Owner owner@gmail.com = Owner

| =

< > Page 1 ofl

Create Employee by clicking on the 'ADD EMPLOYEE' button. If you have created
employee before, open it for editing.

et

John

B

Johnigimail gom

. 5553354806

® Q&

Fole

=% Cashier &.
Select role ‘

Admunistratof
Manager

At the ‘Edit employee’ window fill in employee's name, email address, phone number
and the role (the group that you created in the first step).

130 5.3 How to give employees access to login into Loyverse POS through e-mail



5.3.3 Creating Password by Employee

. 5 LOYVERSE

Coffee Cafe invites you to join your organization and obtain
access 1o the Loyverse back office,

To eqler CIeale & PErsonal SBoCount.

o hizvee questons, PRAES Vi | oyrer= bill Colilsl 4 Loy s ity Of CHist wWith Ol
consuitiant
Thary are: svalianie 2477 ai aiways happy i assist:

‘Sincaresy, The Loyverse feam

© OB Livywitd e

The employee will receive Email with an invitation to obtain access to the Back Office.
He or she should click the ‘Create an account’ button.

FB LOYVERSE
Create a Loyverse account

Bl
Jehn@mail.com

The employee will be redirected to the Back office form, so he/she has tofillin a
password to create an account.

= POSdevices

Receipt

Stores

Store & POS settings _-I

POS devices
=]

This store has no POS

If you don't assign to this employee group any other access rights, then your employee
will not see and manage any other information in the Back Office except POS devices.

5.3.4 Login into Loyverse POS

Now an employee can login into Loyverse POS at the mobile device with his/her E-mail and
password, created at the previous step.
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5.4 How to Switch User Account to Different Employee
in the Opened Loyverse POS

= Allitems ~ Q Ticket -

Banana cake

N e o

If you want to switch the user account to another employee in an already opened
Loyverse POS app (Play Market or App Store) without exiting, you need to go to Menu.

2

POS 02
Coffeeshop

& Sales
E Receipts
(O shift

I= Items

Then, tap on the lock icon.

LOYVERSE © e o
Enter PIN-code
1 2 3
4 5 6
¥ 8 9
0 Clear

The form ‘Create transfer order’ will open for editing.

Alice
POS 02

Coffeeshop

oy  Sales
B Receipts
(©  shift

= Items

The active app account has switched to another user, and you can see his or her name
on the menu header.
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5.5 Using Time Clock to Track Employees Hours

This feature allows employees to clock in/out and calculates their total work hours.

5.5.1 Configuration

‘I Opan tckets
% Features
b prEters

=5 © n:r"-, ES
TNy
Stores
Fore 8 POS settings |
° F‘ Opren ticksty .
POIS davic= P —
& |-.|:..|f...... .I.u o o . - ‘

Login to the back office, navigate to the Settings menu, scroll to General Settings and
switch the ‘Time clock’ slider on.

The time clock feature requires authentication by PIN. Set your PIN to enter Loyverse
POS app if you have not.

9.5.2 Using at POS

. U5 LOY VERSE S

Enter PIN-code

1 2 3

4 5 6

7 8 9
0 Clear

At the Loyverse POS app tap the ‘Time clock’ button in the top right of the login screen.

Enter PIN-code on the number pad.

.

Enter PIN-code

Then ‘Clock In’ and ‘Clock Out’ buttons become active.
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3 * 0

Enter PIN-code

Tap ‘Clock In" button to start tracking hours and record a time punch.

John777 clocked in at

3:09 PM

GO TO POS

Tap to ‘Go to POS’ button to go to the sale screen of the app or back arrow to come
back to login screen.

P @

Enter PIN-code

After finishing work go to ‘Time clock’ screen, tap ‘Clock Out’ button to record a time
punch.

John777 clocked out at

4:55 PM

Then you will see information about clock out time.
Tap to ‘OK’ button.

5.5.3 Reports at the Back Office

el ot arked There are two sections in 'Employees' menu connected to
Clock in/Clock out option: ‘Timecards’ and ‘Total hours

Employee list worked'.
Access rights
Timecards

l-l-" Total hours worked

-]

E8
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= Total hours'worksd

Teday  Yestardzy  ThizWesk  Thizhtanth
Iaks
Enigtloyisn
L]
Ay
=
John
&
Talal
<

Qet'L 20V F-Det2h 2017, =

All amployees. - Export
S Teagl hewes
TheCoffee T
The Caifur 2508
208

‘Total hours worked’ section shows summary report of each employee in the chosen

period.

= Timecards

Todsy  Yeserddy  THisWees | ThisMonth

[ats

-
O ek

B

. [ oet s sasem

o [ Oct 26,2017 S4BFM

o [ owt2e207 5130m

Gtk ot

O 26,27 526 PR

heamg

Ot 20, 2017 548 PM

Ot 12017 Qo 26,2017 =

Al sirgloyess - Expart
Emprayes are Tl hoar
it The Collse 022
dahn The Cotfse =
Jutin Thie Gofer 042

At the ‘Timecards’ section you can see the list of timecards.

= Create timecard

Emplyee
Alex
I
Clock in dale
o 0t 26,2017
E Chckintimz
03:00
;’l
Total heurs:
AV

You can correct the current timecard or create a new one by clicking on ‘Add Timecard

b
Clock vut date
= Oct 26, 2017 £
Clckout time
v AM L4

CANCEL SAVE

’

button. Total hours are automatically calculated based on clock in and clock out time.

The decimal in ‘Total Hours’ shows a fraction of an hour, not minutes.

5.5 Using time clock to track employees hours
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6. Customers

6.1 How to Set Up a Customer Loyalty Program

Loyalty programs motivate customers to make recurring purchases as they create the
opportunity for you to take customer relationships to greater depths and also reward their

visits with bonus points.

@ Settings Loyalty settings

System settings

1 Il Loyalty type

General
Bonus system

& | Loyalty |
k‘ A percentage of the purchase amount to b

E_E Taxes 0.00

To set up the reward program, login to the Back Office.
Then in the Settings menu, click the ‘Loyalty’ button.

2
. Loyalty settings

Loyalty type
Bonus system

A percentage of the purchase amount to be credited to the points account of the customer

1.00

CANCEL SAVE

A basic program offers 1 point for 1% of the amount spent, but of course, you can
modify the percentage according to your preference. Don’t forget to press ‘Save'.

Your loyalty program is ready to go! All you need now are some customers! They'll be
happy to know they can now collect bonus points at their favorite small business.

Your store is well on its way to success!
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6.2 How to Sign Up a Customer in Loyverse POS

Loyverse POS app provides you with the possibility of connecting sale records with
customers. It allows you to send receipts to customers via email. If you have already set up
the loyalty program, you can give bonus points to registered customers for every purchase, to
be redeemed for discounts.

When making sales in the Loyverse POS app (Android, iOS), you can sign up a new customer.

Capuooino x | 530

3

Cakie with strawbery « | 1400
Apple Jujce x| 229
Tax 270
Total 2429

Click the ‘Add client’ icon at the top right-hand corner of the sale screen.

* Add customer to ticket

Q warch

nCen] clstorni

B Alex
e John Smith
v Breithligru von

In the pop-up window, you can select the existing customer or add a new one by
clicking on ‘Add new customer’.

b = Create customer SAVE

'. Mot

=

If you add a new customer, fill in the ‘Create customer’ form. Enter your customer's
Name, Email, Number, and Note. The main identifier of customers is the email, so it is
an obligatory field together with the Name. Number and Note sections are optional.
Tap ‘Save'.
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< Customer profile AT TO TICKET

S

John Smith
[~ john456 T8 Egmail com
t. 145678123

n Likes colles

100
+* 1R}
Pt
1]
ﬁ i
g odm

ETHT PROF

.
F »

E [

Check the information about your customer and tap ‘Add to ticket’ at the top-right hand
corner.

After the customer is signed up, proceed with your sales as usual.

Capucoing x 1 530

Cake with strawberny x| 14 .00 24. 29 25-71
Totnd pused HuEnoe

Apple Jukce s 1 229

T 270

Total 2429

B johndS&TEEgmail.com FND RESE

= PRINT RECEIPT

Then in the window after choosing the payment type, you will see a customer’s email.
Tap ‘Send receipt’ button to send the receipt to the customer via email.

Tap the ‘New sale’ button to return to the sale screen.
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6.3 How to Redeem Customer Points for a Discount

=
2
i3
| L

Capuooino x | 530
Cakie with strawbery « | 1400

Apple Jujce x| 229

Tax 270

Total 24,29

At the sale screen, add items to the ticket and click the ‘Add client’ icon at the top right-
hand corner of the sale screen.

*  Add customer to ticket

e Johr Smith
v 56 TO Rl o

g -’l\lt‘!. .
In the pop-up window, select the existing customer from the list of recent customers.
You can use the search field to find the customer by name, email or number.

& Customer profile

S

John Smith
johnd56 /85 gmall com

. 145678123

E Likes coffes

After you have selected the customer, you can see his/her profile with the number of
points available for redemption. Tap ‘Redeem points’.
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< Discount by points

Value 1.74

1 2 3

a
4 5 6
7 8 9

OK
0 00

The app will show you the maximum redeemable value. But as clients wish, you can
enter a lesser amount using the number pad. After tapping ‘OK’, the points will be
applied and the purchase amount will be reduced.

Ticket -

Banana cake x 1 14.50

Berry cake x 1 1250

Capuccino x 1 530

1.74

68

3224

JUICES FRUITS SWEETS COFFEE & TEA DRINKS -

Then you'll see the receipt preview with the redeemed points in the discounts line. Tap
‘Charge’ to continue the sale as usual.
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6.4 How to Send E-mail with Receipt to Client
in Loyverse POS

After you enter the payment to receipt during sale, you can send a receipt to a customer by email.

2118 0.00

Total paid Change

Chocolate truffle dessert x 1 8.50

Croissant x 1 225

Cream cake x 1 B50

Tax 193

& PRINT RECEIPT

+ NEWSALE

Fill in the ‘Enter email’ field and tap ‘Send receipt’ button.

Please be attentive while entering the Email. If you make a mistake, the customer will
not get the receipt.

R ‘_.- _
;

850 21.18 0.00

Total paid Change

@ Receipt sent to email

L]
' NEWSALE

After you see the message ‘Receipt sent to email’, you can proceed to a new sale.

The E-mail entered for sending the receipt will not be saved in the customer base.
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6.5 Information about the Customer and Notes
in the Receipt

These settings only affect the display of information on the receipts for the clients, such as
printed receipts, email receipts and do not affect the format of receipts in the archive in POS
and in the Back Office, where customer information and notes are always displayed.

= Settings

o Settings Profile
System settings
Emall
o General i
ﬁ Biling & subscriptions Category
Other
3 Payment types
Business name
0:| Loyalty Shop
S Taxes
Loyl Description
Recespt |
Q / |
Stores
Q Store & POS settings

Go to the ‘Receipt’ section in the ‘Settings’ menu in the Back Office.

Receipt settings ;ﬁop 4
Header

Footer

Show customer info »

Show notes .

Receipt language

English :{

CANCEL SAVE

In the Receipt settings, switch on the ‘Show customer info’ option if you want to
display the information of your registered customers on the receipts.

Switch on ‘Show notes’ option if you want to display the comments of the items and
the ticket on the receipts.

. g Store
Receipt settings Shop

Shop 2
Store 3

Header

If you have several stores, you have to make these settings for each store by selecting
the store’'s name from the drop-down list and saving changes.
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Now, during the sale, when you register a new customer or assign a ticket to an
existing customer, the customer name and number will be printed on the receipt.

Dine in & Print bill

ra Edit ticket

Chocolate!

5 Assignticket

Classic Col

You can add comments to the open ticket by tapping on the ‘Edit ticket’ button under
the menu (3).

ﬂ X Edit ticket

Comment

Hurry up

CONVERT TO CUSTOM TICKET

Type in the comment on the pop-up window and tap ‘Save'.

X Pizza 15.00 SAVE

Crantity
= ! =4
Comiment
Medium size
Dizcounts
Discount 10% 10% K Discount 100% 100% ‘o

To add a comment to the item, click on the item in the ticket. Fill in the comment field
in the pop-up window and tap ‘Save'.
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Cashier: Owner
POS: POS 1

Customer information:

Mame and Number Customer: John
777564321

Ticket comment Hury up
Apple Juice 2.29
1x2.29
Pizza 15.00

I " 1x15.00

sededaa il Medium size

Coffee 200ml 1.60

i " 1x1.60

iRl 1 sugar stick

10% -1.50
TOTAL 17.39
Cash rounding 0.39
Cash 50.00
Change 33.00
3/28/18, 1:43 PM #1-1036

The Information about the customer (Name and Number) and notes (comment to the
open ticket and comments to the items) will appear on the receipt.

The item comments will be displayed on the return receipt, but the ticket comments will not.

6.6 Customer Identification by Number

If you specify a customer’s number when you sign up a customer in Loyverse POS, you can
identify your customer by their number during a sale.

For customer registration, it may be enough to fill only one of the three fields: 'Name',
‘Number' or 'Email'. But sometimes, the customer's name is not unique. If you create
multiple clients with the same name, it will be difficult to find the correct one. Therefore,
we recommend you to fill in the fields 'Number' or 'Email' as well.

\ J

%  Create customer SAVE

Alex

alex700@gmail com

. +12345678900

The number can be any combination of numbers that are easy to memorize for the
client.
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Cakte x 1 4,59
Classie Cobly Salad x 1 7.59
Lynch x 1 glap
Tax 276

During a sale, tap the ‘Add client’ icon in the upper right corner of the screen.

X Add customer to ticket

Q, ot'E! A

)

In the ‘Search’ field, start typing the customer’s number that you wish to find. Select
your customer from the list.

< Customer profile

S/

Alex

alex709@gmiail. com

. +12345678900

Tap ‘Add to the ticket’ button to connect the customer to the ticket.

< Customer profile ADID TO TICKET

S/

John Smith

John Smith@gmail com

3.41
x
Paipie
9
e
; 11/22/18, 6:52 FM
=
BT VRIT
EDIT PROFILE REDEEM POINTS

The number can be assigned not only to new customers but also to clients created
earlier. To do this, find the card of the customer, tap ‘Edit profile’ and edit it by
specifying the number.
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6.7 How to Work with Customer Base in the Back Office

+ADD CUSTOMER I
lsks
D Customer
-
John Smith
W U Likescoffee01.01.19
E D Alex

|| - Sl JohnSmith

After logging in to Back Office, go to the ‘Employee list’ in the ‘Employees’ section.

Customer base

+ ADD CUSTOMER IMPORT  EXPORT

[als
ustomer
D C Contacts First visit L
& John john777@gmail.com
O Likes coffee 777564321 Mar 28, 2018 N
mEL ;?;;;f):ggm‘b"m Jan 16,2018 J

To create a new customer, click on the ‘+ Add customer’ button.

S
; e
o
1_1 Narris
2=}
Email
° R, Number
= R

coce. | [N

The form ‘Create customer’ will open for editing.
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= Customer profile

¢ Customer base EDIT PROFILE ~ MORE ~
X e
&
* Judy
EB t. 152244545
&% Apr 03, 2018 Apr(03, 2018 at 3:01 PM
First wisit a Last visit
<@ 0
0.00
ﬁ $ Total spent
o +* 0o

Poimts

You cannot create a client without filling in one of the fields: Name, Number, or Email.
You can also make some notes about the customer. After clicking on the ‘Save’ button,
the Customer profile will be created.

= Customer profile

< Customer base EDIT it points balance

e Delete customer

By clicking on ‘Edit profile’, you can change the Name, Number, and Note.
There is ‘Edit points balance’ and ‘Delete customer’ buttons in the ‘More’ menu.

e E @

Edit points balance

Value

100

CANCEL SAVE

You can enter new points balance in the pop-up ‘Edit points balance’ form and click
‘Adjust’.

= Customer base

+ADD CUSTOMER IMEORT  EXPORT Q
lis
stames cantscts —— st visit ol visits otal spent ~aints balsnce
D (=T Cx l T L {Ell Total vish T Fol bal:
0 :I‘.‘g'; . g’;‘;‘g&gﬂ”""“m Mar 28, 2018 Ma- 28, 2018 31 1:43 PM 3 6647 0.00
O red :g’;‘éﬂmm'b"” Jan 16,2018 Jan 16, 2018 a1 2:27 PM 1 1273 0.00
E5 7
m] ufg‘;mm 152244545 - - ] 0.00 100.00
ah
< > Pager 1 of1 Arows per pags: 10

@

You can also open the existing Customer profile by clicking on the needed customer
from the customer base.
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6.8 Purchase History of a Registered Customer
in the POS

This feature makes it possible to see the purchase history of a registered customer during a
sale at the POS.

This feature is available on iOS devices only. It will be available on Android devices soon.

< Customer profile

o

John

v, 777564321
=] Likes coffee

0.00
Points

LR

6/18/19,10:50 AM
= e

When making sales in the Loyverse POS app, add registered customer to the ticket. To
see the purchase history of the customer, just tap the button “View purchases” on the
customer profile.

& Purchase history

Q Seatch

B.02 Jun 18
= Cooliés x 1. Cofles 200imlx 1
= t?.ag. Mar 28,2018

Apple Jooerx ¥, Parza s |, Colles 200mi =

You will see the list of past receipts issued from this store, connected to the customer.
Select to see details.

R []

Cashier Qwner

Once you open a selected receipt, you can make a refund, send the receipt by email
(the button ‘send receipt’ is under the three dots menu) or reprint receipts (if a receipt
printer is connected).

If there is no internet connection, you will only be able to see receipts with this client that
were downloaded (to the device’'s memory storage) prior to viewing the archive of receipts.
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6.9 Importing and Exporting Customers

At the Loyverse POS app (Android, i0S), you can manually add customers to the system and
edit them. But if you would like to change or add many customers, importing and exporting
functions at the back office will be quicker and more convenient.

lll Customer Contacts
ﬂ e Margarita Fuller fo.far@google.com
@ e Jan Salazar solveig_cor@infoseller.com
&
e Georgia Griffith sa-buzz@yoohoo.com

Enter the back office and open your 'Customer base'.

