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iZen Point of Sale

iIZen Point of Sale

This manual describes the setup and use of the iZen Point of Sale system.
Before processing any transactions, you must configure:
= The Point of Sale.
See Setting up the Point of Sale on page 9.
= Any terminals that you want to connect to the Point of Sale.
See Setting up a terminal on page 79.
You should familiarise yourself with how the Point of Sale is operated. See:
= Basic terminal functions on page 343.

= Selling and refunding items on page 409.
= Tendering transactions on page 465.

If your organisation uses the Portal loyalty scheme, you should also familiarise yourself
with how to use loyalty cards with the Point of Sale. See Managing loyalty cards on page
511.

If you want to process customer payments and orders, see Managing customer orders and
laybys on page 537.

If you want to use the specialised features of the Point of Sale such as appointments or table
service, see:

= Paying for external transactions on page 605.
= Waiting tables on page 609

Configuring and operating the Point of Sale requires you to understand some of the
concepts which are defined in the Glossary on page 649.

You can also find information via the Index on page 663.
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Setting up the Point of Sale

Setting up the Point of Sale

Before you can use the Point of Sale, it needs to be configured to reflect the needs of your
organisation.

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Appointment One-shot button page Supervisor
Base station Operator Table

Gift voucher Point of Sale Terminal
One-shot button Scheduler Terminal group
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What you can do:

The following topics explain tasks relating to setting up your Point of Sale:

= |nitial Point of Sale setup on page 11.
= Creating a terminal group on the Point of Sale on page 13.
= Setting the language and currency on the Point of Sale on page 16.
= Setting the security and permissions on the Point of Sale on page 19.
= Setting up gift vouchers on the Point of Sale on page 22.
= Setting up customer orders on page 23.
= Setting up laybys on the Point of Sale on page 26.
= Setting up table service on the Point of Sale on page 29.
= Configuring transaction types on page 32.
= Setting the service charges on the Point of Sale on page 40.
= Setting up emailed receipts on page 38.
= Setting up local vouchers on page 35.
= Setting up collection of customer information on page 36.
= Setting up external transaction payments on the Point of Sale on page 43.
= Setting up one-shot buttons on page 101.
= Setting up one-shot pages on page 131.
Also see:

= Terminal setup screen - Registration tab on page 44.

= Terminal setup screen - Security tab on page 50.

= Terminal setup screen - Customer orders tab on page 63.
= Terminal setup screen - Layby tab on page 65

= Terminal setup screen - One-shot buttons tab on page 67.
= Terminal setup screen - Miscellaneous tab on page 72

The following topics explain tasks relating to setting up a terminal:
= Connecting a terminal to a site on page 81.
= Configuring the terminal number on page 84.
= Moving a terminal to a new site on page 85.
= Connecting to a terminal group on page 89.
= Using the iPad scanner on page 362.

Also see Setting up a terminal on page 79.
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Initial Point of Sale setup

Before you use the Point of Sale, you need to configure it to suit your organisation.

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Point of Sale configurations are stored within terminal groups. Terminal groups are shared
across all sites within a company. You can create as many terminal groups as you need to
handle different configurations required by your company.

Example Company

|

Ej

_
[

Site 2
2Registerterminals

Site1

2 Regster terminals

10eli terminal 1 Deli terminal
K j 2Cafe terminals

v
)
=

* Important Note: Terminal groups are shared by all sites within a company, and
any changes made to a group appear across all sites.

To configure the Point of Sale:
1. Connect a terminal to the Point of Sale.

See Connecting a terminal to a site on page 81.

N

If you want to use more than one terminal configuration, for example to have some
terminals set up for table service and some for regular sales, create terminal groups.

See Creating a terminal group on the Point of Sale on page 13.

Note: Each terminal group you create must be configured separately.
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3.

Configure the language and currency for your site.

See Setting the language and currency on the Point of Sale on page 16.

Configure the security settings for each terminal group, including:

which actions require a supervisor's authorisation

when the terminal automatically logs the operator out
whether multiple operators can be logged in at the same time
whether voids require a reason.

See Setting the security and permissions on the Point of Sale on page 19.

Create any additional colour presets for one-shot buttons that you want.

See Creating one-shot button colour presets on page 110.

Configure any service charges or service charge tax you want to apply.

See Setting the service charges on the Point of Sale on page 40.

Configure one-shot buttons for any additional functions you want, such as:

Gift vouchers.

See Setting up gift vouchers on the Point of Sale on page 22.

Appointments.

See Setting up external transaction payments on the Point of Sale on page 43.

Table service.
Note: If you are using table service, take care when deciding the default
transaction type for your terminal, as it affects all transactions on the
terminal, not just transactions where you have selected a table. See Setting
up table service on the Point of Sale on page 29.

See Setting up table service on the Point of Sale on page 29.

Other one-shot buttons.

See Setting up one-shot buttons on page 101.

8. Connect any other terminals you plan to use to the site.

12

See Connecting a terminal to a site on page 81.

The Point of Sale is ready to process transactions.
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Creating a terminal group on the Point of Sale

Create a terminal group when you want a set of terminals to share a configuration. For
example, you may want some terminals to be set up for table service, and other terminals to
be used for regular transactions.

|
* Important Note: Terminal groups are shared by all sites within a company, and
any changes made to a group appear across all sites.

To create a terminal group:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Open setup

Quantity Edit one-shot buttons

¢ No sale
Price
Handover

Discount

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Registration.

The Registration tab is displayed.
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Terminal setup

Registration

Chadstons

(Detfault group)

Engish

Austrslian Doller »

Zen POSv1229

cidatle

4. Press Group.

The available groups are displayed.

'.Terminal setup

Registration

(Individual terminal)

+" (Default group)

Cafe terminals

Add group
5. Press .

The new group is added to the Point of Sale.

6. Type the group name.
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7. Press )

The Supervisor authorisation screen is displayed.

Supervisor authorisation Cancel

Authorise

8. Type in your supervisor operator code and password.

9. Click m

The changes are saved.
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Setting the language and currency on the Point of Sale

Set the language and currency you want the Point of Sale to operate in.

It does not automatically convert currency amounts.

Important Note: This only affects how currency is displayed in the Point of Sale.

To select your language or currency:

1. From the Transaction screen, press E

16

The Point of Sale menu is displayed.

Customs
enquiry

Crone orter Finet urder

Frimt labe!

Print sales Open setup

mport

{ Edit one-shot buttons

. No sale

B Handover

Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

Press Registration.

The Registration tab is displayed.
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Terminal setup

Registration

Chadstone

{Default group)

Australisn Dollar

iZen POS v1 220

cldeTle

See Terminal setup screen - Registration tab on page 44.
4. Press Language.
The available language options are displayed.

5. Press the language you want to use on the Point of Sale.

6. Press Currency.

The available currency options are displayed.
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‘Terminal setup

} Registration
. ( a.cul Currency

«" Australian Dollar

Bntish Pound Sterling

Cambodian Riel

Canadian Dobar

Chinesa Yuan
Euro

Hong Kong Dollar
Japanese Yen
Malaysian Ringgit

New Zealand Dollar

7. Press the currency you want to use on the Point of Sale.

8. Press .

The Supervisor authorisation screen is displayed.

Supervisor authorisation Cancel

Authorise

9. Type in your supervisor operator code and password.

10. Click

The changes are saved.
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Setting the security and permissions on the Point of Sale

Configure the security and permissions on the Point of Sale to control what actions require
supervisor authorisation in line with your organisation's policies.

To configure the Point of Sale security settings:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante order Fina ueder

Print sabes . Open setup

e port

¢ Edit one-shot buttons

. No sale

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Security.

The Security tab is displayed.
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F_ _ ™
Registration
Allow concurrent logins v
CUBtOmer ofders Login mode Terminal! logins are linked
Layby Supervisor may self-authorise v
Ot tuithows Require vold reason xX
Miscellaneous Allow log out during active transaction v
Default to numeric on-screen keyboard for logins v
Automatic log out
After each transaction xX
After user inactivity Disabled
Supervisor authorisation Is required to:
L ~oFe z & Py *

4. Configure:

20

= The basic security settings such as how terminal logins should operate, and
supervisor self-authorisation and void reasons.

= Whether the Point of Sale should expect operator codes to be numbers only.

Tip: Select this option if your site uses iPads and most operator codes and
passwords are numeric. If this option is selected, the iPad displays the
numeric on-screen keyboard for logins by default. The full keyboard can
still be selected when logging in. If most operators have both letters and
numbers in their operator code or password, do not select this option.

= |f and when the Point of Sale should automatically log out, or permit operators
to log out.

= Which actions require supervisor authorisations.

See Terminal setup screen - Security tab on page 50.

Press m

The Supervisor authorisation screen is displayed.
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Supervisor authorisation Cancel

Authorise

6. Type in your supervisor operator code and password.

7. Click m

The changes are saved.
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Setting up gift vouchers on the Point of Sale

Gift vouchers must be configured on the Point of Sale using one-shot buttons. You can
configure gift vouchers to:

= Specify set amounts which can't be altered during the transaction.
= Prompt the operator to type in an amount when creating the gift voucher.

Note: You can still redeem gift vouchers on the Point of Sale without a one-shot button.
See Tendering gift vouchers on page 478.

To configure gift vouchers:

1. Decide whether you want to create:
= several gift voucher buttons with set amounts
= asingle gift voucher button that prompts the operator for the amount
= acombination of both gift voucher button types.

2. If you are creating multiple gift voucher buttons, make sure there is enough room on
the Transaction screen or one-shot button page for all the buttons.

Note: You cannot move a button to a different button page once it has been
created. You have to delete the button and create another one where you want the
button to go. Check that all the buttons you want will fit before you start creating
them.

3. If you want to put the gift voucher buttons on a one-shot button page, create the one-
shot button page and its button. See Setting up one-shot pages on page 131

4. Create the gift voucher buttons where you want them to be displayed. See Creating a
one-shot button to sell gift vouchers on page 224.

The Point of Sale is ready to create and sell gift vouchers.
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Setting up customer orders
Set the minimum deposit and default delivery fee for customer orders.

To set up customer orders:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

. Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Customer orders.

The Customer orders tab is displayed.
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Terminal setup

See Terminal setup screen - Customer orders tab on page 63.

4. Type the minimum deposit for customer orders in the Minimum deposit field.

5. Type the default amount to be charged for delivery in the Default delivery fee field.

6. Press .

The Supervisor authorisation screen is displayed.
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Supervisor authorisation Cancel

Authorise

7. Type in your supervisor operator code and password.

8. Click m

The changes are saved.
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Setting up laybys on the Point of Sale

If you want to offer laybys to your customers, you can configure the default settings.

Note: These settings are just defaults. The deposit, layby fee and layby period can be
edited for each layby created.

To configure laybys:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Pramt labe | Prdy cush

Open setup

Quantity Edit one.shot buttons

¢ No sale
Price
Handover

Discount

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Layby.
The Layby tab is displayed.
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r—
T—— =]

Registration

~

Security Minimum deposit

Layby fee

Customer orders
Layby fee tax rate

O atiot Buttons Layby payment period (weeks)

Miscellaneous

|5 il

Press Minimum deposit.

Type the percentage of the transaction you want to use as a minimum deposit for
laybys.

For example, if you want all laybys to have a minimum deposit of ten percent, type
10.

Press Layby fee.

Type the dollar amount you want to add for a default layby fee. This non-tax
inclusive, and is added on top of the deposit.

For example, if you want to charge $2 for each layby created, type 2.
Press Layby fee tax rate.
Type the tax rate percentage to charge on the layby fee.

Press Layby payment period (weeks).
Type the number of weeks a customer has to pay a layby.

Press m

The Supervisor authorisation screen is displayed.
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Supervisor authorisation Cancel

Authorise

13. Type in your supervisor operator code and password.

14. Click m

The changes are saved.
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Setting up table service on the Point of Sale

Before you can use the Point of Sale to record table orders, you need to configure table
service.

To configure table service:

1.
2.

Make sure you have tables configured on the Portal.

If you want to also have terminals that are not configured for table service, create a
table service terminal group and set the terminal to that group.

See Creating a terminal group on the Point of Sale on page 13 and Connecting to a
terminal group on page 89.

Configure any service charges or service charge tax you want to apply to transactions
in that terminal group.

See Setting the service charges on the Point of Sale on page 40.

Select the Enable table service field in the Miscellaneous tab of the Terminal setup
screen.

See Terminal setup screen - Miscellaneous tab on page 72.

Configure your transaction order types in the Miscellaneous tab of the Terminal setup
screen:

Registration Table orders

Security Enable table orders v
Customer orders Collect customer name when creating dine in orders

Layby Collect number of covers when creating dine in orders

One-shot buttons Collect customer name when creating take away orders /

Collect number of covers when creating take away orders v

Enable table type buttons in table selection screen
Default transaction type
Auto-allocate table number when in name mode

Auto-allocate table number range

Retrieve gift voucher details from local server x

[ aa

o |

[

2. Select the transaction type you will most commonly use in the Default
transaction type field.

The Point of Sale uses this type for each transaction unless another type is
selected via the Select table buttons, or one-shot buttons.
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Note: This affects all transactions, not just transactions where a table has
been selected.

See Configuring transaction types on page 32.

If you want to record the customer name for dine in or take away orders,
enable the Collect customer name fields for the transaction type in the
Miscellaneous tab of the Terminal setup screen.

See Terminal setup screen - Miscellaneous tab on page 72.

If you want to record the number of people at the table (covers) for dine in or
take away orders, enable the Collect number of covers fields .

If you are collecting customer names and want to automatically assign tables to
table orders rather than selecting specific tables, enable the Auto-allocate
table number when in name mode field.

Note: Tables can still be moved and selected when automatically allocated.

Select the table number range the Point of Sale should use for automatically-
allocated tables in the Auto-allocate table number range field.

Note: Table numbers are configured when creating tables in the Portal. You
may need to refer to the Portal table reports to see what table numbers your
site uses. Make sure the range of table numbers you select gives the Point of
Sale a reasonable number of tables to choose from. For example, 1-12
allows the Point of Sale to automatically allocate to tables numbered 1
through 12. If the Point of Sale can't find a table in this range, it prompts the
operator to select a table.

6. Choose whether you want to select your tables via a table layout, a list of tables, or
either method:

30

Note: You can configure your Point of Sale to use both a table layout and list at
the same time.

To select your tables from a table layout:

1.

If you want to set up your tables in a one-shot button page, create the table
page.

See Setting up one-shot pages on page 131.

Create the one-shot buttons to represent your table layout.

See Creating a one-shot button to retrieve a table on page 257.

If you are using multiple transaction types for example dine in and take away,
create the one-shot buttons to select the transaction type.
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See Creating a one-shot button to set a transaction type on page 291.
To select your tables from a table list:
1. Create the one-shot button to open the table list.
See Creating a one-shot button to select a free or active table on page 286.

2. If you are using transaction types, for example dine in and take away,
configure the transaction type selection on the Select table screen by enabling
the Enable transaction type buttons field in the Miscellaneous tab of the
Terminal setup screen.

The Point of Sale is now configured for table service.
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Configuring transaction types

Transaction types allow you to have different configurations for table service in your Point
of Sale. For example, you may want to record the customer name for take away orders, but
not dine in customers. The Point of Sale offers three transaction types:

= Non-table service, used for register transactions that do not send items to the kitchen.
= Take away service, used for table-service transactions.
= Dine in service, used for table-service transactions.

Note: Take away and dine in transaction types function exactly the same, and are
provided to allow you two different configurations for table service.

The Point of Sale can select any of these transaction types at any time until the transaction
is sent to the kitchen, even if the terminal belongs to a group configured not to use table
service.

Configuring the default transaction type

You can configure multiple transaction types if you want to use both register transactions
and table service transactions from the same terminal.

Note: The default transaction type applies to all transactions, even if a table is not
selected.

To configure the default transaction type:

1. Open the Miscellaneous tab of the Terminal setup screen.

See Terminal setup screen - Miscellaneous tab on page 72.

2. Scroll down to the Table orders section.
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Registration

Table orders

=28

Security Enable table orders v
Customer orders Collect customer name when creating dine in orders v
Layby Collect number of covers when creating dine in orders v
One-shot buttons Collect customer name when creating take away orders v
Collect number of covers when creating take away orders v
Enable table type buttons in table selection screen v

Default transaction type Non-table service

Auto-allocate table number when in name mode

Auto-allocate table number range

Retrieve gift voucher detalls from local server X

|5 = |

3. If you want to use only non-table service transactions, disable the Enable table
orders field.

4. If you want to use only one kind of table service transaction, disable the Enable
table type buttons in table selection screen field.

Note: This removes the ability to select dine in or take away from the Select table
screen.

5. Select the transaction type you use most often in the Default transaction type field.

Note: You can still select other transaction types using one-shot buttons.

6. If you want to collect the customer names when taking table service orders, enable
the Collect customer name ... field.

7. If you want to collect the number of people being served at a table when taking table
service orders, enable the Collect number of covers ... field.

Note: Collecting names and covers can be configured differently for dine in and
take away orders.

8. If you want to automatically allocate tables instead of selecting a table for each order:

1. Enable the Collect customer name ... field for the transaction type you want to
automatically assign tables for.

Note: You must configure the Point of Sale to collect the customer's name
in order to automatically allocate a table.
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2. Enable the Auto-allocate table number when in name mode field.

3. Select the range of table numbers the Point of Sale should use for automatically
allocated tables in the Auto-allocate table number range field.

Note: Table numbers are configured when creating tables in the Portal. You
may need to refer to the Portal table reports to see what table numbers your
site uses. Make sure the range of table numbers you select gives the Point of
Sale a reasonable number of tables to choose from. For example, 1-12
allows the Point of Sale to automatically allocate to tables numbered 1
through 12. If the Point of Sale can't find a table in this range, it prompts the
operator to select a table.

9. Press m

The Point of Sale is configured to use a default transaction type.
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Setting up local vouchers

You can configure the Point of Sale to use the local base station for managing vouchers
rather than the Portal. This allows you to use vouchers without having to be connected to

the Portal.

Note: Configuring local vouchers does not prevent using Portal vouchers as long as the

base station can communicate with the Portal.

To configure your Point of Sale to use local vouchers:

1. Open the Miscellaneous tab of the Terminal setup screen.

See Terminal setup screen - Miscellaneous tab on page 72.

2. Scroll down to the Retrieve gift voucher details from local server field.

=
Te i al a E
Registration Table orders ’
Security Enable table orders v
Customer orders Collect customer name when creating dine In orders v
Layby Collect number of covers when creating dine in orders v
One-shot buttons Collect customer name when creating take away orders v
Collect number of covers when creating take away orders v
Enable table type buttons in table selection screen v
Default transaction type Non-table service
Auto-allocate table number when in name mode v
Auto-allocate table number range 1-1
Retrieve gift voucher detalls from local server X

[

3. Select the field.

The Point of Sale is configured to use local vouchers.

iZen Point of Sale user guide

35




Setting up the Point of Sale

Setting up collection of customer information

You can configure the Point of Sale to collect customer information during the tender
process. You can collect a customer's:

= Name.

=  Email address.
= Post code.

= Phone number.

The Point of Sale prompts the operator to collect the information when they finalise the
transaction.

Tender transaction

4 items x $2 57

so.oo Total:

Cash
Rounding

Discount Tender: S)O ‘ OO| q Banana Muffin

Change

Email
Postcode

Phone

Finalise

Note: This information is automatically filled in if a loyalty member is signed in.

To configure the Point of Sale to collect customer information:

1. Open the Miscellaneous tab of the Terminal setup screen.
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Terminal setup

Service charge

Service charge tax rate

Show currency images

Enable iPad scanner
Miscellaneous

Use large display

Enable operator button colours

Customer detalls to capture

See Terminal setup screen - Miscellaneous tab on page 72.

2. Scroll down to the Customer details to capture section.

Terminal setup

Customer details to capture

| Miscellaneous Phone

Email recelpt to customer

Table orders
Enable table orders

Retrieve gift voucher details from local server

3. Select the customer details you want to capture.

4. Press .

The Point of Sale is configured to capture customer information.
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Setting up emailed receipts

You can configure the Point of Sale to email a copy of the receipt to the customer in
addition to the printed receipt. The Point of Sale always prints a copy of the receipt.

Note: In order to receive emailed receipts, the customer must either be added to the
transaction as a debtor or loyalty member, or record their email during the tendering. If
the customer is not signed in and no email is specified, the receipt is not emailed.

See Setting up collection of customer information on page 36.
Also see Adding a loyalty card on page 444.
To configure the Point of Sale to email receipts:

1. Open the Miscellaneous tab of the Terminal setup screen.

See Terminal setup screen - Miscellaneous tab on page 72.

2. Scroll down to the Customer details to capture section.

X X X X X

=ad
Registration
Security Customer details to capture
Customer orders Name
Layby Email address
One-shot buttons Postcode
Email recelpt to customer
Table orders
Enable table orders x
Retrieve gift voucher details from local server x

(&

3. Select the Email address field.
4. Select the Email receipt to customer field.

Note: You can also include other fields, such as the customer's phone or post
code. The customer is asked for these when they finalise the transaction. Email

page 36.

address and Email receipt to customer are the minimum fields required to email
a receipt to a customer. Also see Setting up collection of customer information on
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The Point of Sale is configured to email a copy of the receipt to the customer.
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Setting the service charges on the Point of Sale

If you want to add service charges to your transactions, you need to configure them in the
Terminal setup screen.

! Important Note: The service charge you configure is used for all transactions
completed on the terminal. If you want only some transactions to have a service charge,
for example, a cafe section within a store, you must configure a separate terminal group
to handle the service charge transactions. See Creating a terminal group on the Point of
Sale on page 13.

To configure service charges:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoors
enquiry

Cronte orer Find urder

Do trtent

Primt tabel Petty cash

Priat Print ms Open setup

Hrwe -haur
mport
e port

No sale
Handover

Advance

{ Edit one-shot buttons

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Miscellaneous.

The Miscellaneous tab is displayed.
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Terminal setup

Service charge

Service charge tax rate

Show currency images

Enable iPad scanner
Miscellaneous

Use large display
Enable operator button colours

Customer detalls to capture

Press Service charge (percent).
Type the percentage of the transaction you want to add as a service charge.

For example, if you want to add ten percent on top of each transaction, type 10.

Press Service charge tax rate.
Type the tax percentage to be added on top of service charges.

8. Press )

The Supervisor authorisation screen is displayed.

Supervisor authorisation

Authorise
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9. Type in your supervisor operator code and password.

10. Click m

The changes are saved.
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Setting up external transaction payments on the Point of
Sale

If you want to process appointments or other external transactions through your Point of
Sale, you need to configure it to retrieve external transactions from the Scheduler or Portal.

To configure the Point of Sale to process external transactions:

1. If you want to import appointments and the Scheduler is not already configured, ask
AMC Convergent IT staff to configure the Scheduler on the base station.

2. Create a one-shot button to retrieve external transactions.

See Creating a one-shot button to retrieve an external transaction on page 262.

Also see Paying for external transactions on page 605.
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Terminal setup screen - Registration tab
Use the Registration tab to:
= Configure the terminal group and terminal number.
See Configuring the terminal number on page 84.
Also see Connecting to a terminal group on page 89.

= Configure the terminal language and currency.

See Setting the language and currency on the Point of Sale on page 16

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Opening the Terminal setup screen - Registration tab
To open the Registration tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoore
enquiry

Cronwe orider Fin ueder

Print mabes Open setup

e port
{ Edit one-shot buttons
. No sale

Handover

Advance

2. Press Open setup.

The Terminal setup screen is displayed.
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3. Press Registration.

The Registration tab is displayed.

Terminal setup

Registration

Chadstone

{Default group)

Australian Dollar

iZen POS v1229

cldeTle
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Terminal setup screen - Registration tab key fields and buttons

Registration area

Terminal setup cances | e

Registration

Chadstone

(Default group) ‘

5

Layby
One-shot buttons

Miscellaneous

Enghsh >

Australan Dollar

iZen POS v1229

cide’ie

Use the Registration area to:

= view the site the terminal is connected to
= configure the terminal group and number.
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Field Description

Site The site the terminal is connected to.

Group Select the configuration group the terminal belongs to in the site.

Terminal The number that identifies this terminal in the site.

Scale The name of the scale the terminal is connected to via the base station.
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Localisation area

Terminal setup smoady Lo

Registration
(Default group) »

English »

Austraban Dollar > J

iZen POS v1.2.29
cide’ie ‘

26 May 2015, 2:55:31 PM

Use the Localisation area to configure the language and currency that the Point of Sale
uses.

Field Description

Language The language used by the Point of Sale.

Currency  The currency that the Point of Sale operates in.
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About area
& 8|
_E‘ ie 1‘_W Setl ﬂ
Registration =
Group (Default group)
Secwrity Terminal
Customer orders Scale None
Layby
One-shot buttons Localisation
Miscellaneous LEnguge English
Currency Australian Dollar
About
Version iZen POS v1.2 20
Build c1de
Build date 20 May 2015, 2:55:31 PM
L =
The About area displays details about the Point of Sale version and build.
Field Description
Version The version of iZen Point of Sale that is running.
Build The specific release of iZen Point of Sale within the version.
Build date The date this build was completed.
Compliance The compliance mode the Point of Sale is configured to.
mode
Note: This field is only displayed if the Point of Sale is configured
to a compliance mode. For example, see Scales certification
compliance mode on page 644.
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Terminal setup screen - Security tab

Use the Security tab to configure which Point of Sale actions require a supervisor's
authorisation, or are not permitted at all.

See Setting the security and permissions on the Point of Sale on page 19.

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Opening the Terminal setup screen - Security tab
To open the Security tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtners
enquiry

Cronwe order Find ueder

Frimt labe!

Print sabes Open satup

eport

. No sale
Handover

Advance

{ Edit one-shot buttons

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Security.
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The Security tab is displayed.

Terminal setup

Allow concurrent logins v

Login mode Terminal logins are linked

Supervisor may self-authorise

Require void reason

| Allow log out during active transaction

Default to numeric on-screen keyboard for logins

Automatic log out
After each transaction

After user inactivity Disabled

Supervisor authorisation Is required to:
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Terminal setup screen - Security tab key fields and buttons

Permissions area

Terminal setup

Allow concurrent logins v

Login mode Terminal logins are linked

Lavt Supervisor may self-authorise
Require vold reason

One-shot buttons

Miscel Allow log out during active transaction

Default to numeric on-screen keyboard for logins

Automatic log out
© After each transaction

. After user inactivity

Supervisor authorisation is required to:

Use the Permissions area to configure:

= Actions that are not permitted on the Point of Sale.
= How the terminal manages voids, authorisations and logins.

52 iZen Point of Sale user guide



Setting up the Point of Sale

Field

Description

Allow concurrent
logins

Select to allow more than one operator to be logged into the
terminal at the same time.

Login mode

Select how the terminal log in should operate.

Note: These settings do not affect whether more than one
operator can be logged into a terminal at once.

Single Operators can only be logged into one
terminal per terminal at a time.
user

Note: If a terminal goes offline, the
operator can log into another terminal
to prevent operators being locked out.

Operators can log into multiple terminals

;I(-)Zrinms”;?:z at once. Each terminal must be logged into
: individually.

unlinked Y

Terminal All terminals are logged in together when
| ermina an operator logs in, and logged out when
ogins are that operator logs out.

linked

Supervisor may self-
authorise

Select to allow supervisors to use their own supervisor
authorisation code to authorise actions.

Require void reason

Select to require operators to enter a reason for voiding
transactions.

Allow log out during
active transaction

Select to allow operators to log out when they have an
unfinalised transaction that has not been parked.

Note: If this is enabled, open transactions are automatically
restored when they next log in.
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Field Description
Default to numeric Select to use the numeric on-screen keyboard for iPad by
on-screen keyboard default. Select this option if most of your operators only use
for logins numbers in the operator codes and passwords.
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Automatic log out area

erminal setug

- ﬂ

-y

Registration
Security

Customer orders

Layby

One-shot buttons

Miscellaneous

Allow concurrent logins v
Login mode Terminal fogins are linked

Supervisor may self-authorise v
Require vold reason b 4
Allow log out during active transaction v
Default to numeric on-screen keyboard for logins 4

[ Automatic log out

After each transaction X

After user inactivity Disabled

Supervisor authorisation is required to:

L st e
Use the Automatic log out area to configure if the Point of Sale automatically logs the
operator out after certain events.
Field Description

After each Select to set the Point of Sale to automatically log the operator out
transaction after each transaction.

After user Select the period of time after which the Point of Sale automatically
inactivity logs out any operator who has not used the terminal. A message is

displayed indicating an operator has been logged out.
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Supervisor's authorisation is required to area

Terminal setup Cancet || seve

fecwiy Supervisor authorisation is required to:
Add external transaction

Advance

Change my button colour

Create customer order

XX X X X X X X X X

Find customer order

Use the Supervisor's authorisation is required to area to select which actions prompt a
supervisor's authorisation.
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Field

Description

Add external
transaction

Select to require a supervisor's authorisation to add an external
transaction to the Transaction list. See Retrieving external
transactions on page 606.

Advance Select to require a supervisor's authorisation to record an advance
in the terminal. See Recording an advance on page 355.
Change my Select to require a supervisor's authorisation to change the operator

button colour

colour. See Changing the operator colour on page 351Changing the
operator colour on page 351.

Create customer
order

Select to require a supervisor's authorisation to create a customer
order. See Creating a customer order on page 543.

Create layby

Select to require a supervisor's authorisation to create a layby.

See Creating a layby on page 559.

Customer sign in

Select to require a supervisor's authorisation to sign a customer in.
See Signing customers in on page 524.

Customer sign
out

Select to require a supervisor's authorisation to sign e customer out.
See Signing customers out on page 526.

Debtor enquiry

Select to require a supervisor's authorisation to perform a debtor
enquiry. See Performing a debtor enquiry on page 587.

Debtor payment

Select to require a supervisor's authorisation to add a debtor
payment to a transaction. See Adding a debtor payment to a
transaction on page 593.

Find customer
order

Select to require a supervisor's authorisation to open the customer
order search and find a customer order. See Finding an order on
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Field Description

page 547

Find layby Select to require a supervisor's authorisation to find a layby.

Finding an layby on page 563.

Find loyalty card  Select to require a supervisor's authorisation to find a loyalty card.
See Finding a loyalty card by name on page 518.

Gift voucher Select to require a supervisor's authorisation to add a gift voucher
to a transaction. See Creating gift vouchers on page 421.

Handover Select to require a supervisor's authorisation to record a handover
in the terminal. See Recording a handover on page 357.

Modify item Select to require a supervisor's authorisation to add options to an
item. See Adding options to items on page 432.

No sale Select to require a supervisor's authorisation to record a no-sale in
the terminal. See Recording a no-sale on page 354.

Open one-shot Select to require a supervisor's authorisation to edit one-shot
button editor buttons. See Setting up one-shot buttons on page 101.
Open setup Select to require a supervisor's authorisation to open the Terminal

setup screen.

Note: Saving changes to the settings always requires a
supervisor's authorisation. You can use this setting to prevent
operators from viewing the Terminal setup screen without
authorisation.

Override price Select to require a supervisor's authorisation to override an item's
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Field Description
price. See Overriding the price of an item on page 441.
Pay customer Select to require a supervisor's authorisation to make a payment to
order a customer order.
See Adding a payment to a customer order on page 550.
Pay layby Select to require a supervisor's authorisation to make a payment to
a layby.
See Paying a layby on page 565.
Petty cash Select to require a supervisor's authorisation to open the Petty cash

screen. See Recording petty cash expenses on the Point of Sale on
page 376.

Price change

Select to require a supervisor's authorisation to send a price change
back to the Portal. See Changing an item's price on the Portal on
page 359.

Print bill Select to require a supervisor's authorisation to print the bill of the
selected table.
See Printing a bill for a table on page 629.

Print invoice Select to require a supervisor's authorisation to print a customer
invoice. See Printing an invoice on page 557.

Print label Select to require a supervisor's authorisation to print a label. See

Printing a label for an item sold by unit on page 364.

Print sales report

Select to require a supervisor's authorisation to print a sales report.
See Printing a sales report on page 634.

Print takings

Select to require a supervisor's authorisation to print a takings
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Field

Description

report

report. See Printing a takings report on page 636.

Print time-hour
report

Select to require a supervisor's authorisation to print a time-hour
report. See Printing a time-hour report on page 638.

Print whole day's
receipts

Select to require a supervisor's authorisation to print the receipts of
the day's takings.

See Printing a takings report on page 636.

Redeem loyalty
points

Select to require a supervisor's authorisation to redeem loyalty
points in a transaction. See Redeeming loyalty points on page 484.

Refund gift Select to require a supervisor's authorisation to refund a gift
voucher voucher.

See Returning a gift voucher on page 427.
Reprint last Select to require a supervisor's authorisation to reprint the last
receipt receipt. See Reprinting the last receipt on page 372.

Reprint table
order

Select to require a supervisor's authorisation to reprint a table order.
See Reprinting an order on page 627.

Reprint receipt

Select to require a supervisor's authorisation to reprint a receipt
from the last thirty days. See Reprinting a selected receipt on page
373.

Retrieve table

Select to require a supervisor's authorisation to retrieve a table
order. See Adding to a table order on page 618.

Save changes to
one-shot buttons

Select to require a supervisor's authorisation to save changes made
to one-shot buttons. Setting up one-shot buttons on page 101

60

iZen Point of Sale user guide



Setting up the Point of Sale

Field

Description

Tip: You can use this feature to allow one-shot button
configurations to be set up by non-supervising operators,
pending approval by a supervisor.

Set item discount

Select to require a supervisor's authorisation to apply a discount to
an item. See Applying a discount to an item on page 434.

Set price to zero

Select to require a supervisor's authorisation to set an item's price to
zero. See Overriding the price of an item on page 441.

Set tare

Select to require a supervisor's authorisation to set the scale tare for
the currently selected item. See Taring the scale on page 418.

Set tax exempt
status

Select to require a supervisor's authorisation to set the selected item
to be tax exempt.

See Setting a transaction as tax exempt on page 439

Set transaction
discount

Select to require a supervisor's authorisation to apply a discount to
a transaction. See Discounting a transaction on page 487.

Show external
page

Select to require a supervisor's authorisation to display an external
web page. See Displaying an external web page on page 387.

Training mode

Select to require a supervisor's authorisation to enable or disable
training mode. See Using the terminal training mode on page 389.

Void item

Select to require a supervisor's authorisation to remove an item
from a transaction. See Voiding an item on page 451.

Void transaction

Select to require a supervisor's authorisation to void a transaction.
See Voiding a transaction on page 453.
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Field Description

X read Select to require a supervisor's authorisation to perform an X read.
See Performing an X read on page 383.

Z read Select to require a supervisor's authorisation to perform a Z read.
See Performing a Z read on page 385

ZZ read Select to require a supervisor's authorisation to perform a ZZ read.
See Performing a ZZ read on page 386.
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Terminal setup screen - Customer orders tab

Use the Customer orders tab to define the default delivery fee and minimum deposit fee for
customer orders.

See Creating a customer order on page 543.

Opening the Customer orders tab

To open the Customer orders tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoone |
enquiry

Crante order Fin urder

D brtene

Print sales OP.n "WD

mport
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Customer orders.

The Customer orders tab is displayed.
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Registration

Security

Layby

Default delivery fee $0.00

One-shot buttons

Miscellaneous

Minimum deposit $50 00

Terminal setup screen - Customer orders tab key fields and

buttons
Field Description
Minimum Type in the minimum deposit customers must pay for all orders. Orders
deposit cannot be created if the deposit is less than this amount.
Note: This is a flat-fee amount, not a percentage of the order. If your
organisation policy requires a percentage of the order price as a
deposit, this needs to be calculated manually when creating the order.
Default The default amount added to the order to cover delivery. This amount
delivery fee can be changed when creating an order.
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Terminal setup screen - Layby tab

Use the Layby tab to define the fees, taxes and conditions of customer layby purchases at
your site.

See Setting up laybys on the Point of Sale on page 26.
Opening the Layby tab
To open the Layby tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoone |
enquiry

Crante order Fin urder

D brtene

Print sales OP.n "WD

mport
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Layby.
The Layby tab is displayed.

iZen Point of Sale user guide 65



Setting up the Point of Sale

Registration

Security Minimum deposit 0o

Customer orders Layby fee $0.00

La fee tax rate 10%
N

One-shot buttons Layby payment period (weeks) f

Miscellaneous

Terminal setup screen - Layby tab key fields and buttons

Field Description

Minimum deposit Type in the default minimum deposit customers must pay for all
laybys. The deposit amount can be edited during layby creation.

Note: This is a percentage of the layby. For example, type 10
to require a 10% deposit.

Layby fee The amount added to the transaction to cover the cost of creating
the layby. This amount can be edited when the layby is created.

Layby fee tax rate The tax rate assigned to the layby fee.

Layby payment The number of weeks after which the layby expires if not paid in
period (weeks) full.
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Terminal setup screen - One-shot buttons tab

Use the One-shot buttons tab to configure the available colour presets for one-shot buttons.

See Creating one-shot button colour presets on page 110.

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Opening the Terminal setup screen - One-shot buttons tab
To open the One-shot buttons tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custorns
enquiry

Crone order Find urder

Do et

Price
change

Frimt labe! M“

Juxe Print sales OP'" setup

Urwe -houy
mport
19 pornt

No sale
Handover

Advance

2. Press Open setup.

The Terminal setup screen is displayed.

{ Edit one-shot buttons

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press One-shot buttons.

The One-shot buttons tab is displayed.
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Terminal/setup

Preset one-shot button colours

“““ @
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Terminal setup screen - One-shot buttons tab key fields and
buttons

Preset one-shot button colours area

r 3
Jerminalisetup)
Registration
Security 7 Preset one-shot button colours

Layby
One-shot buttons

Miscellaneous

Add colour ]

% = |

This area displays the existing colour presets you can use to create buttons.

Field Description

(X

A button colour present. Press @ to delete the preset.

Press to open the Add button colour preset area. See Setting up one-shot
Add colour buttons on page 101.
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Add button colour preset area

| 8 . : |
derminalisetup [ comr | |
Registration
Security Preset one-shot button colours
Customer orders
Add colour
Layby '
=
Miscellaneous i
Red: 179
Green: 26
Preview
Blue: 26
HTML: #b3lala
= |

Use this area to define a new button colour preset by either

= Typing colour level values into the Red, Green and Blue fields.
= Typing a hexadecimal RGB colour code into the HTML field.
= Selecting the preset's hue, saturation and brightness using the sliders.
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Field Description

Preview of what a one-shot button would look like with the
current settings.

Preview

Red The level of red in the colour, from 0 to 255.
Green The level of green in the colour, from 0 to 255.
Blue The level of blue in the colour, from 0 to 255.
HTML The hexadecimal RGB code of the colour.

Use the slider to select the preset's hue.

Use the slider to select the preset's colour saturation or press
the recommended section.

Note: The recommended section ensures the button's
saturation matches the rest of the Point of Sale. The slider
'snaps’ to the recommended section when dragged to the
word Recommended.

qﬂ:l Use the slider to select the preset's colour brightness or press
the recommended section.

Note: The recommended section ensures the button's
brightness matches the rest of the Point of Sale. The slider
'snaps' to the recommended section when dragged to the
word Recommended.
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Terminal setup screen - Miscellaneous tab

Use the Miscellaneous tab of the Terminal setup screen to:

Configure service charges.

See Setting the service charges on the Point of Sale on page 40
Configure the appearance of the Quick amount buttons.

See Setting up the Point of Sale on page 9.

Enable and disable the iPad scanning mode.

See Using the iPad scanner on page 362.

Note: Any changes made to the Point of Sale configuration do not take effect until the
changes have been saved. Saving changes to the Point of Sale configuration always
requires a supervisor's authorisation. See Providing supervisor authorisation on page
353.

Opening the Miscellaneous tab of the Terminal setup screen

To open the Miscellaneous tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Frimt labe!

Print mbes Open setup

mport
{ Edit one-shot buttons
. No sale

B Handover

Advance

2. Press Open setup.
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The Terminal setup screen is displayed.

3. Press Miscellaneous.

The Miscellaneous tab is displayed.

Terminal setup

Miscellaneous

iZen Point of Sale user guide
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Cancel

Service charge

Service charge tax rate

Show currency images
Enable iPad scanner

Use large display

Enable operator button colours

Customer detalls to capture
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Terminal setup screen - Miscellaneous tab key fields and buttons

Field Description
Service Type in a percentage of the transaction total to add on as a service
charge charge. For example, if the Service charge (percent) is 10, a transaction
(percent) with a total of $24 would have a service charge of $2.40 (10%) added to
it.
Note: Type 0 to disable service charges.
Service Type the rate that service charges are taxed at. For example, if the
charge tax Service charge tax rate was 16, the service charge of $2.40 would have a
rate tax of $0.38 (16%) added to it.
Note: Type 0 to disable service charge taxes.
Show Select to display pictures of the notes or coins on the Quick amount
currency buttons instead of dollar amounts.
images
Note: Currency images are not available for all currencies.
Enable iPad Select to enable a Bluetooth iPad scanner.
scanner
Note: You should keep this disabled unless you are using a Bluetooth
barcode scanner connected to an iPad. Scanners that connect to the
base station or customer display do not require this option.
Use large Select to enable the large Item field in the Transaction screen.
display

Note: This field is not displayed if your Point of Sale is in Scales
certification compliance mode. See Scales certification compliance
mode on page 644.

Customer details to capture
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Field

Description

Name

Select to prompt for the customer's name during tender.

Email address

Select to prompt for the customer's email address during
tender.

Postcode

Select to prompt for the customer's postcode during tender.

Phone

Select to prompt for the customer's phone number during
tender.

Email receipt to
customer

Select to email a receipt to the customer when the transaction
is complete.

Table orders

Field Description
Enable table Select to enable the table service configuration options. Disable this
orders field to hide the table service configuration options and make all

transactions on the Point of Sale non-table service type by default.

Collect customer
name when
creating dine in
orders

Select to prompt the operator for the customer's name when
creating a dine in table order.

Collect number
of covers when
creating dine in
orders

Select to prompt the operator for the number of people being served
at a table when creating a dine in order.

Collect customer
name when

Select to prompt the operator for the customer's name when
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Field

Description

creating take
away orders

creating a take away table order.

Collect number
of covers when
creating take
away orders

Select to prompt the operator for the number of people being served
at a table when creating a take away order.

Enable Select to enable the dine in and take away buttons in the Select
transaction type table screen, to allow operators to switch between dine in and take
selection away transaction types when selecting tables.

See Select table screen on page 630.

Also see Selecting a table on page 614.
Default Select which transaction type should be used by default. All

transaction type

transactions created use this type unless another type is selected.

Dine in Select if transactions are usually dine in table
service.

Take away Select if transactions are usually take away
table service.

Non-table Select if transactions usually do not involve

service table service.

Auto-allocate
table number
when in name
mode

Select if you want the Point of Sale to automatically allocate a table
order to a table when the customer's name is collected. Tables are
selected from the Auto-allocate table number range.

Auto-allocate
table number
range

Select the range of table numbers the Point of Sale can choose from
when automatically allocating a table.

Note: Table numbers are configured when creating tables in the
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Field Description

Portal. You may need to refer to the Portal table reports to see
what table numbers your site uses. Make sure the range of table
numbers you select gives the Point of Sale a reasonable number
of tables to choose from. For example, 1-12 allows the Point of
Sale to automatically allocate to tables numbered 1 through 12.
If the Point of Sale can't find a table in this range, it prompts the
operator to select a table.

Gift vouchers

Field Description

Retrieve gift voucher details  Select to use the local base station to retrieve and
from local server validate gift vouchers rather than the Portal.
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Setting up a terminal

Before you can use a terminal to process transactions, it needs to be:

= Connected to a site.

See Connecting a terminal to a site on page 81.

= Added to the correct terminal group.

See Connecting to a terminal group on page 89.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Base station Site Terminal group
Operator Supervisor

Point of Sale Terminal

Also see:

= Operator log in screen on page 91.
= POS registration screen on page 93.
= Basic terminal functions on page 343.
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What you can do:

The following topics explain tasks relating to setting up a terminal:

= Connecting a terminal to a site on page 81.
= Configuring the terminal number on page 84.
= Moving a terminal to a new site on page 85.
= Connecting to a terminal group on page 89.

The following topics explain tasks relating to setting up the Point of Sale:

= [nitial Point of Sale setup on page 11.
= Creating a terminal group on the Point of Sale on page 13.
= Setting the language and currency on the Point of Sale on page 16.
= Setting the security and permissions on the Point of Sale on page 19.
= Setting up gift vouchers on the Point of Sale on page 22.
= Setting up table service on the Point of Sale on page 29.
= Setting up external transaction payments on the Point of Sale on page 43.
= Setting the service charges on the Point of Sale on page 40.
= Setting up one-shot buttons on page 101.
Also see:
= Setting up the Point of Sale on page 9.
= Terminal setup screen - Registration tab on page 44.
= Terminal setup screen - Security tab on page 50.
= Terminal setup screen - One-shot buttons tab on page 67.
= Terminal setup screen - Miscellaneous tab on page 72
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Connecting a terminal to a site

Connect a terminal to a site when you want to use it to record transactions at that site.
To connect a terminal to a site:

1. Ensure you are within range of the site's local wireless network.
2. Connect your terminal device to the site's wireless network.
3. Load the Point of Sale on the terminal.

The POS registration screen is displayed.

POS registration

(Enter here)

4. Type in the serial number of the site you want to connect to.

The Point of Sale contacts the Portal to validate the serial number.

POS registration
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POS registration

Once the serial number has validated, the terminal connects to the base station.

POS registration

Once the terminal has connected to the base station, it displays the site the terminal
has connected to.

POS registration

5. Press .

The terminal number is automatically assigned by the base station.
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The Supervisor authorisation screen is displayed.

Supervisor authorisation Cancel

Authorise

6. Type the operator code and password of a supervisor for the site you are changing to.

7. Press

The terminal is connected to the site.

The Operator log in screen is displayed.

Operator log In

Change site
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Configuring the terminal number

A terminal number identifies each terminal at a site. You can view or change a terminal’s
number in the Registration tab of the Terminal setup screen. See Terminal setup screen -
Registration tab on page 44.

A terminal number is automatically configured by the base station when a terminal is first
connected to a site. See:

= Connecting a terminal to a site on page 81.
= Moving a terminal to a new site on page 85.

|

* Important Note: Changing a terminal number incorrectly may cause
transactions to be rejected from the portal. Do not change the terminal number without
direct instruction from AMC Convergent IT support.
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Moving a terminal to a new site

Move a terminal to a new site if you need to use it to record transactions at another site.

To move a terminal to a new site:
1. Ensure you are within range of the site's local wireless network.
2. Connect your terminal device to the site's wireless network.
3. Load the Point of Sale on the terminal.

The Operator log in screen is displayed.

4. Press m

The POS registration screen is displayed.

POS registration

5. Type in the serial number of the site you want to connect to.

The Point of Sale contacts the Portal to validate the serial number.
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POS registration

POS registration

Once the serial number has validated, the terminal connects to the base station.

POS registration

Once the terminal has connected to the base station, it displays the site the terminal
has connected to.
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POS registration

6. Press m

The terminal number is automatically assigned by the base station.

The Supervisor authorisation screen is displayed.

Supervisor authorisation
(—
———

Authorise

7. Type the operator code and password of a supervisor for the site you are changing to.

8. Press

The terminal is connected to the site.

The Operator log in screen is displayed.
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Operator log in

Change site
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Connecting to a terminal group

Connect to a terminal group to utilise that group's terminal configuration.

! Important Note: When a terminal is connected to a group, it loads that group's
terminal configuration. Any configurations previously set on the terminal are
overwritten. Any changes that are made to the configuration while the terminal is
connected to a group affect all terminals connected to that group across all sites within
the company.

To connect a terminal to a group:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Creaw ordor Fiod orsnr

Primt labe |

Quantity

Open setup

Edit one-shot buttons

No sale
Price

Handover

Discount

2. Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

3. Press Registration.

The Registration tab is displayed.
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Terminal setup

Registration

Chadstons

(Detfault group)

Engish

Austrslian Doller »

Zen POSv1229

cidatle

4. Press Group.

The available groups are displayed.

'.Terminal setup

Registration

(Individual terminal)

+" (Default group)

Cafe terminals

5. Press the group you want to use.

The terminal uses the settings of the selected group.
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Operator log in screen
Use the Operator log in screen to:
= Log into the Point of Sale with your operator number and password.
See Logging in to the terminal on page 348.
= Connect the terminal to a different site.

See Moving a terminal to a new site on page 85.

Opening the Operator log in screen

The Operator log in screen is displayed when you launch the Point of Sale in the terminal.

To open the Operator log in screen from within the Point of Sale:

i
1. From the Transaction screen, press :

The Operator log in screen is displayed.

Operator log In

Change site
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Operator log in screen key fields and buttons

Field Description
Type in your operator code.
Operator ypeiny P
Type in your password.
Password ypeinyourp
Press to return to the Transaction screen without logging in.
Note: This button is only displayed if a staff member is already
logged in to the terminal
- Press to move the terminal to a new site. See Moving a terminal to

a new site on page 85.

Note: This button is only displayed if no staff members are
logged in to the terminal.

Press to log in to the terminal.
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POS registration screen
Use the POS registration screen to register a terminal to a site.

See Connecting a terminal to a site on page 81.

Opening the POS registration screen

To open the POS registration screen:

. Log out .
1. From the Transaction screen, press - until all operators are logged out.

The Operator log in screen is displayed.

Operator log in

Change site

2. Press m

The POS registration screen window is displayed.

POS registration

(Enter here)
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POS registration screen key fields and buttons

Field Description

Serial Type the serial number of the site you want to connect the terminal to.

Note: To connect to a site, you must be connected to the wireless network
on the site's premises.

Status Indicates the status of the site connection:
Status Description
Please enter your The terminal is waiting for a serial code.

site's serial code

Validating The terminal is validating the site serial number
with the portal.

Connecting to base The terminal has validated the site serial number

station and is connecting to the site's base station.

No base station The site base station is not registered with the

configured for site Portal. Contact AMC Convergent IT for
assistance.

Site (Site name) The terminal has connected to the named site.

Sorry, that serial The serial number you have entered is not a

code is not valid valid serial number.

Once the site has been validated, press to connect to the site. See Moving a
terminal to a new site on page 85.
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Setting up the Point of Sale layout

You can create a layout of different functions to suit your organisation using one-shot
buttons and one-shot button pages.

One-shot buttons

One-shot buttons are custom buttons that can be configured to perform special functions on
the Point of Sale. They can be placed directly on the left side of the Point of Sale, or within
one-shot button pages. You can configure different button sizes, colours and background
images to help distinguish different buttons. You can create as many one-shot buttons as
you need.

Load
exfernal
ransaction

25 gin
vouchet

Qift wvoucher

For more information on setting up one-shot buttons, see Setting up one-shot buttons on
page 101.
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One-shot button pages

One-shot button pages are special screens that pop up to display your one-shot buttons. You
can use one-shot button pages if you have more one-shot buttons than fit on your
Transaction screen or as a way to organise your one-shot buttons clearly. For example, you
may have a page of buttons for:

= easy access to items on special or impulse-buy items
= terminal functions like handovers and petty cash
= your layout of cafe tables.

To open a one-shot button page, press a one-shot button that has been configured to open
that page. Pages can even contain one-shot buttons that open other pages. You can create as
many one-shot button pages as you need, but each page you create needs its own one-shot
button to open it.

Cash drawer functions

Handower

Zread

Tip: We recommend you place buttons that open one-shot button pages on the
Transaction screen. If you create ‘chains' of pages, where buttons on one page open more
pages, you can accidentally lose access to a page if the chain is broken by someone
moving or editing a button on a page earlier in the chain.

Note: If you delete the one-shot button that opens a one-shot button page, you cannot
open or edit that page, but the page itself is not deleted. You can retrieve it by creating
another one-shot button that opens that page.
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For more information on setting up one-shot button pages, see Setting up one-shot pages on
page 131
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Example Point of Sale layouts

The following screenshots show example Point of Sale layouts to help you consider the best
layout for your organisation.

= A layout that makes use of one-shot button pages to list quick-reference items and
Point of Sale functions:

Quantity

Price

scoumt

Cash drawer functions
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= A layout for an organisation that runs table service and appointments:

Price

(Hacoum

= A layout for an organisation that primarily handles customer orders:

Customs

Cronte order Find urder
enquiry

Frimt labe!

Print
Urwe -hauy

Print sales Prnt takings
mport repon

1o port
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Setting up one-shot buttons
By setting up one-shot buttons for certain actions, you can:

= Enable some Point of Sale features such as gift vouchers and table service.

= Provide short-cuts to common tasks like price overrides or frequently-purchased
items.

See the table for a full list of one-shot button actions.

Note: You can press @ to undo the changes you have made to the one-shot
buttons. This cancels all the changes you have made since you started editing one-shot
buttons. See Cancelling changes to one-shot buttons on page 118.

To set up one-shot buttons on your Point of Sale:
1. Select or create a terminal group for your terminal.

Any one-shot buttons you create are saved to this group.

See Creating a terminal group on the Point of Sale on page 13.

|

* Important Note: Even if you don't think you'll need more than one
terminal group, we recommend you use a group to make any future changes to
your terminal settings easier to manage.

2. Plan your button layouts for the Transaction screen and any one-shot button pages
you want.

Note: Once created, buttons can't be moved from one page to another, or from a
page to the Transaction screen. If you put a button on the wrong page, you must
delete it and recreate it where you want it to be displayed. Consider how many
buttons you will need and plan your layout before you start creating buttons.
3. Create any one-shot button pages you need.
See Setting up one-shot pages on page 131.
4. Create buttons for the functions you need.
See the list of functions below.
5. Edit each button's label, if required.
See Changing the appearance and text of a one-shot button label on page 119.

6. Edit each button's background colour and image.
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See Changing the background colour or image of a one-shot button on page 122.
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One-shot button actions

Action Description See
No action The button does nothing. Creating a one-shot
button without an action
on page 114.
Advance The button opens the Advance screen. Creating a one-shot

See Recording an advance on page 355.

button for advances on
page 143.

Create order

The button starts the creation of a customer
order.

See Creating a customer order on page
543.

Creating a one-shot
button to create orders
on page 151.

Create layby

The button starts the creation of a customer
layby.

See Creating a layby on page 559.

Creating a one-shot
button to create laybys
on page 155.

Customer The button signs a customer in using a Creating a one-shot
sign in scanned loyalty card. button to sign a
- ) customer out on page
See Signing customers in on page 524. 163
. . Creating a one-shot
Customer The button signs a customer out using a button to sign a
sign out scanned loyalty card. customer out on page
See Signing customers out on page 526. 163.
Debtor The button launches the Find debtor screen  Creating a one-shot
enquiry to view a debtor's details or add the debtor button for debtor

to a transaction as a customer.

See Finding a customer on page 541.

enquiries on page 147.
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Action Description See
Also see Performing a debtor enquiry on
page 587.
Debtor The button launches the Find debtor screen  Creating a one-shot
payment to add a debtor payment to the transaction. button for debtor

See Adding a debtor payment to a
transaction on page 593.

payments on page 167.

Edit one-shot

The button enables editing of one-shot

Creating a one-shot

buttons buttons. button to edit one-shot
. buttons on page 135.

See Editing one-shot buttons on page 324.

Find layby The button opens the Find customer screen  Creating a one-shot
to find a layby by customer. button to find laybys on

o page 171.

See Finding an layby on page 563.

Find loyalty This button opens the Find loyalty card Creating a one-shot

card screen to find a loyalty card by name. For button to find loyalty
example to add a loyalty member to a cards on page 175.
transaction.
See Finding a loyalty card by name on page
518.

Find order The button opens the Find customer screen ~ Creating a one-shot

to find an order by customer. For example,
to add the order to the transaction.

See Finding an order on page 547.

button to find orders on
page 179.

Gift voucher

The button creates a gift voucher and adds
it to the transaction.

See Creating gift vouchers on page 421.

Creating a one-shot
button to sell gift
vouchers on page 224.
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Action

Description

See

Handover

The button opens the Handover screen.

See Recording a handover on page 357.

Creating a one-shot
button for handovers on
page 183.

Load external
transaction

The button imports a transaction from an
external source such as the Scheduler or
third-party application to be processed and
paid for through the Point of Sale.

See Retrieving external transactions on
page 606.

Creating a one-shot
button to retrieve an
external transaction on
page 262.

Modify item The button adds and removes options from  Creating a one-shot
an item. button to modify items
. : . on page 220.
See Adding options to items on page 432.
Move table The button opens the Select table screen to Creating a one-shot
move the current table-service transaction button to move a
to another table. transaction to another
) ) table on page 187.
See Moving a transaction to another table
on page 625.
No sale The button records a no-sale. Creating a one-shot
) button to record no-
See Recording a no-sale on page 354. sales on page 195.
Creating a one-shot
then one- -tl)-hti button opens a page of one-shot button to open a one-
shot page uttons. shot button page on
See Setting up one-shot pages on page 131.  Page 126.
Open setup The button opens the Terminal setup Creating a one-shot

screen.

See Terminal setup screen - Registration
tab on page 44.

button to open the
Terminal setup screen
on page 139.
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Action Description See
Override The button overrides the price of the Creating a one-shot
price selected item. button to override an

. . ) item price on page 216.
See Overriding the price of an item on page
441.
Petty cash The button opens the Petty cash screen to Creating a one-shot
record petty cash expenses. button for petty cash on
. page 229.
See Recording petty cash expenses on the
Point of Sale on page 376.
Print bill The button prints the transaction and bill Creating a one-shot

for the selected table.

See Printing a bill for a table on page 629.

button to print a table
bill on page 233.

Price change

The button opens the Price change window
to change the price for an item across a site,
and send that change back to the Portal to
be stored permanently.

See Changing an item's price on the Portal
on page 359.

Creating a one-shot
button to change an
item's price on the

Portal on page 191.

Print invoice The button prints a customer invoice when Creating a one-shot
the transaction is finalised. button to print invoices
o o on page 241.
See Printing an invoice on page 557.
Print sales The button prints a sales report. Creating a one-shot
report button to print sales

Printing a sales report on page 634.

reports on page 270.

Print takings
report

The button prints a takings report.

Printing a takings report on page 636.

Creating a one-shot
button to print takings
reports on page 274.
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Action

Description

See

Print time-
hour report

The button prints a time-hour report.

See Printing a time-hour report on page
638.

Creating a one-shot
button to print time-hour
reports on page 278.

Print whole
day’s receipts

The button prints all of the receipts
generated that day.

See Printing the day's receipts on page 640.

Creating a one-shot
button to print the day's
receipts on page 282.

Refund gift . Creating a one-shot
voucher The button refunds a gift voucher. button to return a gift
See Returning a gift voucher on page 427.  Voucher on page 266.
. . . Creating a one-shot
Repl_rlnt last The puttlon reprints the recelpt_of the button to reprint the last
receipt terminal's most recent transaction.

See Reprinting the last receipt on page 372.

receipt on page 245.

Reprint order

The button reprints the selected table's
order.

See Reprinting an order on page 627.

Creating a one-shot
button to reprint an
order on page 199.

Reprint
receipt

The button reprints the receipt of a selected
transaction from the last thirty days.

See Reprinting a selected receipt on page
373.

Creating a one-shot
button to reprint a
selected receipt on page
253.

Retrieve table

The button retrieves a specific table from
the Portal for a new or existing table order.

See Waiting tables on page 609.

Creating a one-shot
button to retrieve a table
on page 257.

Select table

The button displays a popup of the current
free or active tables to select.

Creating a one-shot
button to select a free or
active table on page
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Action Description See

See Selecting a table on page 614. 286.

Sell item The button finds a specific item. You can Creating a one-shot
then add the item to the current transaction.  button to sell or look up

Lo . an item on page 203.

See Finding an item on page 411.

Set item The button sets a specified discount on the Creating a one-shot

discount currently-selected item. button to set a discount

. i . on page 208.

See Applying a discount to an item on page
434,

Set quantity The button sets the quantity of the selected Creating a one-shot

item in the Transaction list.

See Changing an item's quantity on page
429.

button to edit item
quantities on page 212.

Set table type

The button sets the current transaction to be
one of;

= A non-table service transaction.
= A dine in transaction.
= A take away transaction.

Note: Transaction types cannot be
changed if items have been sent to the
Kitchen.

See Selecting a table on page 614.

Creating a one-shot
button to set a
transaction type on page
291.

Set tare The button sets the scale tare for the Create a one-shot button
selected item. to tare the scale on page
300.
See Taring the scale on page 418.
Set tax The button sets the current transaction to Creating a one-shot
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Action Description See

exempt be exempt from sales tax such as VAT or button to make a

GST. transaction exempt from

] ] tax on page 308.
See Setting a transaction as tax exempt on
page 439.
: Creating a one-shot

Show The button displays an external web page. g

external page

See Displaying an external web page on
page 387.

button to display an
external web page on
page 295.

Training The button sets the terminal into training Creating a one-shot
mode mode for staff training, and back to sales button to enter and exit
mode for normal use. training mode on page
304.
See Using the terminal training mode on
page 389.
X read The button prints an X read report. Creating a one-shot
. button to perform X
See Performing an X read on page 383. reads on page 312.
Z read The button prints a Z read report and clears ~ Creating a one-shot
the cash-drawer totals. button to perform Z
. reads on page 316.
See Performing a Z read on page 385.
ZZ read The button prints a ZZ read report and Creating a one-shot

clears the cash-drawer totals and the day's
receipts and transactions.

See Performing a ZZ read on page 386.

button to perform ZZ
reads on page 320.
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Creating one-shot button colour presets

Create one-shot colour presets to make it easy to select the colours you want for one-shot
buttons on your Point of Sale.

See Terminal setup screen - One-shot buttons tab on page 67.

To create a one-shot button preset:

1.

110

From the Transaction screen, press E

The Point of Sale menu is displayed.

D brtene

Print sales OP.n "WD

mport
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

Press Open setup.

The Terminal setup screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab in the Terminal
setup screen.

Press One-shot buttons.

The One-shot buttons tab is displayed.
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F - , .|
ferminalisetup! m‘
Registration
Security Preset one-shot button colours
s EEEENN
Add colour
Layby
Miscellaneous
| = : =/ |
Add colour
4. Press .
The Add colour present area is displayed.
| ‘ 3 .3 % |
Jerminal setup [ concot | e
Registration
Security Preset one-shot button colours
e FEEENN
Add colour
Layby -
=
Miscellaneous =
Red: 179 —
ot 22 [ ——
Blue: 26 Reconmended
b et |
. : =d

5. Either:
= Type in the Red, Green and Blue colour values, between 0 and 256.
= Type in the hexadecimal RGB colour code in the HTML field.

= Select the colour you want from the Hue slider, and adjust the Saturation and
Brightness sliders.
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The Preview button displays what the buttons look like with your selections.

Cancoel Sava

Terminal setup!

Preset one-shot button colours

One-shot buttons ‘

Red: 179

—— *

Blue: 26 “""""’"‘"

W soviae |
Nozarmmmnded

See Terminal setup screen - One-shot buttons tab on page 67.

6. Press .

The Supervisor authorisation screen is displayed.

Cancel

Supervisor authorisation
=
——

Authorise

7. Type in your supervisor operator code and password.

8. Click
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The changes are saved.
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Creating a one-shot button without an action

You can create one-shot buttons that do not perform any actions. This can be useful if you
want to reserve buttons for future functions or experiment with the layout of the buttons.

To create a one-shot button without an action:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs

Crante order Find ueder
enquiry

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

T
A
A4

5. Press Action.

The list of available one-shot button actions is displayed.

abc @

7!"-0 | Action

+' Noaction

6. Press No action.
The button is configured to do nothing.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.
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Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Cancelling changes to one-shot buttons

You can cancel all changes made to one-shot buttons at any time. This cancels all changes
made since the one-shot button edit mode was activated.

For example, if you open the one-shot button edit mode and edit three buttons before
cancelling, no changes to any of the buttons are recorded. All one-shot buttons are returned
to the settings that were last saved.

To cancel changes to one-shot buttons:

..
1. From the one-shot button editing mode, press .

Editmode | . | swve
Mad 3 tutinto et | :

uansacuon

5
T 27

auantity ()

Rustore
tramsaction

Sell

Rivbardt

Log in Log om

All unsaved changes are cancelled and the one-shot button editing mode is closed.
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Changing the appearance and text of a one-shot button
label

Change the appearance and text of the one-shot button label to control:

= Whether a text label is displayed on the button.
= Where on the button the label is displayed.
=  What font, size and colour the label is displayed in.

See One-shot button screen - Label tab on page 332.

Cancel

Note: You can press - to undo the changes you have made to the one-shot
buttons. This cancels all the changes you have made since you started editing one-shot
buttons. See Cancelling changes to one-shot buttons on page 118.

To edit the appearance or text of a one-shot button label:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoore
enquiry

Cronwe orider Fin ueder

Print mabes Open setup

e port

. No sale
Handover

Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Hacoumt

e My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

s press ADC

The Label tab of the One-shot button screen is displayed.
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> ke |
ot n et
\

Label

Label

Show label v

Font size na ‘
Font family

Font style told
Text alignment entred
Text position Micxcse \

Text color

New button

8

Note: If you override the default label, the button text no longer updates. For
example, one-shot buttons representing tables do not display the customer name if
the button label has been overridden.

5. Type the label you want to appear.

Note: If you want to restore a button to its default text, delete all the text in the
Label field.

6. If you want to hide the label, set Show label to false (X).
The label does not display.

7. If you want to change the font, colour, size or placement of the label, use the Font
area fields. See One-shot button screen - Label tab on page 332.