Click on the ‘Export’ button to download all of your contacts. Confirm the download
dialog, and save the file to your computer.

A B e e O | E [ F ] G H [t J

1 |Customer 10 | CUstsmer neme Ermail MLTBEr Paints halance  MNots First wisit Last wisit Total visits  Total spent
rie| 12770826 Margantakruller fofar@goegle com 5.61 A6 0731 PM 12008016 05:55 Py 4 807000
3 34116004 JanSalazar \soivein condinfnsellercom | | 491 1012716 01:49 P 11714716 D346 AM 2 7a7so00
4 | 40551456 GeorgiaGRith sz iyoohon.com 7.65 10VIR16 W20 PM 1LIDE/LE 05:53 AM z GTE3N0
5 TOFPIEESEMINe  Mckenzie  cofenlin kol coim | 68 IN31/16 06:00 AM 12731716 05000 AM 1 B2HG00

1 53161365 LucashMunoz I S COUIMIDED Ml com 1 | D12 1225716 11941 PN 12i25/16 11:41 PM 1 GLE500
| 43373008 LilnStanley collcrpvesBinio com | | 0.77 INZ46 0906 AN 10024716 05005 AM 1 611000

B |  B1761546BertHoftiman ao-drosyanco.ca 212 1UP7/16 0230 PM 120516 05:22 PM z 562800
9 |  B8R0TI34EmvinFisher s bitseayl S s, coin 196 1123716 12.20AM 11723016 12:20 AW 1 SRT100
10 |  74658770/Ciftonviega Io_nas@men.com | B.2 1U27/16 09:34 PM | 12/04/16 09:32 PM 2 566900
11 | 29373009 CharesWilkins i tnPgmogle.com 4.43 1230716 05:40 PV 12/3016 05:49 PM 1 544800
12 10458764 ParSwanson elba befmbing.com B.87 IWES16 12:21 AN 10V15716 12-21 AM 1 540200

Now you can open your file, edit the customer list, and import it back to the system.

During the editing process, remember that the main identifier of your client is by their
email address. There should not be different clients with the same email address.

Import customers

Download template file and fillin with the customers information.

@
O:] Drag and drop your file here
or select it on the computer
P
(Vi
CANCEL

If you want to import the list of new customers, go to ‘Import’ and click the link,
‘Download template file'.
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L A e — = | b | E | F |

1 |Customer ID Customner name [Emall Number Points balance [Note |
2 Angels Hicks /courowa wedtoodles.com
: [Estelles Chapman |elu_redofnd@infoseller.com
4 ‘Noahs Francis ‘Malla-thig@bing.com

| 5 |Daniels Cunningham dea Ifayd e.com
6 Deyins Petersan ‘mauif_sim@yahoo.com

7 | |Adrians Cox \ansftice buse@yahoo.com
8

Open your template file and fill up new customer information to the specified columns.
If you are missing some information, you may leave the cell blank. Do not delete the
column names from the first row or change their place.

= Customer base

Import customers

Download template file and fillin with the customers information.

i
L
(2= @ Drag and drop your file here
or select it on the computer
2
=]
Q

* CA.NI:ELU

After the file of new customers has been made, you can save and import it at the
‘Import customers’ window by dragging and dropping it into the selected area or by
selecting it in on your computer through the link. The import will start after clicking on
the ‘Upload’ button.

n = Customer base

Confirm import

Pl firm the changes. By ing you will not be able to return to the previous list of customers.

ﬂ 6 customers will be created

E You did not fill the "Points balance” field . It will be assigned a value of 0.
| Cells: E2, E3, E4, E5 E6 E7
.0
-
O = CANCEL CONFIRM IMPORT

Then, the confirmation window will appear with a short report and warning signs.

After confirming, the customer base will be renewed with the added customers or any
changes to existing ones.
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/. Reports

7.1 Sales Summary Report in the Back Office

When you enter the Back Office, you will see all of the most important information about your
sales in the ‘Sales Summary’ section.

SUMMAary
Today Yeuietdoy Thia Week Thus Matth Sep 102018 - Sep 1R 2018 All day All atcirey - All eyl -

| st G sales Hefynas Moccznia et nae= Gross profiy

5,629.48 18.00 54 5.606.07 331078

o 3 B0 {e2d B #5001 fany
= Gipss saies ars Ad Uy b
=
= £ ey 1

e i (LR ]
| . . l =Ik. ‘ .

i - 1) nap 11 o 13 T s i . o s gt s 1k
EXPOAT [

Spin TR.00 (Ll 541 4R 57 1w

S=i17 NEATT oo 000 96477 IRE.04

At the top, you can set the period for the report: today, yesterday, this week, this month
or custom. If you have several stores, you can select some of them for the report. The
same for employees.

There is a set of tabs with the values of main sales parameters: Gross sales, Refunds,
Discounts, Net sales, Gross profit. Below each values, you can see how much more or
less you made compared to the previous period in the same span of time.

If you click on any of these tabs, you will see the chart of the selected parameter for
the period.

Gross sales is the total revenue, calculated as the sum of all sales prior to adding any
discounts, tips, and taxes. However, if the tax is already included in the price of the
goods, that price is used to calculate the gross sales.

© Taxes that are added to the price will not be taken into account for Gross sales.
® Taxes that are included in the item price will be taken into account for Gross sales.

® Cost of the modifiers is counted in Gross sales. Discounts are not taken into
account for Gross sales.
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Refunds is the amount of money returned to the customers, calculated as the sum of
the returned items' prices prior to adding any discounts, tips, and taxes. However, if the
tax is already included in the price of the goods, that price is used to calculate refunds.

Discounts is the amount of all discounts applied to the items, calculated as the
difference between the sum of discounts on sales receipts and the sum of discounts
on the return receipts.

Net sales is the total revenue minus the cost of discounts and sales returns.

Net Sales = Gross Sales - Discounts - Refunds

Gross profit — Net sales minus Cost of goods of the item for the selected period

. NAVIVIVAVY,

Area

Bars

Gross profit = Net sales - Cost of goods

2, TU. 7O

Days -

On the diagram of the sales parameters, you can choose to see the data either as an
Area or Bars, and also group it hourly, daily, weekly, monthly, quarterly, or yearly.

At the bottom, you can see a table with the value of sales summary information for
each day. You can export the Sales Summary report by clicking on the ‘Export’ button.

Cost of goods
217.78
388.04
329.47
366.96

281.40

Displayed fields

O
O

Gross sales
Refumﬁ
Discounts

Net sales
Cost of goods
Gross profit
Margin

Taxes

You can also set up and customize the displayed columns by clicking on the three
vertical lines icon on the right-hand side of the header.
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7.2 Sales by Item Report in the Back Office

» Sales summary o

I Sales by item h

Sales by category

Sales by employee

Sales by payment type

Receipts

Sales by modifier

Discounts

Taxes

B & FE

In the back office, go to the ‘Sales by item’ section.

= Sslesbyitem

8 B Apr21.2019Apr 777010 o © Mdny B Almoies = & Al employess =
‘ bk Top Gilems Mt nale Sales by ltem char Bat - [ioya -
o ® scdven 35600 ——
- @ coke W g
5 @ Fursapg 22549 ki
2 ® o |- 1
* e e o
EXPORT i}
Apgite Juice i 2850 2088 M
Banana 3 6330 5064 1268
At the top, you can set the period for the report: today, yesterday, this week, this month
or custom.

You will see information about your sales by items. The top 5 items will be displayed
according to the ‘Net sales’ along with the total amount sold next to it.

Sales by item chart . Days -
Line e

800.00 —

Pie
P—
For the ‘Sales by item chart’ on the right side, you can choose to see the data either as
a Bar, Line or Pie chart and also group it in Hours, Days, Weeks, Monthls, Quarters, or
Years.

600.00
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. L Sandwich long 124.00 ong I L
4 Apr 11 dpe 27 Apr 7l Apr 24 Ape 25 dor 36 Apr 27

EXPORT | i} :
BEm TeEmE Skl Metsales Cosl of goods Gross profin
Apple Juice 2 28.59 20.88 n
Banana 3 6330 50.64 12.66
Caesar Salad 2 2800 10.60 1740

At the bottom, you can see a table with the value of parameters for each item.
You can also setup and customize the displayed columns by clicking on three vertical
lines icon on the right-hand side of the header.

SKU R

20.88
Category

5064 Items sold

Gross sales
10.60
Items refunded

188.51 Refunds

Discounts
412
Net sales
2.00
Cost of goods

2017 Gross profit

Margin
18.00

O <. IO <. JON <. O I I I I Y <. O 0 I

Taxes

12.00 16.14

Parameter options include:

SKU - Stock Keeping Unit is a unique code given to each item. See details in How to
Add Items in the Loyverse Back Office.

Category — the category of the item.
Items sold - the total number of the item that was sold during the selected period

Gross sales — the total revenue for the item for the selected period. See details in
Sales Summary Report in the Back Office.

Items refunded - the total number of the item that was refunded during the selected
period.

Refunds - the total amount refunded for the item during the selected period. See
details in Sales Summary Report in the Back Office.

Discounts - the amount of all discounts on the item for the selected period. See
details in Sales Summary Report in the Back Office.

156 7.2 Sales by item report in the Back Office



Net sales — Gross sales minus the cost of discounts and sales returns for the selected
period. See details in Sales Summary Report in the Back Office.

NetSales = GrossSales - Discounts - Refunds
Cost of goods — the item cost
Gross profit — Net sales minus Cost of goods of the item for the selected period.
GrossProfit = NetSales - CostOfGoods

Margin - the item’s margin for the selected period, calculated as the ratio of Gross
profit to Net sales.
GrossProfit

. %
Margin NetSales 100

Taxes — the amount of taxes applied to the item for the selected period.

n LE Sardwich lotg T 080 I I
Apr 2 Apr 33 Apr 23 Apr 24 Apt I8 Apr b AprF7
;“ENPORT“‘ I
nem s sokd Net sales Costof goeds Gross profn
Apple Juice 2 28.59 20.88 4]
Banana 3 £3.30 50.64 1266
Caesar Salad 2 28.00 10,60 17.40

You can export Sales by Item Report for the desired period in CSV file by clicking on
the ‘Export’ button at the top of the data table.

7 item-sales-summary-2018-01-08-2018-01-14 ] TR
Filz  Edit “ew Insen Fommat Deta Toole  Add-ons Help  Lasiedn was ssconds &g C St

= e o "B e . 5 05 M 00 13 Arlal 1n - B I 5 i - - H =+ 4 op- B Mo #
Tem name
A E r: o E r [ " i 1 K 1

1 |_|.'.e_m. name: JELE carsgany 11ems sok GIEs sales Iems fefurded  Refunds Discounts Net sales Coct of goods  Gross profit Margin

z Anple Juico I00L Hat Drinks e 2.2% o o i1 228 1.44 85 3712

] Bear 10010 Drirks iti} 120 i) o o 120 0 50 4167
Baer glass D5 L 0010 Drinks 1 B o o o (i 35 L5 4167
Black T 014 Hat Drinks 1 2,38 (] 0 0 233 o 2.3 100
Ciassic Cobb 53 10036 Salads 5 31.95 o o o 37.35 208 17.35 LU
Lolfee LA Leirdkes 1 HE o o o g8 2 15 .80
Cookies 1021 Swees 1 5.69 o ) (1] 5.68 4.48 121 2127
Crossant 1011 Sweris 1 .38 o ] o 235 14 0.85 3T

After you download the file to your computer, you can open it in Google Sheets.
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7.3 Sales Report by Category

= Sales summary

-
Q} l‘-. Sales

» Sales summary

Sales by item
| 'Il I Sales by category [} "
ﬁ Sales by payment type
Receipts
E Sales by modifier
Discounts
2 Taxes

In the Back Office, go to the ‘Sales by category’ section.

9 i B dan 1)L 2079 Fetr 11,2018 Mgy = i stoers L Al empigyéey -

I
I ik LXPoRT m

You will then see five different columns:

Category — List of categories.

Items sold — Number of items purchased per category.
Net sales — Category Revenue.

Cost of goods — Category costs.

Gross profit — Overall revenue minus costs.

EXPORT (0

Category v sold Nt sakes Cont ol goods Gross profit
Desserts 22 293.09 0.00 293.09
Drinks 2 658 ER 1 1.40
Fruits 2314 3467250 23.114.60 11,557.90
Hot Drinks 5 19.84 400 1584

You can export the ‘Sales by category’ report by clicking on the ‘Export’ button.

You can also set up and customize the displayed columns by clicking on the three
vertical lines icon on the right-hand side of the header.
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Displayed fields
Cost of goods S
Items sold
0.00 [ Grosssales
518 [ itemsrefunded
[ Refunds
23114.60
[ Discounts
4.00 Net sales
4 Costof goods
9.36 &
Gross profit
5400 [ Margin
36.00 [ Texes

Then select your desired columns.

= Sales by category

e < February 2019 Today B Allstod
| [aks Su Mo Tu We Th Fr Sa Yesterday
27 28 29 30 N 01 02 Thiawesk
ﬁ 05 06 07 08 09 | ktwesk Net sales
\@ This month 29309
2] Last month oo
Last 7 days
ae . .
i ;le /n1 Zj:m 9 Szi: :lfezm 9 Last 30days PALEIZAD
* 19.84
CANCEL DONE
Juice 3 1333

You can also choose the specific time period from which to view data: Today,
Yesterday, This week, Last week, This month, Last month, Last 7 days, or Last 30 days.

Or you can select a start and end date on the calendar.

n ® 12AM-11PM ~ -/

O Allday

% Custom period

ns s¢
Start End

12AM ~ 11PM =~

Select the period and click ‘Done’.

If you want to generate a report for some particular time span during each day, choose
‘Custom period’ option instead of ‘All day’ and set the start and end time.
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= Sales by category

6 B Jan 13.2019-Feb 11,2019 O Aday - M All stores & 2 Al employess -
Al stores
| s EXPORT m]
& Colfesshop
Category it sabd ol of goods Groms profit
Store?
.’*— Desserts 2 PLER] 000 293.09
e Dirinks 2 6.58 518 1.40

If you have multiple stores, you can see all of your sale reports by selecting a filter for
all or selected stores.

7.4 Receipts Section in the Reports in the Back Office

8 < & Jul1,2018-Jul 12,207
| |.I.|.| Sales summary
Sales by item
& Sales by category L |
‘\?_ Sales by employee
Sales by payment type
2~ Receipts R
e Sales by modifier
-

In the back office, go to the ‘Receipts’ section in the ‘Reports’ menu.

Teday  Yemterdsy  ThicwWesk  ThesMonth Jan 3 2M8-Janu 20t o Al day. A sloroy - Al errplovees - Lt
| .
PN il 21_ o 20 ¢ 1 " 37
[ sules iefumls Ieyatty
E5
a5 Receipts Q
OI. yps Raaekptna s Ermpliyes Susome At Preanant Tortal
51153 Jan 092018 41EPM Hicx = 1652 = 16,62
™ W7D Janag A A5 Al Yy ok o 4t 4k

' duhe Senith @il o

84181 San 09,2048 43400 Heon - 4488 =% £0.58

You can choose the desired period for the report with the time selectors at the top of
the page.

There is also an overview of different receipt types at the top of the page: ‘all receipts,
‘sales, refunds’ and ‘loyalty’ program. If you click on any of these buttons, only this
type of receipt will display on the list.
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Tofiy  Yestorddy! ThaWoek TmsMonth | Jan3i2018 Jand.20i8 - Allday Al sl R
| w
‘- . 21 ]20 "I Order #9103 1807
¥ L atteciti ans " lretns Cashior: i FOSPOSTT
John Smitn
E5 7 FehrSmahi@amel som
a5 Receipts Fuw s Fizes
Ted g &0y
Fangy Cake
Totm il wis Dale Lisiliingee Custiiipet lad ks &9
e ] ol s (18]
. £1104 Jan 05, 2018 415 M Ao - e o
BTES J5107, 2016 157N A ~ el i
Salen Tan 15'% T.iE

If you move the cursor over each receipt, it will highlight the entire row. If you click on
it, the receipt details will appear on the right side of the screen.

8 < = Jun 1920012 Jul 18,2019 ® AMlday ~ ™ Alistores - 2 Al employees -
45 45 0 210
= o L 4 L
N . Al receipls ) SRED L refunde Iummnmed 10y 3Ty
=
_—
a
-
=]
Type Recspt no Data Employes Cartommes Ao DiEzoum| Ttz
an
81574 Jul 17,2019 207 PM Ay - S8.03 == 58.03
e
81573 Jul 17,2019 207 PM Alex - 59.20 = 59,20

You can export specific receipt types for the desired period in CSV file by clicking on
the ‘Export’ button.

5 receipts-2018-01-06-2018-01-06 ] e
Fie  Edit View msert Format Dila Tools  Add-ons  Help  Lastedibwas & minedes age B Commens [S-S 0
& e oo P o0 - 0§ w00 13- aral 10 B I & i < % H- =- 4| Mare -~
fx | Do
| A B c o C F o i [ 1 B L
1 Dae LRecaipt number Receips fype  Gross sales Digcounts Net sales Tz es .nps Total collected 'Paymem wyp2  Descapmon POS
Z LUG18 5:20 PM 11-1019 Sale 1392 o 13.98 L2 [+] 1598 Card L% Elack Tea, 1 POS 01
4 UE18519 PM 11-1018 Sale 1442 ] 14.42 L [ 14.42 Card 1 Black Ten, 1 POS 01
4 | VUG1A 519 PM N-1017 Sale (=] n 6.53 066 o £59 Cash 1% Cake, 1x CaPOs 01
5 | U&18 518 PM 11-1016 Sale 24 L] 24 13 [+] 24 Card 2.000 % Beer PO 01
8 L 15 2018 M 11-101% Sale i 0 e n o b Cash 1 & Croissant, 1. P05 01
7 VUGTAS17 PM 1M-1014 Sale 115 n 11.59 1.51 0 1188 Cand 1 % Colteg, 1 ¥ CPOS 01

After you download the file to your computer, you can open it in Google Sheets.