8. Press anywhere on the Transaction screen to close the One-shot button screen.

9. Press m

The one-shot buttons are saved.
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Changing the background colour or image of a one-shot
button

Change the background colour or image of a one-shot button to help group similar buttons
together, or set different ones apart. You can:

= Use a colour preset for the button's background colour.
= Specify a custom colour for the button's background colour.
= Use an image from the Portal.

See One-shot button screen - Background tab on page 337.

Cancel

Note: You can press - to undo the changes you have made to the one-shot
buttons. This cancels all the changes you have made since you started editing one-shot
buttons. See Cancelling changes to one-shot buttons on page 118.

To edit the background of a one-shot button:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Finet ueder

Primt labe!

Open setup

{ Edit one-shot buttons

No sale

] ¢ Handover

Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Edit mode Carneal Soow
Hosd 2 bulion to eat

Load
wrtmrnsl
vansaction

Quantity 0

Price

Hacoumt

o My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

N

2 \]

The Background tab of the One-shot button screen is displayed.

4. Press
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Edit mc
Hosd 2 buon 1o ’ abc
Action 1 atal
Colour o
: v Image Pl background)
oipt
oIty em

5. If you want to change the colour of the button:
1. Press Colour.

The colour presets are displayed.

> abc

Action Labet Background

( Back | Colour

N———

L | —— |
- E—
Bme 26 Mecormmmereed

HTML. #b31ata

fecammendwd

2. Select the colour preset you want to use as the button's colour.

3. If you want to customise the button's colour, use the fields and sliders below.
See Creating one-shot button colour presets on page 110.
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4. Press )

The button colour is changed.

6. If you want to set an image to use as the button's background:
1. Press Image.

The available images are displayed.

} abc P

Action Labst Background
< Back ‘ Image Skin care
F 3
Plai : :
hack';rl:und o * z
_ )
Wy o ==l 5 =
{ = Jl )
|

2. Select the image you want to appear on the button.

Note: Images are arranged into folders in the same manner they are stored on the

base station. If the image you want is not displayed, press the folder name to
select a different image folder.

7. Press .

The button image is changed.

8. Press anywhere on the Transaction screen to close the One-shot button screen.

9. Press m

The one-shot buttons are saved.
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Creating a one-shot button to open a one-shot button
page

You can create a one-shot button to display a page of one-shot buttons. You can use this to
easily organise your one-shot buttons if you need more space than the Transaction screen
allows. For example, you may create a page of:

= impulse purchase items
= jtems that do not have printed barcodes
= table configurations.

One-shot button pages are stored separately to the one-shot buttons that open them. You
can have several one-shot buttons that open the same one-shot button page. See Setting up
one-shot pages on page 131

To create a one-shot button to open a one-shot button page:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante order Fina ueder

Print sabes . Open setup

e port

¢ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.

iZen Point of Sale user guide 127



Setting up the Point of Sale layout

New button

5. Press Action.

The list of available one-shot button actions is displayed.

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Open one-shot page.

The button is configured to open a one-shot button page.
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7. Press Page.

Parametars

Page:

The list of available one-shot button pages is displayed.

>

Actan

{_ Back

O

Page:

Table service
New page

New page

8. Either:

AV
abc ' “
Labal Background
‘ Add page

D

= Select the page you want the one-shot button to open.

Add page .
= Press to create a new page to open and label it.
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Tip: You can add buttons to the new page after it has been created.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Setting up one-shot pages

Create one-shot pages to hold one or more one-shot buttons. Pages are accessed through a
one-shot button on either:

= the Transaction screen
= another one-shot button page.

See Creating a one-shot button to open a one-shot button page on page 126.
To create a one-shot button page:
3. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

Edit mode Coneat Soon
Hotd 2 bution to st

Load
wrtmensl
vansaction

Quantity 0

Price

(Hscoum

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

4. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.
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Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

5. Press

The Action tab of the One-shot button screen is displayed.

6. Press Action.

The list of available one-shot button actions is displayed.
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abc @

Label Aackgrouna

" Noaction
Advance
leaie onges
Clusiomer englary
Customer payment
Edit one-shot buttons

Find order

GIft vouche:

7. Press Open one-shot page.
8. Press Page.
9. The list of available one-shot button pages is displayed.

B abe

Actian Labsal Background
|.~v Back Page: ‘ Add page
B il
Table service P <)
New page )
New page F K <

Add page
10. Press .

A new page is added to the list.
11. Type the name of the page.
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Note: This name appears as the title of the one-shot button page.

12. Press the page you created.
The button is configured to open the new one-shot button page.
13. Press anywhere on the Transaction screen to close the One-shot button screen.
14. Press the one-shot button you created.
The one-shot button page is displayed.
15. Add any one-shot buttons you want to display on the page.
See Setting up one-shot buttons on page 101.

Note: You can edit the buttons on this page at any time by pressing the one-shot
button to open the page when one-shot button editing is enabled.

16. Press anywhere on the Transaction screen to close the One-shot button screen.

17. Press E

The one-shot buttons are saved.
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Creating a one-shot button to edit one-shot buttons

You can create a one-shot button to enable editing of one-shot buttons.

Note: You can still edit one-shot buttons without creating a one-shot button. See the
instructions below.

To create a one-shot button to edit one-shot buttons:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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abc @

Latw| Backgrouna

5. Press Action.

The list of available one-shot button actions is displayed.

6. Press Edit one-shot buttons.
The button is configured to enable editing of one-shot buttons.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.
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Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to open the Terminal setup
screen

You can create a one-shot button to open the Terminal setup screen.

Note: You can still open the Terminal setup screen without creating a one-shot button.
See Terminal setup screen - Registration tab on page 44.

To create a one-shot button to open the Terminal setup screen:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

. Open setup

{ Edit one-shot buttons

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Open setup.

The button is configured to open the Terminal setup screen.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

iZen Point of Sale user guide 141



Setting up the Point of Sale layout

8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button for advances

You can create a one-shot button to open the Advance screen and record advances.

Note: You can record an advance without creating a one-shot button. See Recording an
advance on page 355.

To create a one-shot button to record an advance:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.

144 iZen Point of Sale user guide



Setting up the Point of Sale layout

5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Advance.

The button is configured to open the Advance screen.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button for debtor enquiries

You can create a one-shot button to open the Find debtor screen and search for a debtor's
details or add them to a transaction.

To create a one-shot button to find a debtor:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup

{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Debtor enquiry.

The button is configured to open the Find debtor screen.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to create orders

You can create a one-shot button to create a customer order on the Point of Sale.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

To create a one-shot button to create a customer order:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante orer Fina ueder

D brtee

g Print sabes Open satup

Urwe -hauy
port
e port

{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Create order.

The button is configured to create a customer order.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to create laybys

You can create a one-shot button to create a customer layby on the Point of Sale.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

To create a one-shot button to create a layby:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Create layby.
The button is configured to create a layby.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to sign a customer in

You can create a one-shot button to sign a customer in after scanning their loyalty card.
This registers a customer's attendance, for example at a workshop, gym or similar
organisation.

See Signing customers in on page 524.

To create a one-shot button to sign a customer in:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Customer sign in.

The button is configured to sign the selected customer in.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to sign a customer out

You can create a one-shot button to sign a customer out after scanning their loyalty card.
This registers the end of a customer's attendance, for example at a workshop, gym or
similar organisation.

See Signing customers out on page 526.

To create a one-shot button to sign a customer out:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Printsales  Print takings . Open setup
eport repon

{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Customer sign out.
The button is configured to sign a customer out.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button for debtor payments
You can create one-shot buttons to add a debtor payment to a transaction.
See Adding a debtor payment to a transaction on page 593.

To create a one-shot button for debtor payments:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Debtor payment.

The button is configured to add a debtor payment to the transaction.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to find laybys

You can configure a one-shot button to open the Find customer screen and find a customer's
laybys.

See Finding an layby on page 563.

To create a one-shot button to find customer laybys:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Find layby.

The button is configured to open the Find customer screen to retrieve a customer
layby.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to find loyalty cards

You can create a one-shot button to open the Find loyalty card screen to search for loyalty
cards by name.

To create a one-shot button to find loyalty cards:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup

{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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abc @

Labe| Bachgrouna

5. Press Action.

The list of available one-shot button actions is displayed.

6. Press Find loyalty card.
The button is configured to open the Find loyalty card screen.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.
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Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to find orders

You can configure a one-shot button to open the Find customer screen and find a customer's
orders.

See Finding an order on page 547.

To create a one-shot button to find customer orders:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Find order.

The button is configured to open the Find customer screen to retrieve a customer
order.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button for handovers

You can create a one-shot button to open the Handover screen and record handovers.

Note: You can record a handover without creating a one-shot button. See Recording a
handover on page 357.

To create a one-shot button to record a handover:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Handover.

The button is configured to open the Handover screen.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to move a transaction to
another table

You can create a one-shot button to select a new table for an active transaction. If the
transaction is currently assigned to a table, it is moved to the new table you select. If the
transaction is not currently assigned to a table, it is assigned to the table you select.

To use the button, you must have a transaction selected. Pressing this button opens the
Select table screen to allow you to choose which table to move the transaction to.

Note: You can only move a transaction to a free table. You cannot use this button to
combine two tables.

To create a one-shot button to move a transaction to another table:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Fina urder

Do brtent

Print sales 09'" setup

e port

{ Edit one-shot buttons

No sale

< Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Move table.

The button is configured to open the Select table screen to select a free table to move
to.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

10. Press ﬁ

The one-shot buttons are saved.
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Creating a one-shot button to change an item’s price on
the Portal

You can create a one-shot button to change the price of an item on the Point of Sale and
send the new price to the Portal. Price changes affect all sites that sell that item, and can
only be performed by operators with the Price Edit Portal privilege.

Note: If you want to create a one-shot button to temporarily override an item's price, see
Creating a one-shot button to override an item price on page 216.

To create a one-shot button to override an item price:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Fina urder

Printsales  Prnt takings . Open setup
mport repon

¢ Edit one-shot buttons
. No sale
{ Handover

| Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Price change.

The button is configured to change the price of an item and send the new price to the
Portal.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to record no-sales

You can create a one-shot button to record a no-sale.

Note: You can record a no-sale without creating a one-shot button. See Recording a no-
sale on page 354.

To create a one-shot button to record a no-sale:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

Labe| Bachgroung

" Noaction

Advance

Lleaie ongey

ustomer payment

Edit one-shot buttons

Find order

GIft vouche:

6. Press No sale.
The button is configured to record a no-sale.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.

198 iZen Point of Sale user guide




Setting up the Point of Sale layout

Creating a one-shot button to reprint an order
You can create a one-shot button to reprint a table order in the kitchen.

To create a one-shot button to reprint a table order:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

iZen Point of Sale user guide 199



Setting up the Point of Sale layout

Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Reprint order.

The button is configured to reprint the order of the selected table.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to sell or look up an item
You can create a one-shot button to find a specified item and either:

= Display the item in the Item field.
= Add the item to the transaction.

To create a one-shot button to find an item:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup

¢ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

" Noaction

Advance

Cleate ongdes

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Sell item.
Press Item.

The first twenty items in the product master are displayed.
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B o

Action Label Background

] Bock I tem:

.

2003 Lenbnidge Pinot Noi (9013)

2k Buy (464)

5kg Buy Chicken (396)
Amercian T Bones (70)

Anmes Lane Chardonnay (2000)
Argies Of Beef (189)

Asado (38)

Babich Sav Blanc (9016)

8. Type part or all of the item name in the Filter field.
The list is filtered to the first twenty items that match your selection.

Note: The filter searches from the beginning of each word in the item name, not
mid-word. For example, "re" returns all items with "red" and "ready" in the name,
but does not return items with "green".

9. Select the item.

The button is configured to select the item.

abc @

Action
Parametars
Item

Lookup only x
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10. Select (%) the Lookup only field if you want the one-shot button to find the item
but not add it to the transaction.

Otherwise the item is automatically added to the transaction when the one-shot
button is pressed.

Note: The button uses the label specified in the Portal POS Label field or, if that
field is blank, the Portal POS Description field.

11. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

12. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

13. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to set a discount
You can create a one-shot button to set a discount of an item to:

= A specific discount.
= A discount selected by the operator.

Note: You can still add or remove a discount without creating a one-shot button. See
Applying a discount to an item on page 434. Also see Removing or changing a discount
from an item on page 437.

To create a one-shot button to set a discount:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Crante order Finet ueder

Frimt labe!

Print males . Open setup

mport

¢ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5.

6.

210

New button

Press Action.

The list of available one-shot button actions is displayed.

abc

" Noaction

Advance

Seate onges

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

New button
GIft voucher

Press Set item discount.

Bachgroung
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abc @

Label Bachgrouns

Parametars

Discount

7. Press Discount.

The Discounts screen is displayed.

Note: The available discounts depend on your Portal configuration.

8. Press the discount you want the button to select.

Tip: If you want operators to be prompted for a discount amount, press Set
discount.

The one-shot button is configured to set the selected discount.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to edit item quantities
You can create a one-shot button to set the quantity of an item to:

= aspecific quantity, for example a set of five
= 3 quantity specified by the operator.

Note: You can still set an item's quantity without creating a one-shot button. See
Changing an item's quantity on page 429.

To create a one-shot button to set the quantity:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante orer Fina ueder

D brtee

Print sales OP.n ”n‘p

mport
¢ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

212 iZen Point of Sale user guide



Setting up the Point of Sale layout

Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

Labe| Bachgroung

" Noaction

Advance

Lleaie ongey

ustomer payment

Edit one-shot buttons

Find order

GIft vouche:

6. Press Set quantity.

The button is configured to prompt the operator for the item's quantity.
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abc @

Label Backgrouna

Parametars

If you want to specify the quantity, press Quantity.

8. Type in the quantity.

The one-shot button is configured to set the quantity of the item.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

12. Press m

The one-shot buttons are saved.
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Creating a one-shot button to override an item price
You can create a one-shot button to override the price of an item to:

= A specific price, for example to set an item to free.
= A price specified by the operator.

Note: You can still override an item's price without creating a one-shot button. See
Overriding the price of an item on page 441.

To create a one-shot button to override an item price:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante orer Fina ueder

D brtee

Print sales OP.n ”n‘p

mport
¢ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Override price.

The button is configured to override the price of an item.
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abc @

Label Backgrouna

Action

Parametars

Price:

If you want to specify the override price, press Price.

8. Type in the override price.

The one-shot button is configured to override the item's original price to this price.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

12. Press m

The one-shot buttons are saved.
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Creating a one-shot button to modify items

You can create a one-shot button to add or remove options from a selected item. For
example, adding sugar or milk to a coffee order.

Note: You can only modify items that have been configured with options in the Portal.

To create a one-shot button to modify an item:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte orer Fined urder

. Open setup
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Modify item.
The button is configured to modify items.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to sell gift vouchers

You can create a one-shot button to add a gift voucher to the current transaction. You can
create one-shot buttons that:

= Create a gift voucher for a specified amount.
= Prompt the operator for the gift voucher amount before adding it to the transaction.

Note: You must configure one-shot buttons for gift vouchers if you want to add gift
vouchers to your transactions. See Creating gift vouchers on page 421.

To create a one-shot button to create a gift voucher:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crante order Finet ueder

Frimt labe!

. Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

abc @ |

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Gift voucher.

The button is configured to create a gift voucher.
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abc @

Label Bachgrouns

Action
Parametars
Type

Amount

7. Press Type.
The Gift voucher type screen is displayed.

8. Select a type for the gift voucher.

Note: The available gift voucher types depend on your Portal configuration.

9. If you want to specify the gift voucher amount, press Amount:
Either:

= Type in the value of the gift voucher created by this button.

= Leave the value blank to configure the button to prompt the operator for the
amount.

Tip: You can create additional one-shot buttons for gift vouchers to represent
your range of gift voucher denominations. You can also create a one-shot button
that prompts the operator for the gift voucher amount.

10. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

11. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

12. Press anywhere on the Transaction screen to close the One-shot button screen.
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The one-shot buttons are saved.
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Creating a one-shot button for petty cash
You can create a one-shot button to record petty cash expenses.

To create a one-shot button for customer payments:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Petty cash.

The button is configured to open the Petty cash screen to record petty cash expenses.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print a table bill
You can create a one-shot button to print the bill of a table.

To create a one-shot button to print a table bill:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print Bill.
The button is configured to print the bill of a table.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print labels

You can create a one-shot button to print item labels on the base station. Labels for items
sold by both weight and unit can be printed using the same print label one-shot button.

See Printing a label for an item sold by unit on page 364. Also see Printing a label for an
item sold by weight on page 368.

To create a one-shot button to print item labels:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Print sabes . Open setup

e port

{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print label.
The button is configured to print item labels.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print invoices
You can create a one-shot button to print a customer invoice.
See Printing an invoice on page 557.

To create a one-shot button to print an invoice:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs

Crante order Find ueder
enquiry

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print invoice.

The button is configured to print a customer invoice.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to reprint the last receipt

You can create a one-shot button to reprint the receipt of the last transaction that the
terminal processed.

See Reprinting the last receipt on page 372.

Note: This procedure creates a one-shot button that reprints the receipt of the last
transaction finalised by the terminal. To create a button that prompts the operator to
select which receipt to print, see Creating a one-shot button to reprint a selected receipt
on page 253.

To create a one-shot button to reprint the last receipt:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Fina ueder

D brtent

Print sabes Open setup

mport
{ Edit one-shot buttons
. No sale

Handover

Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Reprint last receipt.

The button is configured to reprint the receipt of the last transaction the terminal
processed.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to reprint orders
You can create a one-shot button to reprint a table's order.
See Reprinting an order on page 627.

To create a one-shot button to reprint an order:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Reprint order.
The button is configured reprint a table order.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to reprint a selected receipt
You can create a one-shot button to reprint a transaction receipt from the last thirty days.

See Reprinting a selected receipt on page 373.

Note: This procedure creates a one-shot button that prompts the operator to select which
receipt to print. To create a button that reprints the receipt of the last transaction
finalised by the terminal, see Reprinting the last receipt on page 372.

To create a one-shot button to reprint the a selected receipt:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

D brtee

Print sales OP.n ”n‘p

mport
¢ Edit one-shot buttons
. No sale

{ Handover

{ Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Reprint receipt.

The button is configured reprint a selected receipt from the last thirty days.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to retrieve a table

You can create a one-shot button to retrieve a table for table service. See Waiting tables on
page 609.

Note: You must have tables configured in the Portal to be able to create one-shot
buttons that retrieve tables.

To create a one-shot button to retrieve a table:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs

Crante order Find urder
enquiry

. Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

iZen Point of Sale user guide 257



Setting up the Point of Sale layout

Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Retrieve table.

The one-shot button is configured to retrieve a table.
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Parametars

Table

7. Press Table.

The list of available tables in the Portal is displayed.

» abc ,’ﬁ
Action Labet Background
’Boci Table
e
Balcony 1
Baicony 2
Balcony 3 5
Baicony 4
Indoor 1
Indoor 2
Indoar 3
Indoor 4

8. Select the table you want the button to represent.

The one-shot button is configured to send and retrieve transactions to the specified
table.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to retrieve an external
transaction

You can create a one-shot button to retrieve appointments from the Scheduler or the Portal

and add them to the current transaction. See Retrieving external transactions on page 606.

Note: The Point of Sale must be configured to connect to the Scheduler in order to be
able to retrieve appointments.

To create a one-shot button to retrieve an appointment:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtners
enquiry

Cronte order Find ueder

O brtent

Print sabes . Open setup

e port

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

{ Edit one-shot buttons
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

7!"-0 | Action

+' Noaction
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

abc

6. Press Load external transaction.

7. Press Transaction source.
8. Select either:

= Scheduler to configure the button to retrieve appointments from the Scheduler.

See Setting up external transaction payments on the Point of Sale on page 43.
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Portal to configure the button to retrieve external transactions created on the
Portal.

The button is configured to retrieve external transactions.

9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

12. Press ﬁ

The one-shot buttons are saved.
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Creating a one-shot button to return a gift voucher

You can create a one-shot button to refund a gift voucher. You can specify which type of
gift voucher can be returned by the button, and what amount is returned.

To create a one-shot button to refund a gift voucher:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

abc @ |

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Refund voucher.

The button is configured to refund a gift voucher.
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abc @

Labe| Background

Action

Parameters
Type

Amount

Set quantity

B

N

Press Type and select the gift voucher type the button can refund.
8. If you want to refund the full amount of gift voucher, leave the Amount field blank.

Note: Leaving the field blank prompts the operator to type in an amount. They
can refund the full amount of the voucher by leaving the amount field blank, or
type in another amount to refund.

9. If you want to refund a set amount, type the amount to be refunded in the Amount
field.

10. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

11. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

12. Press anywhere on the Transaction screen to close the One-shot button screen.

13. Press m

The one-shot buttons are saved.
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Creating a one-shot button to print sales reports
You can create a one-shot button to print the sales report from the base station.
See Printing a sales report on page 634.

To create a one-shot button to print a sales report:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print sales report.
The button is configured to print the sales report.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print takings reports
You can create a one-shot button to print the takings report from the base station.
See Printing a takings report on page 636.

To create a one-shot button to print a takings report:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print takings report.
The button is configured to print the takings report.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print time-hour reports
You can create a one-shot button to print a time-hour report from the base station.
See Printing a time-hour report on page 638.

To create a one-shot button to print a time-hour report:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print time-hour report.
The button is configured to print a time-hour report.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to print the day's receipts
You can create a one-shot button to print all the receipts of a selected day.

To create a one-shot button to print the day's receipts:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Print whole day's receipts.

The button is configured to print all the receipts made on the selected day.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to select a free or active table

You can create a one-shot button to select a table from a list of free or active tables. The
one-shot button displays a page of tables that you can filter to either free or active tables.

To create a one-shot button to select a table:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtoers
enquiry

Crante order Find ueder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Select table.

The button is configured to select an active or free table.
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abc @

Latw| Backgrouna

Action

Parameters

Show

7. Press Show.

The sub menu is displayed.

AV
abc '"
Acnan Labal Background
{_ Back Page; ‘ Add page

O

(Last selectad slalus)
Free tables

" Active tables

8. Select whether the page should display:
» Free tables, that do not currently have customers.
= Active tables, that currently have customers.
= Whichever status was selected when the select table page was last open.
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9. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

10. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

11. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.

290 iZen Point of Sale user guide




Setting up the Point of Sale layout

Creating a one-shot button to set a transaction type

You can create a one-shot button to set whether the current transaction is dine in, take away
or non-table service. The Point of Sale offers two types of table service transactions in case
you want to use different settings for each. The two table-service transaction types are
identical in every other way.

The Point of Sale offers three transaction types:

= Non-table, used for register transactions that do not send items to the kitchen.
= Take away, used for one configuration of table-service settings.
= Dine in, used for an optional second configuration of table-service settings.

The transaction type of a transaction cannot be changed once items have been sent to the
kitchen.

Note: Transaction type one-shot buttons perform the same function as the transaction
type selection buttons for the table list page. See Selecting a table on page 614.

To create a one-shot button to select a table type:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtners
enquiry

Cronwe oriter Finet ueder

Frimt labe!

Print sabes Open satup

e port
{ Edit one-shot buttons
. No sale

Handover

Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

abc @ |

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Set transaction type.

The button is configured to set a transaction type
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10.

11.

294

abc EEE;

Action

Parameters

Press Table type and select whether to set the table to Dine in, Take away or None.

If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Press anywhere on the Transaction screen to close the One-shot button screen.

Press .

The one-shot buttons are saved.
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Creating a one-shot button to display an external web
page

You can create a one-shot button to display an external web page on top of the Point of
Sale. The button must be configured to a specific web page, as the display window does
provide a browser search or address bar.

not

e The web page doesn't load: Some web pages do not allow this kind of access.

For example, google's search engine cannot be loaded within the Point of Sale. If a blank

page is displayed, the web page you have selected cannot be loaded within the Point of
Sale.

To create a one-shot button to display an external web page:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Crone oriter Fina urder

Print sales oP'" setup

e port

No sale
Handover

Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

5. Press Action.

The list of available one-shot button actions is displayed.

abc @ |

" Noaction

Advance

Lleaie ongey

Cistomer enguary

ustomer payment

Edit one-shot buttons

Find order

6. Press Show external page.

The button is configured to display a web page.
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Ladet Bacaground

Action

Parameters

Press Title.
8. Type the title you want displayed above the web page.
Press URL.
10. Type the URL of the page you want displayed.

The button is configured to display the specified web page under the title.

AMC Portal

4

convergent

Velcome to the AMC 'QA Relesse retail portal. Data with i ths portsl is sul LJeL! to change dependng on
-\;-r 1 4 Dang done and by whom. To résst hase data soe the site n I

Please enter yoor login details

Company: Example Company
Please Enter Your Username & Password

Username: i
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11. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

12. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

13. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Create a one-shot button to tare the scale

You can create a one-shot button to override the tare of the scale for the current item if the
item's package weight is different to the norm.

See Taring the scale on page 418.

To create a one-shot button to tare the scale:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Set tare.

The button is configured to tare the scale for the current weighed item.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to enter and exit training
mode

You can create a one-shot button to turn training mode on or off on the terminal. Training
mode allows staff members to practise transactions without creating sale logs on the Portal
or opening the cash drawer.

Note: This button functions like a toggle switch: if training mode is not enabled, the
button turns training mode on. If training mode is enabled, the button turns training
mode off.

See Using the terminal training mode on page 389.

To create a one-shot button to enter and exit training mode:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Fina urder

Do brtent

Print sales Open setup
e port

¢ Edit one-shot buttons
No sale

< Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Training mode.

The button is configured to turn training mode on or off.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to make a transaction exempt

from tax

You can create a one-shot button to make a transaction exempt from tax. The button
removes all tax from a transaction.

Note: Setting a transaction as tax exempt requires the customer provide their Tax
Exempt ID during the tender process. See Recording a tax exempt ID during tender on
page 500.

To create a one-shot button to make an item exempt from tax:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronwe oriter Fina urder

Printsales  Prnt takings . Open setup
mport repon

. No sale
{ Handover

| Advance

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

¢ Edit one-shot buttons
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Tax exempt.

The button is configured to make the selected item tax exempt.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to perform X reads

You can create a one-shot button to perform an X read on the cash-drawer that the terminal
is connected to.

See Performing an X read on page 383.

To create a one-shot button to perform an X read:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press X Read.

The button is configured to perform an X read on the cash-drawer the terminal is
connected to.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to perform Z reads

You can create a one-shot button to perform a Z read on the cash-drawer that the terminal is
connected to.

See Performing a Z read on page 385.

To create a one-shot button to perform a Z read:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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5. Press Action.

The list of available one-shot button actions is displayed.

abc @

Hm,kl Action
+' Noaction ‘
Advance

Lleate ongdes

ustomer payment

Edit one-shot buttons

Find order

Gift vouche:

6. Press Z Read.

The button is configured to perform a Z read on the cash-drawer the terminal is
connected to.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Creating a one-shot button to perform ZZ reads

You can create a one-shot button to perform a ZZ read on the cash-drawer that the terminal
is connected to.

See Performing a ZZ read on page 386.

To create a one-shot button to perform a ZZ read:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Hacoumt

Note: You cannot use one-shot buttons while editing is enabled, with the
exception of buttons that open one-shot button pages. Save or cancel your changes
if you want to use the buttons.

3. Press and hold where you want the one-shot button to be placed.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

Tip: If you have already created a one-shot button, the Point of Sale matches the
background and font of the closest one-shot button when creating a new button. If
you need to create several buttons that look alike, create them near each other and
then drag them to where you want them to appear.

4. Press
The Action tab of the One-shot button screen is displayed.
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New button

T
A
A4

5. Press Action.

The list of available one-shot button actions is displayed.

abc @

7!"-0 | Action

+' Noaction

6. Press ZZ Read.

The button is configured to perform a ZZ read on the cash-drawer the terminal is
connected to.

7. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.
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8. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

9. Press anywhere on the Transaction screen to close the One-shot button screen.

The one-shot buttons are saved.
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Editing one-shot buttons

You can edit one-shot buttons to change the:

Background colour and image on the button.

See Changing the background colour or image of a one-shot button on page 122.
Text and appearance of the label.

See Changing the appearance and text of a one-shot button label on page 119.
Function of the button.

See Setting up one-shot buttons on page 101.

See One-shot button screen - Action tab on page 329.

Cancel

Note: You can press - to undo the changes you have made to the one-shot
buttons. This cancels all the changes you have made since you started editing one-shot
buttons. See Cancelling changes to one-shot buttons on page 118.

You can also delete one-shot buttons from the Transaction screen or one-shot button page.
See Deleting one-shot buttons on page 327.

To edit a one-shot button:

1.
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From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtnens
enquiry

Cronwe oriter Finet urder

Primt labe! m“

i Print mabes Open satup

Urwe -haur

mport
e port

{ Edit one-shot buttons

e

No sale
X rad

Handover

Advance
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2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.

Price

(Hscoum

e My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

4. If you want to change the button's function, see Setting up one-shot buttons on page
101.

5. If you want to change the appearance or text of the button's label, see Changing the
appearance and text of a one-shot button label on page 119.

6. If you want to change the background colour or image of the button, see Changing
the background colour or image of a one-shot button on page 122.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

7. Press anywhere on the Transaction screen to close the One-shot button screen.
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The one-shot buttons are saved.
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Deleting one-shot buttons

Delete a one-shot button to remove it from the Transaction screen or one-shot button page.

Note: If you delete a button accidentally, you can press to undo the changes
you have made to the one-shot buttons. This cancels all the changes you have made
since you started editing one-shot buttons. There is no way to retrieve a deleted button if
your changes have been saved. See Cancelling changes to one-shot buttons on page 118.

To delete a one-shot button:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Cumtners
enquiry

Cronwe order Fina ueder

D brtent

Frimt labe!

Print sbes Open setup

e port

{ Edit one-shot buttons

. No sale

B Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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| 4

3 gin QM voucher | 1
POR

vourher
!
Quantity

Price

‘ Hacoum
\

3. Press the button you want to delete.
The @ and \l icons are displayed.

4. Press and hold the @ icon.
The button turns grey and is deleted.

e The button won't delete: If the button does not turn grey, and instead

opens the One-shot button screen, you did not press on the @ icon accurately
enough. Try pressing on the top half of the icon as accurately as you can.

The one-shot buttons are saved.
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One-shot button screen - Action tab

Use the Action tab to define what the one-shot button does.

Opening the One-shot button screen - Action tab

To open the One-shot button screen - Action tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoone |
enquiry

Cronte order Finet urder

¢ Open setup
¢ Edit one-shot buttons

{ No sale

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Edit mode Carneal Soow
Hosd 2 bulion to eat

Load
wrtmrnsl
vansaction

Quantity 0

Price

Hacoumt

o My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

4. Press

The Action tab of the One-shot button screen is displayed.
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New button

T
A
A4

One-shot button screen - Action tab key fields and buttons

Field Description

Action The action the button performs. See Setting up one-shot buttons on page
101.

Parameters The parameters related to the selected action.

Note: The available parameters depend on which action is selected.
Some parameters are optional. Please view the procedure for the
specific action. See Setting up one-shot buttons on page 101.
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One-shot button screen - Label tab
Use the Label tab to edit the appearance and text of the label on a one-shot button. You can:

= Select whether or not the label is displayed.
= Qverride the label text.
= Select the font, colour and positioning of the label.

See Changing the appearance and text of a one-shot button label on page 119.

Opening the One-shot button screen - Label tab

To open the One-shot button screen - Label tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

. Open setup

¢ Edit one-shot buttons

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Hacoumt

e My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

s press ADC

The Label tab of the One-shot button screen is displayed.
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S =
Howd 2 burton 1o
Actien Backgrouna
Label
‘ Label Defaull
m“ Show label v
——— Font size Sma
Wagiy em Font family s conl
Font style Hold
Set Wy Text alignment entred
- Text position Mi¢kse
Text color (Aufornmdic)
New button
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One-shot button screen - Label tab key fields and buttons

Field Description

Label The text that appears on the button, if Show label is selected. If no text is
specified, the button uses either:

= The default text supplied for its action. For example, Reprint receipt.

= The label defined by the POS Button Label field in the Portal, if the
button is for an item lookup and the item has a button label defined
in the Portal.

Note: If you override the default label, the button text no longer
updates. For example, one-shot buttons representing tables do not
display the customer name if the button label has been overridden.

Show label  Select to show the label on the button.

Font size Select the size of the label text on the button.

I can't make the font larger: At its largest setting, the Point of Sale
displays the font at the maximum size that allows all the button text to
be visible. If you need the font to be larger, either increase the size of
the button, or use a shorter label.

Font Select the font family to use:

famil
y = Serif - the letters have "tips™ and "wings", such as Times New

Roman.
= Sans serif - the letters do not have "tips" and "wings", such as Avrial.
= Cursive - the letters look like they are handwritten.

= Monospace - all letters are given the same amount of space, such as
Courier.

Font style Select the style of font to use:

= Normal
= Bold
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Field Description
= Jtalic
= Bold italic.
Text Select whether the text is aligned to the left, the centre or the right of the

alignment  button.

Text Select whether the text is positioned at the top, the middle or the bottom of
position the button.

Text Select the colour of the label. Press AUTO to have the Point of Sale
colour automatically select the most readable colour based on the button's

background colour.

For more information on configuring colours, see Terminal setup screen -
One-shot buttons tab on page 67.
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One-shot button screen - Background tab

Use the Background tab to edit the colour and background image of a one-shot button. You
can:

= Select a preset colour.
= Customise the button's colour.
= Select an image from the Portal to display on the button.

See Changing the background colour or image of a one-shot button on page 122.

Opening the One-shot button screen - Background tab

To open the One-shot button screen - Background tab:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Print saes . Open setup
{ Edit one-shot buttons
. No sale

{ Handover

2. Press Edit one-shot buttons.

One-shot button editing is enabled on the Transaction screen.
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Edit mode Carneal Soow
Hosd 2 bulion to eat

Load
wrtmrnsl
vansaction

Quantity 0

Price

Hacoumt

o My buttons don't work: You cannot use one-shot buttons while editing is
enabled, with the exception of buttons that open one-shot button pages. Save or
cancel your changes if you want to use the buttons.

3. Press and hold the one-shot button you want to edit.

The One-shot button screen is displayed.

Note: The Point of Sale displays the most recently-viewed tab of the One-shot
button screen. This is useful if you want to quickly edit the same attributes of
multiple buttons.

N

2 \]

The Background tab of the One-shot button screen is displayed.

4. Press
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One-shot button screen - Background tab key fields and buttons

Field Description

Colour The colour of the button.

Press Colour to display the colour presets and customisation.

> abc

Action Labet Background

§, Back \ Colour

T | —— |
Prenos 20 [
Bluee 26 g ——

HTML. #b31ata -

fecarrmendwd

For more information on configuring colours, see Terminal setup screen - One-
shot buttons tab on page 67.
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Field Description

Image The background image on the button.

Press Image to display the available images.
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Basic terminal functions

Manage the terminal cash levels, no-sales and logged-in users from the Transaction screen

of the Point of Sale.

Key terminal concepts

Please see the Glossary on page 649 for information relating to the following terms:

Advance No-sale
Base station Operator
Cash drawer

Handover

Also see:

= Transaction screen on page 455.

= Advance screen on page 391.

= Handover screen on page 394.

= Change price screen on page 397.
= Petty cash screen on page 400.

= User messages screen on page 407.
= Print label screen on page 403.
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Point of Sale
Site
Terminal

Terminal group
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What you can do:

The following topics explain basic terminal functions:

Logging in to the terminal on page 348.

Logging out of the terminal on page 346.

Swapping operators on page 350.

Changing the operator colour on page 351.

Providing supervisor authorisation on page 353.
Recording a no-sale on page 354.

Recording an advance on page 355.

Recording a handover on page 357.

Changing an item's price on the Portal on page 359.
Recording petty cash expenses on the Point of Sale on page 376.
Reading user messages on page 380.

Reprinting the last receipt on page 372.

Printing a label for an item sold by unit on page 364.
Printing a label for an item sold by weight on page 368.
Performing an X read on page 383.

Performing a Z read on page 385.

Performing a ZZ read on page 386.

Displaying an external web page on page 387.

Using the iPad scanner on page 362.

The following topics explain the tasks related to adding items to transactions:

344

Finding an item on page 411.

Selling an item by unit on page 414.

Selling an item by weight on page 416.
Taring the scale on page 418.

Changing an item's quantity on page 429.
Applying a discount to an item on page 434.
Removing or changing a discount from an item on page 437.
Overriding the price of an item on page 441
Refunding an item on page 424.

Creating gift vouchers on page 421.

Adding options to items on page 432.

iZen Point of Sale user guide



Adding a loyalty card on page 444.
Parking a transaction on page 448.

Restoring a parked transaction on page 449.

Voiding an item on page 451.
Voiding a transaction on page 453.

Also see:

Selling and refunding items on page 4009.
Site reports on page 633.
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Logging out of the terminal
Log out of the terminal when:

= You have finished using it.
= You want to move the terminal to another site.

@ S
I can't log out: Depending on your configuration, the button may be

disabled if you have an open transaction. Park your transaction and then press

Log out : : : : :
. If the Point of Sale is configured to allow operators to log out with an active

transaction, the transaction is automatically parked. See Parking a transaction on page
448.

To log out of the terminal:

.
1. From the Transaction screen, press :

Cumtners
enquiry

Crante orter Finet ueder

Print tabe! Petly cash

Print
Urwe -hauy
e port

Print sales Prnt takings
mport repant

————

The terminal logs you out and switches to the next remaining logged-in operator.
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Operator log In
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Logging in to the terminal

You must log in to the terminal before you can use it. Logging into the terminal is slightly
different depending on whether:

Another operator is already logged in.
The Point of Sale is configured to allow more than one operator to log in at a time.

To log in to the terminal:

1.

348

If an operator has already logged in to the terminal, the Transaction screen is

Log in

displayed. Press

Cumtners

- F
eriquiry Cronwe oriter i urder

Frimt labe!

Print sales
e port

Log in
Note: If - is not displayed, the Point of Sale is configured to only allow

o
one operator to log in at a time. Press to log the current operator out.

The Operator log in screen is displayed.
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Operator log in

The Transaction screen is displayed.

o : Crante orter Find urtder
enquiry

Rexore
tramsaction

Sell

Hutima

Note: The one-shot buttons on the left are configurable and may appear
differently on your Point of Sale. See Setting up one-shot buttons on page 101.
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Swapping operators

If more than one operator is logged into a terminal at the same time, you can swap
operators.

To swap operators:

1. Press the button that corresponds to the operator you want to swap to.

Bob

For example,

The operator is swapped.
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Changing the operator colour
Each operator can be distinguished by a colour on the terminal. The operator colour affects:

= The operator button on the bottom left of the screen
= The frame of colour around the Item field.

Note: Operator colours must be enabled by selecting Use operator button colours in
the Miscellaneous tab of the Terminal setup screen before they can be changed. See
Terminal setup screen - Miscellaneous tab on page 72.

To change the operator colour:

1. Press and hold the operator button you want to change.

Ow it

Create crder Findd order
oOguy

O itor Raptint

ik 3 -
> Vaea 3 yrmo mt receipt

Print bel

1

Quantity

Price

(iscount

Log in Lisg out

Note: If your terminal is configured to require supervisor authorisation, the
supervisor authorisation screen is displayed.

The available operator colours are displayed in the Set button colour screen.
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O bt
enquwy

Ciwale erdder Find order

Repont

"
Privt invusce roceipt

Prnt labe|

Set button colour

. . . . e
tansaction
. . . . .

Sell

Log Log ow

2. Select the colour you want.

Note: You can see how different colours look by selecting them before you close
the Set button colour screen.

3. When you have selected the colour you want, press the Item field.

The new operator colour is selected.

352 iZen Point of Sale user guide



Basic terminal functions

Providing supervisor authorisation
Supervisor authorisation may be required for certain tasks such as:

= Changing the site of a terminal.

See Connecting a terminal to a site on page 81.

= Changing the terminal settings.
See Setting up a terminal on page 79.

= QOther actions depending on the terminal’s security settings.

See Terminal setup screen - Security tab on page 50.

To provide supervisor authorisation:
1. Complete the action that requires supervisor authorisation.

The Supervisor authorisation screen is displayed.

Supervisor authorisation

Authorise

2. Type in your supervisor operator code and password.

3. Press

The action is authorised.
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Recording a no-sale
Record a no-sale when you need to open the cash drawer without a transaction.

To record a no-sale:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Primt labe |

Peine Prind takings Open setup

Bme baur
repon

repon uan =
Quantity ¢ Edit one-shot buttons

¢ No sale
Price

Handover
Discount

Advance

2. Press No sale.

The cash drawer is opened.

Note: Depending on your Point of Sale configuration, you may need a
supervisor's authorisation. If you are a supervisor, you may need authorisation
from another supervisor.
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Recording an advance

Record an advance when you need to add cash to the cash drawer without a transaction. For
example, when you need to add change.

To record an advance:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Print sales Print takings ¢ Open setup

e port repart

¢ Edit one-shot buttons

. No sale

2. Press Advance.

The Advance screen is displayed.
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Advance:

$100.00

See Advance screen on page 391.

3. Select the amount of cash you want to add to the cash drawer by:
= typing the amount using the keypad
= pressing the Quick amount buttons on the left.

Tip: You can combine these options. For example, you can press the exact
amount button and then add more using the cash amounts or keypad.

4. Press the Tender type button for the tender type you want to use.

for a cash advance.

For example,

The advance is complete.

Note: Depending on your Point of Sale configuration, you may need a supervisor's
authorisation. If you are a supervisor, you may need authorisation from another
supervisor.
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Recording a handover

Record a handover when you need to remove cash from the cash drawer without a
transaction. For example, when you need to reduce the cash drawer balance to below the
floor limit.

To record a handover:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Frimt labe!

Print sales Print takings ¢ Open setup

report repon

{ Edit one-shot buttons

. No sale

{ Handover

2. Press Handover.

The Handover screen is displayed.
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Handover:

Close

See Handover screen on page 394.

3. Select the amount of cash you want to remove from the cash drawer by:
= typing the amount using the keypad
= pressing the Quick amount buttons on the left.

Tip: You can combine these options. For example, you can press the exact
amount button and then add more using the cash amounts or keypad.

4. Press the Tender type button for the tender type you want to use.

For example, for a cash handover.

The handover is complete.

Note: Depending on your Point of Sale configuration, you may need a supervisor's
authorisation. If you are a supervisor, you may need authorisation from another

supervisor.
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Changing an item's price on the Portal

You can change the prices for each price level of an item using the Point of Sale.

Note: These changes are permanent and affect all sites that sell this item. If you want to
temporarily override the price of an item, see Overriding the price of an item on page
441.

Note: You must have the Price Edit Portal privilege to change item prices, even if you
are a site supervisor.

Note: You must have a one-shot button configured to change item prices. See Creating
a one-shot button to change an item's price on the Portal on page 191.

To change an item's price:

1. Press the Price change one-shot button.

Cumtooms

F
enquiry Crone orter i sethe s

[}

" »
Frimt label | Pty cashy ’ ,""‘:_'_

Print
Urwe -haur
e port

Print sales Prnt akings
e port repont

[(—————

X rwad

Note: Your one-shot button configuration may look different to the
documentation.

The Price change screen is displayed.
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Cronte order Findt ueder

Frimt labe!

HPea<e =ox

Print
e -hauy
e port

Print sales Pont akings
mport repont

[ ———

2. Press Item.

The Select item screen is displayed.

Primt labe!

2003 Lenbndge Pinot Nod (2013)
2kg Buy (464)

Print o
Hmabour Print sales Prnt takings Amercian T Bones (70)

e port repont
12 pornt pe Lo

Armies Lane Chardamay (9000)
Arges OF Beal (189)

Asada (36)

Babich Sav Blanc (9016)

Baby Veal (34)

Basit & Conande (473)

3. Type part or all of the item name in the Item field.

The list is filtered to the first twenty items that match your selection.

but does not return items with "green".

Note: The filter searches from the beginning of each word in the item name, not
mid-word. For example, “re" returns all items with “red" and "ready" in the name,
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4. Press the item you want to change the price of.

The Price levels area is displayed on the Price change screen.

Customs
enquiry

Cronte orer Fined urder

Primt labe!

Print
Urwe -hauy

Print sales Pont takings ‘
12 port RERN repart Price level 1

Price level 2 419

Price level 3 %3 69

Price level & 309

Price level 5 5249

Upeate

5. Press the price level you want to change and type the new price.

6. When you have finished changing the item price, press [ - ]

The price changes are sent to the Portal.
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Using the iPad scanner

If you want to connect an external barcode scanner to your iPad terminal, you must enable
the iPad scanning mode.

Note: If you have iPad scanning mode enabled but no scanner attached to the iPad
terminal, the on-screen keyboard is continually displayed. Turn off the iPad scanning
mode when the external scanner is not attached. iPad scanning mode is not required for

terminals that are not iPads.

To turn the iPad scanner mode on or off:

1.

362

From the Transaction screen, press E

The Point of Sale menu is displayed.

Customs
enquiry

Cronte order Fine ueder

O brtent

Primt labe! M;ﬁ

Print sales Prnt akings
e port repornt

Press Open setup.

The Terminal setup screen is displayed.

{ Edit one-shot buttons

Open setup

No sale

Handover

Advance

Note: The Point of Sale displays the most recently-viewed tab in the Terminal

setup screen.

Press Miscellaneous.

The Miscellaneous tab is displayed.
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Terminal setup

Service charge

Service charge tax rate

Show currency images
Enable iPad scanner

Use large display

Enable operator button colours

Customer detalls to capture

Emall address

Postcode

See Terminal setup screen - Miscellaneous tab on page 72.

4. Press Enable iPad scanner to either:

1. (V’) Turn the iPad scanner on.
2. (X) Turn the iPad scanner off.

5. Press .

The Supervisor authorisation screen is displayed.

Supervisor authorisation Cancel

Authorise

6. Type in your supervisor operator code and password.

7. Click

The changes are saved.
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Printing a label for an item sold by unit

Note: This topic is for printing labels for items that are sold by unit. To print labels for
items that are sold by weight, see Printing a label for an item sold by weight on page
368.

You can print different kinds of labels from the Point of Sale.

Note: You must have a one-shot button configured to print a label. See Creating a one-
shot button to print labels on page 237.

To print a label:

1. Press the Print label one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Customs

enquiry Crone order Find urder

Print labe! M;ﬁ

Print sales
mport

The Label type screen is displayed.
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Please select label type

Normal label
Nutrition panel

Cooking instructions

Primt label
Packing label
Frozen label
Print
Urwe -haouy Flxed barcode

e port

(13

X ad

2. Press the type of label you want to print.

See Print label screen on page 403.

The Label screen is displayed.

Back Normal label

tem Pease ot an dem

Batch number

Primt labe!

Use alternative design x

Print
Urwe -y

e port

2

3. Press Item.

The Item screen is displayed.
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Back ftem
2003 Lenbeidge Pinot Noi (9013
2kg Buy (404)

Ameroan T Bones (T0)

Frimt labe!

Annes Lane Chardonnay (9000
Argles Of Bewf (189)
Print
Urwe -hauy Asado (38)
1u port {
Babich Sav Blanc (9016)
Baby Veal (34)
Basi & Corlande (473)

Basi| Chill Bee (425)

8bq Chickan (364)

Bbq Chicken (404)

4. Type part or all of the item name in the Item field.
The list is filtered to the first twenty items that match your selection.

Note: The filter searches from the beginning of each word in the item name, not
mid-word. For example, "re" returns all items with "red" and "ready" in the name,
but does not return items with "green".

5. Press the item you want to print a label for.

The Label screen is displayed.

Back | Normal label

tem Coltes Lage (2001
Best before
Price
Quantity

Total

Print
Urwe -haur
12 pornt

Batch number
Use alternative design

Labels to print
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6. Edit the item Price or Best before, if required.
7. Type in the quantity of the item you want to appear per label.

For example, if you are creating a bundle of 5 items per label, type 5.

8. Type in a unique Batch number for the set of labels.
9. Select to use an alternative label design if required.
10. Type in the number of labels you want to print with this selection.

11. Press "™

The labels are printed.
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Printing a label for an item sold by weight

Note: This topic is for printing labels for items that are sold by weight. To print labels
for items that are sold by unit, see Printing a label for an item sold by unit on page 364.

You can print different kinds of labels from the Point of Sale.

Note: You must have a one-shot button configured to print a label. See Creating a one-
shot button to print labels on page 237.

To print a label:

1. Press the Print label one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Customs
enquiry

Cronwe oriter Fina ueder

Print sales
e port

The Label type screen is displayed.
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Please select label type

Normal label
Nutrition panel

Cooking instructions

Primt label
Packing label
Frozen label
Print
Urwe -haouy Flxed barcode

e port

(13

X ad

2. Press the type of label you want to print.

See Print label screen on page 403.

The Label screen is displayed.

Back Normal label

tem Pease ot an dem

Batch number

Primt labe!

Use alternative design x

Print
Urwe -y

e port

2

3. Press Item.

The Item screen is displayed.
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2003 Lenbeidge Pinot Noi (9013
2kg Buy (404)

Ameroan T Bones (T0)

Frimt labe!

Annes Lane Chardonnay (9000
Argles Of Bewf (189)
Print
Urwe -hauy Asado (38)
1u port {
Babich Sav Blanc (9016)
Baby Veal (34)
Basi & Corlande (473)

Basi| Chill Bee (425)

8bq Chickan (364)

Bbq Chicken (404)

4. Type part or all of the item name in the Item field.
The list is filtered to the first twenty items that match your selection.

Note: The filter searches from the beginning of each word in the item name, not
mid-word. For example, "re" returns all items with "red" and "ready" in the name,
but does not return items with "green".

5. Press the item you want to print a label for.

The Label screen is displayed.

Bock Normal label

Item runorkal Lamb Saussges (538)
Best before
Price
Tare

Weight

Print
Urwe -haur

e port Total

Batch number

Use alternative design

370 iZen Point of Sale user guide




Basic terminal functions

6. Edit the item Price or Best before, if required.

Note: The weight of the item on the label is determined by the scale and cannot be
changed. Labels must be printed individually for items sold by weight.

Type in a unique Batch number for the set of labels.
8. Select to use an alternative label design if required.

Prriimt

9. Press

The labels are printed.
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Reprinting the last receipt

You can reprint the receipt of the last transaction that the terminal finalised.

Note: You cannot use this feature to reprint a receipt other than the most recent receipt.
If you want to reprint a receipt that is not the most recent, see Reprinting a selected
receipt on page 373.

Note: You must have a one-shot button configured to reprint the last receipt. See
Creating a one-shot button to reprint the last receipt on page 245.

To reprint the last receipt:

1. Press the Reprint last receipt one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

y

Quantity 0

Price

Hacoumt

The receipt is reprinted.
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Reprinting a selected receipt

You can reprint the receipt of any transaction that the terminal finalised in the last thirty
days.

Note: You must have a one-shot button configured to reprint a selected receipt. See
Creating a one-shot button to reprint a selected receipt on page 253.

To reprint the last receipt:

1. Press the Reprint receipt one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

P prust
mesipt

ediimin PO o oucher

youcher

Log »n Log out

The Reprint receipt window is displayed.
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Load

oninral
ansaction

Reprint receipt

Log »n L og out

2. Press the date to select the date of the receipt you want to reprint.

The transactions of each terminal on that date are displayed.

Loud
onimrnal
ansaction

Reoprint receipt

Terminal 1

Journal 12

Journal 11

3. Press the receipt you want to reprint.

A preview of the selected receipt is displayed.
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Load

oninral
Wansaction

Vam Journal 12

Sample Store

Tax Invoice
ABN 1111111131111
Waverly Rd, wheelars MiLL

Coffee
52 Ites $32.00
999 Corl Clip Double Prong 481

Change Due $0.00

$3.30 65T included in the Total

Thank you for shopping At AMC s

Rapring

Log »n Log out

4. Press .

The receipt is printed.
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Recording petty cash expenses on the Point of Sale

You can record petty cash expenses to specific departments on the Point of Sale.

Note: Petty cash can only be accessed from a one-shot buttons on your Point of Sale.
See Creating a one-shot button for petty cash on page 229.

To record a petty cash expense:

1. Press the Petty cash one-shot button.

Brimt label

Print

Urwe -houy

Print sales Prnt akings
mport repont

1u port

(13

Note: Your one-shot button configuration may look different to the
documentation.

The Petty cash screen is displayed.
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Cronte order Findt ueder

Frimt labe! ‘ Add parchase |

No purchases entered yet

Print

rint ]
Urwe -hout Pvitsiee

mport
1u port pe

X rwad

Finallse

Add purchase ]
2. Press :

The available petty cash expense departments are displayed.

Cronwe oriter Fina urder

Frimt label \, Back ‘ Account

" 250 Purchases
Print
Print sales
Urse -haur mport
1eport o 305 Advertising

A30 Stationary

625 Cleanng
655 Laurky
670 RepmiraMairt Sharpenng

735 Supplhes

3. Press the appropriate department for the expense.
4. Press Amount.
5. Type in the expense amount.
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Cronte order Findt ueder

Primt tabel ( Back | Purchase details

Print
e -hauy

Print sabes | Account 250 Purchase
mport

1 port [
| Amount
1

X rwad

6. Press .

7. If you have more petty cash expenses to record, add each expense by pressing

[ Add purchase

8. When you have finished adding petty cash expenses, press .

Crante orter Fin urder

|
Primt tabe! FQW cash ) Add purchase
" J

250 Purchases §2345 ©

Print
Urwe -hauy

Print sales

e port
e port pe

The petty cash expense is recorded.
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The cash drawer is opened.
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Reading user messages

You can read messages sent via the Portal on the User messages screen on the Point of

Sale.

The Point of Sale checks for messages when it first loads, and every five minutes thereafter.

New messages are indicated by the glowing E button.

Note: Read messages are available until the Point of Sale is reloaded.

To read messages from the Portal:

1. Press . on the Transaction screen

Crustisre
enguiry

Primt labe |

Pring
wme -bour
repon

Creaw ordor

Pty cash

Prwnt mtine
report

Fiod oettnr

Print takings
epon

Quantity

Price

Discount

Note: You can still open the User messages screen even if the button is not
glowing.

The User messages screen is displayed.
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Usermessages

Sandra Boyd
Reminder Promotion

2. Press the message you want to read.
Usermessages

Sandra Boyd
Reminder Promotion

The message is displayed.
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Userimessages

Sandra Boyd Please ensurs the promotenal malenals are clearly on display before opsring tonomow

Heminder: Fromotior
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Performing an X read

Perform an X read during the day to print a report including:

The sales summary, including discounts, services charges, tax and rounding.
The transaction totals.

The terminal activity, including transaction totals by tender type, all advances,
handovers, voids and petty cash allocations.

The total amount subtracted in item and sales discounts.

The number of transactions per tender type.

The total taxable and non-taxable sales, and tax collected.

The number of transactions and total takings per each hourly block.

Note: An X read does not change the cash-drawer totals. If you want to set the totals to
zero in order to perform a cash-up, see Performing a Z read on page 385.

Note: You must have a one-shot button configured to perform an X read. See Creating a
one-shot button to perform Z reads on page 316.

To perform an X read:

1.

Press the X Read one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Custoerse

eriquiry Cronwe orter Find vrder

Print
Urwe -haur
e port

Print sales Prnt takings
e port repont

e
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The X read is printed.

384 iZen Point of Sale user guide



Basic terminal functions

Performing a Z read
Perform a Z read at the end of the day to:

= Printan X read report.
See Performing an X read on page 383.

= Zero a cash-drawer's totals after printing the report in order to complete a cash-up.

Note: A Z read sets the day's takings to zero, and should only be performed at the end of
the day. If you want to view the totals without changing them, perform an X read. See
Performing an X read on page 383.

Note: You must have a one-shot button configured to perform a Z read. See Creating a
one-shot button to perform Z reads on page 316.

To perform a Z read:

1. Press the Z Read one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Cumtors

eriquiry Cronte order Fin urder

Primt labe! "“

Print
tiwe -haur
e port

Print sales Pont akings
mport repont

Prics

Diecoant

The Z read is printed and the cash-drawer totals reset.
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Performing a ZZ read
Perform a ZZ read to:
= Printan X read report.
See Performing an X read on page 383.

= Zero a cash-drawer's totals after printing the report in order to complete a cash-up.
= Zero all the sales and transaction report data.

See Site reports on page 633.

Note: A ZZ read sets the day's takings to zero and delete all sales and transaction data,
and should only be performed at the end of the day after any required site reports have
been printed. If you want to view the totals without changing them, perform an X read.
See Performing an X read on page 383.

Note: You must have a one-shot button configured to perform a ZZ read. See Creating a
one-shot button to perform Z reads on page 316.

To perform a ZZ read:

1. Press the ZZ Read one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Cumtooms

F
enquiry Crone oriter i sether

Frint label | ity ety

Print
Urwe -hauy
e port

Print sales
rmport

Discoatit

The ZZ read is printed and the cash-drawer totals and sales reports data are reset.
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Displaying an external web page

You can display an external web page within the Point of Sale using a one-shot button.

Note: External web pages can only be displayed using a one-shot buttons configured to
the specific page. See Creating a one-shot button to display an external web page on

page 295.

To display an external web page:

1. Press the Show external page one-shot button.

Change: $0.45

Show
extorms)
P3G

J

Note: Your one-shot button configuration may look different to the
documentation. The Show external page one-shot button may have a different

label.

The external web page is displayed.
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AMC Portal

<

amc
'comergentit

Welcome to the AMC 'QA Relesse retail portal. Data with in this portal is subject to change depending on
what teshing # beng done and by whom. To résst hase data see the site many
Please enter your login details

Company: Example Compary

Please Enter Your Username & Password

Username:
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Using the terminal training mode

User the terminal training mode to practise adding items and tenders to a transaction
without impacting the Portal records.

| - : :

* Note: Training mode only affects transactions. All other actions that do not
involve a transaction such as changing a customer's loyalty details, changing the
terminal settings or performing a price change are not affected by training mode. These
actions are processed by the terminal and the Portal as normal.

When a terminal is in training mode:

= All transactions operate without sending information to the portal or opening the
cash-drawer. These include:

= table orders

= customer orders

= debtor payments

= standard item sales and refunds
= advances

= no-sales

handovers.

Note: Gift voucher sales and redemptions are automatically validated by the Point
of Sale for the purposes of the transaction, but gift vouches created or redeemed
from a terminal in training mode are not created or redeemed on the Portal.

= Receipts printed from transactions are clearly marked with 'Training mode'.

= Transactions that were initiated by a terminal in normal sales mode cannot be
modified, voided or finalised.

For example, if you create and then park a transaction in normal sales mode, then
enter training mode and restore that transaction, you cannot make any changes to that
transaction, void it or finalise it. You must either park the transaction or exit training
mode.

Note: Transactions from training mode cannot be viewed, modified, voided or finalised
outside of training mode. If a transaction is created in training mode and parked, any
terminal that restores that transaction is automatically put into training mode until the
transaction is voided, parked or finalised.
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Note: To use the terminal training mode, you must have a one-shot button configured to
open the training mode. See Creating a one-shot button to enter and exit training mode
on page 304.

To use the terminal training mode:

1. Press the Training mode one-shot button.

The terminal is put into training mode.

Custorne |
enquiry

Cronwe oriter Fina ueder
:

\ Exlt raiming
mode

Primt lavel Petty cash

Print

Yin Prnt n
Hms ooy Print sales it akings

e port repont
e port e pe

2. When you have finished training, press the Training mode one-shot button a second
time.

The terminal is put into normal sales mode.
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Advance screen

Use the Advance screen to record cash that is added to the cash drawer without a
transaction. For example, when you need to add change. See Recording an advance on page
355.

Opening the Advance screen

To open the Advance screen:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

¢ Open setup
{ Edit one-shot buttons

. No sale

)] < Handover

2. Press Advance.

The Advance screen is displayed.
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Advance:
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Advance screen key fields and buttons

Field Description

The Item field displays the amount selected to add to the
cash drawer.

Advance: X x|

Press an amount on the Quick amount buttons to add to
the cash drawer. For example, to add $250, you can press
$100 twice and $50 instead of typing the amount in the
keypad.

Type an amount to add to the cash drawer.

Press the button that corresponds to the tender type you
want to use to complete the advance.

Note: Depending on your Portal configuration, there
may be more than one Tender type button.

Close the Advance screen without completing the

Close
advance.
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Handover screen

Use the Handover screen to record cash removed from the cash drawer. For example, if the
cash drawer balance needs to be reduced back to the floor limit. See Recording a handover
on page 357.

Opening the Handover screen

To open the Handover screen:

1. From the Transaction screen, press E

The Point of Sale menu is displayed.

Custoone |
enquiry

Crante order Finet urder

¢ Open setup
{ Edit one-shot buttons

. No sale

2. Press Handover.

The Handover screen is displayed.

394 iZen Point of Sale user guide



Basic terminal functions

Handover: | &
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Handover screen key fields and buttons

Field

Description

Handover:

The Item field displays the amount to be removed from
the cash drawer.

Press an amount on the Quick amount buttons to be
removed from the cash drawer. For example, to add
$250, you can press $100 twice and $50 instead of typing
the amount in the keypad.

Type an amount to remove from the cash drawer.

Press the button that corresponds to the tender type you
want to use to complete the handover.

Note: Depending on your Portal configuration, there
may be more than one Tender type button.

Close

Close the Handover screen without completing the
handover.
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Change price screen

Use the Change price screen to send changes to the price levels of an item back to the
Portal. See Changing an item's price on the Portal on page 359.

Note: These changes are permanent and affect all sites that sell this item. If you want to
temporarily override the price of an item, see Overriding the price of an item on page
441.

Note: You must have the Price Edit Portal privilege to change item prices, even if you
are a site supervisor.

Opening the Change price screen

To open the Change price screen:

1. Press the Price change one-shot button.

Cumtooms

F
eriquiry Crone oriter it wrther

Frint label | ity ety

Print sales Prnt akings
e port repont

Note: Your one-shot button configuration may look different to the
documentation.

The Price change screen is displayed.
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Cumtoers
enquiry

Cronte order Find urder

Print sales
mport

Price change screen key fields and buttons

Item area

The item area displays the item you have selected to change.

Field Description

Item  The item you want to change the price levels of. Press to select another item.

See Changing an item's price on the Portal on page 359.
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Price level area

The item area displays the prices for each price level of the item you have selected to
change. Press a price level to change its price.

Note: Some items may not use different price levels, or may use fewer than the
configuration in the documentation.

Field Description

Price level  The price level that is typically used for standard retail sales.
1

Price level  The price level that is typically used for a slight discount from the retail
2 sales price.

Price level  The price level that is typically used for a moderate discount from the retail
3 sales price.

Price level  The price level that is typically used for a high discount from the retail
4 sales price.

Price level  The price level that is typically used for the greatest discount from the
5 retail sales price.
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Petty cash screen

Use the Petty cash screen to record petty cash expenses taken from the cash drawer.

Opening the Petty cash screen
To open the Petty cash screen:

1. Press the Petty cash one-shot button.

Cumtners
enquiry

Cronte order Find urder

Print

Pt takin
Urwe-hour Print sales 0t tkings

mport repont
e port

Note: Your one-shot button configuration may look different to the
documentation.

The Petty cash screen is displayed.
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Customs
enquiry

Cronte order Findt ueder

Frimt labe!

! No purchases entered yet

Print sales
mport

l
!
|
]
Zrend }

See Recording petty cash expenses on the Point of Sale on page 376
Petty cash screen key fields and buttons

Petty cash area

The petty cash area lists the expenses you have recorded. You can add, edit or delete
expenses before finalising.

Field Description

[ Add purchase Press to add another petty cash expense.

IOt 22458 1 The amounts and accounts listed in this
petty cash record.

Note: You can press an expense to edit

the amount, or press @' to delete it.

Total The total amount of the listed petty cash
expenses.

Press to finalise the record of petty cash
Finalise
expenses.
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Purchase details area

Use the purchase details area to select the petty cash account and the amount of the
expense.

Field Description
Back Return to the Petty cash area when you have finished your selections.
acC
Account

The account the expense is allocated to.

Note: Press Account to select from the list of petty cash general ledger
accounts.

Amount The amount spent on this expense.
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Print label screen

Use the Print label screen to print different types of labels for items sold by unit or weight,
including:

= Sales labels

= Nutritional information

= Cooking instructions

= Packing labels

= Frozen labels

» Price-embedded barcodes.

Opening the Print label screen
To open the Print label screen:

1. Press the Print label one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Custorns

F
enquiry Cronte order ind wrder

Print
e -hauy

Print sales Prnt takings

e port report

1% port ouanmy

The Label type screen is displayed.
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Please select label type

Normal label
Nutrition panel

Cooking instructions

Frimt labe!

Packing label
Frozen label

Flxed barcode

Print label screen key fields and buttons

Select label type area

Use this area to select the type of label to be printed.

Label Description
Normal label Press to print a normal item label.
Nutrition panel Select to print an item's nutrition information.
Cooking instructions Select to print an item's cooking instructions.
Packing label Select to print an item's packing label.
Frozen label Select to print an item's frozen goods label.
Fixed barcode Select to print a price-embedded barcode for the item.
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Label type area

Use this area to select the details to print on the label.

Note: Different fields are displayed depending on whether the selected item is sold by
unit or by weight.

Field Description
Item Press to select the item the label is printed for.
Best before Press to select the item's best before date.
Price Press to change the item price (per unit or weight) to print on the label.

Note: This does not send the price change back to the portal. To
change the price of an item permanently, see Changing an item's
price on the Portal on page 359.

Quantity The quantity of items to print on each label. For example, if you are
bundling three items to sell together, the quantity is three.

Note: This field is only displayed for items sold by unit. The
quantity of weighed items is determined by the item on the scale.