@gmalil.com -

nanges saved in Drive

w - B I 5 A-. &-H- =100 V- moe ~
3 ' 3 ' E ' M N Q" ' P
cted Paymenttype Description POS Cashier name |Customer nz T | Customer contacts
13.98 Card 1 x Black Tea, 1 POS 01 Alex Jackie Figueroa |teifo_gall@bing.com
11.48 Cash 1 x Supreme Piz POS 01 Alex Jackie Figueroa |telfo_gall@bing. com

You can export specific receipt types for the desired period in CSV file by clicking on
the ‘Export’ button.

7.4 Receipts section in the reports in the Back Office 161



7.5 How to Cancel Receipts

Cancellation of receipts is necessary when a sale/refund was made by mistake or for a test.
When you cancel a receipt, it will not be accounted for in the reports, and all items will be
returned to stock.

. Sales summary

¢ B Jul1,2018-Jul 12,207

| lals Sales summary

Sales by item

@

Sales by category
‘\?_ Sales by employee

Sales by payment type

2~ Receipts R
e Sales by modifier
L1}

In the Back Office, go to the ‘Receipts’ section in the ‘Reports’ menu.

%
e < | B Oet27.2019-Nov 252019 @ Ajday - 2 Mlemp B
| = Alressipts ‘soes 36.00
: : Total
e 12 11
i - Cashier. Owner
- POSPOS]
EXPORT ~ Applejuice 36,00
&= 4=9.00
" Haculfit no. Diite “Eniployos Cut Total 36:00
= L o Cash 40,00,
10m Nov 25, 2019 317 B Owner =| Cunge 400
o !
2D N Za 20183 P wnar _ NovZ52019317PM we1-1011

Click on the receipt that you want to cancel to see the receipt details. Click on the three
dots menu in the upper right corner.

|

X Cancel receipt
emp

36.00

Total

Cashier: Owner

P0OS:POS1
Apple juice 36.00
4x9.00
Cus
Total 36.00
Cash 40.00
~  Change 4.00

Click on the “Cancel receipt” button.
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Cancel receipt

The check will not be taken into-account in reports. Are
you sure you want to continue?

Confirm cancellation in the dialog screen.

e < B Oct 27,2019 - Nov 25,2019 O Alday - - Alemployess -
late
‘ Allrecaipts Sales Refunds
@ 12 11 1
-
EXPORT - Q
=
Regikpl no. Date Employes Cusloimer Tpe Total
-
11011 Mov 25,20122:17 PM Owner - Sale (cancelled) 36.00
2.mn Mlasa TE DOTOTAT ORX [ATFFET =~ Emts LT WA Ty

Now, this receipt is marked as cancelled in the receipts list.

X

emp
Cancelled by Owner Nov 25, 2019 3:25 PM

36.00

Total
Cashier: Owner
POS:POS1
Apple juice 36.00
Cus 4x9.00
_ Total 36.00
Cash 40.00

And in the receipt details, you can see who cancelled it and when it was cancelled.
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= Edit group

e Change settings

Access to live chat support

ks
o @ Back office &
Employees )
email and password
*
View sales reports
2~
Cancel receipts
- ltems
a Manage employees
Manage customers
® Edit general settings

Cancellation of receipts can be performed by users with “Cancel receipts” rights. By
default, this right is set for Owner and Administrator groups.
After the cancellation of the receipt:

@ Amounts from cancelled receipts are not taken into account when calculating data in
reports in the Back Office.

® Amounts from cancelled receipts are not taken into account in both the current and
closed shifts.

® The quantity of sold items is returned to the stock, but when cancelling a refund receipt,
the quantity of items is deducted from the stock.

® The cancellation of a receipt cannot be reversed.

® You cannot cancel the receipt that was fully or partially refunded without the
cancellation of the refund receipt first.

® In case of cancellation of the receipts with integrated card payments, funds will not be
returned to the customer’s card.
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7.6 Shift Report with Sales Summary at the POS

It is possible to see the shift report when the option ‘Use shifts' is switched on in the General

Settings in the Back Office.

You can print a shift report if at least one receipt printer has been added in the POS app

settings with the option to print receipts and bills.

o s
B Receipts
(®  shift

| ltems

You can access the current shift report by tapping the ‘Shift’ button in the main menu.

= Shift

Shift opened: Cwmar

canh drawe

Starting cash

Cash paymenis

Cash refunds

Faid in

Paid out

Expected eash amount

surTmary
Gross sales
Refunds
DAsCOLints

Met sales
Cash

Cash rounding

Card

3/22/18, 2:44 PM

100.00

2.00

0.00

5.00

178.00

1688

6,84

109.73

B2.00

016

27,67

The report of the current shift contains data of the cash drawer and the current sales

summary (X-report). You can print this report on your receipt printer by tapping the

‘Print’ icon.

The closed shift report contains data of the cash drawer and the sales summary at the

closing of the shift, including the actual amount of cash and the difference in
comparison with the expected amount (Z-report).

7.6 Shift report with sales summary at the POS
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CASH MANAGEMERT CLOSE 6HIFT

Shift opened: Owner 3/22/18, 810 PM
Canh drawe

Starting cash 100.00
Cash payments 148,00
Cash refunds 600
Pald i 0.00

To get the closed shift report, tap the ‘Close shift’ button.

X Close shift

Expected cash amount 237.00

Actual cash amount 237.00

Difference -

Print report c

CLOSE SHIFT

If the user has rights, he/she can see the ‘Expected amount of cash’ that is calculated
from sales, refunds, and cash paid in/out during the shift. Enter the ‘Actual cash
amount’ that is in the cash drawer, and tap the ‘Close shift’ button.

5 Shift report
Store: Shop 2

POS: POS 2
Shift opened:
Owner /2218, 4:10 PM
Shift closed:
Owner 3/22M18, 415 PM
Gash drawer
Starting cash 10000
Gash payments 148,00
Cash refunds 600
Paid in 000
Paid out 5.00
Expected cash amount 237,00
Actual cash amount 237.00
Difference
Sales summary

Gross sales 162,67
Refunds 1338
Discounts 0,00
Net sales 148,29
Cash 142,00
Cash rounding -0.82
Card 749

/2218, 415 PM

The closed shift report will be printed on your receipt printer.
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7.7 How to Work with Shift History in the POS

This feature is available on iOS devices only. It will be available on Android devices soon.

&  sales
B Receipts
©  shif

| ltems

(SIS b 14/07/2018, 17,56
Cash denwer

Starting cash 50.00
Cash paynients 7400
[Beshirermds: 0.00
Paid in 2000

You will see the report of the current shift. Tap on the ‘history’ icon to access the shift

history.

®

@ @ @

®

Shifts
Jul 14
T &6 I 1&am ——

dud 14
754 pmy- 1 T'5& nm

Jul 14

Mar 28 - Jul 14
1R oo - | TR e

Shifts from the current POS will be displayed in the list. Non-synchronized shifts
(unsynchronized events, such as openings, closing, pay-ins, payouts) will say

‘Unsynced’.

7.7 How to work with shift history in the POS
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& Shift &
Opened: Owner 1407181762 pm
Closed: Dwner 1407181754 pm
Sl
Storting cosh 100.00
Cash payments 71.00
Cash reflunds 0.00

Tap on the shift in the list to see its details. You can print this report on your receipt
printer by tapping the ‘Print’ icon.

Viewing the shift history is available to all employees who have the "View shift report”
access right.

7.8 How Taxes are Calculated

There are two types of taxes that can be applied to items at Loyverse POS (Play Market or
App Store): ‘added to the price’ and ‘included in the price’.

An example of ‘added to the price’ tax is sales tax in the USA - where all the prices are listed
without the sales tax, but during checkout, the sales tax is added to the price, and the
customer pays the price of the item plus the sales tax.

An example of ‘included in the price’ tax is value-added tax (VAT) in EU countries, also known
as goods and services tax (GST) in India, Australia, Canada, Malaysia, New Zealand, and
Singapore - where the tax is already included in the price listed.

7.8.1 Calculation of ‘Added to the Price’ Tax

To calculate the value of the ‘added to the price’
PAYMENT: tax, you have to multiply the item price by the tax
21.20 rate in decimal form.

Cachier Alex For example, if the tax rate is 6%, multiply the item’s

ashnler.

R price by 0.06. So if the item is $20, the value of the
‘added to the price’ tax will be 20x0.06= $1.20.

Sandwich 20.00
1=20.00

Subtotal 20.00
Sales Tax 6% 1.20
Total 21.20
Cash 21.20
Mar 01,2018 2209 PM M2 12-1184
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7.8.2 Calculation of ‘Included in the Price’ Tax

PAYMENT:
Cashier; Alex
POS.POS02
Burger
| = 20.00
Total
VAT 6%
Cash

Mar 01,2019 Z90FPM

20.00

20.00

1.13
20.00

N2 12-1185

In the case of ‘included in the price’ tax, the item
price consists of pre-tax price value plus the tax
value

Price = PretaxPrice + Tax

And the tax will be applied to the pre-tax price.

To calculate the item's pre-tax price, divide the
price by 1 + the tax rate in decimal form. To find
the value of the tax that is included in the item's
price, you have to subtract the pre-tax price from
the item price.

For example, if the tax rate is 6%, divide the item’s
price by 1.06. So if the item is $20 with the ‘included
in the price’ tax, then the value of the pre-tax price is
20/1.06 = $18.87 (rounded), and the value of the
‘included in the price’ tax is 20 - 18.87 = $1.13.

7.8.3 Application of Several Taxes at the Same Time

PAYMENT:
Cashier: Alex
POS: PO502
Bread
| % 12.00
Subtotal
Tax B 5%
Tax A20%
Total
Cash

Mar 01,2019 256 PM

7.8 How taxes are calculated

12.00

12.00
0.60
2.40

15.00
15.00

N2 12-1186

How to calculate the tax value if multiple ‘added to
the price’ taxes were applied to an item

The value of multiple ‘added to the price’ taxes of
an item is calculated in the same way as if only
one tax is applied (see above).

For example, if you sell an item at $12.00 with
added tax A = 20% and added tax B = 5%, the tax
values will be $2.40 and $0.60 respectively:
TA=12%x0.20=2.4;TB=12x0.05=0.6.
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PAYMENT:

12.00

Cashier: Alex
POS:POSO2

Butter

Total
Tax B 5%

Tax A20%
Cash

Mar01,2019 3:.06 PM

PAYMENT:

12.96

Cashier: Alex
POS POS02

Sausage
1x12.00

Subtotal

Tax B (included) 5%
Tax A (included) 20%
Tax C10%

Total
Cash

Mar01,2019 314 PM

170

12.00

12.00
0.48
1.92

12.00

N2 12-1187

12.00

12.00
0.48
1.82
0.96

12.96
12.96

NP 12-1188

How to calculate the tax value if multiple ‘included
in the price’ taxes were applied to an item

The value of ‘included in the price’ tax of an itemis
calculated as the multiplication of the price of the
item and the tax rate, divided by the sum of the
rates of all included taxes plus one:

p x TIPV

1= (1+ 3i TIPV))

where

Tl = the value of the ‘included in the price’ tax
p = the price of the item

TIPV = the included tax rate in decimal form

i = the number of tax rates included in the price

For example, if you sell an item at $12.00 with
included tax A = 20% and included tax B = 5%, the
value of Tl will be $1.92 and $0.48 respectively:

12x0.2

M= "as02+005) - %2
12 x 0.05

o= as02+005) - %%

How to calculate the value of the ‘added to the
price’ tax if the price has included taxes

The value of the ‘added to the price’ tax of an item
is calculated as the multiplication of the rate of the
added tax by the price of the goods reduced by the
sum amount of the included taxes:

TA=TAPV x (p-3iTl)
where
TA = the value of the ‘added to the price’ tax
p = the price of the item
TAPV = the added tax rate in decimal form (1% = 0.01)
Tl = the value of the ‘included in the price’ tax
i = the number of tax rates included in the price

For example, if you sell an item at $12.00 with
included tax A=20% and included tax B=5%, and
also added tax C=10%, the value of TA will be
$0.96:

TA=0.1x (12 - (1.92 + 0.48)) = 0.96
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7.9 How to Export Data from Reports and Open in Excel

= Sales summary

Sales
» Sales summary

Sales by item

lll l Sales by category N I

& Sales by payment type
Receipts

@ Sales by modifier

Discounts

e Taxes
-_—

Select your Report in Back Office, in the “Reports” section. For example, view “Sales by
category.”

B, - |

After selection of the required period, press the “Export” button.

And enter your filename. Loyverse POS can export data in the CSV spreadsheet. Now
you have the file saved on your computer.

Next, you have to open your file through Microsoft Excel.

File Home Insert Page Layout Formulas Data View Q Tell me what you want to do...
PR [ Show Queries [=] Connections | & H Y T Clear
®ls 3y 3 [ T2 £l
Refl

e DFrom Table i=| Properties : Reapply
From From From From Other Existing New resh . Z Sort Filter
Access Web Text Sources~ Connections Query= D@ Recent Sources All~ |eb EditLinks Y Advanced
Get External Data - : Sort & Filter
D From File ¥ From Workbook
E6 x fe
F Databas 2
| A B c D D it [E fon K L

1]

> am From Azure 3 [% From XML

3 (= —n

At the bottom, you can see a table with the value of parameters for each item.
You can also setup and customize the displayed columns by clicking on three vertical
lines icon on the right-hand side of the header.

|@| category-sales-summary-2017-01-01-201... 23.02.2017 12:10 Microsoft Excel C... 1KB

name: | category-sales-summary-2017-01-01-2017-02-18 v | | CSV (Comma delimited) v

Tools ~ Cancel
Select your CSV file and click ‘Import’.
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[ BT

category-sales-summary-2017-01-01-2017-02-18 - Query Editor

Transtarm Add Calumn view
- = =
: L TrjProperties B, B B Remove Duplicstes & i Data Type: Text ~ 55 Merge Ouenes Hews Sourge =
a e HE 3¢ 5H 3L Y ih =2 = R
o B OF advaned Fditor 1% Remeve Errars = ;1 3 5T Use First Row A Headers = E Append Queries | & Recent Sources =
Olose & Refieski Chaase Remave Keep  Remaoe Split Graup i oy
Load *  Preview > Columng Columns s Rows = Rewrs = Column * 2 Replace Values = Combine Einaries
Close Curry Manage Calumng Feduce Rows Soek TransTorm Combine Mew Query
¢ E. [Colmnl - [comn2 = ||Column3 [ - ||columid - | columns = [|Columng | = |[CoumnT [ = | Cobumng = | Columed = [ Columni0 || Columnll [=
o [ Category " Gross sales ftems refunded Refurds Discourits Net sales Cast of goods Geass profit Margin Taxes
£ [a ke 156,000 253793 a.000 .00 0o 253799 254,95 45303 19.03% 3801
g fsaftcnnis 73000 103508 0000 2.00 0.00 1035.08 825.38 209.70 206% L35
4 |Hor Drinks 159,000 4325 58 1.000 0.00 0.00 432568 290958 141610 3% 4845
_ﬁ' Fruts 131.000 apoL 31 0.000 .00 000 8004.33 318,40 10,63 20255 66,24
B |sandwiches 74,000 1665.07 0.000 0.00 0.00 1585.07 132330 ML 20505 17.35
. ‘ . ). .
You W|II see a ‘Query Editor’ window with table.
Tl!luim Aﬂdculwln \hm
ﬂﬁlhpuhu m EIB WG 8 Removs Ouplicstes Q‘l ["J % Data Type: Test = i Merge cuenes [‘.‘.Muusamzv
?n 57 Avanted Editor = 'mmEE hmmmmn - it Grow Euuﬂrﬂ Ilnl.lﬁ'Hle - I wmmu 3 Hlmrsnumn -
L ose  Pemove w |
Columns Columns = Rows = Rows = Colmnr By 47 mhu_\fms |_cmmm Einafied
Maiq_uculumm.- anw S Tlana‘nm Combing Fewi Cuery
Gross sales ltems refurided I 'N:rsdﬂ Cnnnd'pnod: Miargin | Tames
253799 0.000 o0 000 253799 205495 45303 19.03% 3801
103508 - 0000 (00 ] 103508 52538 09,70 20365 035
2325 58 a.000 000 000 32558 290954 141510 5274% 4545
4004 31 10.000 0.00 () |8004.33 5183.40 B083 120.95% 6634
0.000 000 060 1565.07 132380 127 20505 1738

Click Close & Load'.

n “ Home Formulas Data
T_ ?;E:tpy i Calibri 11 A K| T =
Pa-sle ¥ Format Painter 8 ru-|E- A EES
Clipbaard [P Font i
N22 ¥ Fe

0 ¢

Il

Alignment

%?—'Wrap Text

= Merge 8 Center -

(8l columni B columnz Bl columni B columna B3 columns B3 columne B columnz

General

% 1 %8

Fa Mumber

columng B columng

i El L # | Normal
i a
Conditional Format as

Formatting =

Table~

column10o Bl column11 B3}

2 Category Itemssold Grosssales Hemsrefunded Refunds Discounts MNetsales Costofgoods Gross profit Margin Taxes
3 |luice 156.000 2537.99 0.000 0.00 0.00 2537.99 | 2054.96 483.03 19.03% 3801
4 Softdrinks 23.000 1035.08 0.000 0.00 0.00 1035.08 825.38 209.70 20.26% 0.35

5 |HotDrinks  165.000 4325.68 0.000 0.00 0.00 4325.68  2909.58 1416.10 32.74% 48.45
&  Fruits 131.000 4004.33 0.000 0.00 0.00 4004.33 3193.40 210.93 20.25% 66.24
7 |sandwiches 74.000 1665.07 0.000 0.00 0.00 1665.07 1322.80 341.27 20.50% 17.35

As aresult, you have opened the table with the exported sales report by category.