The packaging weight to subtract from the item's total weight. See

Tare Taring the scale on page 418.
Note: This field is only displayed for items sold by weight.
Weight The weight of the item to be labelled.
Note: This field is only displayed for items sold by weight. The
weight of the item is taken from the scale and cannot be changed.
Total The price total for the label, calculated by the price per unit or weight

multiplied by the quantity or weight of the item.
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Field Description

Batch number  Press to type in a batch number to identify the labels.

Use Select if you want to use a custom label design instead of the standard.
alternative
design

Labels to print  Press to select how many labels to print. For example, if you have
twenty bundles of items to sell, the Labels to print field is twenty.

Note: This field is only displayed for items sold by unit.
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User messages screen

Use the User messages screen to read messages sent via the Portal.

Opening the User messages screen

To open the User messages screen:

1. Press . on the Transaction screen

o g Crante order Findt urder
enquiry

Print sales Pont takin
eport repon

Note: You can still open the User messages screen even if the button is not
glowing.

The User messages screen is displayed.
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F =
'S £ L ad ad - - Close
Usermessages [ e |
Sandra Boyd
Reminder Promotion

Please select a message to view

[ d

See Reading user messages on page 380.

User messages screen key fields and buttons

Field Description

Sandra Boyd The name of the person who sent the message via the portal,
Reminder Promation and the subject line of the message.

Message body This field displays the body of the message. The font and style
of the text is determined with the message is created on the
Portal.
Close Close the User messages screen. Read messages remain until

the Point of Sale is reloaded.
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Selling and refunding items

Add items, refunds, loyalty cards and gift vouchers to the Transaction list and record
transactions in the Point of Sale.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Appointment One-shot button Supervisor
Discount One-shot button page Terminal

Gift voucher Operator Transaction
Item Point of Sale Transaction line
Item field Price override Transaction list
Item options Quantity Void

Loyalty Refund

Loyalty card Scale

Also see the Transaction screen on page 455.

Note: Your Transaction screen may look different if your Point of Sale is in Scales
certification compliance mode or you have enabled the large display. See Scales
certification compliance mode on page 644.
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What you can do:

The following topics explain the tasks related to adding items to transactions:

» Finding an item on page 411.
= Selling an item by unit on page 414.
= Selling an item by weight on page 416.
= Taring the scale on page 418.
= Creating gift vouchers on page 421.
= Refunding an item on page 424.
= Returning a gift voucher on page 427.
= Changing an item's quantity on page 429.
= Adding options to items on page 432.
= Applying a discount to an item on page 434.
= Setting a transaction as tax exempt on page 439.
= Removing or changing a discount from an item on page 437.
= Qverriding the price of an item on page 441
= Adding a loyalty card on page 444.
= Printing an item's instructions on page 446.
= Parking a transaction on page 448.
= Restoring a parked transaction on page 449.
= Voiding an item on page 451.
= Voiding a transaction on page 453.
The following topics explain other tasks related to using the terminal:

= Logging in to the terminal on page 348.
= Logging out of the terminal on page 346.
= Recording a no-sale on page 354.

= Recording an advance on page 355.

= Recording a handover on page 357.

Also see Basic terminal functions on page 343.
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Finding an item

Find an item if you want to look up its price or add it to a transaction.

When you press the keypad numbers or type using an external keyboard, the Point of Sale
automatically searches for items that match.

Matches are made:

= From the beginning of any word in the description, ignoring whether letters are upper
or lower case.

= From the beginning of any numbers in the description.
= Against the item's barcode.
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= Against the item's item code.

Advanced search techniques

You can use special characters to refine your search:

= Start the search with 00 to limit the search to only item codes and barcodes.

= Use. to match any character that isn't on the keypad, such as punctuation or letters
with accent marks.

= Use 0 as a space to search for more than one word at a time.

You can also type letters using an external keyboard, which match that character only. For
example, typing r99 matches RED, REE and REF but not SEE.

To find an item:

1. Type your search terms using either the keypad or an external keyboard.

The search results are displayed beside the Item field.
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::uimd Chicken Wing - @

& Bnan Smith
Chicken Brocolli & Cheese P.,,
3 2 5y

i Ch & Vg Stirfry

Crmbd Snitz/wnig s 0 806Ky N x §7 99%0 $6.44
4 $1090

Total: $65.44
Crown Lamb Roast
b $1299
Easy Carve Roast
106 S2500 °
Girello Roast .
» $1299
Herb Sweet Musta .
W $6.99
Honey Soy :
i $149
Lamb Loin Rockets
561 $1099 °

Macoum
Void \ramsacton

Lamb Mini Roast : oid ramsace Tender
5 $799 °

Tip: The first match is automatically displayed in the Item field, and the matching
portion of each item's barcode or description is highlighted in the search results.

2. Press the item you want to select.

The item is displayed in the Item field.

Rewards card @
Load . Boan Smith
extermal
Yansachon

Ch & Vieg Stirtry
0,806k M x $7 99%g $5.44

Total:

Seltare

Hacoum
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Selling an item by unit
Sell an item that is measured by unit to:

= Add it to the Transaction list.
= Increase its quantity if it is already in the Transaction list.

If the item is measured by weight, see Selling an item by weight on page 416

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

Note: Your Transaction screen may look different if your Point of Sale is in Scales
certification compliance mode or you have enabled the large display. See Scales
certification compliance mode on page 644.

To sell an item:

1. Search for the item by scanning or typing the barcode.

:.:arinn-d Chicken Wing S0 : ®

& Bnan Smith
Chicken Brocolli & Cheese P.
: i Ch & Veg Sttty
Crmbd Snitz/wnig 0 806Ky N x $7 99%g $6.44
44 S10 &

Total: $65.44
Crown Lamb Roast
b $12%
Easy Carve Roast
126 $25 0O
Girello Roast
4 $129%
Herb Sweet Musta :
1w S8 9O
Honey Soy
479 $149
Lamb Loin Rockets
561 $1999

(Hascoum
Void tramsacton

Lamb Mini Roast

See Finding an item on page 411.

2. If you want to edit the item's price or quantity, or add a discount, see:
= Applying a discount to an item on page 434.
= Qverriding the price of an item on page 441.
= Changing an item's quantity on page 429.

You can also make these changes after the item is added to the Transaction list.
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3. Either:
= Press the item in the search results.

= Press if the item is displayed in the Item field.

The item is added to the Transaction list.

Rewards card

{

lEISy Carw Roast

& Bnan Smith @

Ch & Vg Stirfry

0 806k M x $7 99%g $6.44
$25.00

Total:

Tender

Note: If you wanted to refund this item, press . See Refunding

an item on page 424.

Tip: If you want to add more than one unit of this item, you can press

again or change the quantity directly. See Changing an item's
guantity on page 429.
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Selling an item by weight

Sell an item that is measured by weight to add it to the Transaction list. Items sold by
weight must be measured on an integrated scale, and their quantity cannot be overridden.
However, you can override the tare weight of the item if required.

See Taring the scale on page 418.

If the item is measured by unit, see Selling an item by unit on page 414.

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

Note: Your Transaction screen may look different if your Point of Sale is in Scales
certification compliance mode or you have enabled the large display. See Scales
certification compliance mode on page 644.

To sell an item by weight:

1. Place the item on the connected scale.
2. Search for the item by scanning or typing the barcode.

Marinated Chicken Wing
1% $0.00 1q L x| Rewards card @

& Bnan Smith
Chicken Brocolli & Cheese P.., :A;mm Chicken Wing
] $250

2979g N x §2 99%g $8.91 Ch & Veg Strfry

Crmbd Snitz/wnig 0.806kg N x $7 99%g $6.44
44 $10 &

Total: $6.44
Crown Lamb Roast
b $1299
Easy Carve Roast
106 $2% 0
Girello Roast
£ $129%9
Herb Sweet Musta c
w7 $8 4
Honey Soy
47 $1.49
Lamb Loin Rockets
561 $1999

Hacoumt
Void tiamsacton

Lamb Mini Roast
5 $799 °

See Finding an item on page 411.

3. If the item is not displayed in the Item field, select it from the search list.
4. If you want to add a discount or edit the item's price, see:
= Applying a discount to an item on page 434.
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= Qverriding the price of an item on page 441.

You can also make these changes after the item is added to the Transaction list.

Note: You cannot change the quantity of an item sold by weight.

5. Wait until the scale has finalised the item's weight.

6. Press

The item is added to the Transaction list.

Marinated Chicken Wing
19
1.302kg N x $2 99/kg

Rewards card @
& Bnan Smith

Ch & Vieg Stirtry
0,806k M x $7 99%g $5.44

(
| Marinated Chicken Wing
[ 1.302kg N x $2 90%g $.89

Total:

;;;;;

Void \ramsacton Tender

Note: If you want to refund this item, press W See Refunding an

item on page 424.
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Taring the scale

Tare the scale when the item packaging is different to the normal package weight recorded
by the Portal.

For example: an item sold-by-weight is normally pre-packaged into standard packets that
weighs 9g. The tare weight for this items on the Portal is 9g, so when the item is weighed
for sale, the Point of Sale subtracts 9g from the total weight to charge the customer for the
nett weight purchased. However, at your site, some packages were damaged in transit, and
you have repackaged those items in different packets that weigh 25g. You can tare the scale
to 25¢ for these items, so that the Point of Sale subtracts 259 from the total weight of these
items, instead of the standard 9g.

Note: The scale is reset to its normal tare defined in the Portal for each new item. Taring
the scale only affects the item selected in the Transaction list and does not affect the
default tare listed on the Portal for the item.

Note: You must have a one-shot button configured to tare the scale. See Create a one-
shot button to tare the scale on page 300.

To tare the scale:

1.

2.

418

Add an item to the transaction.
See Selling an item by weight on page 416.

Select the item you want to tare the scale for.

Ch & Veg Stirfry
322
1.006kg N x $7 99%kg

Cn & Veg Surfry
1.006kg N x $7 99%g $8.04

Total: $8.04

Price

4l 1
oo Void tramsacton Tender
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Note: The item must already be in the Transaction list. You cannot tare the scale
for an item that has not been added.

3. Press the Set tare one-shot button.

Ch & Veg Stirfry
322
1.006kg N x $7 99%kg

Cn & Veg Sturfry
1.006kg N x $7 99%g $8.04

Total: $8.04

;;;;;

Void \ramsacton Tender

Note: The one-shot buttons on your Point of Sale may appear differently to the
documentation.

4. Type in the nett weight of the item's packaging.

5. Press
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Tare: 200g a

xeenal Ch & Veg Stirfry
runsaction 322
1.006kg N x $7.99%kg

Cn & Veg Surfry
1.006kg N x $7 99%g $8.04

Total: $8.04

Mscoum

Void \ramsacton Tender

n & Veg Surfry
t BOBkg N x $7.99%g $6.44

Load

exlarnal ch‘v.'m
Iramsactian 22
080Gk N x $7 99%g

Total: §5.44

L

Quantity

Price

(Hacoum

Void \ramsacton Tender

6. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Creating gift vouchers

Create a gift voucher when a customer wants to purchase one in a transaction.

Note: Gift vouchers must be configured as one-shot buttons on your Point of Sale. See
Setting up gift vouchers on the Point of Sale on page 22.

Note: Gift vouchers cannot be sold if the terminal is offline.

To create a gift voucher:

1. Press the one-shot button for the gift voucher you want to create.
2. The Gift voucher sale screen is displayed.

Cn & Veg Surfry
0.806kg N x $7 . 99%g $6.44

Total: §6.44

Serial number

] "]
a0 Void ramsacton Tendef

3. Type in the Amount.

Note: If your gift voucher buttons have the amount configured, the Gift voucher
sale window only prompts for the Serial number.

4. Type in the Serial number printed on the gift voucher.

Note: Make sure the Serial number and Amount are correct, as the Portal checks
the Amount and Serial number when the gift voucher is redeemed.

5. Press ﬁ
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6.

422

The gift voucher is submitted to the Portal.
The Transaction list displays either:

= The accepted gift voucher.

Ch & Vg Stirtry
0.80Gkg N x $7 99%g

‘Gcn Voucher

Total:

= The rejected gift voucher.

Ch & Veg Stirfry

0BOCKkg N x §7 99%g §6.44
[me\enem St Vatihes $2600
Total: $6 44

Void transaction Tender

Note: Gift voucher rules are controlled by the Portal. Gift vouchers are
rejected if your Portal configuration does not allow charges or recharges.

Continue the transaction as normal.
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See Selling and refunding items on page 409.
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Refunding an item

Refund an item to return the payment to the customer and reclaim the item. You can:

= Add new items to a transaction as refunds.
= Select an existing line in the transaction and convert it to a refund.

To refund an item:

1. Either:
= Search for the item and add it to the transaction.

See Finding an item on page 411.

= Press the item in the Transaction list if it has already been added to the
transaction.

2. Press m
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©n & Veg Stirtry
0.806kg N x $7 99%g

Ch & Veg Stirfry
322
080Gk N x $7.99%kg

Gt Voucher

Total:

Selitare

Price

Hacoum

Tender

| € W onsves Surtry
LD,BOGRU Nx$7 99%g $5.44
Ch & Veg Stirfry mm—
" Gt Voucher $25.00

322
(. 806kg N x $7.99%g

Total:

Price

(Hacoum

Tender

Note: The entire item line is converted into a refund. This means if the line was
originally selling three units, it now refunds three units. To edit the quantity of an
item, see Changing an item's quantity on page 429.
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Tip: If you press m again, another unit of the item is refunded.

3. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Returning a gift voucher

Return a gift voucher if a customer wants to exchange the amount of the gift voucher for a
refund.

Note: To return a gift voucher, you must have a one-shot button configured to return gift
vouchers. See Creating a one-shot button to return a gift voucher on page 266.

To return a gift voucher:

1. On the Transaction screen, press the Return gift voucher one-shot button.

avarnd Crone oriter Find urder
nguiry

Putly cash Refuad git

voache!

Print sales Prnt akings
mport repon

Note: Your one-shot buttons may appear differently to the documentation.

2. A popup screen is displayed.
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D bawsr
e nquiry

Cronte order Findt ueder

= fsfued git |
Primt labe! m“
Ao voacher Serial number

Amount

Print

Pomt "
Emadouy Print sales it akings

mport repant
e port o pe |
!
!
\

(13

3. Type in the amount to return in the Amount field.

Note: The amount to return may have been pre-configured. See Creating a one-
shot button to return a gift voucher on page 266.

4. Type in the serial number of the gift voucher being returned.

5. Press ﬁ

The refund is added to the transaction.

6. Continue the transaction as normal.

See Selling and refunding items on page 409.

The gift voucher serial number is recorded as returned when the transaction is
finalised.
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Changing an item's quantity

Change an item's quantity when you want to sell or refund more than one of that item in the
transaction.

Tip: You can quickly add another unit of a selected item by pressing

Refund _ _
or . Note that if you have added three units to sell and you press

m, the Point of Sale does not subtract one unit. Instead, all three units of

the item become a refund.

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

To change an item's quantity:

1. Either:
= Search for the item and add it to the transaction.

See Finding an item on page 411.

= Press the item in the Transaction list if it has already been added to the
transaction.

Quantity

2. Press
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Load
et mal
vansachon

Macoum

Void ramsacton Tender

The Item field displays the item quantity.

| Quantity:

external Annies Lane Chardonnay
ramsactan moo

[Ames Lane Chardonnay $16.99

Total: $16.99

L

Quantity

Price

Macoum

Volid \ramsacton Tender

3. Type the total number of units of this item you want to include in the transaction.

4. Press
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Void ramsacton Tender

The item quantity is set.

If the item was not already in the Transaction list, it is added at the quantity selected.

Note: If you don't want to change the item quantity, press

5. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Adding options to items

You can add options to items to specify the customer's request. For example, a coffee may
be made with soy milk or extra sugar. These options may incur a separate charge.

Note: Item options are configured on the Portal. Not all items can be modified.

Note: Options can only be added to items if you have a one-shot button configured to
modify items. See Creating a one-shot button to modify items on page 220.

To add an option to an item:

1.

432

Either:
= Search for the item and add it to the transaction.

See Finding an item on page 411.

= Press the item in the Transaction list if it has already been added to the
transaction.

Press the Modify item one-shot button.

The Item options screen displays the available options for the item.

Load

watwrmal Total: 8§42

Wansaction

Item options

Extra sugar

Skinny mitk

Soy milk

Price

O 1
gz Void \ramsacton Tender

Press the options you want to add to the item.

The options are added to the Transaction list below the item, and any additional
charges are added to the total.

iZen Point of Sale user guide



Selling and refunding items

€ Coffee, Latte $342
\
e peont Lead Extra sugar 8000
b exturmal
vansachon
Sey mik 0
Total: 092

Item options
$000

Extra sugar

Skinny milk $0.00

SO50

Soy milk

Price

Hacoum

Void \ramsacton Tendef

Note: If you want to edit an item option, for example to change its quantity or
price or add a discount, you can edit it like a normal item by selecting it in the
transaction. See Changing an item's quantity on page 429. Also see Overriding the
price of an item on page 441 and Applying a discount to an item on page 434.

4. Continue the transaction as normal.

See Selling and refunding items on page 4009.

iZen Point of Sale user guide 433



Selling and refunding items

Applying a discount to an item

Apply a discount to an item to calculate a new price by the rules of the selected discount.

Note: Discounts can be applied to individual items or to the whole transaction. To apply
a discount to all items in a transaction, see Discounting a transaction on page 487.

Discounts can:

Subtract a percentage of the item's price.
Subtract a set amount from the item's price.

Cap the item's price to a set amount.

Subtract a percentage of the item's pre-tax price.
Subtract the item's tax.

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

Note: Special discounts such as some senior citizens or disability discounts make an
item tax exempt. If a tax exempt discount is applied, the customer must supply their
Senior Citizen or Tax Exempt ID during the tender process in order to receive the
discount. The Point of Sale displays the discount as if from the normal tax-inclusive
price.

To discount an item:

1.

2.

434

Either:
= Search for the item and add it to the transaction.

See Finding an item on page 411.

= Press the item in the Transaction list if it has already been added to the
transaction.

Press m
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Cn & Veg Strtry
., 1021kg N x $7 99%g $8.16
e Ch & Veg Stirfry
W arsaction 322 Total: $8.16

1.021kg N x $7.99%g

Hacoum

Void \ramsacton Tendef

Cn & Veg Sturfry

No discount 1021kg N x $7 99%g $8.16

Ch & Veg Stirfry
322
1.021kg N x $7.99%g

5% Total: $8.16

10%
16%
20%
$1oft
| s20n
$3 for the Line
$6 PerLine

$1 per Unit

Set discount

(scoumt

Void \ramsacton Tender

Note: The discounts available depend on your Portal configuration.

3. Press the discount you want to apply.

The Item field displays the applied discount.
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4.

436

[cn & veg Sufry S
;1 021kg N x §7 99%g
Ch & Veg Stirfry (’0 -$082 $7.34
1021kg N x $7 99kg
10 -$082 $7.34 Total: $7.34

Hacoum

Void \ramsacton Tendef

Note: Some items may have discount maximums. If the discount you select is
greater than the maximum discount allowed for the item, the item is only
discounted up to its maximum level.

Note: Depending on your Point of Sale configuration, you may need a
supervisor's authorisation. If you are a supervisor, you may need authorisation
from another supervisor.

Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Removing or changing a discount from an item

You can remove or change a discount on an item after it has been applied.

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

To remove a discount from an item:

1. Select the item in the Transaction list

2. Press .

Ch & Veg Stirfry
1021kg N x $7 99kg
10 -$0.82 $7.34

Cn & Veg Strfry
1021kg N x $7 99%g
10 S0 82 $7.38

Total: §7.34

Tender

3. The Discount list is displayed.
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438

Cn & Veg Stirtry
1021kg N x $7.99%g
10 -$0.82 $7.34

; No discount

Ch & Veg Stirfry
1021kg N x $7 99kg
10 -$082

Total: $7.34

$2Off

$3 for the Line

$5 Per Line

$1 per Unit

Set discount
Void \ramsacton Tender

Press either:
= The discount that you want to apply to this item.
= No discount to remove the discount from this item.

The Item field displays the updated item.

Note: Some items may have discount maximums. If the discount you select is
greater than the maximum discount allowed for the item, the item is only
discounted up to its maximum level.

Continue the transaction as normal.

See Selling and refunding items on page 409.
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Setting a transaction as tax exempt

You can set a transaction as tax exempt using a one-shot button. Tax exempt transactions
remove the cost of all taxes from items. You can set a transaction as:

=  Tax exempt, by pressing the one-shot button once.
The tax exempt mode is displayed and the button stays pressed.
= Tax-inclusive (normal), by pressing the one-shot button a second time.

The normal mode is displayed and the button is un-pressed.

Note: Setting a transaction as tax exempt requires a one-shot button configured to set tax
exempt status. See Creating a one-shot button to make a transaction exempt from tax on
page 308.

Note: Setting a transaction as tax exempt requires the customer to provide their Tax
Exempt ID during the tender process. See Recording a tax exempt ID during tender on
page 500.

To set a transaction as tax exempt:

1. Press the Tax exempt one-shot button.

O bt
nquiry

Cronte oriter Fin urder

Frint label | ity casy

Prnt takings
repornt

Note: Your one-shot button configuration may appear differently to the
documentation.
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Note: You may require a supervisor's authorisation.

Tip: You can do this at any point before the transaction is finalised.

The Tax exempt one-shot button is toggled on, and the Tax exempt mode is shown
above the transaction list.

Do bAor
«nquity

Crante order Find urder

Frimt labe!

Print sales Prnt takings
e port repon

2. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Overriding the price of an item

Override the price of an item to change its unit price to a specific amount.

Note: If a promotion or special has been configured on the Portal, it is automatically
applied at the Point of Sale.

To override an item's price:

1. Either:
= Search for the item and add it to the transaction.

See Finding an item on page 411.

= Press the item in the Transaction list if it has already been added to the
transaction.

l €«
Ch & Veg Stirfry
322

1.008kg N x $7 99Ky

Cn & Veg Sturfry
1.006kg N x $7 99%g $8.04

Total: $8.04

Void tramsacton Tender

3. The Item field displays the item's price.
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4.

5.

442

Price: Cn & Veg Stitry
st 1.006kg N x $7 99%g $8.04
externst Ch & Veg Stirfry
tramsacton 22 Total: $8.04

1.006kg N x $7.99%g

Macoum

Void ramsacton Tender

Type the new unit price of the item.

Press

Price: $6.49/kg € W |n & veo sy
Lead 1.006kg N x §7 99%g $8.04
extermal Ch & Veg Stirfry
rur=achon 322 Total: $8.04

1.006kg N x $7 99%kg

Price

Mscoum

Void \ramsacton Tender

The unit price is changed. Any discounts are recalculated based on the new price.
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6. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Adding a loyalty card

Add a loyalty card when you want to record the transaction against a customer. For
example:

= Record the points a customer has earned for the transaction.
= Grant a staff member a staff discount.

The different loyalty schemes are controlled by your Portal configuration.

Note: You can only add one loyalty card to a transaction. If you add a second card, the
first card is removed from the transaction. You can scan a card without adding it to a
transaction. See Viewing a customer's details on page 514.

When you scan a card, you can also:

= View a customer's details.

See Viewing a customer's details on page 514.
= Edit a customer's details.

See Editing loyalty card details on page 520.

= Create a customer if the loyalty card is a new card.

See Creating loyalty cards on page 512.
= Redeem loyalty points to pay for all or part of the transaction.

See Redeeming loyalty points on page 484.

Note: If the terminal is offline, loyalty card details and card-specific special discounts
are not available. Generic loyalty card discounts are still applied.

To scan a loyalty card:

1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.
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| 2100777777777 al

Log Log out

Note: If the card is new, the Item field displays New card.

2100777777779 L X/

Rewards card
& New card @
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Printing an item's instructions

Items can have instructions recorded on the Portal that can be printed on the receipt.

Note: You can only print instructions that have been recorded for the item on the Portal.
You cannot add your own instructions via the Point of Sale.

To print instructions for an item:
1. Find the item on the Transaction screen.
See Finding an item on page 411.

If the item has instructions, they are displayed at the bottom of the Transaction
screen.

T~ 2

Quantity o

Hentonw

Price Uansactoa

Diacoom

and brown chicken, add

2. Add the item to the Transaction list.
3. To print the instructions on the receipt, press .

The print icon is highlighted and displayed on the Transaction list next to the item.
The instructions are included on the receipt when the transaction is finalised.
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"% Th & Veg Stirfry
Y 221kg N x $7 99%kg $0.76

Land

oxhinal % Ch & Veg Stirfry
Wamsachon 322
1.221kg N x §7 99%g $9.76

Total: $9.76

)
1 2
Quantity 0

Pack

Price AN

Sell

Disconm Thartumat

vegetables and cook for 5 min

Ackd ol 1o pan and brown chicken, add ‘ - ‘ Vid ameaction Tender

Susan -
.
p—

Note: You can select to print instructions before or after the item is added to the
transaction, but the information is only printed if the item is in the finalised
transaction. If you remove the item from the transaction list or do not add it, the
information is not printed.

Note: If you do not want to print the instructions, press the Eﬂ button.

The print icon is not highlighted and is removed from the Transaction list.
4. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Parking a transaction

Park a transaction to put it on hold so you can use the terminal to do something else.

You can park and restore the same transaction as many times as you need, and there is no

limit to the number of transactions you can have parked at the same time.

Note: A transaction must have items in it to be parked. You cannot park an empty
transaction.

To park your current transaction:

1. From the Transaction screen, press ikl

Cn & Veg Sturfry
1021kg N x $7 99%g

$8.16

Ch & Veg Stirfry
322
1.021kg N x $7 99y

Total:

Dscoum

The transaction is parked.

The Transaction screen is ready for the next transaction.

$8.16

Void \ramsacton Tender

Note: When you want to retrieve this transaction, see Restoring a parked transaction on

page 449.
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Restoring a parked transaction
Restore a parked transaction when you want to edit or complete it.

You can park and restore the same transaction as many times as you need, and there is no
limit to the number of transactions you can have parked at the same time.

Note: You can only restore a transaction that has been previously parked. See Parking a
transaction on page 448.

To restore a parked transaction:

1. From the Transaction screen, press ekt

Price

(Hascoumt

el can't see the button: This button is only displayed if the current
transaction is empty. If your current transaction has items, you must park or void
it before you can restore another transaction. See Parking a transaction on page
448. Also see Voiding a transaction on page 453.

2. The list of your parked transactions is displayed.
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450

Load
extermal
ranmmction

| Susan
117 Pl 10 329 P

o Oh & Veg Stedy

Press the transaction you want to restore.

The transaction is restored.
Continue the transaction as normal.

See Selling and refunding items on page 409.
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Voiding an item

Void an item to remove it from the Transaction list. Not all items can be voided. For
example:

= |tems imported from external databases such as the Scheduler.
= Some tender types, depending on your Portal configuration.

0 I can't void an item: Depending on your Portal configuration, some items such
as tenders cannot be voided from a transaction. You also cannot void an item if it is the
only item in the Transaction list. See Voiding a transaction on page 453.

To void an item:

1. On the Transaction screen, press the item in the Transaction list.

Cn & Veg Surfry
0.806kg N x $7 99%g

Load
watwrmal

Nansaction Gt Voucher

e pr et

Price

Hacoum

Tender

2. Press .
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Cn & Veg Surfry
0.806kg N x $7 99%g

Load

wrtwrmal Ch & Veg Stirfry
wansaction 122 Gét Voucher

0 80Gkg N x §7 99%g

Total:

Mscoum

Tender

The item is removed from the Transaction list.

Note: Depending on your Point of Sale configuration, you may need a
supervisor's authorisation. If you are a supervisor, you may need authorisation
from another supervisor.

3. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Voiding a transaction

Void a transaction when you want to remove all items and tenders and clear the Transaction
screen.

el can't void this transaction: Depending on your Portal configuration, some
items cannot be voided. For example, card tender types may not be able to be voided
once they have been processed. Transactions cannot be voided if they contain an item
that can't be voided, or if they have been finalised. If you want to undo a transaction that
has been finalised or contains items that can't be voided, you must create a new
transaction, refund all the items and add the same tender types as you used in the
original transaction. See Refunding an item on page 424.

To void a transaction:

i
1. On the Transaction screen, press .

Annies Lane Chargonnay

Price

i

il 1 ! ]
oo Void \ramsacton Tendef

Note: If is displayed instead, you currently have an item

selected. Press an empty area of the Transaction screen to deselect the item.

2. If your Point of Sale is configured to require a reason for voiding a transaction, the
Void reason screen is displayed.
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Annves Lane Chargonnay $16.99

Total: $16.99

Void reason

Tender

3. Type in areason for voiding the transaction.

The transaction is voided.

The Transaction screen is ready for the next transaction.

Note: Depending on your Point of Sale configuration, you may need a supervisor's
authorisation. If you are a supervisor, you may need authorisation from another
supervisor.
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Transaction screen

Use the Transaction screen to:

Log in, log out and swap operators.

See Logging out of the terminal on page 346.

Also see Swapping operators on page 350.

View messages from the Portal.

See Reading user messages on page 380.

Open the Terminal setup screen.

See Terminal setup screen - Registration tab on page 44.
Modify one-shot buttons.

See Editing one-shot buttons on page 324.

Manage the cash drawer with no-sales, handovers and advances.
See Recording a no-sale on page 354.

Also see Recording a handover on page 357.

Also see Recording an advance on page 355.

Park and retrieve transactions.

See Parking a transaction on page 448.

Also see Restoring a parked transaction on page 449.
Add items or loyalty cards to transactions.

See Selling an item by unit on page 414.

Also see Selling an item by weight on page 416.

Also see Adding a loyalty card on page 444.

Apply discounts or price overrides to items.

See Applying a discount to an item on page 434.

Also see Overriding the price of an item on page 441
Modify the quantity or details of items in a transaction.
See Changing an item's quantity on page 429.

Also see Adding options to items on page 432.

Also see Taring the scale on page 418.
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= Void items and transactions.
See Voiding an item on page 451.
Also see Voiding a transaction on page 453.

= Import transactions from another database, such as the Scheduler.
See Paying for external transactions on page 605.
= Manage table service.

See Waiting tables on page 609
Opening the Transaction screen
To open the Transaction screen:

1. Log in to the Point of Sale. See Logging in to the terminal on page 348.

The Transaction screen is displayed.

Custamer oy i orter  Find weder
enquiry

Frim labe! M“

Print
Print sales
Urwe by
mport

e port

Note: Your Transaction screen may look different if your Point of Sale is in
Scales certification compliance mode or you have enabled the large display. See
Scales certification compliance mode on page 644.
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Transaction screen key fields and buttons

One-shot buttons area

Qift voucher

This area can be configured to provide additional functions. See Setting up one-shot buttons
on page 101. For example, one-shot buttons can allow you to:

=  Wait tables. See Waiting tables on page 609.

= Retrieve scheduled appointments for payment. See Paying for external transactions
on page 605.

= Create gift vouchers. See Creating gift vouchers on page 421.
= Add options to items. See Adding options to items on page 432.
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Item area

Qift wvoucher

Rustore
transaction

Sell

Rutund

This area allows you to:

458

Search for and select items and loyalty cards to add to the transaction.
Apply discounts and price overrides to the selected item.

Specify a discount amount.

Select the quantity of items in a transaction.

Park and restore transactions.

Convert item sales to refunds and item refunds to sales.
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Field Description
980 €1 | The Item field displays:
e Sl = The price, barcode and description of the
! 980000322 ; . O
3.980kg N x $7 99%kg $31.80 selected item, or the first result in an item

search.

= Any discounts or price overrides applied to
the selected item.

= The number of units of the selected item
currently in the transaction.

» The loyalty number and name of a selected
loyalty card.

Use the keypad to:

= Search for items. See Finding an item on
page 411.

= Search for a loyalty card. See Adding a
loyalty card on page 444.

= Type in a price or quantity override.

Quantity

Press to change the number of units of an item
included in the transaction. See Changing an item's
quantity on page 429.

Press to modify the unit price of the selected item.
See Overriding the price of an item on page 441.

Discount

Press to apply a discount to the selected item. See
Applying a discount to an item on page 434.

Park
transaction

Press to park the current transaction. See Parking a
transaction on page 448.

Restore
transaction

Press to restore a parked transaction. See Restoring
a parked transaction on page 449.

Send to
kitchen

Press to send the selected table order to the kitchen.
See Sending orders to the kitchen on page 620.
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Field Description

Press to refund a unit of the selected item in the
transaction. See Refunding an item on page 424.

Press to add a unit of the selected item to the
transaction. See Selling an item by unit on page
414.

Press to confirm a change made to the selected
item.

Press to cancel a change made to the selected item.

Cancel
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Transaction list area

Rewards card @
& Brian Smith

Ch & Veg Surfry

0.806kg N x §7 99%g §6.44
Gift Voucher $25.00
Total: $31.44

Amex

Fark
transaction

Sell

LTER
Void transaction Tender

Susan -
-
—

This area lists all the transaction information, including

= |tems being purchased or returned, their quantities and prices.