7.10 How to Export Data from Reports and Open
in LibreOffice Calc

Iw

» Sales summary

Sales by item
'Il ' Sales by category h‘ '
-]

Sales by payment type

Select your Report in Back Office, in the “Reports” section. For example, view “Sales by
category.”
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-

After selection of the required period, press the “Export” button.

And enter your filename. Loyverse POS can export data in the CSV spreadsheet. Now
you have the file saved on your computer.

Next, you have to open your file trough LibreOffice Calc (or OpenOffice Calc).

4 e Text import - [category-sales-summary-2016-08-01-2017-02-18.csv)
Import

Character set: | Western Europe (DOS/052-861/Icelandic)

Language: English (USA)

From row: 1

Separator Options

@ Fixed widthi "~ Separated by
Tab Comma Semicolon Space Other
Merge delimiters Text delimiter; v

Other Options
& Quoted field as text | Detect special numbers

Fields

Column type:

0 ' 10 ! 20 30 ! 40 : 50 ¢ 60

|standard
1 _klategory,]tems sold, Gross sales, Items refunded, Refunds,Discounts, Ni
"2 Muice, 2229.000, 49007 .29, 0.000,0.,00,0.00, 49007 . 29, 3923040, 9776.89, -
Tﬁoft drinks,719.000,35268.68,0.000, 8.00, 0.60, 35208.68, 28164 .26, 7044
4 Hot Drinks, 3049.000,95390.58,0.000,0.00,0.00,95390.58, 75761.50, 196.
5 Fruits,3427.000,102008.13,0.000,0.00,0.00,102008.13, 81596. 44, 20411
6 Sandwiches, 2222.000,59866.47,0.000,0.00,0.00, 59866.47, 4768492, 1191
7 Bweets, 2877.000,82691.07,0.000,0.00,0.00,82691.07, 66142, 80, 16548.2 -

Help OK Cancel

In LibreOffice Calc, select ‘File - Open..” (CTRL + 0) and select your CSV file.
You will see a ‘Text Import” window. You have to set up correct options to open the file.

j ext Import - [category-sales-summary-2017-01-28-2017-01-31.csv]
Import
| Character set: | Unicode (UTF-8) - |

Language: [Default -English (USA) - ]
From row: 1 =
Separator Options

) Fixed width © separated by
7] Tab "] Semicolon [T Space "] Other [:]

) Merge delimiters Text delimiter: i ]

Oy e

Select ‘Unicode (UTF-8)’ encoding in ‘Character set’ drop-down list.
In Separator Options, select 'Separated by' and select checkbox 'Comma'’.
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Fields
Column type:

|standard |standard _[standard |standard |standard |standard -

1 Category Items sold Gross sales Items refunded Refunds Discount: |
2 Puice 2229.000 49007.29 0.000 0.00 0.00

3 Soft drinks 719.000 35208.68 0.000 0.00 0.00

4 Hot Drinks 3049.000 95390.58 0.000 0.00 0.00

5 Fruits 3427 .000 162008.13 0.000 0.0 0.e80

6 Sandwiches 2222.000 59866.47 0.000 0.00 0.00

7 Sweets 2877 .000 82691.07 0.000 0.0 0.00

8 Salads T47.000 3242.87 0.000 0.00 0.00

Help | OK | Ccancel

As soon as you set up correct options, you will see table with your data in the preview
window. Click 'OK' botton to open file.

* category-sales-summary-2016-08-01-2017-02-18.csv - Libre Office Calc

File Edit View Insert Format Sheet Data Tools Window Help
E-a-B-D&8& xE0 -2 - Gy EBEHEBE S
[Liberationsans |+ [10 |+| & 4 A %y - El- E F SH P od b %woo

ms yjim E =
B | ¢ ] D [ E ] F | G ] H b i [kl
1 _|Category |Items sold Gross sales ltems refunded Refunds Discounts Net sales Costof goods Gross profit Margin  Taxes |
2 |Juice _ 2229 49007.29) 0 0 0 49007.29 392304  9776.8919.95%  38.01
3 [Soft drinks 719 35208.68 0 0 0 35208.68  28164.26  7044.422001% 035
4 |Hot Drinks | 3049 95390.58 0 0 0 95390.58 757615  10620.0820.58%  48.45

As aresult, you have opened the table with the exported sales report by category.

7.11 How to Open CSV File in Google Sheets

CSV files are used in the Back Office for exporting reports, importing-exporting items, and
clients. For opening this type of files, you can use Google Sheets.

Google Sheets Q

Start a new spreadsheet|

+

To-do list Annual budget

Go to Google Sheets and click on the button ‘Start a new spreadsheet’.

Untitled spreadsheet
H

File Edit View Insert Format Data Tools Add-ons Help

1]

Share... % .0_ .00 123. Arial

Mew
Open... Cirl+0
Import...

Make a copy...

Download as

ST R TS S R TR

Go to ‘File’ menu and click on ‘Import’ button.
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Open a file
My Drive Shared with Me Starred Recent Upload
Cancel

Go to the ‘Upload’ tab of the ‘Open a file’ window and select your file from your

computer.

Import file
File: export_items (5).csv

Import location

® Creale new spreadshest

Insert new sheet(s)
Replace spreadsheet
Replace current sheet

Append to current she

el

Replace data at selected cell

Separator type
& Detect automatically

Tab
Comma

Custom:

Convert text to numbers and dates

Yes

Import data Cancel

In the Import file settings window, select ‘No’ for ‘Convert text numbers and dates’, and

then click on the ‘Import data’ button.

=] export_items(5)
File Edit View Insert Format Data

= o~ T o100% -

fx | sKu

A
SKU .l Name

1001 Apple Juice
1018 Banana
10018 Bier

10019 Bier 0.5
1014 Black Tea
1019 Cake
10000 Capuccing
1002 Carrot Fresh

ARNAN. e o ke

B

S| @ e |~ @ || | N e

As a result, you have opened CSV file as a table. Now you can edit this spreadsheet.

5 %

G
Category
Hot Drinks
Fruits
Drinks
Drinks
Hot Drinks
Sweets
Hot Drinks
Juice

Errsite

Tools Add-ons

.0 .02 123 -

Cost

Help  Last edit was seconds ago
Arial 10 - BI%A’ ¢ - MW
E F G
'Sold by weight Barcode SKU of included Quanti
1.44 N 10544566251001
0.88 Y 10544566251018
7Y
N 10018
1.24 N 10544566251014
159 N 10544566251019
1N 7622210286772
0N 10544566251002

N
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n B item-sales-summary-2017-01-01-2017-09-30 |
File Edit View Inset Format Data Tools Add-ons Help Last edit was secor

Tab-separated values (.tsv, current sheet)

Share... $ % .0 .00 123- Aral - 10
New
c D E F
Open... Ctri+C
1 E Category Items sold Gross sales Items ref
2 |J Rename L Hot Drinks 106 1255.2
i | Make a copy... 3 Fruits 11251.129 25168.95
4 [ | B Moveto... 3 Drinks 0.5 6
5 (1 _ ) Drinks 7 39
gl W Movetodssh I Hot Drinks 102 932.08
7 |1 Import... ! No category 3 51
8 ¢ } Sweets 99 998.4
2 | Version history * ) Hot Drinks 83 1104.45
{ ¥ Tuira 1nn 1208 OR
¢ e " Microsoft Excel (.xIsx}
b Publish o the web. .. OpenDocument format (.ods)
{ "
Email collaborators...
s i PDF document (.pdf)
i Email as attachment Web page (.html, zipped)
L o
= Docutnent detalls... Comma-separated values (.csv, current sheet)
- |4
[

Spreadsheet settings

If you want to save the spreadsheet in the CSV format to your computer for further
importing in the Loyverse Back Office, go to ‘File’ menu, select ‘Download as’ and click
on ‘Comma-separated values’ button.

7.12 Using Loyverse Dashboard

Loyverse Dashboard App (Android, iOS) gives you instant access to your store's most
valuable data. Complementing the Loyverse POS app, it puts key real-time information about
your business at your fingertips allowing you to make important decisions immediately.

To start using Loyverse Dashboard, sign in with the same email and password you use to
access Loyverse POS back office.

ECETT What you see right away is today’s sales summary chart: the
number of receipts, net sales figure and the average ticket
size. The chart also shows a comparison to the previous
day’s data — this way you can quickly evaluate the two

periods.
A e
67.29
T 9.61
HReceipts Net sales Average sale
28
24
|
16
17
]
19:00
‘I I 0.00
ol g
(] 1000 000
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TR 729% © = il (e For more details just tap the chart to view sales breakdown.
e Sales summary o

To return to the chart view, tap the Back arrow or Sales icon in

5 April the bottom menu.
Gross sales 67.29
Refunds 0.00
Discounts 0.00
Net sales 67.29
Tips 0.00
Total tendered 67.29
Cost of goods 27,25
Gross profit 40.04

You can navigate back and forth in time by tapping
the arrows left and right of the date.

o~ ®
@ \ L]
. 6729
T \ 9.61

When you'd like to analyze a longer period, tap the date and
select this week, month, or even an entire year.

Select period

Today
This week

This month

This year

Custom period
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ITEMS

g S 22.95

o> Capuccino

11.94

@ C.uca Cola g5

B Cl Cobb Salad
: . assic Col a 750

-
(:_:?; F:cukms iéa

CATEGORIES

7.12.1 Stock Alerts

Low stock ~ Q

— E
0 \

our Cheese Pizza

& Orange

Ah

Stock notifications

Notify when itemis are low or out of .

demo@loyverse.com

SIGN OUT

o

Settings

178

If you want to set a custom time period, use the calendar and
tap the beginning and the ending dates.

Depending on the selected time period, the sales bar chart
will show data broken down by an hour, day, or month.
Pinch the bar chart to change its scale or tap it to see the
exact values for selected bars.

Scroll down to view your sales by items, categories, and
employees.

Again, if you want more details, tap the appropriate screen to
drill down and tap the back arrow to return to the main
screen. In each detailed view, it may be convenient to sort the
list by tapping the sort arrow.

To keep on selling, you have to make sure your store carries
sufficient stock. To check the stock status, switch to the
[tems tab.

Here you see items that are currently in stock, low on stock,
or out of stock. To refine the picture, you can use the filter to
see only low-stock or out-of-stock items.

Whenever a sale is made, and the stock gets depleted, you
will receive a push notification.

If you don't like to receive instant stock alerts, turn this
feature off in the Settings tab.

7.12 Using Loyverse Dashboard



8. Settings

8.1 Configuring Payment Types in Loyverse POS

When you launch Loyverse POS for the first time, it already has default presets for two of the
most common types of payment: cash and card. If you accept other methods of payment
and want to see a detailed sales report for each payment type, you can easily customize or
add other payment types.

= Setlings
-

-

Settings
s_jrs_tgm:dﬁrugs

i Genal

Payment types

E Kitehen printers

Stores

Store & POS sattings:
Stares.

—

Log in to the Back Office, click the Settings menu and then Payment types. Click the
Add payment type button to add a new type of payment.

ANy P

:
Check :'

1] .
e Chioek
E= |
CANCEL
V4
e

In the Add Payment Type window, select a payment type from the drop-down list. For
each payment type you can specify a unique name, which will appear in the report.
Cash is the default payment type and cannot be changed. Save your changes when
done.
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Ticket 2 <« SPUT

Dine in

Carrot Fresh x 1 4.99 2085
Total amount due
Cookies x 1 5.69
Fruit Salad x 1 8.49 Cash received
- m
Tax 1.68
25.00 30,00 40.00 50.00
Total 20.85
B canp
[E] cHeque
E emoney

At the final stage of the sale transaction in the Loyverse POS app (Play Market or App
Store), you can choose the type of payment.

4 The Coffee
21 Avenue, Brooklyn, New York, NY, United

States

Order: #0303-01-05

Cashier: Alex

POS: POS 1

Carrot Fresh 4.99

1x4.99

Cookies 5.69

1x5.69

Fruit Salad 8.49

1x8.49

Subtotal 19.17

Sales Tax 8.75% 1.68

Total 20.85
| Card 20,85 |

3.03.2017 13:35 #2078

The information about the payment type will be shown on the receipt.

Today Yesterday  ThisWeek  ThisMonth 15Mar-21Mar 17

Al stores - Mismployees - Export
]|
ﬁ P RyTTETE T ‘ﬂay‘menr Payment  amount St fefurl smaurit MHet smoant
! e wiinsss oo dak irenisctleih e TS TR

ER Card E 57.64 a 0.0 57.64
2= Cash 2 2961 i .00 29,61
i Check 1 1247 0 0.00 12.49
e E-money ] 465 a 0.00 465

Total 7 10437 i 0.00 10437

Finally, the Sales by Payment Type report in the Back Office will show your sales
numbers sorted by payment type.

If you delete or rename a payment type, the historical data will not change: you will still
see the payment type name as it appeared at the time of purchase in all the receipts
that were synchronized before the change.
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8.2 How to Create, Activate and Delete POS

8.2.1 How to Create New POS

At the back office you can add a new POS in the 'POS devices' section.

In the ‘Create POS’ form insert the Field Name and select the Store where it will work.
Don't forget to click on the ‘Save’ button.

8.2.2 How to Activate POS

After you create a new POS at the back office, it will appear at the list of your POS
devices, with the status ‘Not Activated'.
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€  Choosethe POS

To activate it you have to login to your new POS on your mobile device with the E-mail
and password of the store owner. After that the owner can switch the user account to
a different employee.

|ﬂ [ L) Puss: | RERTEE Activated
[ Stares ‘ 0O poss The Cafee Nat activates

Siatef POSsaltings

- ‘ (] posE The Coffee Activated

Afterwards, in your back office, the new POS will change its status to Activated.

8.2.3 How to Delete POS

©® Before deleting your POS from the back office: close all open tickets and close shift in
your POS on the Mobile device.

© Also make sure that all sale records made on the Mobile device have been
synchronized with the back office. To do this, at the back office, open your ‘Receipts’
list and check your receipts. Click on the receipt and after it opens at the right check
the POS name. If you have any missing receipts, connect your mobile device to the
Internet and all data from your POS will be synchronized with the back office.

# E CANCEL ~ SAVE

To delete POS find it in the ‘POS devices’ list, enter it for editing and click the trash icon.
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Delete POS

Areyou sute you wan! to delste POS?

Loyverse POS app will be deactivated on the device
assigned to this POS,

CANCEL

In the pop up window, confirm your intentions by clicking on ‘OK’ button.

After you delete your POS at the back office, you will still have all of the receipts
created on this POS, if they were synchronized before the deletion. However this POS
will be deactivated on the device.

8.3 How to Create and Manage Multiple Stores under
One Account

With Loyverse POS (Android, iOS) you can manage multiple stores under one account. Track
your sales, inventory, employees and customers — everything you need to know in one place.

8.3.1 Adding a New Store

= Seftings

C)Sﬂmms
Siystem nettings
III Genpral
- fa Adlrean Ve sl POE
& Payiment ipes
: TheCufes2 2
- L
TheCoifes 2% Ayenue, Brookiyn, Now, York NY, Uni_ 8
I Taney
-
2o i

Kt printers
] Stores
Storg b MOS peimg=

Stares

., e

To add a new store in the back office, go to Settings and click on the ‘Stores’ button.
Click on the ‘Add Store’ button to create a new store. Fill in the information about the
new store and save.

After that your store appear at the store list and you can create and assign new POS
device for this store.
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8.3.2 Items Management

inveniary
(1 Composite ftem »
| o Track stock
=
Stores
.o
-
= Theitem is avallable for sale in all stores

Q Avatablo Store Frice n stock Low stook
The Cafee 2 2.29 20 2
The Coffee 229 30 3

You can manage the item parameters for each store in the back office. Open your item
for editing, find the ‘Stores’ section and change the price, in-stock quantity, and low-

stock notification.

8.3.3 Employee Management

= Editemployee

-] Hiam
Mike
2]
£ [ =l
o
<
%, Businecs phiote Aurnbier
P
A gatie _]
Bazpsl
ﬂ 2 2 2 2
Siores. Acceaq To )| Sore { - |
e e

You can manage your employee access to your stores in the back office. For this, go to
‘Employee list’ and choose one for editing. At the bottom of the form find the ‘Stores’

line and click on the down arrow.

. Stores

(] Access io all stores
O  Thecofee2

] The Coffee

SHOWLESS

DELETE CANCEL m

Afterwards, an additional window will slide down
with the list of your stores. You can assign your
employee to a particular store.
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8.3.4 Sales Reports

Sales summary

O

Toctty  Vemmrony  ThuWes  ThMonm Mo TV RO N TR ENN Aty B Ao M empiyess
l i, Srone saln ety Bt B Cufteesiop Qi gty
46,0355 am T4.8E 11.04z44
- SR PESTE 1 = s o e (1A
L % frnss sales B o PSR-
= el e
. 7y
. 750000 B —— =
- = — T -
L 80000 e
2300
oo
L Ll 1 L e 1R v 1 Nipw 1

In the back office you can see all of your sale reports by selecting a filter for all or

selected stores.

8.3.5 Customers

You can easily manage your clients at the Back office in a single list, across all of your stores

for the loyalty program.

Customers are visible and customers points are available for redemption in all of your stores.

8.4 How to Add Logo to the Receipts

[ =O—

0 ?etungs Receipt settings e

aterm LG i3 |

Gamenul
ﬁ Blling & subscriptom
& Prayrmumt: bypes

Tures

Hedelist I

Det tekts

Witctien: prabens

Shirw culatomet nfs
Dning opinns

Show cumerenis
Stores
Siore & POS soTings

Exglih
Stares

CANCEL IAVE

BOS divemy

Enter the Back Office. Click on ‘Settings’, then go to the ‘Receipts’ section.

There are two fields for entering a logo. For the logo, which will appear on the emailed
receipt, it is better to use a color image. Upload the digital logo by selecting an image

file from your computer.

8.4 How to add logo to the receipts
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Receipt settings ;1.;,, o

Emajied recept Primted recep

)

Coffee Shop Coffee Shop

Logo for ‘Printed receipt’ should be a black and white image. If you upload the color
logo, the system will generate a black and white picture from it.

Shop
Shop 2

Store 3

If you have several stores, select the other stores from the drop-down list at the top
right-hand corner and upload the logos for each store in the same way.

b
w

Coffee Shop

Shop

Cashier: Owner
POS: POS 1

Cake 4.58
1x4.59

Green Tea 2,50
1x2.50

Now your printed logo will appear on the printed receipts as shown above.

Logo will not be printed on receipts and bills if the text mode is selected in advanced printer
settings.

Green Tea 250

The logo for Emailed receipt will appear on e-receipts.
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Receipt settings

Logo

Emalled receipt Brinted receipt

If you don’t want your logo to appear on the printed or emailed receipt, you can delete it
in the Back Office for the selected store.

8.5 How to Sign Out from Loyverse POS

® If you make sales and sign out while your device has been disconnected from the
Internet (offline mode), you can lose your receipts.

® Before signing out from Loyverse POS (Android or iOS), make sure that all your

receipts have been transferred to the Back Office.

& Sales
E Receipts
©  stif
e Items
£ setings

To do this, go to the ‘Receipts’ section.
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=

Receipts

Manday, 1§ March 3018

=

=

=

2000

1140 AM

2129
1140 AM

545

11499 AM

416
1A AN

#4002

Ursiphoed
———

#a-1001

Linsynced

#4-1000

#1-1032

iy

Total
Cashier Owner
Tahirt (L { Yellow) 20.00
Total 20.00
Cash 20000

If you see some receipts that are non-synchronized (sales that are made during the
time when there was no Internet connection) and marked ‘Unsynced’, do not log out.
Otherwise, your unsynced receipts will be lost.

Try to restore the Internet connection and get the list of all receipts synced.

w Sales
E Receipts
©  shift
= Items
£ settings

Wdemo@loyverse com

SIGN OUT

Bar
Epsan Th-m30 (Bluetooth)

BT
Star TSPESAIB! (Bluetaoth)

KDS
Kitchen display

Click ‘Sign out’ button.

Receipts and bills
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8.6 How to Exit from the Back Office

Today  Yesterday ThisWeek = This Mor

o ‘ Net sales nt

e
- W Grosssales

For sign out from your account in Back office, go to menu.

» Sales summary
Sales by item
‘Sales by category
Sales by employee
Sales bv pavment tvoe

By clicking on account email you will see drop down botton ‘Sign out'. Click on it.

8.7 How to Set the Currency

All the amounts and prices on the receipt are not specified by any currency, just by a number.
However, for paper receipts you can change the settings to add text (your desired currency)
at the end of the receipt.

Settings

eceipt setting e
Syviemsaliings Receipt settings =S
i Somordd
ot
o Ly Wi v Burgers!
Hars
E5 Tan=s .
B Reraipt Currency! LS Dollars
= i
Kitehan piinises
[v) )
e Stores CANGEL  SVE
i Stone & U5 néttings
Slores
05 tevives

In your Back Office go to ‘General Settings’ and choose ‘Receipt’ menu. In the ‘Footer’
field, specify your currency.
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8.8 How to Work with Cash Rounding

MacBurgDot

145 Marsh Ln. River Juhn. NS BOK 1NO. Canada

We Love Burgers!
Cashier: Owner
POS: pos2
Cola 3.00
1x3.00
Luncbox 5.00
1x5.00
Sandvich 5.00
1x5.00
Total 13.00
Sales Tax 10% 1.18
Cash 13.00

Receipt Currency: US Dollars

21.02.2017 16:13 #1008

The message will appear on each receipt as shown below.

When the cash rounding is applied, the amount payable for a cash transaction is rounded to
the nearest rounding interval with specified rounding rule, whereas transactions paid in other
ways are not rounded.

Cash rounding can be used in countries where coins are withdrawn from circulation. Also in
some countries, rounding is allowed at the discretion of the merchant (for example, if the
merchant wants to reduce the amount of small change in revenue). Rounding does not affect
the amount of taxes.

Settings

e Settings

System settings
General

Biling & subscriptions

+ ADD PAYMENT TYPE

] neme

[] Cash

lats

L

‘ Payment types
E5 Loyaity
- Taxes

Stores
Store & POS settings

[[] Card

Log in to the Back Office, click the Settings menu and then Payment types. Click the

Cash type of payment.
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= Edit payment type

"
o
'\:i C;nsh
Cash
= ding ter
W) 0.0 b
ash payment amount will round 14 this denamination
]

CANCEL

The form ‘Edit payment type’ will open for editing.

Name
3 Cash
s

-n
0.01
n 0.05
010
0.50
1.00

You can select the rounding interval from the drop-down list. For countries with decimal
currency: 0.01, 0.05, 0.10, 0.50, 1.00. For countries without decimals: 1, 5, 10, 50, 100.

4 B
ah
Rounding mterval

1.00 4

Cash payment amount will round to this denomination

Raiind to the nearest value (0.50 up)
Roundto the nearest value (0.50 down)
Always round up

Always round down

By default, the rule ‘Round to the nearest value (average value up)’ is selected, but you
can also choose:

* Round to the nearest value (average value down)

* Always round up

* Always round down.

Cash
5 (1]
-
Rounding Interval

v) 1.00 -
Cash payment amount will round to this denomination

o Rounding rule
Round to the nearest value (0.50 up) b4
» values from 0.01 td 0,49 will round 16 0.00
« values from 0.50 to 0.99 will round 1o 1.00

CANCEL SAVE

You will see the explanation of how the selected rounding rule works.
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Tshittx 1 2000
S/ Fed 2'| 29
Apple x | 129 Total amount due
Tosd w2 Caah raceimd
25.00 ‘3000 4000 5000

Tshirtx | 20.00
o 21.00 4.00
Apple x | 1.29 Totat poid Change
Total 21.29

Eriter ermail SENE HEGEIST

If you enter the value of the received amount of cash and tap ‘Charge’, you will see the
change in the next screen with the consideration of rounding.

=  Recelpts #20-1004 REF{IND z

Q Search
Thureday, Moy 23, 20719 21 '2
Total
o] 4215‘52gm REMODS Cashier: Alex
POS: POS 08
69.52 BE1565 T-shirt (Red / S) 20.00
&= -
£ amem 12000
Apple 1.29
Wadneadny, May &2, 2019 3,000 % 120
B42 39 2111216 Total 21.29
& 1108 AM
Cagh rounding 0.29
Casgh 25.00
w23 £111215 Change 400
B yi08am
S/23/19 4:55 PM #30-1004

Tuesday, May 14, 2079

The receipt contains information about rounding.
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g J] = ssemomene

Apr 52018 - Apr11,2018 = Al day - - Export
| LIL | . e
Payimmat by 1o Pyt wmount Rl Retuned srmoesist Matsimount
ransactons b ahEastons
Card 3 AG.04 ] 0.00 45,04
h
Cash 19 A4 57 n non THAET
==
Cash raunding 9 1.13 o 0.00 1118
=
P
; Total 2 833.61 0 0.00 833.61
Ve

You will also see the information about rounding in the Sales by Payment Type report in
the Back Office.

8.9 How to Change/Recover Your Password
for the Back Office

1 -
- LOYVERSE

LOYALTY UNIVERSE

Sign in to your Loyverse account

Email

Password

Remember me SIGN IN
Forgot password?

New to Loyverse?

To change or recover your password, go to your back office login form:
https://loyverse.com/signin and click "Forgot password?".

LOYVERSE

LOYALTY UNIVERSE

Reset password

Enter your email address to receive instructions to
reset your password

Back to Sign in form

Type your Email into the Reset password form and press ‘Send'.
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55 LOYVERSE

Password recovery

To create a new password click on the button below

If ¥ou have questions, please visit Loyvarse

3& Community of chat with our

They are available 2 ays happy to assist

‘Sincerely, The Loyverse team

Now check the password recovery instructions which are sent to your email. Sometimes
emails are filtered as spam, so if it's missing from your inbox, try the spam folder. Once
you're in the email, click on the ‘Create a new password'’ link.

ie
B3 LOYVERSE

Set new password

The link brings you to a Set new password form with two password fields. Type your
password twice to confirm, then click ‘Change password'.

You'll then be referred to the Back Office.

8.10 How to Apply Taxes Depending on the Dining Options

In some countries, the tax on certain goods depends on the dining options. For example, if
the customer orders food for takeout, it is not taxed. But in the case of consuming the same
food inside the cafe, it is taxed.

Please be sure that the Dining Options is activated in the Back Office.

© Setings

ik

H

Go to the ‘Taxes’ section in the ‘Settings’ in the Back office. Open the existing tax to edit
or create a new one.
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= Creatingatax

Nanie

Tz %

e VAT i
ﬁ Type

Included in the price
E3

Dptiori
e Apply the tax 1o the new items
-
O Application of tax depends on the dining options

Dining options for which an exemption applies
No dining optidhs selacted

Items not subject to fax
ho items selected

cnen

Switch on the ‘Tax application depends on dining option'.

Click on the ‘Select’ button to choose the dining option for which an exemption of the tax

applies.

Select dining options

O oinein
Takecut

Delivery

For example, if you want your tax to apply only for ‘Dine in’, select all other options:

‘Takeout’ and ‘Delivery’.

Select items

Click on the ‘Select’ button to choose items not subject to tax.
You can select the whole category or certain items that are excluded from tax.

CANCEL
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= Editingtax
s

T gaan

s eat in tax %

ﬁ Type
Added to the price
EB
i
Apply the tax to the new items
-
Application of tax depends on the dining opliens .

Dining options for which an exemption epplies

Takzoul. Delivery

ftems not subject 1o fax
Z item:

DELETE CANCEL

After you have set the exceptions for application of your tax, you will see their short
description. You can edit them or save changes.

A -
Sigires ~

Wetisilie [ 8l Shotes

Share
fom 2
SHOW LESS
[y aptsgnn-figr sty am entermeron appes. A=
§ il eplbews
Ibenn ot Aub{ect 10 L .

If you have several stores, you can select the availability of the tax for each store.

You will also see the information about the applied dining option in the item edit card.

During a sale, the system removes the tax from items in the ticket to which it should not
be applied according to the settings and exceptions made for the dining option, so that
the cashier does not need to remove it manually.

The cashier can also change the application of the tax to the item manually during the sale,
but this change would be applied only to the items in the current ticket.
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9. Hardware

9.1 Supported Printers

Please pay attention not only to the printer model but also on the interface through which
this model works. If some model of the printer works with one interface, it may not work
through another interface.

9.1.1 Printers Compatible with Loyverse POS on Android Devices

« Star TSP650I1 / TSP654I1BI (Bluetooth);

+ GP-58130IIC (Bluetooth);

» GP-L80250II (Ethernet);

+ GP-58130IIC (Ethernet);

+ GP-U80300I (Ethernet);

» Star TSP 100 / TSP143IIILAN (Ethernet);
» Star mc-Print3 (USB, Bluetooth, Ethernet);
* Epson TM-T20II (Ethernet);

* Epson TM-88IV (Ethernet);

 Epson TM-T88V (Ethernet);

+ Epson TM-m30 (USB, Bluetooth, Ethernet);
» Posiflex Aura 6900 (Ethernet);

» Xprinter XP-Q200 (Ethernet);

« XPrinter XP-Q800 (Ethernet);

« Star mPOP (Bluetooth);

- EastRoyce ER-58A (Bluetooth);

+ EastRoyce ER-80A (Bluetooth);

* Sam4s GIANT-100D (Ethernet, USB)

However, for Android, you can try to connect another model, not from the Supported printers
list. But be aware that not every printer may work with Loyverse POS!

9.1.1 Printers Compatible with Loyverse POS on iOS Devices

These are general requirements for a receipt printer to be compatible with Loyverse POS on
iOS devices:

* support ESC/POS protocol;

- have Ethernet, Bluetooth or USB (Bluetooth and USB only recommended models) interface.

Consult printer manual or manufacturer website to see if your receipt printer fits these
requirements. If so, the printer may work with Loyverse POS, however, there might be special
cases. To be 100% sure, please use a printer from the list of recommended models below:
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» Star TSP654IIBI (Bluetooth);

» Star mPOP (Bluetooth);

« Star TSP 100 (Ethernet);

» Star TSP143IIILAN (Ethernet);

» Star TSP654IILAN (Ethernet);

« Star SP743 (Ethernet) Note: this is matrix printer, it can print only kitchen orders
and cannot print bills and receipts;

» Star SP700 (Ethernet) Note: this is matrix printer, it can print only kitchen orders
and cannot print bills and receipts;

» Star TSP143lI1IU (USB);

» Star mC-Print3 (USB, Bluetooth, Ethernet);

» Star SM-T300i (Bluetooth);

» Star SM-S210i (Bluetooth);

* Epson TM-T20II (Ethernet);

* Epson TM-T88VI-i (Ethernet);

* Epson TM-m30 (Ethernet);

 Epson TM-m30 (Bluetooth);

* Epson TM-P20 (Bluetooth)

+ Sam4s GIANT-100D (Ethernet).

9.2 How to Set Up an Ethernet Printer in Loyverse POS

For an Ethernet printer to work with Loyverse POS (Android, i0S), you will need the following:
1. Smartphone or tablet with the Loyverse POS app;

2. Ethernet printer, supported by the Loyverse POS app;

3. WiFi router;

4. Ethernet cable.

Plug one end of the ethernet cable into the 100/10 Base port of the printer, and the
other end into the LAN-port of the router.

Alex

POST7

Coffeeshop

ﬁ Sales
E Receipts
©  shift

A= Items

¢ Settings

In the Loyverse POS app, go to Settings.
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=  Settings Printers

£ Printers

£ General
|

=

You have no printers yet
To add the printer, press the (+) button

agmail@gmail.com

SIGN OUT °

Create a printer by tapping on the ‘+' button.

& Edit printer SAVE

[LEITS

Pos

Star TSP14311ILAN (Ethemet)

‘Star mMPOP (Bluetooth)
Epson TM-T201l (Ethernet)

Type the title of your printer in the ‘Name' field and select your printer model from the
drop-down list.

= Edit printer SAVE

Neme

Pos

Primis moda|

Epson TM-T2011 (Ethernet) -

Printer IP-addrass

Fill in the ‘Printer IP-address’ field that you can find in your printer's network
configuration report.

n <« Edit printer SAVE

Name

Pos

P!'h'l_‘ierl:nnd_q! -
Star TSP1431IILAN (Ethemet) =

i s EZ0

Some printers have the ‘Search’ button to search for the IP address of your printer
automatically. If your Ethernet printer has it, just tap it without filling in the ‘Printer IP-
address’ field.
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Search for a printer

TSP143 (STR_T-001)
192.168.126.101

In the following pop up window, you will see the search result with the printer model
and its IP address. Tap on it to select the IP-address and then close the window.

E Edit printer

Pos

Printar midal
Star TSPT43IIILAN (Ethermet) -

Printi Pt ires

Printreceipts and bl B

Print orders »

& PRINT TEST

Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

B 52 ovverse

LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

If a test receipt prints out successfully, then your printer is set up correctly.

£ Edit printer SAVE

Priltiy riodel : :

Star TSP143(IILAN (Ethemet) -
Frtoe (Paddiess .
192168 .
Print receipts and bills <)
Print orders

Automatically print receipt

&5 PRINT TEST

Choose the settings for your printer depending on how you want to use it. Don't forget
to save all settings at the end by tapping the ‘Save’ button.
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Printers

& printers —  Pos _
' S st tsP143ULAN (Ethernen) Receipts and bills

L& General

Now you can see your printer in the list. Nice work!

9.3 How to Set Up Bluetooth Printer with Loyverse POS

This guidance applies to printers on our supported printers list.

Turn on your printer. In your mobile device, go to Settings > Bluetooth, and turn the
‘Bluetooth’ on. A Bluetooth device search will begin, and you will see your printer on the list.

Push the ‘Pair’ button on your printer.

On your mobile device, choose your printer's model from the list of ‘Devices’. After a few
seconds, the ‘Not Paired’ status will change to ‘Connected’ or ‘Paired’.

In the Loyverse POS app, go to Settings.
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= Printers

£ General
|

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail.com

SIGN OUT °

Create a printer by tapping on the ‘+' button.

<« Edit printer

h

Knched

Star TSP6S41IBI (Bluetaoth)

Star TSP14311ILAN (Ethemet)

Star mPOP (Bluetooth)
Type the title of your printer in the ‘Name' field and select your printer model from the
drop-down list.

n & Edit printer

Hase

Kitchen

e

Star TSP6S54IIB| (Bluetooth) -

[liiesath peiriter

Choose the device

Tap the ‘Search’ button to search for your printer.

Searching bluetooth printer

Star Micronics

In the following pop up window, you will see the search result with the printer model.
Tap to select and close the window.
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Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

B s

3.03.2017 15:56

LOYVERSE

LOYALTY UNIVERSE

Test receipt

If a test receipt prints out successfully, then your printer is set up correctly.

Print orders

Automatically print receipt

Choose the settings for your printer depending on how you want to use it. Don't forget

to save all settings at the end by tapping the ‘Save’ button.