= Any price overrides or discounts applied to items or the transaction.
= The amounts and types of tenders used to pay for the transaction.

= Any gift vouchers created during the transaction.

= The loyalty number linked to the transaction, if applicable.

This area also allows you to:

= Void items.
= Void the transaction.
= QOpen the Tender screen to finalise the transaction.
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Field Description
Rewards card @ /| The Transaction list lists all the transaction
A Daa Sl information, including:
Skinless Chicken Breast = The loyalty card, if one has been added.
16.358kg N x §5 99%g $97.98 . . . ]
= All items included in the transaction.
Total: $97.98 . . . .
Rewards card redemption (50 pis). $10.00 = The number of units of each item included in
Credit Card $50.00 the transaction.
Gift Voucher $20.00 . . . .
CASH $20.00 = Any discounts or price overrides applied.
Roundi $0.02 :
e = All tenders for the transaction.
Change $2.00

Remove the selected item from the Transaction list.

Void item See Voiding an item on page 451.

Void the current transaction. See Voiding a

SAHE DTN, transaction on page 453.

Tender the current transaction. See Finalising a

Tender transaction on page 466.
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Menu area

Customar
enGuiry

Creatw order ¥ind arder

Primt invoice

Print labe!

8
S
2

Friot
iy Print maloe Primt takings

time hour
re part repont

ol Quantity 0

Restore
transaction

Price

Sell

[Nscount Reefiand

This area allows you to log in, log out, switch between operators and open the Point of Sale
menu.
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Field

Description

Select a logged-in operator for the terminal.

Press to log another operator into the terminal. See Logging in to the
terminal on page 348.

Note: This button is only displayed if the Point of Sale is configured to
allow multiple operators to log in at the same time. See Terminal setup
screen - Security tab on page 50.

Press to log the current operator out of the terminal. See Logging out of the
terminal on page 346.

Note: This button is disabled when a transaction is active unless the
Point of Sale is configured to allow logging off during active
transactions. See Terminal setup screen - Security tab on page 50.

Open the Portal messages screen.

See Reading user messages on page 380.

Open the Point of Sale menu.
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Tendering transactions

Add tenders to transactions to record payment types and amounts and finalise the
transaction.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Balanced transaction Loyalty Tender

Centre voucher Loyalty card Tender type
Discount Overtender Transaction
Finalise Point of Sale Transaction list
Gift voucher Quick amount buttons

Also see Tender screen on page 502.

What you can do:

The following topics explain the tasks related to tendering transactions:

Finalising a transaction on page 466.
Adding a tender on page 4609.

Tendering cash on page 471.

Tendering EFTPOS on page 473.
Tendering debtor payments on page 476.
Tendering gift vouchers on page 478.
Redeeming loyalty points on page 484.
Splitting a tender on page 482.
Discounting a transaction on page 487.
Voiding a tender on page 490.

Changing a tender on page 493.
Collecting customer information on page 494.
Emailing customers a receipt on page 496.

Preventing a receipt being emailed to a customer on page 498.

Recording a tax exempt 1D during tender on page 500.
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Finalising a transaction

Finalise a transaction when you have finished adding items and are ready to process
payments.

e I can't add tenders to a transaction: You cannot add tenders to an empty
transaction or a transaction that has pending items.

To finalise a transaction:

Tender

1. From the Transaction screen press

The Tender screen is displayed.

Discount Tender: 522 74 € B 8oqPum Chicken Nibbles
5 724kg N x $4 99%kg

382.74 Ch & Veg Stirry
6.781kg N x $7 9%%kg

Total:

2. Apply any discounts to the transaction using the m button.

See Discounting a transaction on page 487.
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;. Discount Tender: S$74.47 a Bbg Plum Chicken Nibbles
$74.47

5.724kg N x$4 99k

Ch & Veg Stirfry
B.781kg N x S7.99'kg

Total:

. .
3. Redeem any loyalty points the customer wants to redeem using the
button.

See Redeeming loyalty points on page 484.

Miscount "HV Q:dmmij Tender: i, 11 OO TI q :oswrbdgr?fd @

$110.07

Frazen Whole Turkey 32
4 0Bkg N x 825 60/kg $104.45

Beef Stir-fry
D375kg N x$14 99%g $5.62

Total: $110.07
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4. If anew loyalty card has been added to the transaction, make sure the mandatory
details are complete.

Tip: If the loyalty card is incomplete, the @ icon flashes. You can locate
missing mandatory fields by looking for the red tab labels. The missing fields are
shaded red.

5. If the customer is paying with:
= Cash, see Tendering cash on page 471.
= Credit or debit card, see Tendering EFTPOS on page 473.
= A gift voucher, see Tendering gift vouchers on page 478.
= Their debtor account, see Tendering debtor payments on page 476.
= More than one type of payment method, see Splitting a tender on page 482.

Also see Adding a tender on page 4609.

e | can't finalise a transaction: You cannot finalise a transaction
until it balances. That is, the amount tendered is equal to or greater than the
total transaction amount.

" Finalise

6. Press

The transaction is finalised and completed.
The Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Adding a tender

A tender is a payment, either made by the customer, or provided to the customer as a
refund. Add a tender to a transaction to record:

= How much a customer paid in a transaction and what payment type they used.
= How much a customer was refunded and what payment type was used for the refund.

You can add multiple tenders to a transaction until the full transaction amount has been
tendered. You can then finalise the transaction to complete it.

o I can't add tenders to a transaction: You can only add tenders to a transaction
that has items.

The Point of Sale responds differently depending on the type of payment you are tendering
and your Portal configuration for that tender type:

= Tendering cash on page 471.

= Tendering EFTPOS on page 473.

= Tendering gift vouchers on page 478.

= Tendering debtor payments on page 476.

If you want to add more than one type of payment to a transaction, see Splitting a tender on
page 482.

To add a tender to a transaction:

1. On the Transaction screen, press

The Tender screen is displayed.
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Discount Tender: $82.74 Bog Plum Chicken Nibbles
5§ 724kg N x 54 99kg

$82.74 Ch & Veg Stirfry
6.781ka N x 57 99kg

Total:

See Tender screen on page 502.

2. Select the type of payment from the Tender type buttons.

o I can't add this tender type: A tender type is disabled if the payment
amount you have selected is not permitted for that type. For example, credit cards
and debit cards cannot pay more than the amount of the sale. If a sale total is $20
and you type $25, the credit card and debit card tender types are disabled. Once
the full amount of the sale has been tendered, all tender types are disabled.

The tender is added to the transaction.

470 iZen Point of Sale user guide



Tendering transactions

Tendering cash

Tender a cash payment when the customer wants to add a payment with cash.

To tender a cash payment:

Tender

1. On the Transaction screen, press
The Tender screen is displayed.

Miscount Tender: -~ @& Bbg Plum Chicken Nibbles
5§ 724kg N x 54 99kg

$82.74 Ch & Veg Stirry
8.781kg N x $7 99%kg

Total:

See Tender screen on page 502.

2. Type the exact amount the customer has paid by:
= typing the amount of the payment using the keypad
= pressing the Quick amount buttons on the left
= pressing the Exact amount button.

Tip: You can combine these options. For example, you can press the Exact
amount button and then add more using the cash amounts or keypad.

3. Press the Cash tender type button.
The amount is tendered.

Any change owed to the customer is displayed on the Transaction list and the
Transaction screen.
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4. If you need to add another tender, see Splitting a tender on page 482.

5. When the amount has been paid in full, press

The transaction is finalised and the Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Tendering EFTPOS

Tender an EFTPOS payment when the customer wants to use a debit or credit card.

Note: Depending on your Portal configuration, some credit cards may incur a surcharge.
This surcharge is displayed on the Tender type button, unless you have typed in a
specific amount that is less than the remaining balance. Surcharges are listed separately
in the Transaction list.

To tender an EFTPOS payment:

Tender
1. On the Transaction screen, press .

The Tender screen is displayed.

Discaunt Tender: $82.74 Bbq Plum Chicken Nibbles
5 724kg N x $4 99kg

$82.74 Ch & Veg Stirry
8.781ka N x $7 99/kg

Total:

See Tender screen on page 502.

2. If the customer is paying the exact amount, press the tender type button that
corresponds to the payment type.

3. If the customer is not paying the exact amount with this tender:
1. Select the tender amount by either:
= typing the amount of the payment using the keypad
= pressing the Quick amount buttons on the left.
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Tip: You can combine these options. For example, you can press the
Exact amount button and then add more using the cash amounts or

keypad.

2. Press the Tender type button that corresponds to the payment type.

Note: Your Portal configuration may not allow customers to pay more than the
amount owed via EFTPOS.

Depending on your Portal configuration, the Tender screen may prompt for a cash-
out amount.

Cashout: U' u Bbq Pium Chicken Nibbles
5724ka N x $4 90kg

Ch & Vag Stirfry
6.781ka N x $7 99%ka

Total:

4. If a cash-out amount is prompted:
1. Type the amount of cash the customer wants to withdraw.

Tip: Leave the cash-out amount blank if the customer does not want to
withdraw cash.

2. Press
The cash-out and tender are added to the transaction.
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Discount Tender: S O A G O e Bbq Plum Checken Nibbles
5724kg N x $4 99kg

$0.00 Ch & Vegq Stirfry
8.781kg N x $7.99kg

Total:
ﬁjebﬂ (inc. $200 00 cash out)

{ Change

Finalise

5. If you need to add another tender, see Splitting a tender on page 482.

6. When the amount has been paid in full, press

The transaction is finalised and the Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Tendering debtor payments

Tender a debtor payment if a customer wants to put part or all of the transaction on their
debtor account to be paid at a later date.

Note: The customer's available credit balance must be more than the amount they want
to add to the account. To check a customer's balance, see Viewing a debtor's details on
page 588.

To tender a debtor payment:

Tender
1. On the Transaction screen, press .

The Tender screen is displayed.

Discaunt Tender: $82.74 Bbq Plum Chicken Nibbles
5 724kg N x $4 99kg

$82.74 Ch & Veg Stirry
8.781ka N x $7 99/kg

Total:

See Tender screen on page 502.

2. If the customer is paying the exact amount, press the tender type button that
corresponds to the payment type.

3. If the customer is not paying the exact amount with this tender:
1. Select the tender amount by either:
= typing the amount of the payment using the keypad
= pressing the Quick amount buttons on the left.
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Tip: You can combine these options. For example, you can press the
Exact amount button and then add more using the cash amounts or
keypad.

2. Press the Tender type button that corresponds to the payment type.

Note: Your Portal configuration may not allow customers to pay more than the
amount owed via debtor payment.

4. If you need to add another tender, see Splitting a tender on page 482.

5. When the amount has been paid in full, press

The transaction is finalised and the Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Tendering gift vouchers

Gift vouchers are individual vouchers identified by serial numbers specific to your
organisation. They are not:

= Centre vouchers, which are supplied by another entity such as a shopping centre or
conglomerate.

= External gift cards, which are used with an EFTPOS machine.
= Discount codes which provide a discount off an item or sale.

Tender a gift voucher if the customer gives you a gift voucher as full or partial payment for
a transaction. If a customer is trying to purchase a gift voucher, see Creating gift vouchers
on page 421.

* Important note: The Portal checks each gift voucher's serial number and amount
as it is tendered. The gift voucher may be rejected if it is invalid or if your Portal
configuration does not allow gift vouchers to be redeemed. The server may also correct
the amount that the voucher contains. Check the amount in the Transaction list once you
have tendered the gift voucher.

9 I can't tender the gift voucher: Gift vouchers cannot be tendered if the terminal
is offline.

To tender a gift voucher:

]

1. Press on the Transaction screen.

The Tender screen is displayed.
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[Hscoum Tender: “ 2 -,‘ : Bg(g;_:n}l‘) Sk ook
1 g N X 30.93kg

$8.79 Total:

See Tender screen on page 502.
2. Press the Tender type button for gift vouchers.

Discount S8 T g Bbg Lamb
1257kg N x $6.99kg

38.79 Totail:

Note: The Tender type buttons are configured on the Portal and may appear
differently to the documentation.
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The gift voucher is submitted to the Portal, which verifies the serial number and
amount. Verifying may take several seconds.

The Transaction list displays either:

= The accepted gift voucher.

Discount Tender: 0 00 € W sbqramb
1.257kg N x $6.99/kg

$0.00 Total:

—6-% Vouches

Finalise

= The rejected gift voucher.

Discoumt Tender: I:\ Cr 3 l':) ':)' q Bbq Lamb
1.257kg N x $6:99%g

$0.00 —
'(Rereciedl RN R

Balance:

Finalise

3. If you need to add another tender, see Splitting a tender on page 482.
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4. When the amount has been paid in full, press

The transaction is finalised and the Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Splitting a tender

Split a tender when the customer wants to use two or more payment methods to complete a
transaction.

To add a split tender:

Tender
1. On the Transaction screen, press .

The Tender screen is displayed.

Discount Tender: 552 74 € W 8oqPum Chicken Nibbles
5§ 724kg N x 54 99kg

382.74 Ch & Veg Stirry
68.781kg N x $7 9%%kg

Total:

See Tender screen on page 502.

2. For each tender you want to add:
1. Select the tender amount by either:
= Typing the amount of the payment using the keypad.
= Pressing the Quick amount buttons on the left.
= Pressing the Exact amount button.

Tip: You can combine these options. For example, you can press the
Exact amount button and then add more using the cash amounts or
keypad.

2. Press the Tender type button that corresponds to the payment type.

The tender is added to the transaction.
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Also see:

= Tendering cash on page 471.

= Tendering EFTPOS on page 473.

= Tendering gift vouchers on page 478.

= Tendering debtor payments on page 476.

3. When the amount has been paid in full, press

The transaction is finalised and the Tender screen is closed.

The Transaction screen is ready for the next transaction.
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Redeeming loyalty points

Redeem a customer's loyalty points to pay for part or all of a transaction.

e I can't redeem loyalty points: You can only redeem loyalty points if the loyalty
card type permits loyalty points redemption, and the customer has accumulated enough

loyalty points to redeem.

To redeem loyalty points:

1. On the Transaction screen, scan the customer's loyalty card into the transaction.

Rewards card
& Bob Bird

Rewards card
& Bob Bird

Ch & Vieg Stirfry
0.806kg N x $7 99%p

G Voucher

3644

Total:

Void \ramsacton Tender

See Adding a loyalty card on page 444.

Tender

2. Press
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Rewards card @
& Bob Bird
Load
watwrmal
Nansaction

Ch & Veg Strtry
0 806Ky M x $7 99%g $6.44

G Voucher $26.00

Total:

Mscoum

.r, -
Void \ramsacton Tender

The Tender screen is displayed.

3. On the Tender screen, press .

isacvn | ““"W'"J Tender: = 00| & Rmwards card @

$110.07

Frazen Whole Turkey 32
4 08kg N x 825 60/kg $104.45

Beef Stir-fry
D 375kg N x $14 99%qg $5.62

Total: $110.07

The Tender screen displays the loyalty point equivalent on each of the Quick amount
buttons.
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Discount Redeem Redeem: 173.55 pts Rewards card @
& Bob Bird

173.55 pts Card balance

Frozen Whole Turkey 32
4.08kg N x $25 60/kg $10445 @

Beef Stir-fry
0.375kg N x $14 99/kg $562 @

Total: $110.07

Exact
173.55 pts (334.71)

4. If the customer wants to redeem a specific number of points, type the amount in.

Tip: You can use the keypad in conjunction with the Quick amount buttons to
type in the number of points.

5. Press either:
= The Exact button to redeem the exact number of loyalty points you selected.

= The Optimal button to redeem the optimum number of points up to the amount
you selected.

Note: Loyalty points are only accrued for items that are purchased in full. If
an item is purchased using redeemed loyalty points, no loyalty points are
accrued for that item. The optimum option redeems the maximum number
of points possible without partially paying for any items, so the customer
can still accrue loyalty points for those items.

The loyalty points are redeemed.

The transaction balance is updated.

Note: Depending on your Point of Sale configuration, you may need a supervisor's
authorisation. If you are a supervisor, you may need authorisation from another
supervisor.
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Discounting a transaction

Discount a transaction to apply the same discount to an entire transaction.

Note: If you want to discount an individual item, see Applying a discount to an item on
page 434.

To discount a transaction:

1. On the Tender screen press .

. Discount Tender: :, 74 47 q Bbg Plum Chicken Nibbles
. 5.724kg N x$4 99kgo

B.781kg N x $7 99kg

Total:

The list of available discounts is displayed.
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S22 74 € B BbqPum Chicken Nibbles

5.724kg N x $4.99/kg

Ch & Veg Stirfry
6.781kg N x $7.99/kg

Total:

CASH

($82.75) Cheque Credit Card

2. Press the discount you want to apply.

The discount is applied to the transaction.

Discount Tender: Bbg Plum Chicken Nibbles
5724kg N x $4 99%a

$74.47 Ch & Veg Stifry
£.781kg N x $7 99/ka

-~

10%

Total:

488 iZen Point of Sale user guide



Tendering transactions

iZen Point of Sale user guide 489



Tendering transactions

Voiding a tender

Voiding a tender removes it from the transaction and returns the transaction balance to its
previous amount. VVoid a tender if you have submitted an incorrect amount or tender type
and have not finalised the transaction yet.

To void a tender:

Close
1. Press - to return to the Transaction screen.
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Discount Tender: - | €1 Bl 8eet CubedLean
10314kg N x $14 99/kg

$54.61 Total:
CASH

Balance:

2. Press the tender you want to void.

3. Press .

Bba Crucken Filet

o € Crante order Fine urder
enquiry Total:

0 BI8kg N x $4.99%0 $407
$4.07
[Casn 52000
Rouraing 30,02 '

Change
Frimt labe!

Print

Print takin
tinwe-hour Print sales fnt takings

mport repont
e port

X rad

iZen Point of Sale user guide

Tender

491



Tendering transactions

Void item

The tender is voided.

492 iZen Point of Sale user guide



Tendering transactions

Changing a tender

Once you have submitted a tender, it cannot be altered. If you need to change a tender:

1. Void the incorrect tender.
2. Add the correct one to the transaction.

See Voiding a tender on page 490.
Also see Adding a tender on page 4609.

Note: If the transaction has been finalised, you cannot void a tender. You must refund
the transaction using the same tender type and put it through again with the correct
tender. See Refunding an item on page 424.
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Collecting customer information

If your Point of Sale is configured to collect customer information, the tender screen
prompts you with information fields when you finalise the transaction.

See Setting up collection of customer information on page 36.
To record customer information:

1. Tender the transaction as normal.

See Tendering transactions on page 465.

2. Press

The customer information fields are displayed.
Tender transaction

Discount
B, Tender:  50.00 @ QIS

$0.00 Total:

Cash
Rounding

Change

Email

Postcode

Phone

Finalise

Note: Your information fields may be different to the documentation.

Note: If a loyalty member or debtor has been added to the transaction, their
information is automatically added to these fields. See Adding a loyalty card on
page 444.
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3. Type or edit the information as required.

4. Press &= _ 3

The customer information is recorded.
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Emailing customers a receipt

If your Point of Sale is configured to email customers a copy of the receipt, the tender
screen prompts you with information fields when you finalise the transaction.

See Setting up emailed receipts on page 38.
To email a receipt:

1. Tender the transaction as normal.

See Tendering transactions on page 465.

2. Press

The customer information fields are displayed.
Tender transaction

Discount - <N N Banana Muffin
e Tender- P D -V O| G 4 items x $2.57

So.oo Total:

Cash
Rounding

Change

Postcode

Phone

Finalise

Note: Your information fields may be different to the documentation.

Note: If a loyalty member or debtor has been added to the transaction, their
information is automatically added to these fields. See Adding a loyalty card on
page 444.
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3. Type the email address into the Email field.

4, Press .

The receipt is emailed.
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Preventing a receipt being emailed to a customer

If your Point of Sale is configured to email customers a copy of the receipt, the tender
screen prompts you with information fields when you finalise the transaction. If the
customer does not want a receipt emailed, you can prevent the email by keeping the Email
field blank.

See Setting up emailed receipts on page 38.
To prevent a receipt being emailed:
1. Tender the transaction as normal.

See Tendering transactions on page 465.

2. Press

The customer information fields are displayed.
Tender transaction

Discount ’ B Muffi
S s Tender: $0.00 €3 g BaroraMufin

$0.00 Total:

Cash
Rounding

Change

Email

Postcode

Phone

Note: Your information fields may be different to the documentation.
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3. Delete the email address from the Email field, if any is pre-filled.

4. Press .

The transaction is finalised without emailing a receipt.
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Recording a tax exempt ID during tender

If you have applied a discount that includes a tax exempt status, or set a transaction as tax
exempt, you must provide the customer's senior citizen ID or tax exempt ID when
tendering. These fields cannot be left blank.

Note: If the customer cannot provide a valid ID, you must remove the tax exempt status
or the discount in order to finalise the transaction. See Discounting a transaction on
page 487. Also see Setting a transaction as tax exempt on page 439,

To record a customer's tax exempt ID:

Tender
1. From the transaction screen, press :

The tender screen is displayed.

Tender transaction

Discount Tender: g 2 : 5 '7| q Banana Muffin

s 2 57 Total:

2. Tender the transaction as normal.

See Adding a tender on page 469.

3. When the transaction is ready to finalise, press

500 iZen Point of Sale user guide




Tendering transactions

A popup screen is displayed.

Tender transaction

Discount

Tender: SOOO' x| Banana Muffin

Total:

Cash
Rounding

$0.00

Balance:

Customer ID

Name

Finalise

4. Type the customer's tax exempt ID or senior citizen ID into the Customer ID field.
Type the customer's name into the Name field.

6. Press ﬁ

The transaction is finalised.
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Tender screen

Use the Tender screen to:

Process payments of transactions.

See Adding a tender on page 469
Also see Splitting a tender on page 482.

Specify a cash-out amount for applicable tenders.

Apply discounts to the whole transaction.
See Discounting a transaction on page 487.
Redeem loyalty points.

See Redeeming loyalty points on page 484.

Opening the Tender screen

To open the Tender screen:

1.

502

Log in to the Point of Sale.
See Logging in to the terminal on page 348.
Add items to the transaction.

See Selling and refunding items on page 409.

Tender
Press .

The Tender screen is displayed
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Discount y e Bbq Plum Chicken Nibbles
5 724kg N x $4 99kg

$82.74 Ch & Veg Stirry
6.781ka N x $7 9%%kq

Total:

Cheque Credit Card
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Tender screen key fields and buttons

Tender amount area

Discount Bbq Plum Chicken Nibbles
5.724kg N x $4.99/kg

Ch & Veg Stirfry

Total:

1
00

CASH

(574.45) Cheque Credit Card

Gift voucher Close

Use the Tender amount area to:

= Select an amount in cash or loyalty points to tender.
= Apply discounts to the transaction.
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Field

Description

Press to apple a discount to the entire transaction. See
Discounting a transaction on page 487.

Note: The Point of Sale applies the discount to each
item up to that item's discount maximum. For
example, if an item has a discount maximum of 5%
and you select a 20% discount for the transaction,
that item is only discounted 5%. This also applies to
flat-amount discounts such as "1$ off".

Press to redeem loyalty points for some or all of the
tender amount. See Redeeming loyalty points on page
484.

Press the Exact amount button to select the remaining
tender amount.

Note: The amount displayed on this button depends
on the remaining transaction balance.

Tender: =~ = @

The Item field displays the current tender amount,
discount or loyalty points.

Tip: Hold down to quickly clear the tender
field.

Press Quick amount buttons to add to the current tender.
For example, if the customer has given you fifteen
dollars, you can press $10 and $5 instead of typing the
amount in the keypad.

Note: When redeeming loyalty points, these buttons
reflect the number of points equivalent to the cash
amount. A $100 button displays $100 worth of
points.
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Field Description

Type an amount to tender on the keypad.
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Tender type area

Discount Tender: tf\

$82.74

§20.00

CASH

(574.45) Cheque Credit Card

Gift voucher

Use the Tender type area to submit a tender.

Tendering transactions

Bbg Plum Chicken Nibbles
5.724kg N x $4.99/kg

Ch & Veg Stirfry
6.781ka N x $7 99/kg

Total:

Note: A tender type is disabled if the payment amount you have selected is not
permitted for that type. For example, credit cards and debit cards cannot pay more than
the amount of the sale. If a sale total is $20 and you type $25, the credit card and debit
card tender types are disabled. Once the full amount of the sale has been tendered, all

tender types are disabled.

Note: The available tender types and their applicable amounts are configured using the

Portal.
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Loyalty area

Discount Rodewsm 173.55 pts q Rewards card @
& Bob Bird

173.55 pts 172,55 pts

Frozen Whole Turkey 32
4.08kg N x $25 60/kg $10445 @

Beef Stir-fry
0.375kg N x 514 99%ka $562 @

Total: $110.07

Exact:
173,55 phe ($34.71)

Note: The Loyalty area is only displayed if you press .

Use the Loyalty area to submit a redemption of loyalty points. You can either:

= Redeem the exact amount selected.
= Redeem the maximum loyalty points without partially-redeeming an item.

See Redeeming loyalty points on page 484.

Note: Loyalty points cannot be redeemed if the customer has not accrued points or the
Portal configuration does not permit loyalty point redemption.
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Transaction list area

Discount Tender: '~ '~ €& Bbq Plum Chicken Nibbles
5.724kg N x $4.99/kg

$82.74 Ch & Veg Stirfry
6.781ka N x $7 99/kg

Total:

00

CASH

(574.45) Cheque Credit Card

Gift voucher Close

Use the Transaction list area to:

= View tenders that have been submitted to the transaction.
= Cancel the tender and return to the Transaction screen.
= Finalise the transaction.
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Field Description
Rewards card @ /| The Transaction list displays:
& Brian Smith
= All items included in the transaction.
?éf SL;?EQC,L" f’;%"g%f:;“ $97.98 = Any discounts or price overrides applied.
Total: $97.98 = Any service charges applied.
Rewards card redemption (50 pts) $10.00 = The number of the loyalty card, if one has been
Credit Card $60.00 scanned
Gift Voucher $20.00 )
GASH $20.00 = All tenders for the transaction.
Rounding $0.02
= Any applicable tender surcharges.
Change $2.00 .
= The transaction total.
= The balance of the transaction remaining.
= Any change owed.

Close the Tender screen without finalising the

transaction.

Note: All tenders already submitted to the
transaction are retained.

Finalise the sale and return to the Transaction screen.
See Tendering transactions on page 465.

Note: You can only finalise the transaction when
the balance is zero.
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Managing loyalty cards

Loyalty cards can be used to:

Record a customer's details for advertising and promotions.

Record the transactions a customer makes.

Award a customer loyalty points for purchases.

Reward a customer by redeeming loyalty points to pay for purchases.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Loyalty Transaction

Loyalty card Transaction list

Also see Loyalty screen on page 528.

What you can do:

The following topics explain the tasks related to loyalty cards:

Adding a loyalty card on page 444.

Finding a loyalty card by name on page 518.
Redeeming loyalty points on page 484.
Creating loyalty cards on page 512.

Viewing a customer's details on page 514.
Viewing a loyalty balance on page 516.
Editing loyalty card details on page 520.
Updating a customer's photo on page 522.
Signing customers in on page 524.

Signing customers out on page 526.
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Creating loyalty cards

Create a loyalty card when a customer signs up for your loyalty program.

Note: The card is not saved until the transaction is finalised. You must complete a

transaction in order to create a loyalty card. Only one loyalty card can be created or used

per transaction.

To create a loyalty card:
1. Scan or type in the barcode of the new card.

The new card is displayed in the Item field.

| 2100777777779

Rewards card
8 New card

Losd
external
antaction

Customm Custumer
wgn out sign m

Mscount

Log Log out

2. Press @

The Loyalty screen is displayed.

Note: The Point of Sale displays whichever tab of the Loyalty screen you last
used.

3. Press “ )

The Personal tab of the Loyalty screen is displayed.
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First name

Last name

Title

Gender

Cutlaenet Cuatomes Occupation
sige out ign in

Log Log out

4. Type the customer's first and last name into the fields.

Note: Depending on your Portal configuration, some fields may be mandatory.
The loyalty card cannot be created unless these fields are completed. If the loyalty

card is incomplete, the @ icon flashes. You can locate missing mandatory
fields by looking for the red tab labels. The missing fields are shaded red.

5. Complete the other customer details as required.

See Loyalty screen on page 528.

Tip: Any mandatory fields are shaded in red.

6. Press to add the new card to the transaction.

7. Continue with the transaction.

The card is created when the transaction is finalised.

See Selling and refunding items on page 409.
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Viewing a customer's details

You can view the details attached to a customer's loyalty card without adding that card to a
transaction. For example, you may need to check that a customer's address or contact

details are up to date.

Note: If you accidentally add the loyalty card to the transaction, you can void it like any
other item in the transaction. If there are no other items in the transaction, void the entire
transaction. See Voiding an item on page 451. Also see Voiding a transaction on page
453.

To view a customer's details:

1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.

| 2100777777777

Rewards card
& Bob Bud

Log = Log out

2. Press @

The Loyalty screen is displayed with the customer's details.
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iLoad
wuternal
Iransacton

First name

Last name

Title

Gender

Customer Occupation
sign in

Diec ot

Log Log out

See Loyalty screen on page 528.
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Viewing a loyalty balance

You can view a customer's loyalty point balance without adding that card to a transaction.

Note: If you accidentally add the loyalty card to the transaction, you can void it like any
other item in the transaction. If there are no other items in the transaction, void the entire
transaction. See Voiding an item on page 451. Also see Voiding a transaction on page
453.

Note: You can configure the terminal to require a supervisor's authorisation to perform
this button's function. See Terminal setup screen - Security tab on page 50.

To view a customer's loyalty points balance:
1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.

2100777777777

Rewards card
& Bob Bud

Load
wxternal
transacbon

Trulnieg
mode

Log Log out

2. Press @

The Loyalty screen is displayed with the customer's details.
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iLoad
wuternal
transacton

First name

Last name

Title

Gender

Customer Occupation
sign in

Log Log out

See Loyalty screen on page 528.

3. Press

The Card tab of the Loyalty screen is displayed.

Load
extornal
bansachon

Rewards card
‘Bobe:rd

S A=

Personst  Contact  Addiess Cand Purchases

2100777777777 €
(@)

L

Balance

Joined

Updated

Expires

Cusntumer Custamar
wgn out sigm

Déscount

Log Log out

The customer's loyalty points are displayed in the Balance field.
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Finding a loyalty card by name
You can search for a loyalty card to view its details or add it to a transaction.

Note: You must have a one-shot button configured to search for loyalty cards by name.
Without a one-shot button, you must search for loyalty cards by card number. See
Viewing a customer's details on page 514. Also see Creating a one-shot button to find

loyalty cards on page 175.

To find a loyalty card by name:
1. Press the Find loyalty one-shot button.

Custumar
sign aut

Log in Log out

Note: Your one-shot button configuration may be different from the
documentation.

The Find loyalty card screen is displayed.
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Find loyaity card

Please type in the Niter box 10 start ssarching

Overmide
price

Sot tarw

Customer
gn out

i

2. Press the search field.

3. Type either:
= the first letters of the customer's name
= the first numbers of the loyalty card number
= part of the customer's phone number.

The search results are displayed.
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Editing loyalty card details

Edit a loyalty card when you need to update the customer’s details.

Note: Any changes made to the card details are immediately sent to the Portal when the
loyalty screen is closed.

Note: You cannot edit a customer's loyalty points balance or their purchase history.

To edit a loyalty card:

1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.

| 2100777777777

Rewards card
& Bob Bud

:::::

Log Log out

2. Press @

The Loyalty screen is displayed with the customer’s details.
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First name

Last name

Title

Gender

Occupation

Log Log out

See Loyalty screen on page 528.

Edit the relevant details.
Add the card to the transaction.

See Adding a loyalty card on page 444.
5. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Updating a customer’s photo

Update a customer photo to record a picture of the customer's appearance.

Note: Customer photos can only be updated using a mobile device such as an iPad. If
the Click To Update Photo option does not display, the device you are using is not
capable of updating the customer's photo.

To update a customer photo:

1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.

| 2100777777777

Rewards card
& Bob Bid

vvvvv

Log Log out

2. Press @

The Loyalty screen is displayed with the customer's details.
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First name

Last name

Title

Gender

Cuntomer Customer Occupation
3Qn oat sign in

Log Log out

See Loyalty screen on page 528.

3. Press e

The Photo tab of the Loyalty screen is displayed.

sea=&l0

Personal  Contact  Address Card Purchases Phota

Click to update photo

4. Press Click to update photo.

The device's camera mode is enabled.

Take a photo of the customer with the device.
Continue with the transaction.

See Selling and refunding items on page 409.

The photo is uploaded to the server when the transaction is finalised.
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Signing customers in

You can sign customers in to register their attendance, for example in a workshop or as a
club member. The customer must have a loyalty card in order to sign in. You can sign a
customer in as part of another transaction, or as a standalone sign-in transaction.

Note: You can only sign customers in using a one-shot button configured to sign
customers in. See Creating a one-shot button to sign a customer in on page 159.