Settings Printers
s Printers & Kitchen
Star TSPeS4IIBI (Bluetooth)
£ General

Now you can see your printer in the list. Nice work!
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9.4 How to Set Up a USB Printer with an iOS Device

For a USB printer to work with Loyverse POS on iOS, you will need the following:
1. iPad or iPhone with the Loyverse POS app

2. USB printer, supported by the Loyverse POS app on iOS devices (currently only supports
Star TSP143l1IU (USB) and Star mc-Print3 (USB) models. Other USB printers will not work).

4. Lightning cable — please use a genuine cable manufactured by Apple or one that is MFi
certified.

Sales

-]
E Receipts
C]

shift

A= Items

¢ Settings

In the Loyverse POS app, go to Settings.
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= Printers

£ General

=

You have no printers yet

To add the printer, press the (+) button
agmail@gmail.com

SIGN OUT °

Create a printer by tapping on the ‘+' button.
< Create printer

Printer

N priner
Image Prinfer
Stat TSPE5411BI (Bluetooth)

Star PGP (Bletaoth

[ Star TSP1431IU (USH) I

Star TSP14IIILAN (Ethenet)

Name your printer in the ‘Name' field and select the model of your USB printer from the
‘Printer model’ list.

n & Edit printer

Niire
Kitchen
Star TSP65411B (Bluetooth) %
I':lf:nﬂmm l‘rl'"’l?l‘.l SEARCH
Choose the devies:

1

Tap the ‘Search’ button to search for your printer.

USB printer

© TSP143lIlU GY

In the following pop up window, you will see the search result with the printer model.
Tap to select and close the window by tapping ‘OK'.
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Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

B 52 ovverse

LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

If a test receipt prints out successfully, then your printer is set up correctly.

Print receipts and bills.
Print orders

Automatically print receipt

Choose the settings for your printer depending on how you want to use it. Don't forget
to save all of the settings at the end by tapping the ‘Save’ button.

& Printers & Printer
©TSPIA3IIU GY

Receiptz and bills

0 Customer displays

Now you can see your printer in the list. Nice work!
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9.5 How to Set Up a USB Printer with an Android Device

For a USB printer to work with Loyverse POS, you will need the following:

1. Smartphone or tablet (with OTG support) with the Loyverse POS app;

2. USB printer, supported by the Loyverse POS app (should support ESC/POS protocol);
3. USB type A to type B cable (goes together with the printer);

4. USB OTG adapter or cable;

5. USB Hub if you want to connect several printers.

1 Plug one end of the USB cable into the USB port of the printer, and the other end into
the female USB connector of an OTG adapter or cable. Then, plug the micro-USB end
of the OTG adapter or cable into the micro-USB port of your mobile device, and wait for
the system to recognize the printer.

If you want to connect several printers, connect them via the USB Hub. The USB Hub
connects to your mobile device through a USB OTG adapter or a cable.

Sales

-]
E Receipts
C]

shift

A= Items

¢ Settings

In the Loyverse POS app, go to Settings.

=  Settings Printers

= Printers

£ General
.

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail.com

soNoUT °

Create a printer by tapping on the '+’ button.

ar-aod E!_!_HI\-
-~ GPUB0300
GP:L80250

Other model

Kitchen display

Name your printer in the ‘Name' field and select ‘Other model’ from the ‘Printer model’ list.
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Edit printer

Select ‘USB’ in the ‘Interface’ field.

n €  Create printer

Frintar mada|

Other model

infarfdes

usa

Now, select your printer from the drop-down menu. USB Printers are named in USB:VID-
PID format. VID stands for Vendor ID, and PID is the Product ID.

[ 6 e |

Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.
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B 52 .0vversE

L] LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

If a test receipt prints out successfully, then your printer is set up correctly.

n Create printer

LESE ppnter

USBE:8137-8214

Papes widih

80 mm -
Advanced settings

Print receipts and bills .

Print orders =

Autamatically print recelipt

&5 PRINT TEST

Choose the settings for your printer depending on how you want to use it. Don't forget
to save all of the settings at the end by tapping the ‘Save’ button.

. Settings Printers

Printers = Pos

= Other model Recelpts and bills
2F Mo

o General

Now you can see your printer in the list. Nice work!

9.6 How to Set Up Other Printers in Loyverse POS

Loyverse POS works with receipt printers on the Supported Printers list. However, for
Android, you can try to connect to models that are not on the Supported Printers list. But be
aware that not every printer may work with Loyverse POS!

These are the general requirements for a receipt printer to be compatible with Loyverse POS

on Android devices:

* support ESC/POS commands that are the same as Epson printers;

* have either Ethernet, WiFi, Bluetooth or USB interface;

« support the status commands or similar functions to check that the transmitted data has
been completely printed.

Consult the printer manual or the manufacturer website to see if your receipt printer fits
these requirements. If so, the printer may work with Loyverse POS; however, there might be
special cases.
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Connect or pair your printer with a mobile device

For Ethernet printer: connect your mobile device to the Wi-Fi router and connect your
Ethernet printer to the router via an ethernet cable.

For Bluetooth printer: pair a printer with your mobile device.

For USB printer: connect your mobile device to the USB printer via a USB cable and
OTG adapter or cable.

ﬁ Sales
B Receipts
@©  shift
= Items
X Ssettings

In the Loyverse POS app, go to Settings.

=  Settings Printers

= Printers

£ General

=

You have no printers yet

To add the printer, press the (+) button
agmail@gmail.com

SIGN OUT °

Create a printer by tapping on the '+’ button.

3 Create printer

pos

‘Epson TM-T88Y (Ethemet)

XPrinter XP-Q800

- GPs8130lic
| GP-UB03001 —
GP-LB0250

Name your printer in the ‘Name’ field and select ‘Other model’ from the drop-down list
of printer model.
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‘Bluetooth

use

Select your printer interface in the ‘Interface’ field.

n For Ethernet printer

-

Fill in the ‘Printer IP-address’ field, which can be found in your printer's network
configuration report.

For Bluetooth printer

Tap the ‘Search’ button to search for your printer and in the following pop-up window,
select your printer.
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For USB printer

& Create printer SAVE

i

Pos

Printar madal

Other model

Intarfaes
use

LERA gmnter

USB:8137-8214

Papeswidth
B0 mm >

Select your printer from the drop-down menu. USB Printers are named in USB: VID-PID
format. VID stands for Vendor ID, and PID is the Product ID.

Papar width
80 mm

58 mm

T s G LN 1

Chose the paper width of your printer.

B Print receipts and bills I

Print orders. »

% PRINT TEST

Tap the ‘Print test’ button to check your printer’s connection with the Loyverse POS app.

Bl 52 0vversE

LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

If a test receipt prints out successfully, then your printer is set up correctly.

Print receipts and bills .

Print orders

W

L]

Automatically print receipt

5 PRINT TEST

Choose the settings for your printer depending on how you want to use it. Don't forget
to save all settings at the end by tapping the ‘Save’ button.
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&  Printers = Pos

Recelpts and hills
Cher model

e General

Now you can see your printer on the list. You are ready to start selling and printing
receipts or orders.

9.7 Troubleshooting when Setting Up an Ethernet Printer

When you cannot set up an Ethernet printer with Loyverse POS (Play Market or App Store),
it's a good possibility that either the printer is experiencing a hardware issue, or you have a
network related issue. We always recommend testing the printer for hardware issues before
testing the network.

Testing Hardware Issues
* Check that the paper is loaded and that there are no paper jams.

« Check the cable connections; both power and ethernet cables going from the printer and
Wi-Fi router.

* Ensure that the printer and router power indication lights are on.

« Verify that the printer has no flashing lights or Red lights since this usually occurs with
malfunctions.

Network Related Issues

Check if your mobile device is connected to the Wi-Fi network provided by the Wi-Fi
router, plugged into the receipt printer.

SEARCH

S wn on ®
° Airp:lnne mode. "-:?-"ﬁ Project
9 Mobile hotspot and tethering = Lab

In the settings on your mobile device check the network you are connected to.
If not connected to your Wi-Fi router, choose your Wi-Fi network to connect to it.
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Next, verify that the receipt printer and the router are on the same subnet.

On your receipt printer, you need to print a network configuration report by following
these steps:

* Turn the printer’s power switch off;
* Hold down the FEED button located on the front of the printer;
* While continuing to hold the FEED button down, turn the power switch on;

* The lights should flash for a few seconds, and then one or two pages should print out
with a configuration report;

* You can now release the FEED button.

e e R

Network Configuration
T R e L

MAC Addr : 00:11:62:07:17:EA

IP Address :0.0.0.0
Subnet Mack :0.0.0.0
Default Gateway :0.0.0.0
DHCP :ENABLE

“user" Login Password :"guest"
“root” Login Password :"#esesess”
9100 Multi Session :ENABLE
Disconnect Message :ENABLE

R e Ry L e L e e

Current IP Parameters Status
I T TR T TR ey
IP Address : 192.168. 008 084 (DHCP)
Subnet Mask : 265.285.265.0
Default Gateway : 192, 168.126.1

You can find the IP address of your printer under the "Current IP Parameters Status"
section (underlined by orange above).

Then, you have to check the IP address of your router network. It is possible to do on
your mobile device, connected to your router’'s Wi-Fi.

On Android mobile devices

Go to Settings, and in the ‘About device’ menu, tap Status and check the IP address line.
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On Apple mobile devices
Settings S WieFi ‘Office

[ L4 Sattings ]

Forget This Network
Airplane Made -\
plane M = PAnoarss
B siewon O 1P Address | 192168709 |
m Cellular Data Subnet Mask 256,266.255.0
Carrier Router 192.168:57.264
- DNS 88888844
@ wotifications .
Search Domains
n Crntral Coantar

Go to Settings and just tap your active Wi-Fi connection.

» Compare the two IP addresses: receipt printer 1 and router 2 or 3.

* Both of the first three groups of numbers should be the same. If they are not, that means
the two devices are on the different subnet.

* You have to change the IP address either at the receipt printer or at your router. How to do
it, refer to user manuals of these devices or contact your network administrator.

* 4th groups of numbers have to be different.

Loyverse POS communicates with an Ethernet receipt printer via port 9100. If your printer
has been set to another port, change the printer settings to port 9100. Refer to user manuals
of a printer for information on how to do this.

9.8 Connecting Built-in Printers on Sunmi Devices

Loyverse POS app for Android is compatible with built-in printers on Sunmi devices.

The list of supported Sunmi devices:
Sunmi V1
Sunmi V1S
Sunmi V2
Sunmi V2 pro
Sunmi TT mini
Sunmi T2 mini
Sunmi D2 mini
Sunmi T2
Sunmi S2
Sunmi M2.
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@©  shift
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£ settings

To connect internal printers on Sunmi devices, start the Loyverse POS app and go to
Settings.

= Printers

* General
|

=

You have no printers yet

To add the printer, press the (+) button
agmail@gmail.com

e °

Create a printer by tapping on the '+’ button.

Sunmi

Printer modesl
Epson TM-TB8V (Ethernet)

Epson TM-m30

Sunmi I

Posiflex 6900

XPrinter XP-Q800

Type the title of your printer in the ‘Name' field and select Sunmi from the drop-down
menu of printers models.

4 [

Bunmi

Printer model
Sunmi

Paper width

‘ 80 mm

‘ 58 mm

Print orders »

Select ‘Paper width’' of the printer.
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Sunmi

Printar madel
SUNMI -

Pape: width
80 mim -

Print receipts and hills ]

Print orders

&

Automatically print receipt ®

| & PRINT TEST I

Tap the ‘Print test’ button to test your printer's connection with the Loyverse POS app.

Bl 52 0vveRsE

LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

If a test receipt prints out successfully, then your printer is set up correctly.

e
Sunmi
Printer model
SUNMI -
Pape width
80 mm -
Print receipts and bills &
Print orders L ]
Automatically print receipt ®

& PRINT TEST

Choose the settings for your printer depending on how you want to use it. Don't forget
to save all of the settings at the end by tapping the ‘Save’ button.

= Prinlers e Hunmi
o Pisles - uneu

Boemipto ong Bils, Onders
Skl

O] Custemer dizplays

Now you can see your printer in the list.
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9.9 Using Kitchen Printers with Loyverse POS

Cafes and restaurants use kitchen printers to inform the cooking staff what to prepare from
an order.

9.9.1 Configuring Loyverse Back Office

Tores

is

= Lighis
Nz

| @ =

Features

Fr— . -
Q) Stores
A ORtin 00004 Thhoosk ,_.
o0 B @
& ®
= [ ‘ A
TN A | e »
g Lo s st "
. gt e e u-l-. »
EANIE] | !

Log in to the Back Office, navigate to the Settings menu, scroll to General Settings and
switch on the Kitchen Printers slider.

e 0 etlings

Fiyubnm weliinga -
ks

Genam E
o

Hiling & subieorptaons
.‘ : |

i Kitchen printers

=

Luyalty Ad b peiniE grous b gt ordes for the hen

Toe |+ ADDPRNTERCAODP |

IM b l Pirzapt

Stores
Bhishe § POY sl g,

Click the Kitchen Printers menu and create a printer group.

Give the printer group a meaningful name. A printer group typically corresponds to the
printer location — bar, kitchen, kitchen station, etc. Therefore, the recommended
practice is to use the printer location as the printer group name.

218 9.9 Using kitchen printers with Loyverse POS



Craate printer group

ik Bar

-]

Categories
o [ Desserts
iy
= [0 Fruts
o

5 Hot Dk

Tick item categories that should be included in this printer group and save your
selection.

9.9.2 Setting Up the Loyverse POS App

Using the Loyverse POS app (Play Market or App Store), assign an actual printer to a certain
printer group.

ﬁ Sales
=| Receipts
@©  shift
= Items
£ settings

Open the Settings menu and select the printer you will use to print the orders for the
kitchen or add a new one.

& Edit printer save

Printer for bar

Epson TM-m30 (Blustcoth)
kK
Epann THHT0 (Blistooth)
Frint recedpts and bills
piin it O
S PHINT TEST
5 O

B CELETEPRINTER

Specify that this printer will print orders. Switch on “Print orders”, select the proper
printer group and save your settings.
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#0215-01-02

Ticket - 01:48 PM

3:49

1 x Luncbox

1 x Sandvich
Ketchup

*** tablel

Now, when a customer orders, the kitchen printer automatically produces a ticket with
the list of items to prepare. If you use open tickets, the kitchen ticket will print as soon
as you save the open ticket.

- voipep~ #0215-01-02
#0215-01-02 Ticket - 01:48 PM
Ticket - 01:48 PM 15.02.2017, 13:51

Ownar, pos2
15.02.2017, 13:50

Owner, pos2

1 x Colla Burger

1 x Sandvich
Ketchup " tablet

*** tablet

If you correct an open ticket by deleting or adding an item, the kitchen printer will print
a corresponding ticket.

Q Table5 & Vo ticker

Capctine Cart 5 Chessecake Dine iy & Printbill

_;" Reprint order ]
Carrot Frogl—

Edit ticket
Claggic Cal

<2 Assign ticket
Chocolate

Y Split ticket

You can reprint the kitchen orders (for iOS only). To do this, open the saved ticket and
tap ‘Reprint order’ from the three dots menu.

*** Kitchen ***

#0731-13-02
Table 5

7/31118, 1:44 PM
Alex, POS 03

n **+ REPRINT ***

1 x Carrot Fresh

1 x Classic Cobb Salad

1 x Chocolate truffle dessert
1 x Croissant

1 x Four Cheese Pizza

1 x Green Tea

1 x Hearty oxtail soup

The kitchen printer will reprint the ticket with the mark ‘Reprint’.
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=  [Receipts #13-1090 & Printeosipt

| F‘- Heprint order |
4211 Send recelpt

Totnl

Q Enter recaipt number

Teradstay 31 Juiy SH1E

= 42N #13:1090
14 e Order Table 5
Casheer Ale:
7172 £13: 1086 AR
VAZPM POS;FOS 03

You can reprint the kitchen orders for 2 hours after closing the open ticket from the
Receipts section.

9.10 How to Set Up Multiple Kitchen Stations
to Share One Printer

Before Setting Up: The ‘Kitchen Printers’ option should be activated in your Back Office (see
9.9 Using kitchen printers with Loyverse POS), and printers should be set up in the Loyverse
POS app (see 9.2 How to set up Ethernet printer in Loyverse POS).

= Creste printer group = Create printer group

e e
i, Pizza bl Bar
- Categories - Categories
P @ Neswers i 3 Cemsens
bl
- [ Eoix =
n Mo Qe n
0O Juee
O we O el
) Necalvgoey O terigory
o
O Sainde 0 Ssinos
O Swndwiche 0O stwite
O Swees 0 Sem
CANCEL E CANDEL [:l

If you want to print tickets from multiple kitchen stations with one printer, create a few
printer groups and assign categories to them in the Back Office.
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Edit printet

Kitchen

oo ritclel

Epson TM-m30 [Blustooth)

Epgon TM-m30 [Bluetooth) SEARCH

Print teceipts and bilis -

Print orders D
& PRINT TEST

Pivner i

©

P ('@

< Edit printe:

Kitchen

Prtishes fritciel

Epson TM-m30 (Blustooth)

Epaon Th-man (PTnernulh'! SEARCH

Print te<eipts and bilis -

Print orders 0
& PRINTTEST

P o

©

Prazn (__J

On the Loyverse POS app, assign each individual printer to both printer groups.

On the Loyverse POS app, assign each individual printer to both printer groups.

4 cheese pizza
105.00

coca-cola
25.00

Tax (included)

**Pizza™*
#0225-01-13

25.02.2017, 18:55
BigBoss, POS-1

1 x 4 cheese pizza

"*Drinkables™*
#0225-01-13

25.02.2017, 18:55
BigBoss, POS-1

1 X coca-cola

Type the title of your printer in the ‘Name' field and select Sunmi from the drop-down
menu of printers models.
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9.11 How to Set Up Kitchen Printer

for Each Kitchen Station

Before Setting Up: The ‘Kitchen Printers’ option should be activated in your Back Office (see
9.9 Using kitchen printers with Loyverse POS), and printers should be set up in the Loyverse

POS app (see 9.2 How to set up Ethernet printer in Loyverse POS).

L, Pizza
wr .
Categories
- T @rbes on i
[ Deseits
2]
Deines
[ Fne
n o D
0O upe
O teas
] Necateguey
[0 Salvde

[0 Saptwiches

owen. [7]

e

s

L

Bar

Categories

[0 Dessens

(=

3

Mealy

a a

=]

Pieza

Salpds

e ) 3 i =

Cawin

|

fee categjory

Larviwrte

= Craate printer group

cwes, [

If you want to set up a separate kitchen printer for each kitchen station, create printer
groups and assign categories to them in the Back Office.

€ Edit peinter

SAVE
Printer for pizza
Feanir e
Epsan ThEm3a (Alletoath)
st s
Epsan TM-na0 (Blistcath)
Print teceipts and bills
Erint orders D
S PAINT TEST
Frinted groiips
Bor
i ()

On the Loyverse POS app, assign each printer to its own printer group.

€«  Edit printer

Printer for bar

S,
Epson TMm3N (Bluetooth)

s gt
Epzon TM-m30 [B_lusmurh}

Print recaipta and bills

Print orders

BAVE

9.11 How to set up kitchen printer for each kitchen station

223



#0225-01-13

1824 co A © 033% @ T .l wil # = 60
25.02.2017, 18:55
€ Ticket i 2 BigBoss, POS-1
4 cheese pizza 105.00 E = 1x4cheese pizza
105.0 A O e
coca-cola 25.00
2500
Tax (include :
~ #0225-01-13
E 25,02,2017, 18:55
BigBoss, POS-1

Now, when a customer orders, two kitchen printers produce tickets with the list of
items from their categories.

9.12 Supported Barcode Scanners

Loyverse POS for Android works with scanners supporting HID protocol. You can use
scanners with Bluetooth interface or USB scanners via a USB OTG adapter/cable.

Loyverse POS on 10S devices supports only following scanner models:
+ Socket Mobile 7Ci

+ Socket Mobile 7Qi

+ Socket Mobile S700

+ Socket Mobile S740

+ Socket Mobile S800.

9.13 How to Connect a USB Barcode Scanner
to an Android Device

If your Android smartphone or tablet supports a USB on-the-go, or OTG, you can use a USB
barcode scanner with the Loyverse POS app.

To use a USB scanner with Loyverse POS on an Android device, you will need a USB OTG
adapter or cable. It has a female USB connector on one end and a male micro USB connector
on the other.

%
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First plug the USB barcode scanner to the female USB connector of an OTG adapter or a
cable.

— Then plug the the micro-USB end of the OTG
- adapter or cable into the micro-USB port of your
mobile device and wait for the system to
recognize the scanner.

Now you can add barcodes to your items and sell

a0 . .
items with a barcode scanner.

ol [

70 |

9.14 How to Set Up Motorola CS3070 (Bluetooth)
Barcode Scanner

Press the scan button (+) to wake the scanner.

Press and hold the Bluetooth button (round button) for five seconds. The scanner
beeps and the Bluetooth button starts blinking quickly to indicate that the scanner is
discoverable by the host.

£S53070:16091522506849
4 Mabite hotsnot and tatharing.

On your mobile device, turn on Bluetooth and let it search for devices. You will see your
scanner in the list.

Bluetooth pairing request

Enter 261860 on CS3070:16091522506849 to pair,
then tap Return or Enter.

CANCEL

Select the CS3070 from the discovered device list. The Bluetooth application will
prompt you to scan the pass key it generated.
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A
1
IITHHH
2
[T
3
I
4
0
5

Scan Numeric Barcodes corresponding to the pass key, one by one, then scan the
Enter code.

i
i
10
I
[

ntar

€D Airplane mode

o

) Mobile hotspot and tethering.

Available devices

The Bluetooth button blinks slowly to indicate that the scanner is paired with the host.

Now, in your Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with a
barcode, this item will be added to the ticket.

9.15 Socket 7Qi/7Ci (Bluetooth) Barcode Scanner Setup

9.15.1 Connecting Scanner to Android Device

When working with the Loyverse POS app on your Android Mobile Device, the Socket 7Qi/7Ci
(Bluetooth) scanner should be connected in the Human Interface Device (HID) Basic Mode.

Power on the scanner and configure it to the connection mode by scaning this

barcode:
#FNBO0F 400004
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&) Donot disturb

Your device (Galaxy Tab 82} is currently visible to nearby devices,
® oo i

(I) Advanced features 0O iPad *
Avallable davices

0O uses '
C¥]  Socket CHS [83D35F]
=) walioaner

Turn Bluetooth on in your device. Go to Settings > Bluetooth. A Bluetooth Device search
will begin. You will see your scanner in the list.

Configure the scanner to Human Interface Device (HID) Basic Mode, as Keyboard class
device, by scanning this barcode:

#FNBOOF40001#

BEARCIH

on @
@) oot disturb
Your device (Galaxy Tab §2) is currently visible to nearby devices,
@ Digplay Palred devicos
@) Advanced features. s i
Avallsble devices
0 users o
| Socket CHS [83D35F]
- L

The scanner icon will be changed to the keyboard.

BEARCIH

© wn on © e

€3 Bluetootn Your device (Galaxy Tab §2) is currently visible ta nearby devices,

Pairad devices
o Airplane mode
. Socket CHS [83D35F] Fos

Connected s ihput device

o Mobile hotspot and tethering.

Tap on your Socket scanner in the list of Devices. After a few seconds, the “Not Paired”
status will change to “Connected” or “Paired” and the scanner Blue LED will start
blinking every 3 seconds, confirming the connection.

Now, in your Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with a
barcode, this item will be added to the ticket.
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9.15.2 Connecting Scanner to Apple iOS Device

When working with the Loyverse POS app on the Apple iOS device Socket 7Qi/7Ci (Bluetooth)
scanner should be connected in Application Mode.

Power on the scanner. To change the profile to Application Mode, scan this barcode:

#FMBO0O0F 400025

M

Settings Bluetooth

Bluetooth

Airplane Mode

DEVICES

Wi-Fi OHica

Socket CHS (B3D35F]
9 cetutarData ‘

Turn on Bluetooth on the Apple device. Go to Settings > Bluetooth.
The bluetooth device search will begin.

MY DEVICES

Socket CHS [B3D35F] Connected ﬁ}

Tap on your Socket scanner in the list of Devices found. After a few seconds the “Not
Paired” status will change to “Connected” or “Paired” and the scanner’s blue LED will
blink every 3 seconds, confirming the connection.

Now in you Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with the
barcode, this item will be added to the ticket.

9.16 Supported Cash Drawers

Loyverse POS can support printer-driven cash drawers, which means a cash drawer is
connected to a printer, which in turn is connected to Loyverse POS. Therefore, you can use any
cash drawer which can be driven by your receipt printer. Please consult cash drawer manual or
manufacturer website to see if your cash drawer is compatible with your receipt printer.

Receipt printer and cash drawer should have the same voltage of power supply 12 or 24 V. If
they have different voltage they will not be compatible.
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9.17 How to Connect a Cash Drawer

A cash drawer connects to your receipt printer, and is triggered to open automatically when
you finish a cash sale.

Most of receipt printers have a special cash drawer connector, usually of RJ11 type. Refer to
your receipt printer and cash drawer manuals to make sure they are compatible. As long as
they are, and given the receipt printer is supported by Loyverse POS, such cash drawer can
be used with Loyverse POS as well.

Before connecting a cash drawer, your printer should be paired with Loyverse POS using the
Print Receipts and Bills option in your app settings.

Turn the printer on and ring up a cash sale using the Loyverse POS app (Play Market or
App Store). The cash drawer will open when the sale is completed.

A cash drawer also opens when:

* A refund receipt is printed for cash refunds only

* Opening shifts for employees to enter the initial cash amount

* Closing shifts for employees to calculate the final cash amount

* ‘Pay In" and ‘Pay Out’ actions performed to put money into or take from the cash drawer
* Using the ‘Print test’ option to test your printer's connection with the Loyverse POS app.
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Cash drawers APG: Vasario 1416 and Vasario 1616 should be connected with receipt printer
only through the cable CD 102 A.

9.17.1 How to Open Cash Drawer without Making a Sale

E |
=]
i Cashier
-Ill;miisldhuhmdliqaﬂﬁﬁ -
. il
[ kbelrisis -
W o e i S p by £ e e L ) i
R
Vol ineeit Harie I et ikt

# G 8 B ¥e

CY (=== == R

Coprary comby dranwir wethaita! makmg @ sale |

_a_' g-]:' 'EJ

You can set the right to open cash drawer without making a sale for your employee
group. Go to ‘Access rights’ menu at the ‘Employee’ section in the Back Office and
open the group for the editing. Check the box ‘Open cash drawer without making a
sale’ in the ‘POS’ section.

Chaar {hlet
Peiny Bl

£l tiekan
Amnigm Ticked
Split tiokss

Tibrge bt

Open cash drawer l

You can find the ‘Open cash drawer’ button in the three vertical dots ( ) menu at the
Sale screen of your POS.

The button ‘Open cash drawer’ is displayed only if there is at least one printer connected
with the option 'Print receipts and bills'".
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9.18 Customer Display System Configuration Guide

The Loyverse CDS app lets you display itemized order information to your customers on a
separate digital display without interrupting the payment flow in the Loyverse POS app.

9.18.1 Install Loyverse CDS App

Download the Loyverse CDS for iPad (i0OS 8.2 or higher) or Android (4.0.3 or later)
tablet. Loyverse CDS app only works on tablets. The tablet should be positioned in a
landscape orientation. Loyverse CDS app should be installed on a separate device
from the one with the Loyverse POS app.

= =]

Aot

Launch the app, and you will see the Loyverse CDS welcome screen. The ‘IP Address’
and ‘Device name’ of your tablet will be displayed, which are information needed for
paring CDS with Loyverse POS.

9.18.2 Activate Option for Using CDS

. o Ul g=age
1 2} Feazipl. Engllvh .
-

tohstcion
Features
I # @ Shifls
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o @ T!n-ﬂbﬂif o _
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Login to the Back Office, navigate to the Settings menu, scroll to General Settings and
switch the ‘Customer displays’ slider on.
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9.18.3 Pair Customer Display with Loyverse POS

First, make sure that the mobile devices with Loyverse CDS and Loyverse POS are
connected to the same Wi-Fi router and the same network.

] Sales
B Receipts
@©  shift
= Items
£ settings

- e
& Printers
i

ssssss o

Tap the '+ button to add a customer display.

€ Create customer display SAVE

cds

Customer display |F address

—_—

= PAR

Enter your customer display name into the ‘Name’ field and tap the ‘Search’ button to
search the network for available customer display device.

Select the appropriate customer display from the list of
RUETDEeESpry discovered devices, and click OK.

@® Lenovo Tab E10

O Dining room
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n € Create customer display SAVE
cds

sestamier dlgpday 1P addiess

P

< PAIR

If automatic discovery fails, you can enter the IP address of the customer display
device manually. You can take the information about the IP address from the Loyverse
CDS welcome scree. Then tap the ‘Pair’ button.

Pair to POS

Pair customer display to pes1?

CANCEL PAIR

On the Loyverse CDS tablet, the invitation to pair CDS to POS will appear. Tap ‘Pair’ to
confirm the connection.

Ticket

Sweet & Juicy

Cashier. Owner

If you see a screen with a blank ticket, then your customer display is paired with
Loyverse POS.

n €  Create customer display SAVE
cds

Chpgbanmpd digplay I anltivss

192.168.

SEOUNPAIR

Enter your customer display name into the ‘Name' field and tap the ‘Search’ button to
search the network for available customer display device.
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Now you can see your paired Customer Display on the list.
In the same way, you can connect several CDS to the same POS.

9.19 How Loyverse CDS Customer Display Works

Please refer to the Loyverse CDS setup guide and make sure you Loyverse CDS app is
configured correctly.

Now that you have Loyverse CDS setup, it will display order information from the ticket
during sales.

Ticket
Sweet & Juicy Orange juice x 1 12.00
CasicE 0N Apple juice x 2 16.00

Salad big x 3 % 96.60

Extra cheese. Extra bacon
Fruit salad x 1 12.80

Cheesecake x 1 16.50

Discounts 9.66
Subtotal 14424
Tax 14.42

Total 158.66

At the right side of the screen, there is the ticket with the list of items. CDS will display
modifiers, discounts, taxes applied to items as well as to full ticket.

-
Sweet & Juicy Orange juice x 1 12.00
Cashier. Owner Apple juice x 2 16.00

Salad big x 3 % 96.60

Extra cheese. Extra bacon

Fruit salad x 1 12.80
johndoe@gmail.com

Cheesecake x 1 16.50

'SEND RECEIPT

Discounts 9.66
Subtotal 14424
Tax 14.42

Total 158.66

At the left side of the screen the store and cashier names displayed and field that
customer can fill in E-mail to receive e-receipt.

234 9.19 How Loyverse CDS customer display works



Ticket

Sweet & Juicy Orange juice x 1 12.00

Cashier. Owner

Apple juice x 2 16.00

Salad big x 3 % 96.60
Jane Extra cheese, Extra bacon
Points balance: 120.03

Fruit salad x 1 12.80

janeemail@gmail.com
Cheesecake x 1 16.50

@  Receipt will be sent to email

Discounts 9.66
Subtotal 14424
Tax 14.42

Total 158.66

If you have assigned a customer to a ticket, the CDS displays this customer name,
bonus points balance and Email.

Ticket

Sweet & Juicy Apple juice x 2 16.00

Cashier. Owner Salad big x 3 96.60

Extra cheese, Extra bacon

Jane Fruit salad x 1 12.80
Points balance: 120,03
Cheesecake x 1 16.50
janeemail@gmail.com

Coffeex 1 100.00

@  Receipt will be sent to email

Sandwich x 1 15.00

Black teax 1 Y 8.60

Salad v 1 A NN
Subtotal 283.50

Tax 28.35

Total 311.85

If the ticket is too long, a customer can use a vertical scroll to look through all items.

. Sweet & Juicy
Cashier. Owner @

e Jane Transaction successful
Points bal: 12003

janeemail@gmail.com

311.85 8.15

Total paid Change

(@  Receipt will be sent to email

Points earned: 31.19

After a customer has been charged, customer screen displays total value of paymen
and change.

t

9.19 How Loyverse CDS customer display works
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9.20 Kitchen Display System Configuration Guide

This guide will show you how to configure Loyverse KDS.

Cafes and restaurants use kitchen display systems (KDS) instead of kitchen printers to
inform the cooking staff what to prepare from an order.

Install Loyverse KDS app
Download the Loyverse KDS for iPad (iOS 8.2 or higher) or Android (4.3 or higher)

tablet. Although the minimum requirement is 7” display, it is recommended to use at
least a 10" tablet for better visibility. The tablet should be positioned in landscape

mode.

Specify a device name
Your Loyverse KDS app will inherit the device name. The default device name is not

very informative, thus it is recommended (but not mandatory) to give your device a
name reflecting its location — kitchen, bar, etc.

Settings

5 airplane Mode
Wi-Fi
u Bluetooth

Notifications
B control center

Do Not Disturb

@ oispiay & Brightness
Wwallpaper

B sounds

L

Touch ID & Passcode

About

Name

Network
Songs

Videos

Photos

Applications
Capacity

Available

Version

Carrier

Model

Serial Number
Cellutar Data Number

‘Wi-Fi Address

To configure the device name on an iPad, go to Settings > General > About. Tap the
first line, which shows the name of your device. Rename your device, then tap Done.

£ sworage

(5 Accessories
() oateandtime
O usermanual

0 Developer options

Legal information

“ Device name |

Maodel number
SMTRIS

Software info
View the ctirantly matafed Anrliod veominn, baseband vergion, kered vession bulld
Hieibos sl

[ ")) About device

Battery info

Wiewr your device's bansry, niatay, remEning powes, end othar information

To configure a device name on an Android tablet, go to Settings > About device. On the
next screen, tap Device Name, rename your device and tap OK.
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Configure Loyverse KDS app

LOYVERSE KDS

Launch the app and log in with the same login and password as you use for Loyverse

69% [ »

Settings

: Help I

Go to the menu at the right top corner (three dots) and tap Settings.

Order notification sound (J’a

Sound

Hafigouts_lncaming_call

Time for warning color (seconds)
240

Time far late color (seconds)
420

Sign out

To use sound natifications, turn the ‘Order notification sound’ option on and choose a
sound from your device. The sound will be played each time a new order appears.

You will also want to adjust the time intervals after which the ticket headers will
change its color to warning (yellow) and late (red). Default values are 4 minutes (240
seconds) and 7 minutes (420 seconds).

Create a printer group
Loyverse POS treats kitchen display as a kitchen printer, therefore the Back Office

configuration for a kitchen display is the same as for kitchen printers.
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Ut kitchen printers () i ]

Log in to the Back Office, navigate to the Settings menu, scroll to General Settings and
switch on the Use Kitchen Printers slider.

* ADD PRINTER BROUP

Click the Kitchen Printers menu and create a printer group.

Kitchen

Categories

Expoyurin et on Tiym privt o)

(<]
L
-
w
=

Clothes

Desgerts

Drmksy

-3
< - e B =

Fruits

Hat Drinks

Juies-

< I <

S il gy

L]

Sl ichem

Sypisty

) e

Give the printer group a name. Tick item categories that should be included in this
printer group and save your selection.
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Pair kitchen display with Loyverse POS
First, make sure that all mobile devices with Loyverse KDS and Loyverse POS are
connected to the same Wi-Fi router.

w Sales
E Receipts
©  shift
= Items
£ settings

Then launch Loyverse POS and go to Settings > Printers.