To sign a customer in:

1. Scan or look up the customer's loyalty card.

See Adding a loyalty card on page 444.

2. Press to add the loyalty card to the transaction.

2100000000000 L ]

Rewards card (replaced) ®
& Bob Bird with Paints (8)

3. Press the Customer sign in one-shot button.
4. If:
= You don't want to add other items to the transaction, press
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Rewards card (replaced) ®
& Bob Bird with Points (B)

Rewards card {replaced)
& Bab Bird with Pores {B)

©

Customer sign In

Total:

Quantity

The customer is signed in.

= |f you want to add other items to the transaction, continue the transaction as
normal. The customer is signed in when the transaction is finalised.

Note: You cannot add another loyalty card or another customer to this
transaction.

See Selling and refunding items on page 409.
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Signing customers out

You can sign customers out to register the end of their attendance, for example in a
workshop or as a club member. A customer must have a loyalty card in order to sign out.
You can sign a customer out as part of another transaction, or as a standalone sign-out
transaction.

Note: You can only sign customers out using a one-shot button configured to sign
customers in. See Creating a one-shot button to sign a customer out on page 163.

To sign a customer out:
1. Scan or look up the customer's loyalty card.

See Adding a loyalty card on page 444.

2. Press to add the loyalty card to the transaction.

2100000000000 L ]

Rewards card (replaced) ®
& Bob Bird with Paints (8)

2
0

Rewtinm
Uansaction

3. Press the Customer sign out one-shot button.
4. |If:
= You don't want to add other items to the transaction, press
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Rewards card (replaced) ®
& Bob Bud with Points (B)

Rewards card {replaced)
& Bab Bird with Pores {B)

©

Customer sign out

Total:

1

Quantity

The customer is signed out.

= |f you want to add other items to the transaction, continue the transaction as
normal. The customer is signed out when the transaction is finalised.

Note: You cannot add another loyalty card or another customer to this
transaction.

See Selling and refunding items on page 409.
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Loyalty screen
Use the Loyalty screen to:
= View a customer's details.
See Viewing a customer's details on page 514.
= Edit a customer's details.
See Editing loyalty card details on page 520.
= View a customer's loyalty points balance.
See Viewing a loyalty balance on page 516.

= View a customer's photo.
= Update a customer's photo.

See Updating a customer's photo on page 522.

Note: Photos can only be updated using the Point of Sale on an iPad.

Opening the Loyalty screen
To open the Loyalty screen:

1. Scan or type the loyalty number into the Transaction screen.

The Item field displays the loyalty card information.

(2100777777777

Rewards card
& Bob Bud

........

Log Log out
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2. Press @

The Loyalty screen is displayed with the customer's details.

iLoad

wternal
transacton

First name

Last name

Title

Gender

Occupation

Log Log out

Note: The Point of Sale opens whichever tab you last viewed on the Loyalty screen.
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Loyalty window key fields and buttons

Personal tab

RS @ @

Contact  Address Cord Purchases Photo

First name Bot
Last name Bird

Title Not specifisd

Gender Male

Occupation

The Personal tab records a customer's name and pertinent details for advertising or
promotions, such as their gender and occupation.

Note: Depending on your Portal configuration, some fields may be mandatory.

Field Description

Firstname  The customer's first name.

Last name The customer's last name.

Title The salutation or title the customer prefers. For example, Dr, Mr, Miss,
Ms.
Gender The customer's gender.

Occupation  The customer's occupation.
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Contact tab

Y o y=K=}°

Parsonal Agdress Cord Purchases Photo

Emall lest@eposportal com
Phone JA764523
Mobile 412087654

Allow marketing via:

Email
SMS 4
Regular mail v

The Contact tab records a customer's contact information for advertising and promaotions.

Note: Depending on your Portal configuration, some fields may be mandatory.

Field Description

Email The customer's email address.

Phone The customer's business or landline phone number.

Mobile The customer's mobile phone number.

Allow marketing Select (+") if the customer wants to receive information or

via: Email promotions via the email address recorded in the Email field
above.

Allow marketing Select (¥") if the customer wants to receive information or

via: SMS promotions via the mobile phone number recorded in the Mobile
field above.
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Field Description
Allow marketing Select (%) if the customer wants to receive information or
via: Regular mail promotions via the address recorded in the Address tab.
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Address tab

8 efil= e &

Parsonal  Contact Card Purchases Photo

Street
Suburb
State

Postcode

The Address tab records the customer's home or postal address, where the customer wants
to receive promotional mailouts.

Note: Depending on your Portal configuration, some fields may be mandatory.

Field Description

Street The unit number, street number and street name of the address. For example:
Unit 23b, 123 Mountainview Street.

Suburb The suburb or town of the address.

State The state or territory of the address.

Postcode The postcode or zipcode of the address.
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Card tab

2@ al=E

Parsonal  Contact  Address Card

D @&

Purchases Photo

Balance
Joined
Updated 1508201

Expires

The Card tab records the customer's card details, including their loyalty points balance.

Field Description
Balance The number of loyalty points the customer currently has.
Joined The date this loyalty card was created.
Updated The date the customer's details were last updated.
Expires The date the loyalty card expires.
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Purchases tab

Personal

Last sale 27706114

The Purchases tab records information about the customer's purchase history.

Field Description

Last sale The date the customer last made a transaction linked to this card.
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Photo tab

sea=a&[0

Personal Contact  Addross Card Purchases Phota

S
Click to update photo

The Photo tab displays a customer photo, if one has been uploaded.

Field Description

Click to update Press to open the iPad's camera app and take a photo to update the
photo customer photo.

Note: The update photo function is only available on iPads.
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Managing customer orders and laybys

Customer orders

You can create customer orders for when a customer wants a specific set of items to be
delivered or collected on a specified date. You can create, add payments for, duplicate and
collect customer orders via the Point of Sale.

See Processing customer orders on page 539.
Laybys

You can create laybys for when customers want to reserve something for purchase, but
cannot pay the full amount on that day. Laybys have a date by which the balance must be
paid for in full, or the customer forfeits the layby.

Laybys can be created and paid for through the Point of Sale. Layby collection is not
recorded in the Point of Sale. Laybys can only be edited or cancelled through the Portal.

Key concepts

Complete order Finalise Point of Sale
Customer Fulfilled order Portal
Customer order Item Quantity
Deposit One-shot button Refund
Discount Open order Transaction
Also see:

= Find customer or debtor screen on page 568.
= Customer orders screen on page 570.

= Order details screen on page 573.

= Print invoice screen on page 579.

= Layby details screen on page 581.

What you can do:

= Finding a customer on page 541.

= Creating a customer order on page 543.

= Finding an order on page 547.

= Adding a payment to a customer order on page 550.
= Completing a customer order on page 552.
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538

Duplicating a customer order on page 554.

Printing an invoice on page 557.
Creating a layby on page 559
Finding an layby on page 563.
Paying a layby on page 565.
Cancelling a layby on page 567.
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Processing customer orders

Customer orders allow customers to request specific quantities of items, pay a deposit, and
collect those items at a later date or have them delivered. Customer orders are managed
both through the Point of Sale and the Portal.

To process an order from creation to collection or delivery on the Point of Sale:

1. Create the order for the customer

See Creating a customer order on page 543.

2. The transaction containing the order is finalised and the customer pays a deposit for
the order.

3. The order is sent to the Portal with a status of Open.
The order has:
= An optional delivery fee.
= A deposit that has been paid.
= The customer's details.
= The items and gquantities requested.
= A delivery date.

Note: A minimum deposit and default delivery fee can be configured in the
Terminal setup screen. See Setting up laybys on the Point of Sale on page
26.

4. The order is fulfilled via the Portal as the correct quantities of items are allocated to
the customer.

Note: Orders must be fulfilled via the Portal. They cannot be fulfilled via the
Point of Sale.

The order has a status of Fulfilled.

Note: The quantities of items in the order may change in the delivery process. The
order's total price reflects the actual quantity being delivered to the customer.
5. The customer may add payments to their order to reduce the balanced owed.
See Adding a payment to a customer order on page 550.

6. Either:

= The customer collects their order at your site and pays the order total, less the
deposit and any other payments, via the Point of Sale.

= The order is delivered and marked complete via the Portal.

iZen Point of Sale user guide 539



Managing customer orders and laybys

The order has a status of Complete.
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Finding a customer
You need to find a customer if you want to:
= Assign a customer to an order.
See Creating a customer order on page 543.
= View or open a customer's order.

See Finding an order on page 547.

Note: Some of these tasks require you to find the customer at the start of the task, while
others prompt you to find the customer near the end of the task. In either case, the
procedure for finding the customer using the Find customer screen is the same.

To find a customer in the Find customer screen:

1. The Find customer screen is displayed.

ey ——

D et Find customer
enquiry Crante orter Find urder

Please type In the e box (o star searching

Print
Urwe -hauy
e port

Print sales Prnt akings
mport repont

(i3

Press the search field.
3. Type in a few letters of the customer's first or last name.

Note: The customer search matches any contiguous part of the customer name.
For example, if the customer name is Appleseeds, the customer search matches
APP, PLE or SEE but not APS

The search results are displayed.
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DV | Serbarer | Pind wdee Find customer al
enguiry

Appleseeds

Burberry Ainsville

Pearson Armold

Frimt labe!

Print

Print sales Prnt takin
e -houy tt

report repon
e port P P

X ad

4. Press the name of the relevant customer.

The customer is selected, and you can continue your task.
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Creating a customer order

Create an order when a customer wants to purchase a specific quantity of items to be
collected or delivered on a specified date.

Note: Orders cannot be edited on the Point of Sale once created. To edit an order, use
the Portal.

Note: Orders are only created once the transaction containing the order deposit is
finalised.

Note: Orders can only be created using a one-shot button. See Creating a one-shot
button to create orders on page 151.

To create a customer order:

1. Press the Create order one-shot button.

The Transaction screen displays the Customer order mode.

T al

Prind latel “"

Prant Wshngs
mpo

Note: You cannot create an order from an existing transaction. If your transaction
already contains items, either park or void the transaction before you start to
create the order. Once you have created the order, you can add other items to the
transaction with the deposit.

2. Search for items to add to the customer order.
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See Finding an item on page 411
3. Select the item.

Quantity

4. Press

Tip: If you need to correct the quantity, you can select the item and press

Quantity

again. See Changing an item's quantity on page 429.

o

Type in the number of units or the weight of the item the customer wants to order.

6. Press

The item is added to the order.

7. Search for any additional items the customer wants to order.

Create

8. Press

The Find customer screen is displayed.
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Find debtor

Print mvuice

Print label

Print takings
report

9. Search for the customer you are creating the order for.

See Finding a customer on page 541.

The Order details screen is displayed.

Pleasa type in the filter bax o stiart searching

Create

Crnate new

Login  Logout =

fws | Order details

Customer
Print mvuice Phone
Print labo! DQDOMI
Delivery fee

Delivery date

Print sates Print takings
report report

See Order details screen on page 573

10. Update the Deposit and Delivery fee amounts, if required.

11. Press Delivery date.
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The Delivery date screen is displayed.

Back Delivery date
| soss
‘. Saptambet ’
s M T W T F s l
Print ivuice L‘cf > S | 2 3 - 5 L P e
| $90.88

7 B $§ 10 1 12 9

16

17 18

Print labol

Print takings
report

Create

Susan

12. Select a date by either:
= Navigating through the calendar.
= Pressing one of the pre-set dates.

Create order

13. Press

The deposit is added to the transaction.

Note: The order is not created on the Portal until this transaction has been
finalised. If you void the transaction or the deposit, the order is cancelled.

14. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Finding an order
Find an order if you want to:
= View the details of the customer order.
See Order details screen on page 573.
= Duplicate the order.
See Duplicating a customer order on page 554.
= Mark the order as completed.

See Completing a customer order on page 552.

Note: You can only search for orders via a one-shot button. See Creating a one-shot
button to find orders on page 179.

To find an order:

1. Press the Find order one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find customer screen is displayed.

————r

Find customer

Please type In the Ater box (o stanr searching

O brtent

Prim tabel Petty cash

Print
e -hauy
e port

Print sales Pt akings
e port repont

fe——]

2. Search for the customer whose order it is.

See Finding a customer on page 541.
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Note: Only customers with open orders are displayed.

The Orders for customer screen is displayed.

i

'c;::v' Skl ontor | Pl ustee (. Beck | QOrders for Pearson,Arnold

311032014 — I

12012014
Frimt labe!

Print

Pomt "
Emabouy Print sales it akings

e port repon
1o port

[

Xrwad

See Customer orders screen on page 570.

3. Press the order you want to view.

The Order details screen is displayed.

Cronte ordber  Find veder | (. Beck | Order details
Order number
Customer name Pearson Amokd
Created 17032014
St Delivery date
Deposit $20.0
ebow | | Pikmlts: s
- o ‘ Contents
— ‘ 2kg N Bbq Chicken Filiet
X rad ' 10kg N Shell Oyster

] Duplicets |
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See Order details screen on page 573.
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Adding a payment to a customer order

Add a payment to a customer order if the customer wants to pay some or all of the balance
owing on their order. Customers cannot pay more than is owed on their order.

To add a payment to a customer order:
1. Find the customer order.
See Finding an order on page 547.
2. The Order details screen is displayed.

s Cronte oriber  Find ueter | (, Back Order details
enquiry

Order number

Customer name Pearson Amokd
Created 31032014
Delivery date

Deposit $20 0

Print

Print sales Pont takings
Urwe -hauy

report repon

= oo Contents

(= 2kg N Bbq Chicken Filiet $9 6

10kg N Shell Oyster

Duglicots |
|

Pay
3. Press .

A popup screen is displayed.
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ol

Cronte oriber [ Beck | Order details

Order number
Customer name Pearson Al

Created

Frimt labe!

Delivery date

Print

Print sales Prnt takin
e -houy tt

report repon

e Contents

X ad

4. Type the amount the customer wants to pay into the Amount field.

5. Press ﬁ

The payment is added to the transaction.
6. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Completing a customer order

Complete a customer order when it has been fulfilled and the customer is collecting it from
your site.

Note: When an order is fulfilled on the Portal, the order's listed item weights or
quantities are changed to reflect the actual quantity added to the order. This may affect
the total price of the order on collection. If an order is collected before it has been
fulfilled on the Portal, the Point of Sale uses the original requested quantities exactly.

To complete an order:

1. Find the customer order you want to complete.

See Finding an order on page 547.

The Order details screen is displayed.

v Crone order  Find urder | [ Back | Order details
enguiry

Order number

Customer name Pearson Amokd
Created 1032014
Delivery date

Deposit $20(

Print sales Prnt takings }
mport repon ‘

Contents

2kg N Bbq Chicken Filiet

10kg N Shell Oyster

2. Press .
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ol
[ Back | Order details
Order number
Customer name Pearson Amoks
Created 1032014
St Delivery date
Deposit $20 O
ll":"::un Pt milee TV hings
- 2 o o Contents
—— 2kg N Bbq Chicken Filiet
X read Zr 10kg N Shell Oyster

|
l Duphicass |

Oeder deposit $20.00

Deblor o oviter  Find ueder Bbg Chicken Fillet
Sl 2 000kg N x $4 98%g $0.98

Shed Oyster
10 000kg N x 58 99%g $89.90

Total:

Frimt labe!

Print
Prnt 0
e bour Print sales it akings
e port repont

e port Quanﬁty

5 :
2 .
0

Vaoid vansaction Tender

Note: The amount owed for the order is automatically added to the transaction. If
the customer has already paid more than the amount owed, a refund is added to
the transaction.

3. Continue the transaction as normal.

See Selling and refunding items on page 4009.
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Duplicating a customer order

Duplicate a customer order if the customer wants to repeat an existing order with the exact
items and quantities as the original order.

Note: You cannot edit a duplicated order. If the customer wants to make any changes,
you must create the order in full. See Creating a customer order on page 543.

To duplicate a customer order:

1. Find the customer order you want to duplicate.

See Finding an order on page 547.

The Order details screen is displayed.

[ Back | Order details

Order number
Customer name Pearson Amokd

Created 1032014

Frimt labe!

Delivery date

Deposit $20(

Print

Print sales Prnt akings
Urwe -hauy

e port report

5 2a Contents

2kg N Bbq Chicken Filiet

10kg N Shell Oyster

Duplicots |

2. Press .
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ol

.Tq.::', Cronte orber  Find eder < Order details
Order number
Customer name Pearson Amokd
Crested 31032014
Sty Delivery date
Deposit $20.0
mdow  Mibmie P niigs
e Contents
—— 2kg N Bbq Chicken Filiet §9
X rmad Zr 10kg N Shell Oyster

The Order details screen for the new order is displayed.

B | Order detalis
$9.98
Customer
$89.90
Print mvuice Phone P
$90.88
Print label DQDOMI
Delivery fee $O N

Delivery date

Print sates Print takings
report report

Create

Crase order

Susan

—
Login Log out =

See Order details screen on page 573.

Update the Deposit and Delivery fee amounts, if required.
Press Delivery date.

The Delivery date screen is displayed.
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556

: 2;. . I D.”ny date

s M T W
o M 1 2 3

7 & § 10
14 15 16 17
Print label

21 2 23 4

22 29 N

Print takings
report

2013 2014

Susan

Select a date by either:
= Navigating through the calendar.
= Pressing one of the pre-set dates.

Create order

Press

The deposit is added to the transaction.

‘. Saptembet

T
-

"

18

28

$9.98

»

F s
Pl $89.90

5 8
$00.88

12 13

19 20

28 27

Login Log out

Note: The order is not created on the Portal until this transaction has been
finalised. If you void the transaction or the deposit, the order is cancelled.

Continue the transaction as normal.

See Selling and refunding items on page 409.
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Printing an invoice

You can add a customer's details to a receipt to convert it into an invoice before a
transaction is finalised.

Note: You can request an invoice at any point in the transaction until the transaction has
been finalised. You cannot print an invoice for a transaction that has been finalised.

Note: You must have a one-shot button configured to print a customer invoice. See
Creating a one-shot button to print invoices on page 241.

To print a customer invoice:

1. Press the Print invoice one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Debot Cronte order  Fined veder

Frint labe! m;ﬁ

Print
nt Prant takin
Soebow |TIRSSCHS: Py Engs
12 pornt pe Lo

The Print invoice screen is displayed.
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D bty
enguiry

Cronte order Find urder

Name
Address

Primt labe! VAT number

2. Type in the customer Name, Address and the customer's VAT number.

3. Press ﬁ

The customer details are printed on the receipt when the transaction is finalised.
4. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Creating a layby

Create a layby if a customer wants to reserve items for purchase and complete the purchase
at a later date.

Note: Laybys must be created from an empty transaction. If you want to create a layby
from an existing transaction, you must void the transaction and re-scan the items into the

layby transaction.

To create a layby:
1. Press the Create Layby one-shot button.
The layby is opened.

Pl Ml

Log In Ling ot

2. Add the items to the layby.
See Selling and refunding items on page 409.

3. When you are finished, press

Note: You cannot add or remove items from the layby once it has been created. If
you add or remove items in the transaction after the layby is created, the items are
added to the regular transaction to be paid for in full, not added to the layby.

The Find customer screen is displayed.
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tomt Find customer

ustirnasl
LE LS S

Tas wammgnt

ard

Refend (it

Voacher Priedt bl

4. Either:

Ploase type &1 the fer box o start senrching

- e

$51.40

LCraate new custome

1. Search for the customer you want to create a layby for.

See Finding a customer on page 541.
2. Create a new customer.
See Creating a new customer.

The layby details are displayed.
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Bech | Layby details !

$61.40

R 51.40
Customer Burbermy Amsvill H

recipn

Phone
Wity e Deposit
Layby fee
Print whole Last payment due 1607/2018

Instructions

Refund (it

Vst Priedt Ml

Civate bayby

Log n Lug out

5. If you want to adjust the deposit, type the new deposit amount in the Deposit field.

Note: The minimum deposit is configured in the Terminal setup screen. See
Setting up laybys on the Point of Sale on page 26.

6. If you want to adjust the layby fee, type the new fee in the Layby fee field.

Note: The fee amount is in addition to the deposit. It does not count towards the
layby total.

7. If you need to note any comments or instructions, type them in the Instructions field.

Create layby
8. Press .
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Slsgrtert | i loysity
recegt

ard

Print whole
day s

Peiedt bl

Note: You can add additional items to the transaction if required.

Tender

9. Press

The Tender screen is displayed.

10. Tender the transaction as normal.

See Tendering transactions on page 465.
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Finding an layby
Find a layby if you want to:
= View the details of the layby.
See Layby details screen on page 581.
= Pay all or part of the layby balance.
See Paying a layby on page 565.

Note: You can only search for laybys via a one-shot button. See Creating a one-shot
button to find laybys on page 171.

To find an layby:

1. Press the Find layby one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find customer screen is displayed.

————w

Find customer

Please type In the Ates box to star searching

O trtent

Primt labe! "“

Print
tiwe -haur
e port

Print sales
wport

2. Search for the customer whose layby it is.

See Finding a customer on page 541.

Note: Only customers with open laybys are displayed.
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The Laybys for customer screen is displayed.

ol

( mack  Laybys for Burberry Ainsville

7/09/2015

Frimt label Petly cash

Print

Print sales Prnt akings
Urwe -hauy

e port repont
1o port e pe

3. Press the layby you want to view.

The layby details screen is displayed.

u,,»‘ Layby details

Layby number
Customer name
Last payment due
Frim label : .::' o Total

Paid to date

Print
= Printsales  Print takings Balance
Urwe -houy SR Sshant
e port pe Lo

See Layby details screen on page 581.
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Paying a layby

Pay a layby when you want to add a customer's payment to their layby balance to reduce
the amount owed. Payments can be all or part of what is owed, but cannot be more than
what is owed.

For example, if a customer owes $50 on their layby, they may pay the full $50, or make a
partial payment of $30, but they cannot pay more than the $50 owed.

To pay a layby:
1. Find the layby.
See Finding an layby on page 563.
2. The customer layby is displayed.

Bach | Layby details

Layby number

Customer name Burbarry Amnawvilk
Last payment due

Total

Paid to date $

Print sales Balance
e port

3. Type in the amount the customer wants to pay in the Amount to pay field.
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566

Frimt labe!

Print

Print sales Pont takin
Unwe -hauy L r

report repon
e port

X ad

Pay
Press .

The layby payment is added to the transaction.

_u._.| Layby details

Layby number

Customer name Burberry Amavilke
Last payment due DW201¢
Total $67
Paid to date &

Balance

{ Amount to pay

.

Continue the transaction as normal.

See Selling and refunding items on page 409.
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Cancelling a layby

You cannot cancel a layby using the Point of Sale. If you need to cancel a layby, log into
the Portal via a web browser and make the necessary changes.
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Find customer or debtor screen

Use the Find customer or Find debtor screen to search for customers or debtors. See
Finding a customer on page 541.

Note: The Find debtor screen is exactly the same as the Find customer screen, except it
searches only for customers who are also debtors. The Find debtor screen is opened by
pressing the Debtor enquiry or Debtor payment one-shot buttons. See Creating a one-
shot button for debtor enquiries on page 147 and Creating a one-shot button for debtor
payments on page 167.

Opening the Find customer screen
To open the Find customer or Find debtor screen:
1. Either:
= Press the Debtor enquiry one-shot button.
= Press the Find order one-shot button.
= Press the Debtor payment one-shot button.
= Create an order on the Transaction screen.

See Creating a customer order on page 543.

= Tender a debtor payment on the Tender screen.

See Tendering debtor payments on page 476.

The Find customer screen is displayed.

Please type In the Ater box (o stanr searching

Prim tabel Petty cash

Print sales
e port
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Find customer screen key fields and buttons

Field Description
Find Type part or all of the customer's name to search for customers.
customer

Note: You can use any part of the customer's name. For example,
APPL, PLES and SEED all return a match with Appleseeds. See
Finding a customer on page 541.

Search The name of each customer is displayed. Press the customer to select them.
results
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Customer orders screen
Use the Customer orders screen to select customer orders to view, complete or duplicate.
See:

= Finding an order on page 547.

= Completing a customer order on page 552.

= Duplicating a customer order on page 554.
Opening the Customer orders screen
To open the Customer orders screen:

1. Press the Find order one-shot button.

The Find customer screen is displayed.

-

Doblar | oo ie e | Findueder | Find customer
enquiry

Please type In the e box (o star searching

Frimt label Petty cash

Print

Print sales
e -hauy -

rwport
1w port o

2. Search for the customer whose orders you want to find.

See Finding a customer on page 541.
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ol

Find customer al

-

Appleseeds
Burberry Ainsville

Pearson Armold

Frimt labe!

Print

Pont n
Emadouy Print sales it akings

mport repon
e port

[

X mad

3. Press the customer whose orders you want to view.

The Customer orders screen is displayed.

i

31032014

30372014

2710212014

Frimt labe!

51022014

Print

Print sales Pont takin
Urwe -hauy - >

e port repont
e port

(13

L rend
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Customer orders screen key fields and buttons

Field Description
Date The date the order was created.
Status The status of the order:
Field Description
Open The order has been created and is awaiting fulfilment.

Fulfilled  The order has been created, and has been marked as fulfilled
on the Portal.

Note: The item weights of the fulfilled order may differ
slightly from those requested in the original order, as the
Portal records the actual weight of each item included in
the order.

Complete The order has been created and collected by the customer.

Note: It is possible to complete an order that has not been
marked as fulfilled. In this case, the requested weights

Return to the Find customer results screen to choose another customer.
ac
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Order detalils screen
Use the Order details screen to:

= View the order number, delivery date and deposit amount.
= View the order contents.
= Duplicate a customer's order.

See Duplicating a customer order on page 554.
= Mark a customer's order as complete.

See Completing a customer order on page 552.
= Add a payment to a customer order.

See Adding a payment to a customer order on page 550.

Note: Orders cannot be edited on the Point of Sale.

Opening the Order details screen
To open the Order details screen:

1. Press the Find order one-shot button.

The Find customer screen is displayed.

D et Cronie oviler  Find veder | Find customer
enguiry

Please type In the fes box (o star searching

Primt label M“

2. Search for the customer whose orders you want to find.

See Finding a customer on page 541.
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574

Find customer al

»

Appleseeds
Burberry Ainsville

Pearson Armold

Frimt labe!

Print

Prnt 0
Urwe -haouy Print mles ot akings

mport repon
e port

X rwad

Press the customer whose orders you want to view.

The Customer orders screen is displayed.

i

(. Beck | Orders for Appleseeds

31032014
30372014
2710212014

Frim tavel SR 50212014

Print

Print sales Pont takin
Urwe -hauy s y oy

e port repont
12 port

Press the order you want to view.

The Order details screen is displayed.

Hpede
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Print
e -houy

Print sales Pt takings
e port repon

e port
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Duplicetn |
|

Back | Order details

Order number
Customer name
Created
Delivery date

Deposit

Contents

2kg N Bbq Chicken Filiet

10kg N Shell Oyster
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Order details screen key fields and buttons

Note: These fields are not editable. Orders can only be edited on the Portal.

Order area

This area displays information about the order itself.

Field Description

Press to return to the Customer orders screen and select a different

order. See Customer orders screen on page 570.

Order The unique number that identifies this order on the Portal.
number

Customer The name of the customer who placed the order.

name

Created The date the order was created.

Delivery date ~ The date the order is scheduled for delivery.

Deposit The deposit paid for the order.

Press to duplicate this order for a new delivery date.

See Duplicating a customer order on page 554.

Pay Press to add a payment to this order.

See Adding a payment to a customer order on page 550.

Press to collect this order.
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Field Description

See Completing a customer order on page 552.
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Contents area

This area displays information about the items the order contains.

Field Description

Quantity  The number of units or amount of weight ordered for this item.

ltem The name of the ordered item.
name

Line price  The total price of this item line. That is, the item's individual unit price
multiplied by the quantity.
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Print invoice screen

Use the Print invoice screen to print customer invoices.

Opening the Print invoice screen
To open the Print invoice screen:

1. Press the Print invoice one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Promt labe |

0

Hestonw

trantaction
Sell

The Print invoice screen is displayed.
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Name
Address

Primrt labe | VAT number

Print invoice screen key fields and buttons

Field Description
Name
The customer's name.
Address The customer's address.
VAT Number The customer's tax number.
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Layby details screen

Use the Layby details screen to view a customer’s layby and add payments to their layby
balance.

Opening the Layby details screen
To open the Layby details screen:

1. Press the Find layby one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find customer screen is displayed.

Find customer

Please type In the e box (o star searching

Frimt labe! M“

Print
Urwe -hauy
12 port

Print sales
e port

2. Search for the customer whose layby it is.

See Finding a customer on page 541.

Note: Only customers with open laybys are displayed.

The Laybys for customer screen is displayed.
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ol

.::::.' Ootharier il bade ( Back Laybys for Burberry Ainsville

70912015

Primt labe! ~~~

Print

Pont n
Emadouy Print sales it akings

mport repon
e port

[

X mad

3. Press the layby you want to view.

The layby details screen is displayed.

u,,.| Layby details

Layby number

Customer name Burber
Last payment due

o e Totsl

Paid to date

Print
Print sales Print takings Balance
Urwe -haur
mport repon
12 port

See Layby details screen on page 581.
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Layby details screen key fields and buttons

Field Description

Return to the list of laybys for the selected customer.
ac

Layby number A unique number identifying the layby.

Customer name  The name of the customer who owns the layby.

Last payment The date the layby must be paid in full by.

due
Note: This field is not editable.
Total The total amount of the layby.
Paid to date The amount of the layby that has been paid so far.
Balance The amount still to pay on the layby.

Amounttopay  The amount the customer wants to pay in this transaction.

See Paying a layby on page 565.

Pay Press to add the amount listed in the Amount to pay field to the
current transaction.
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Managing debtors

Debtors can use their debtor accounts to pay for transactions, and make payments back to
their debtor accounts via the Point of Sale.

Key concepts

Credit limit Discount Portal
Debtor Finalise Price level
Debtor balance Item Quantity
Debtor enquiry One-shot button Refund
Debtor payment Point of Sale Transaction

Also see the following topics:

= Find customer or debtor screen on page 568.
= Debtor details screen on page 596.
= Debtor payment screen on page 600.

What you can do:

= Performing a debtor enquiry on page 587.

= Finding a debtor on page 585.

= Viewing a debtor's details on page 588.

= Adding a debtor to a transaction on page 590.

= Adding a debtor payment to a transaction on page 593.
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Finding a debtor
Find a debtor if you want to:
* View a debtor's details.
See Viewing a debtor's details on page 588.
= Add a debtor to a transaction.
See Adding a debtor to a transaction on page 590.
= Add a debtor tender to a transaction.

See Tendering debtor payments on page 476.

Note: Some of these tasks require you to find the debtor at the start of the task, while
others prompt you to find the debtor near the end of the task. In either case, the
procedure for finding the debtor using the Find debtor screen is the same.

To find a debtor in the Find debtor screen:

1. The Find debtor screen is displayed.

Please type in the fiker boy 10 stant searching

Print label

Print
fime how

part
I
Yinad'

Log in Log out

2. Press the search field.
3. Type in a few letters of the debtor's first or last name.

Note: The debtor search matches any contiguous part of the debtor's name. For
example, if the debtor's name is Appleseeds, the debtor search matches APP, PLE
or SEE but not APS
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The search results are displayed.

Appleseeds

Prist Inwuice

Burberry Ainsville

Pearson Arnold

Print labe)

Log n Log out

4. Press the name of the relevant debtor.

The debtor is selected, and you can continue your task.
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Performing a debtor enquiry

Perform a debtor enquiry to find a debtor and view their details, or add them to a
transaction.

See:

= Viewing a debtor’s details on page 588.
= Adding a debtor to a transaction on page 590.

Also see Finding a debtor on page 585.
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Viewing a debtor’s details
You can view a debtor's details, including the:

= Debtor's name and address.
= Credit limit, current balance and available credit.
= Discounts and price levels the debtor receives.

Note: You can only search for a debtor via a one-shot button. See Creating a one-shot
button for debtor enquiries on page 147.

Note: If a debtor has been added to a transaction, you can view their details by pressing
the button in the Transaction list.

Debtor !
& Appleseeds [_@'!
Total: $0.00

To view a debtor's details:

1. Press the Debtor enquiry one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find debtor screen is displayed.

Please type in the fiker box 1o stant searching

Print label
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2. Search for the debtor you want to view.

See Finding a debtor on page 585.

Appleseeds
Burberry Ainsville

Pearson Arnold

Print labe)

Prnt
time how
v part

Log in Log out

3. Press the appropriate debtor from the search results.

The debtor details screen is displayed.

( Oach

Appleseeds

Prisd Invuice ‘ Name

| Phone
Address
Print labea)

Suburb

State
Prant
time how

Postcode

1w part

Cradit limit

Balance

Avallable credit $9 834 51

| Add s ransacsion |

Log in Log out

See Debtor details screen on page 596.
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Adding a debtor to a transaction
Add a debtor to a transaction to:

= Enable special discounts or price levels that the debtor is entitled to.
= Permit a debtor to pay for a transaction using their debtor account.