=  Settings Printers

-] Printers

ﬂ General
|

=

You have no printers yet

To add the printer, press the (+) button
agmail@gmail.com

SIGN OUT °

Tap the ‘+' button to add a kitchen display as a printer.

€ Edit printer SAVE

Kitchen display

Star TSP1431ILAN (Ethernet)
Star TSP654IILAN (Ethernet)
Star SPT43LAN (Ethernet)
Epson TM-P20 (Bluetooth)
Epson TM-m30 (Bluetooth)
Epson TM-T20II (Ethernet)
Epson TM-m30 (Ethernet)
Epson TM-T88VI (Ethernet)

Other madel (Ethernet)

Kitchen display

Enter your kitchen display name into the ‘Printer name’ field and select Kitchen Display
from the drop-down menu.
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& Edit printer SAVE

it

Kitchen display

Prmtar mogel

Kitchen display -

Frint orders D
Tap the ‘Search’ button to search the network for available kitchen display devices.

Searching kitchen display

Bar

Select the appropriate kitchen display from the list of discovered devices and click OK.

Kitchen display -

Print orders c

If automatic discovery fails, you can manually enter the IP address of the kitchen
display device.

Hitchen sEapley 11 Adevns

1921648 SEARTH
Primt peders c,l
% PRINT TEST
Kitehen ( J'l

Then switch ‘Print orders’ on, select a printer group and tap the ‘Print test’ button.

m If you see a test order appear on the kitchen display, you have

configured Loyverse KDS correctly. Save your settings and enjoy!

Test order

00:22, John If no test order appears, re-check the device network settings or
chat with our support team.

1 xTest Item
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9.21 How to Use Loyverse KDS Kitchen Display

Please refer to the Loyverse KDS setup guide and make sure you Loyverse KDS app is
configured properly and test orders appear on kitchen display.

Now that you have Loyverse KDS set up, customer orders will appear on your kitchen
display(s) as tickets with the list of items to prepare.

The first line of a ticket header contains either ticket number or ticket name for saved open
tickets. Then there is time since the order was created and server’'s name.

Ticket Open ticket
Ticket number Openticket nama
#0328-02-02 < —tablel » Continued
Walting time aihd employes name
8310, John - : - Sy 00:05, John
- -~
- Quantity and ltem name 2x Mushroom Risotto
1 x Farro < —» 1 x Farro
1 % Lobster Bisque
1 x Cavatelli 1% Cavatelli
3 : lake away
1 x Cavatelli : 1 x Cavatelli
T - [tem madifier ~ i
medium ‘= = -> well done
o » ltem comment b ial
no sait - not sai Tickst comment
1 x Mushroom Risotto 1 x Roasted Tomato
Soup

1 x Roasted Fingerling
Potatoes
Ao saft

Lang ticket break

== Continued —
If there are item modifiers and/or comments, they will be listed just under the item name.

The ticket comment is shown in the footer.

Long tickets break down to several pieces so you can still see the entire ticket on one screen
without scrolling.

As time passes, ticket header color will change from green to yellow to red, indicating orders
that are almost or already late. The time period can be adjusted in Settings.

If you edit an open ticket and void an item, KDS will display the voided item in the ticket in red
strikethrough font.

If you edit an open ticket, adding an item, it will be shown as a new ticket.

3 orders LO R
table7 » Continued table9 table3
| 1717, John 06:52, John 00:42, John
Uelaiaiifi 1 x Roasted Tomato .
- Soup 1% Tuna Tartare* 1% Cavatelli
Medium
1x Apple, Pineapple, 1 x Local Heirloom 1 x Shrimp & Stone- no salt
or Tomato Juice Tomato Salad Ground Creamy
Grits 1x Penne
a1 1 x Crispy Chicken
Livers 1 x Oysters 1xOysters
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+  Recall CLEAR

Completad in 06 mranutes 0F saconds

tablel
F0;3001 B, John

Cormileted in 0% mnites 29 secomis

table2
20,3825, John

Completed in OF mimites, 25 seconds

table5
20:41:33, John

Cormoletod i G5 ey, 10 s2conds

tabled
20:35:48, John

Completad n OT minwsiey, 54 =comds

tabies
20:45:13, Jotm

Cimpletad in 05 ronutes, 53 setnoms

table8
20/48:38, John

Cotssheted = 00 iinuten. &) sstnngds

Tap on the ticket header to mark it complete when all the items are done.
To recall a closed ticket tap on the clock icon and tap the ticket you wish to recall.

To clear the entire list of completed tickets, tap ‘Clear’.

9.22 Troubleshooting when Working with KDS

9.22.1 Separate Router

Often problems of losing the connection between Loyverse POS and KDS appear when there
are many other Wi-Fi connections to the same Wi-Fi router.

We recommend having separate router with Wi-Fi connection only to the mobile device with
Loyverse POS App and mobile devices with KDS App.

If the problem continues or you cannot have separate router go to next step.

9.22.2 Assign a Static IP Address to the Kitchen Display Tablet

Connect your device to the same WiFi network as the device with Loyverse POS is connected
to, and make sure the connection is working. Then change your network settings from DHCP
to static.

On an iPad, go to Settings > WiFi. Tap on the blue arrow next to the name of the active Wi-Fi
network. Write down the IP address, Subnet mask, Router and DNS values you see on the
'DHCP' tab, switch to the 'Static' tab and enter those values into respective fields. Tap on the
Wi-Fi networks button in the upper left corner of the screen to save settings.
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192.168.4B.CDE

255.255.255.0

192.168.AB.FGH

B.B88

On an Android tablet, go to Settings > WiFi, tap and hold the active network, then tap 'Manage
network settings'. Tap 'Show advanced options' and scroll down to IP settings, then change
'DHCP' to 'Static'. Tap 'Save'.
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10. Payments

10.1 How to Work with Credit Card Payments

You can use any credit card processing system with Loyverse POS (Android, i0S), without
integration between them.

Loyverse POS can register payments made through a card processing system that is
installed and operated separately.

Dine it

Carrot Fresh x 1 4,99 20 - 8 5

Total amount due
Copkies x 1 569
Fruit Salad « 1 7449 Cash teosivied
Tax 1.68

25.00 a0.00 40.00 50.00
Total 20.85
B carp

On the final stage of the sale transaction, Loyverse POS gives you a choice between
credit card or cash. But it does not connect to the credit card terminal itself and does
not transfer the amount of purchase to the terminal. Therefore, at the card terminal,
you need to enter the amount of sale manually and process the payment. Next, charge
it to Loyverse POS by tapping the ‘Card’ button.

The Coffee
21 Avenue, Brooklyn, New York, NY, United

States

Order: #0303-01-05

Cashier: Alex

POS: POS 1

Carrot Fresh 4.99

1x4.99

Cookies 5.69

1x5.69

Fruit Salad 8.49

1x8.49

Subtotal 1917

Sales Tax 8.75% 1.68

Total 20.85
l Card 20.85 '

3.03.2017 13:35 #2078

The information about payment and card type will be shown on the receipt.
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In the back office in the 'Sales by Payment Type' menu, you can find the report about
credit card sales.

246 10.1 How to work with credit card payments



10.2 How to Accept Credit Cards
with Loyverse POS and SumUp

Loyverse POS merchants can accept credit card payments via SumUp and available to
customers in 31 countries: Austria, Belgium, Brazil, Bulgaria, Chile, Cyprus, Czech Republic,
Denmark, Estonia, Finland, France (including Reunion and Mayotte), Germany, Greece, Hungary,
Ireland, Italy, Latvia, Lithuania, Luxembourg, Malta, Norway, Poland, Portugal, Slovakia, Slovenia,
Spain, Sweden, Switzerland, The Netherlands, United Kingdom, United States.

Before connecting a card reader, you have to create an account in SumUp and receive the
device.

10.2.1 Connecting the Card Reader

Creating a payment type

@ Settings
~Syntam settings
ih Garal
ﬁ Fayment types
EE ) Loy
| O s

ik / Taxes
-

eupat
)

Kilchen prinlis
i

‘ Stores
Srore & POS senings

Log in to the back office, click the ‘Settings’ menu and then ‘Payment types.' Click the
‘Add payment type’ button to add a new type of payment.

= Add payment type

Paymentiype

{Sumup ‘j
il

Name
@ Sumup
8
.
-

CANCEL SAVE

V)

In the Add Payment Type window, select a ‘SumUp’ payment type from the drop-down
list and tap ‘Connect account’ button.
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Login

Your emall address
Your password

Fongot yout password? Crgatis an ancount

Enter Email and Password from your SumUp account.

authorize

Enter Email and Password from your SumUp account.

1 Payment type
Sumup j
ih
Name
& Sumup|
E Account lnyverseuki@sumup.com connecter,
Te configure card reader go 10 the Setfings menu I the Loyvarse
POSapp,
.o
-
Qo [ | CANCEL  savE

You will see the connected account message, click ‘Save’ button.
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Connecting with iOS devices

o Sales
E Receipts
©  shift
= Items
* Settings

Then launch Loyverse POS and go to Settings > Payment Types.

=  Settings Payment types

#  Printers = Sumup

Wy T3 SyRiem

[0 cCustomer displays
B Payment types

2 General

Tap the ‘Sumup’ button for account settings.

In the ‘Payment methods’ screen tap ‘Air’
Payment methods button for set up.

e BRlETed payirent maineds

SMS Payments

Carcl Reader

The application will start searching for
SumUp card readers.

Scanning for card readers
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Cancel

Compare the last digits of the sarial number on the
terminal's back

Cancel

Coannecting to your card terminal..

It prompted please confirin the pairing request on your iPad
AND on/tha card reader

Connected!

The application will show the last three
digits of the found device. Tap ‘Connect’
button.

The application will ask you to confirm the
pairing request on your card reader by
pressing ‘OK’ button.

After you complete request, you will see
information that card reader is connected.
Tap ‘Done’ button.
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Connecting with Android devices
To connect SumUp card reader to Android devices make a test sales and select SumUp
payment type.

. Sumup app not found

Please install Sumup application and try again

CANCEL | DOWNLOAD APP

You will see an invitation to download the Sumup app. Tap ‘Download app’ button.

< Google Play Q,
SumUp App - Credit Card Reader
SumUp
Business

41% + | £ M+
16K reviews 13 MB Rated for 3+ Downloads
You will be redirected to Google Play to SumUp app. Install the app to your device and
launch it.

A sumup-

Accept card payments
with the SumUp App

) &pay

et compatible?

You will see the welcoming screen of SumUp app. Tap the ‘Get Started’ button.

<

Password o

Forgot password

LOGIN

Don't have an account? Sign up

Enter Email and Password from your SumUp account.
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£0.00

CHARGE

You will see an invitation to make payment through SumUp app.
Now you can close this app and go to accept payments through Loyverse POS.

SumUp works only with mobile devices which turned on geolocation.

10.2.2 Processing Payments

Payment

Ticket I |

Capuceino x 1 530
Chocolate truffle dessert x | 850

Chocolate Eclair Dessert x 1 12.00

Tax 359

SAVE CHARGE

Add items to the ticket and press ‘Charge’

] =

Mojitox 1 798
7.94

Total 7.94 Total amount due

DRINKS LUNCHES DESSERTS FRUITS PIZZA =

Cash received

Rl

| B sumur

Select the SumUp payment type.
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Loyverse POS will wait for a response from
the card reader, and you will see an
invitation to tap, insert or swipe card on the
card reader.

Pleasa tap, insert or swipe card

Tap, insert or swipe customer card on the
card reader. If the card needs the pin entry,
give card reader to a customer to do that. If
a card needs a signature, let customer sign
on the iPad’s screen.

Cancel

Tap ‘Pay’ button.

e

o PRINTRECEIPT

' MEWSALE

If the transaction is successful, Loyverse POS will display final screen with the paid
amount.
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In case of an error in the transaction,
Loyverse POS will show an error message.

Tap ‘Dismiss’ button, and you will return to
selecting payment type screen. You can ask

® the customer to choose a different type of
d payment (for example ‘Cash’) or try another
card.

Dismiss

Refund
You can only refund the whole amount of card transaction. The card reader is not used in the
refund process.

ﬁ Sales

| =] Receipts
© shin
At Loyverse POS go to ‘Receipts’ menu, and tap needed receipt.

Q  Enter receipt number

Thursday, 31 May 2018 7.94
Total

1524

794 #81250
= ‘ Cashier: Alex

@ e #81249 Mojito 7.94
1610 Tx794

Tap ‘Refund’ button.

Receipt #8-1250 Refund receipt
Tap item to refund Tap item to cancel refund
Mojito x 1 7.94 Mojito x 1 794
Refund x|

Total 794
Total 194

Select all items of the card payment from left ticket to move them to the right-side
‘Refund receipt’ list and tap ‘Refund’ button.
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Reports
You can view the total number of transactions performed with the SumUp payment type. In
the back office, select the ‘Sales by payment type’ report.

Sdles by payment typs

| Bep8,2017-Sep11,20170 = Alldzy o} Export
Allsmployess -
i}
W S Py : . fatund . .
yeteatl type A Payrant ameunt O Mt s Nt armotmt
=5 Gash, 8 1.5 0 0.00 67,54
-
Sumup 13 g7.92 3 2282 6510
Q _ . o .
Total 21 155.46 3 282 13264

10.3 How to Accept Credit Cards
with Loyverse POS and iZettle

This feature only works on iOS devices.

Loyverse POS merchants can accept credit card payments via iZettle and it is available to
customers in Brazil, Denmark, Finland, France, Germany, Great Britain, Italy, Mexico, Norway,
Spain, Sweden, and the Netherlands.

Before connecting a card reader, you need to create an account in iZettle and receive the
device.

10.3.1 Connecting the Card Reader

Creating a payment type

P
==

@ Settings
e,
d o /
* Fayment types
Cish
= ~Loyalty
O a
. Taxeg
-
© ! :
Filchen et
o
Stares

Log in to the back office, click the ‘Settings’ menu and then ‘Payment types.' Click the
‘Add payment type’ button to add a new type of payment.
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= Add payment type

Payment type
iZettle J
iy
MName
& iZettle
E5

CANCEL SAVE

In the ‘Add Payment Type’ window, select the ‘iZettle’ payment type from the drop-down
list. Save your changes when done.

Settings Bluetooth

Airplane Mode

Bluetooth D
Wi-Fi Project
% Bluetooth On MY GEVICES
Cellular Data No SIM iZettle 661 Not Coninected (i}

OTHERDEVICES 2

m Notifications

Turn on your iZettle card reader. On your mobile device, go to the Settings and turn on
the Bluetooth. You will see the iZettle card reader in the devices list.

Settings Bluetooth

Airplane Mode

Biuetooth )
B8 wiri Project O
% Blustooth on
MY DEVICES
Celldlar Data Nix Si iZattle 661 Cannactad '-j:-'

Tap on the iZettle device to connect. It will change its status to ‘Connected'.

w Sales
E Receipts
@©  shift
= Items
X Ssettings

Then launch Loyverse POS and go to Settings > Payment Types.
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Settings Payment types

Printers = iZettle
Atoount settings

=

[0 customer displays
B rayment types
e

General

Tap the ‘iZettle’ button for account settings.

In the ‘Choose account’ window, tap the
‘Add account’ button.

Enter the Email and Password of your iZettle
account.

Sign I

You will log in to your iZettle account.
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Card Readers
=
HH
L1 L)
e8s
iZettle Reader
Battery level Good
Reader version 1066 /3073
AUDIO JACK
Ask every time V4

10.3.2 Processing Payments

Payment

Ticket

Capuceino x 1
| Chocolate truffle dessert x 1

Chocolate Eclair Dessert x 1

DRINKS

LUNCHES DESSERTS FRUITS

When you tap the ‘Card readers’ button, you
will see information about the connected
card reader.

Now you are ready to accept card
payments.

530

850

12.00

[ . —-
SAVE CHARGE
PIZZA =

Add items to the ticket and press ‘Charge’

1.00

Total amount due

B zeme

Tap the ‘iZettle’ button selecting payment type.
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I Cancel Card Payment l

{1 1Y

I' w .

£1

MEERT/SWIPE CARD

11

Payment

£1

£1.00 -3 iZettle Demo Account

Unembossed Pkmmu

Loyverse POS will wait for a response from
the card reader, and you will see an
invitation to insert/swipe card on the card
reader.

Insert your cards with a chip into the bottom
slot of the card reader and give it to the
customer to enter the PIN.

Or swipe it at the top slot and ask your
customer to sign on the iPad screen.

Tap ‘Continue’.
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If the transaction is successful, Loyverse POS will display the ‘Transaction is
successful’ screen.

In case of an error in the transaction,
. Payment . Loyverse POS will show an error message.

Tap the ‘Dismiss’ button, and you will return
to the ‘select payment type’ screen. You can
ask the customer to choose a different type
of payment (for example ‘Cash’) or try
another card.

Declined

Dismiss

Refund
You can only refund the whole amount of transaction. The card reader is not used in the
refund process.

| E Receipts
® shift
At Loyverse POS go to ‘Receipts’ menu, and tap needed receipt.

Q  Search

‘Saturday, 20 Getober 2018

1.00

Tatal

100 11004
B o Cashier, Owner
o £05:POS 1
1.00 #1-1003
= sim Coffee 1.00
1 x1.00

= 564 #1-1002

Tap ‘Refund’ button.
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Receipt #1-1004 Refund receipt

Tap item to refund Tap item to cancel refund

Coffee x 1 1.00 Coffee x 1 1.00
Retundx 1

Total 1.00

Total 1.00

Select all items of the card payment from left ticket to move them to the right-side
‘Refund receipt’ list and tap ‘Refund’ button.

At the ‘Refund payment’ screen, type in the
Cancet Refund payment @ iZettle password in the ‘Password’ field and
tap ‘Confirm’.

¢1.00

b eses sone seee 7711

Foint . Mo, Cami YT

Reports
You can view the total number of transactions performed with iZettle. In the Back Office,
select the ‘Sales by payment type’ report.
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