See Tendering debtor payments on page 476.

To add a debtor to a transaction:

1. Press the Debtor enquiry one-shot button.

The Find debtor screen is displayed.
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Find debtor

Please type in the fiker box 1o start searching

Print labe)

Log in Log out

2. Search for the debtor you want to add to the transaction.

See Finding a customer on page 541.

Appleseeds
Burberry Ainsville

Pearson Arnold

Print labe)

Log in Log out

3. Press the appropriate debtor from the search results.

The Debtor details screen is displayed.

Add to transaction
4. Press
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5.

592

O baor { Back Pearson Armoid
e nquity )

Name
Phone

Address
Frimt labe!

Suburb

State
Print

e -haur Po"c“.

1u port

Credit imit
X rad

Balance

Available credit

(
” Add 1o vansaction
.

The debtor is added to the transaction.

D bdasr

F
enquiry Cronte order ined weder

Frimt labe!

Print

Prnt "
e bour Print sales it akings
e port repont
e port

X rwad

Vold ansaction

Continue the transaction as normal.

See Selling and refunding items on page 409.
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Adding a debtor payment to a transaction

Add a debtor payment if a debtor wants to pay off a portion of their debtor account via the
Point of Sale.

Note: Some debtors may have payment minimums configured on the Portal, and cannot
make payments of less than this amount.

Note: Debtor payments must be configured as one-shot buttons. See Creating a one-shot
button for debtor payments on page 167.

To add a debtor payment to a transaction:

1. Press the Debtor payment one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find customer screen is displayed.

all

Find debtor

Paase type i the Nker Dox 10 st searching

2. Search for the debtor you want to process a payment for.

See Finding a customer on page 541.
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Find debtor 3

Print Invoice ' = { Appleseeds
Burberry Alnsvilie

Pearson Amold

Print fabel

Primy
Urwe huur
report

Priot seles
report

3. Press the appropriate debtor from the search results.

The Debtor payment screen is displayed.

Do bdor
enquiry TR v sack | Pearson,Amold
l Payment amount Piaase specHty l
Name Pearson Arnold
Primt labe!
Phone 3900 0909
Address 123 Strest Road
Print
o Print sales
. e port Suburb
1 port
State
Postcode H40
Credit limit $100 000 00
|
Add to mansaction

4. Press the Payment amount field.
5. Type in the amount the debtor wants to pay.

Tip: The total amount owed on the debtor's account is displayed in the Balance
field.
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Add to transaction
6. Press

The payment is added to the transaction.

7. Continue the transaction as normal.

See Selling and refunding items on page 409.
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Debtor details screen
Use the Debtor details screen to view a debtor's:

= address and contact details
= credit limit, current balance and available credit
= discounts and price levels.

You can also use the Debtor details screen to add a debtor to a transaction so they can:

= view the prices and discounts available to them
= pay for the transaction using their debtor account.

Note: Debtor details cannot be edited on the Point of Sale.

Opening the Debtor details screen
To open the Debtor details screen:

1. Press the Debtor enquiry one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find debtor screen is displayed.

Please type in the fiker boy 10 stant searching

2. Search for the debtor you want to view.

See Finding a debtor on page 585.
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Appleseeds
Burberry Ainsville

Pearson Armold

Print labe)

Prant
hme how

rwpart

Log in Log out

3. Press the appropriate debtor from the search results.

The Debtor details screen is displayed.

Name
Phone
Address
Print labe)

Suburb

State

Print
ime how Postcode

1w part

Credit limit

Balance

Avallable credit

| Add s ransacsion

Log in Log out
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Debtor details screen key fields and buttons

Note: These fields are not editable. Debtor information can only be edited on the Portal.

Field Description
Name The debtor's name.
Phone The debtor's business phone number.
Address The debtor's billing address.
Suburb The debtor's billing address suburb.
State The debtor's billing address state.
Postcode The postcode of the debtor's billing address.
Credit limit The maxi_mum amount the debtor is allowed to owe your
organisation at one time.
Balance The amount the debtor currently owes your organisation.

Available credit

The amount the debtor is allowed to spend before they reach
their credit limit.

Discount The maximum discount the debtor is entitled to.
Price level The price level the debtor is entitled to.
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Field Description
Set transaction price Select to enable the debtor's price level for item prices.
level
Add to transaction Press to add this debtor to the current transaction.

See Adding a debtor to a transaction on page 590.
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Debtor payment screen

Use the Debtor payment screen to add a debtor's account payment to a transaction. See
Adding a debtor payment to a transaction on page 593.

Note: Debtor details cannot be edited on the Point of Sale.

Opening the Debtor payment screen
To open the Debtor payment screen:

1. Press the Debtor payment one-shot button.

Note: Your one-shot button configuration may appear different to the
documentation.

The Find debtor screen is displayed.

all

Find debtor

Pease type i the filer DOx 10 5t searching

Print abel Petty caen

2. Search for the debtor you want to view.
See Finding a debtor on page 585.
3. Press the appropriate debtor from the search results.

The Debtor payment screen is displayed.
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Print

Print sales
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report
e port
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Managing debtors

_Back Pearson Arnoid

Payment amount

Name
Phone
Address
Suburb
State

Postcode

Credit limit

WH40

S100 DD

| Add to mansaction |
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Debtor payment screen key fields and buttons

Note: These fields are not editable. Debtor information can only be edited on the Portal.

Field Description

Payment amount The amount to pay on the debtor account.

See Adding a debtor payment to a transaction on page 593.

Name The debtor's name.

Phone The debtor's business phone number.

Address The debtor's billing address.

Suburb The debtor's billing address suburb.

State The debtor's billing address state.

Postcode The postcode of the debtor's billing address.

Credit limit The maximum amount the debtor is allowed to owe your

organisation at one time.

Balance The amount the debtor currently owes your organisation.

Available credit The amount the debtor is allowed to spend before they reach
their credit limit.

Discount The maximum discount the debtor is entitled to.
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Field Description
Price level The price level the debtor is entitled to.
Set transaction price Select to enable the debtor's price level for item prices.
level
Add to transaction Press to add this debtor to the current transaction.

See Adding a debtor to a transaction on page 590.
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Paying for external transactions

You can process payments for external transactions from the Scheduler or the Portal using
the Point of Sale. The process for importing an external transaction into the Point of Sale is
the same whether it's from the Portal or the Scheduler. Appointment details are managed by
the Scheduler.

Key appointment concepts

Please see the Glossary on page 649 for information relating to the following terms:

Appointment Scheduler Transaction
Point of Sale Terminal Transaction list
Also see Transaction screen on page 455.

What you can do:

The following topics explain the tasks related to appointments:

= Retrieving external transactions on page 606.
= Setting up external transaction payments on the Point of Sale on page 43.
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Retrieving external transactions

Retrieve an appointment or other external transaction to add the items it contains to the
current transaction.

e I can't void an imported item: External transactions cannot be removed from a
transaction once added. If you have added an external transaction by mistake, or added
the wrong external transaction, you must void the Point of Sale transaction and start
over. See Voiding a transaction on page 453.

Note: The Point of Sale must be configured to enable external transactions. See Setting
up external transaction payments on the Point of Sale on page 43.

To retrieve an external transaction:

1.

2.

606

Press the Load external transaction one-shot button.

$159.00

Luad (Walk-in customer)
wxernal I 900 AM s D 15 AN
Iramsaction

Bob Bird

1072011, 1030 AN

Julle Smith

AR ALY

11.00 AM to 110

$140.00

(Walk-in customer)
1082011 990 AM 15 9 20 A

Quantity 0

Price

[Mscount

Note: The Load external transaction button may appear differently on your
Point of Sale. See Setting up external transaction payments on the Point of Sale
on page 43.

The list of unpaid external transactions is displayed.

Press the external transaction you want to retrieve.

The external transaction items are added to the Point of Sale transaction.
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oxbt ® Ladies Cut- Tnm

Iramsaction

® Ladies Cut - Restyle MtoF $105,00

$10.00

Total:

Price

[Mscount

$115.00

Vaid tracsaction TendEf

Note: Imported items are marked with the l'-b icon.

e I can't edit the external transaction items: If you need to edit the
external transaction details, you must void the transaction and edit the details in
the Scheduler (for appointments) or Portal (for other external transactions).
External transaction details cannot be edited in the Point of Sale.

3. Continue the transaction as normal. See Selling and refunding items on page 409.
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Waiting tables

You can create a list of tables or a floor map to represent your tables to:

= Record dine in or take away orders.
= Send those orders to the kitchen.
= Process the table's transactions.

Note: If the terminal is offline, table service is not available. Orders sent to the kitchen
are parked until the terminal is online again.

Note: You must configure your Point of Sale for table service before you can use the
features. See Setting up table service on the Point of Sale on page 29

Dine in and take away

You can configure two types of table service, called dine in orders and take away orders.
These two types of table service operate exactly the same way, but can be configured
separately. If you don't want to use two different kinds, you can configure the Point of Sale
to hide the second order type to avoid confusion.

See Configuring transaction types on page 32.
Table names, numbers and covers

You can configure the Point of Sale to record customer names, table numbers, and the
number of people sitting at a table (covers). These configurations can be different for dine
in or take away orders. Names, table numbers and covers are specified when a table order's
first items are sent to the kitchen.

Key concepts

Please see the Glossary on page 649 for information relating to the following terms:

Cover Point of Sale Transaction
Finalise Table Transaction list
Item Terminal

One-shot button

Also see Select table screen on page 630.
What you can do:

The following topics explain the tasks related to waiting tables.
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610

Selecting a table on page 614.

Recording a table order on page 611.

Sending orders to the kitchen on page 620.

Adding to a table order on page 618.

Moving a transaction to another table on page 625
Cancelling a table order on page 626.

Reprinting an order on page 627.

Printing a bill for a table on page 629.

Finalising a transaction on page 466.

Setting up table service on the Point of Sale on page 29.

Configuring transaction types on page 32.
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Recording a table order
Record a table order to:

= Select if the order is dine in or take away.

= Assign a customer to a table.

= Send a customer's requests to the kitchen.

= Combine the customer's orders into one transaction.
= Finalise the customer's transaction.

Note: Your Point of Sale must be configured for waiting tables. See Setting up table
service on the Point of Sale on page 29.

To record a table order:

1. Select the table by either:
= Pressing the one-shot button that corresponds to the table where the customer
is sitting.
= Pressing the Select table one-shot button and selecting a table from the Free
tables list.

Note: Your Point of Sale may have been configured to automatically assign
tables. See Configuring transaction types on page 32.

Note: If your Point of Sale uses transaction types, either select the
transaction type before selecting the table on the Free tables list, or use the
dine in or take away one-shot buttons after you select the table. A
transaction type cannot be changed once the order has been sent to the
kitchen.

See Selecting a table on page 614.

The Transaction list displays the number of the selected table.
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Price

[iscount

Note: When you select a table, any active transaction is sent to the kitchen (if it is
another table order) or parked (if it is a regular transaction). See Sending orders to
the kitchen on page 620. Also see Parking a transaction on page 448.

0 How do I assign this transaction to a table? If you forget to select a
table, before adding items to a transaction, you can select the table in the normal
way before sending items to the kitchen.

2. Add the items to the customer's order.
See Selling an item by unit on page 414.

3. Add any additional options to items, if required.
See Adding options to items on page 432.

4. Send the order to the kitchen.
See Sending orders to the kitchen on page 620.

Note: Selecting another table automatically sends the current order to the kitchen.

If the Point of Sale is configured to collect customer names or covers, a popup screen
is displayed to record these the first time items are sent to the kitchen from this order.
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Losa
axbernal
transachon

325 gt

e QiR voucher

Customer name

Vold transaction Tender

Tip: You can type in a ticket number or table number instead of a customer name
if your company prefers to use floating table service numbers.

Note: This screen is only displayed if there are items in the table order.

5. Type a name to identify the customer's table.

Tip: If the customer wants to add to their order at a later point, you can select
their table, add the items and send their order to the kitchen. See Adding to a table
order on page 618.

6. When the customer is ready to pay, select their table and finalise the transaction. See
Finalising a transaction on page 466.

The table order is complete.
The table is cleared for the next customer.

The Point of Sale is ready for a new transaction.
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Selecting a table

There are three ways to select a table for table service, depending on your Point of Sale
configuration:

= You select a table from a layout of tables made with one-shot buttons.
= You select a table from a list of tables on the Select table screen.

= Tables are automatically assigned by the Point of Sale when you type in the
customer's name.

If you need to select a table:
1. Press the one-shot button that corresponds to the table layout or table list.
2. Press the button that corresponds to the table you want to select.

To select or change the transaction type, press the one-shot button that corresponds to the
transaction type.

You can select the transaction type and table in either order, but the transaction type cannot
be changed once items have been sent to the kitchen for that order.

Tip: If you are selecting a table from the Select table list and Enable transaction type
selection is enabled in the Miscellaneous tab of your Terminal setup screen, you can
also use the dine in and take away buttons on the Select table screen to choose the
transaction type. See Terminal setup screen - Miscellaneous tab on page 72.

Note: If you do not want to use more than one transaction type, you can avoid having to
select the type by configuring the Point of Sale to default to your chosen type and hide
the transaction type buttons on the table list page.

You can configure your Point of Sale to allow both table selection methods. Any free or
active table can be correctly selected by either method.

Selecting a table via a layout of one-shot buttons
If you want to represent your table layout for table selection, you can configure a one-shot

button for each table, and position the buttons on a one-shot button page to mimic your
table layout.
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Table service

Table free Table hee

Table free Tabie free

Tabie friee

Table frze

If you use a table-layout selection process and you want to be able to select a dine in or take
away transaction type, you must also create one-shot buttons to choose either dine in or
take away. These buttons can be placed on the same one-shot button page as the table
layout.

To configure your Point of Sale to select tables this way, see:

= Creating a one-shot button to open a one-shot button page on page 126.
= Creating a one-shot button to retrieve a table on page 257
= Creating a one-shot button to set a transaction type on page 291.

Selecting a table via a list of tables in the Select table screen
If you want to select tables from a list of tables, you can configure a one-shot button to

open a list of all your tables, sorted by whether the tables are free or currently occupied
(active). Use the Free tables and Active tables buttons to switch between the two lists.
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Select table

Balcony 1 Balcony 2

{Fere) (Free)

Indoor 2

@ rew)

This has the advantage of not having to configure a separate one-shot button for each table,
but you cannot directly control the order in which the tables are displayed, the colour of the
buttons, or add any non-table buttons to the page.

Note: If you have configured one-shot buttons to select a specific table, the Point of Sale
uses the colour of the button you configured for that table on the Select table screen.

You can configure the table list page to hide or display the dine in and take away buttons
used to select a table service transaction type. You can also configure one-shot buttons to
select the transaction type on a different one-shot button page or the main screen.

To configure your Point of Sale to select tables from a table list, see:
= Creating a one-shot button to select a free or active table on page 286.
= Creating a one-shot button to set a transaction type on page 291

Selecting a table when sending to the kitchen

If either dine in or takeaway transaction type is selected, and a table has not been assigned
when the order is first sent to the kitchen, the Point of Sale prompts the operator to select a
table using the Select table screen.

You can use this feature if you do not want to create one-shot buttons to select tables.
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Adding to a table order

Add to a table order when the customer has an existing table order and wants to add more
items.

To add to a table order:

1. Select the table by either:
= Pressing the one-shot button that corresponds to the table where the customer
is sitting.
= Pressing the Select table one-shot button and selecting a table from the Free
tables list.

Note: Your Point of Sale may have been configured to automatically assign
tables. See Configuring transaction types on page 32.

Note: If your Point of Sale uses transaction types, either select the
transaction type before selecting the table on the Free tables list, or use the
dine in or take away one-shot buttons after you select the table. A
transaction type cannot be changed once the order has been sent to the
kitchen.

See Selecting a table on page 614.

The customer's order is displayed in the Transaction list.

$35 gl Qi voucher
vouche !

Void transaction Teﬂd@r

2. Add the items of the customer's order.

618 iZen Point of Sale user guide



Waiting tables

See Selling an item by unit on page 414.
3. Add any additional options to items, if required.
See Adding options to items on page 432.

4. If the customer wants to:
= Order more items at a later point, send the order to the kitchen.

See Sending orders to the kitchen on page 620.

= Pay for their order, finalise the transaction.

See Finalising a transaction on page 466.

Note: Finalising the transaction also sends the order to the kitchen, if there
are items that have not yet been sent.

iZen Point of Sale user guide 619



Waiting tables

Sending orders to the kitchen

Send an order to the kitchen when you need to process an order without finalising the
transaction. For example, if the customers want to order drinks while they decide their meal
order. Each item that has not yet been sent to the kitchen is sent to the remote printer that is
configured for the item on the Portal.

Tip: Items that have already been sent to the kitchen are identified with a tick symbol.
©@/Annies Lane Chardonnay $16.99

Note: You must have a table selected and items in the transaction before you can send
the order to the kitchen. Sending an empty table order to the kitchen cancels the table
selection. See Recording a table order on page 611.

Note: Your Point of Sale must be configured for waiting tables. See Setting up table
service on the Point of Sale on page 29.

To send a table order to the kitchen:

1. On the Transaction screen, press the one-shot button that corresponds to the table
where the customer is sitting.

2. Add the items of the customer's order.

See Selling an item by unit on page 414.

Note: You can't send an empty order to the kitchen.

3. Add any additional options to items, if required.

See Adding options to items on page 432.

4. Press kitchen .
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5. If your Point of Sale is configured to collect customer names or covers and this
customer has not already placed an order in this transaction, a popup screen is
displayed.
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6. Type the required information.

7. Press ﬁ

The order is sent to the kitchen.
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The Transaction screen is ready for the next transaction.
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Editing a table order

Edit a table order when the customer has an existing table order and wants to change the
quantity or modification of an item that has already been sent to the kitchen.

Note: Items that have not been sent to the kitchen can be edited as normal. ltems that
have been sent to the kitchen must be voided and re-ordered to ensure the kitchen is

properly notified of the change.

To edit a table order:

1. Select the table by either:
= Pressing the one-shot button that corresponds to the table where the customer
Is sitting.
= Pressing the Select table one-shot button and selecting a table from the Free
tables list.

Note: Your Point of Sale may have been configured to automatically assign
tables. See Configuring transaction types on page 32.

Note: If your Point of Sale uses transaction types, either select the
transaction type before selecting the table on the Free tables list, or use the
dine in or take away one-shot buttons after you select the table. A
transaction type cannot be changed once the order has been sent to the

kitchen.

See Selecting a table on page 614.

The customer's order is displayed in the Transaction list.
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QiR voucher

Send to
Mitchen

Sell

Rerhart

Vold transaction

2. Select and void the item you want to change.
See Voiding an item on page 451.

3. Add the item back to the order.
See Selling an item by unit on page 414.

4. Add any additional options to item, if required.
See Adding options to items on page 432.

5. If the customer wants to:
= Order more items at a later point, send the order to the kitchen.

See Sending orders to the kitchen on page 620.
= Pay for their order, finalise the transaction.

See Finalising a transaction on page 466.

Note: Finalising the transaction also sends the order to the kitchen, if there
are items that have not been sent.
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Moving a transaction to another table

Move a table when you want to assign a transaction to another free table. The kitchen is
notified of the change, and any items ordered after the move are assigned to the new table.

Note: You can only move a transaction to a free table. You cannot use this feature to
combine two table transactions.

Note: You must configure a one-shot button to move a table. See Creating a one-shot
button to move a transaction to another table on page 187.

To move a transaction to another table:
1. Select the transaction you want to move.
See Selecting a table on page 614.
2. Press the Move table one-shot button.

The Select table screen is displayed.

Select table

Haicony ) Hsdcony 4

F rom) (Frow)

3. Press the button corresponding to the table you want to move the transaction to.

The transaction is moved.
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Cancelling a table order

Cancel a table order when you have selected the wrong table by mistake, or accidentally
started table service on your terminal.

Note: If you have added items to the order, you must either void those items or void the
transaction to cancel the order. See Voiding an item on page 451. Also see Voiding a
transaction on page 453.

To cancel a table order:

1. Void any items in the transaction that have not already been sent to the kitchen.

Note: If there are any new items in the transaction, the items are automatically
sent to the kitchen by this process.

2. You can:

=  Press another table one-shot button to switch to that table instead.

* Press kitchen to cancel the table service mode and return to the

normal Transaction screen.

Tender
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Reprinting an order

You can reprint a table order from the Transaction screen.

Note: You must have a one-shot button configured to reprint a table order. See Creating
a one-shot button to reprint orders on page 249.

To reprint a table order:

1. Press the one-shot button representing the table that you want to reprint the order for.

Note: Your one-shot button configuration may be different to the documentation.

Table service

Tabile o Table free

Tuble free

2. Press the Reprint order one-shot button.
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The table order is reprinted.
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Printing a bill for a table

Print a bill for a table to present them with an itemised receipt including total amount owed
prior to payment.

Note: You must configure a one-shot button to print a table bill. See Creating a one-shot
button to print a table bill on page 233.

To print a bill for a table:
1. Press the Print bill one-shot button.

The Select table screen is displayed.

Select table

Hadcony 2 Hisdcony 4

{From) (Frow)

2. Select the table you want to print a bill for.

See Selecting a table on page 614.

The bill is printed.
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Select table screen

Use the table selection screen to find and select a free or active table for table service.

Note: To open the Select table screen, you must have configured a one-shot button. See
Creating a one-shot button to select a free or active table on page 286.

Opening the Select table screen

To open the Select table screen:

1. Press the Select table one-shot button.

The Select table screen is displayed.

Select table

Halcooy 1 Hadcony 2 Usbcony 4 Indoor 1

{Frow) {Fwm) (Frow) {F roe)

For more information, see Selecting a table on page 614.

Select table select screen key fields and buttons

Field Description
Press to display only tables
that are not currently occupied
by a customer.
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Field Description

Press to display only tables
that are currently occupied by
a customer.

Press to close the Select table
screen.

Press to select the Dine in or
Take away table order type for
the next table you select.
These two buttons function as
a toggle: the button that is
selected is the order type used
for the next table order.

Note: Table order types
cannot be changed once an
order has been sent to the
kitchen.

Note: These buttons only
appear if the Enable table
type selection field is
selected in the
Miscellaneous tab of
Terminal setup screen.

Press to select a table to create
- Free - - Free - or retrieve a table order.

(Balcony 2) (Balcony 3)

- Free - -Free -

(Indoor 5) (Indoor 6)
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Field Description

Type to search for a table by
its name or code.

Press to close the Select table
screen.

No table
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Site reports

Print site reports to review the sales and takings information for your site. Different reports
represent and summarise the information in different ways. All site reports pertain to a
specified calendar day and are printed from the terminal's receipt printer.

Key concepts

Advance Item Site

Barcode Label Takings report
Base station No sale Time-hour report
Cash-drawer One-shot button Transaction
Customer Operator X read

Discount Receipt Z read

Handover Sales report ZZ read

Invoice

What you can do:

= Printing a time-hour report on page 638.
= Printing a sales report on page 634.

= Printing a takings report on page 636.

= Printing the day's receipts on page 640.

Also see:

= Printing a label for an item sold by unit on page 364.
= Printing an invoice on page 557.

= Performing an X read on page 383.

= Performing a Z read on page 385.

= Performing a ZZ read on page 386.
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Printing a sales report

Print a sales report from the terminal’s receipt printer to summarise the transaction
information for a selected date, including:

= Takings by tender type and total number of transactions.
= Takings by department type, and total number of items sold in each department.
= Takings per item, transactions including that item and quantity of each item sold.

= Number of transactions by operator and cash-drawer, and quantity of each item sold
by each operator.

To print a sales report:

1. Press the Print sales report one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Prot labe | Prdy cash

Quantity

Price

Discount

The Report date screen is displayed.
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Promt labe|

Pt smties |
report

Press Report date.
Select the date you want to print a report for.

4. Press ﬁ

The report is printed.
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Printing a takings report

Print a takings report from the terminal’s receipt printer to summarise the site's takings for a
date by tender type and total number of transactions.

To print a takings report:

1. Press the Print takings report one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

The Report date screen is displayed.
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Promt labe|

Prant wties Pyint tnkings

report repon

Press Report date.
Select the date you want to print a report for.

4. Press ﬁ

The report is printed.
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Printing a time-hour report

Print a time-hour report from the terminal’s receipt printer to summarise the site's takings
for a date by tender type and total number of transactions, and see the sales and transactions
per hourly block.

To print a time-hour report:

1. Press the Print time-hour report one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Primrt labe | Pty cash

The Report date screen is displayed.
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Primrt lnbe| Poty cash

Report date

Diescount

Press Report date.
Select the date you want to print a report for.

4. Press ﬁ

The report is printed.
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Printing the day'’s receipts

Print the day's receipts if you want copies of all transactions from a specific day.

Note: You must have a one-shot button configured to print the day's receipts. See
Creating a one-shot button to print the day's receipts on page 282.

To print the day's receipts:

1. Press the Print whole day's receipts one-shot button.

Note: Your one-shot button configuration may be different to the documentation.

Cumtners

- F
enquiry Crante order ind weder

Frimt label | Pty caay

Print sales

The Report date screen is displayed.
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Customs
enquiry

Cronte order Find urter

Report dote

Press Report date.
3. Select the date you want to print a the receipts for.

4. Press ﬁ

The receipts are printed.
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Appendix

The following topics contain more information on aspects of the iZen Point of Sale:

= Scales certification compliance mode on page 644.
= Philippines tax compliance on page 645.
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Scales certification compliance mode

The iZen Point of Sale is, where required by law, certified for the selling of items by
weight. The Scales certification compliance mode makes a cosmetic change to the iZen
Point of Sale in line with the certification requirements of the relevant legal authority.

Note: Please contact AMC Convergent IT or your software supplier if you require
confirmation of the relevant certification.

Note: Compliance modes are configured on the Portal, and cannot be changed on the
Point of Sale.

If your Point of Sale is in Scales certification compliance mode:

= The Item field on the Transaction screen extends to the right of the screen, as if the
Use large display field was selected in the Miscellaneous tab of the Terminal setup
screen.

= The compliance certification number is clearly displayed with the version and build
details in the Registration tab of the Terminal setup screen.

= The type of compliance mode is displayed in the Registration tab of the Terminal
setup screen.

All other features and functions of the Point of Sale remain the same.
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Philippines tax compliance

When configured for Philippines tax compliance, the iZen Point of Sale printed receipts
include the tax calculation breakdown required by the Philippines' Bureau of Internal
Revenue (BIR).

Note: Compliance modes are configured on the Portal, and cannot be changed on the
Point of Sale.

When your Point of Sale is in Philippines tax compliance, receipts include a tax breakdown
of:

= The total amount of VAT-applicable sales.
= The total amount of VAT-exempt sales.

= The total amount of VAT Zero Rated sales.
= The total amount of VAT.
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Sample Store

Tax Invoice

ph (999) 1111 1111
Fax (2999) 3333 4444

W .. SOMEWEDSITE . COm
TIN 008-323-655-001 VATE

Machine ID MHeo. 130331735

U
Permit No. 0913-53BE-167830-001

=]

ezt Item F112Z2.00WV

CASH F11zZ2.00

VAT Sales [V] Fllz.00
VAT Exempt Sales M1 FO.0O
VLT Zero Rated Sales [Z BO.00
VAT B12.00

Thanks for wisiting u=s today

Flease retain your recelipt

as proof of purchase
Cperator: Susan
Line Items: 1
Terminal: 37
O.R.: 000003 2015-05-06 14:27:08

When a senior-citizen's discount is applied, the receipt also shows:

= The total amount of items eligible for a senior citizen's discount.
= The total VAT of the eligible items.

= The total amount owed after the discount, not including VAT.

= The total amount of discount applied.
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Tax Invoice

Waverly Rd,Wheelers Hill

ph (999) 1111 1111

Fax (999) 3333 4444
WY o LA La.c
TIN 008-323-655-001 VATK
Machine ID No, 130331735
Fermit No. 0913-E3B-167830-001

Teat Irvem Pli2.00N
Less VAT -P12.00
Less 3C Discount -P20.00
Total PE0,0
CASH F80.00

Cﬁange Due P0O.0O0
L

VAT Breakdeown

VAT Sales tv) PO.00
VAT Exempt Salea N P80.00
VAT 2Zerc Rated Sales (2) pa.00
VAT ¥0,00

----SENIOR DISCOUNT----

SC Item(a) Fi12.00
Less VAT pi2.00
Discountakle itema F80.00
Total Discount p20.00

Senior Civizen Signature
OSCA # 12345-1234-78
Name Mary Smivh

Thanks for visiting us voday
Please retain your receipt
a8 proof of purchase

Operavor: Susan

Line Items: 1

Terminal: 37

C.R.1 000004 2018-05-06 14138101

All other features and functions of the Point of Sale remain the same.
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Account

An account is a general ledger structure that categorises particular kinds of income or
expenditure for financial reports. Accounts may also be called Ledgers in the Portal.

Advance

An advance is a record of cash added to the cash drawer, for example when the day's cash
float is added, or additional change is required.

Appointment

An appointment is an entry for a customer in the Scheduler that represents one or more
specific services scheduled at a particular time for the customer. It can be retrieved by the
Point of Sale and added to a transaction. Appointments can be rescheduled, cancelled or
duplicated.

Balanced transaction

A balanced transaction is a transaction where the remaining amount due is zero. That
means:

= The full amount owed has been tendered.
= Any overtendered amount has been issued as change.

Only balanced transactions can be finalised.
Barcode

A barcode is a string of numbers that links to an item. Items can have multiple barcodes
assigned to them. Some barcodes called Price Embedded Barcodes encode information
such as the quantity, weight or price of the item into the barcode. You can configure
different types of price embedded barcodes in the Portal.

Base station
Each site has a base station that:

= Coordinates the terminals and printers.
= Connects to external databases, such as the Scheduler.
= Stores files needed by the Point of Sale.

For security reasons, terminals can only be used if they are on the same wireless network as
the site's base station.

Cash drawer

A cash drawer is the physical container for notes and coins which is connected to one or
more terminals.
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Centre vouchers

Centre vouchers are gift vouchers that have been issued by another organisation, such as a
shopping centre or gift agent. While they may have printed serial numbers, the Portal does
not track their serial number and cannot verify their value.

Complete Order
A customer order is complete when:

=  The order has been fulfilled on the Portal.

= The order has been marked as paid in full on the Portal or the customer has paid the
remaining amount on the Point of Sale.

= The order has been collected or delivered.
Covers

Covers is a term using in table service to count the number of people being served at one
table. A table of four people has four covers, a table of eight people has eight covers. You
can optionally record covers during table service for reporting and service purposes.

Credit limit

A credit limit is the maximum amount of money a debtor is allowed to owe your
organisation at any one time. For example, if a debtor's credit limit is $1000 and they
already owe $900, they can only go into debt to the value of another $100.

Customer

A customer is a person or organisation who purchases items in advance, to be collected or
delivered at a later date. Customers may also have debtor accounts, where they are allowed
to owe money to your organisation and can pay off that debt via the Point of Sale.

Customer order

A customer order is a transaction that contains specified quantities and prices of items to be
paid for and either collected or delivered at a later date. Customer orders can only be linked
to one customer, and must be initially paid for with a deposit. A customer must have a
customer account with your organisation to be able to place an order, but they do not have
to have a debtor account.

Debtor

A debtor is a customer who has been extended a line of credit by your organisation: they
are allowed to owe a certain amount of money (up to their credit limit) to your organisation
with the agreement the amount is paid off before a set period of time, which allows them to
buy large quantities of goods, or buy items frequently and make payments at a later time.
Customer orders that have not yet been collected or completed are not counted as "money
owed". Customer accounts are separate from debtor accounts, and not all customers are
debtors.
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Debtor balance

A debtor balance is the amount a debtor currently owes your organisation. This amount
only includes finalised transactions that have been added to the debtor's account for future
payment, and does not include orders that have not been completed or collected yet.

Debtor enquiry

A debtor enquiry is a search for a particular debtor based on their name, either to view the
debtor's details including their account balance, or add them to a transaction.

Debtor payment

A debtor payment is an amount paid to your organisation by a customer with a debtor
account. The amount paid is used to pay off all or some of what the customer owes your
organisation. For example, if a debtor owes your organisation $1000 and makes a debtor
payment of $300, the debt is reduced to $700. Debtor payments are only used to pay debtor
accounts, and are can not be used to pay all or part of customer orders that have not yet
been collected or completed. Debtor accounts must be created for customers on the portal;
not all customers have debtor accounts.

Deposit

A deposit is a small amount paid by the customer when lodging an order, as assurance that
they will pay the remaining money owed. Deposits are not refundable, but they are
subtracted from the remaining amount owed. For example, if the full cost of the order is
$100 and the deposit is $20, the customer only has to pay the remaining $80 to have paid in
full.

Discount
A discount is a reduction in the price of an item. Discounts can apply to:

= A selected item, calculated either per-unit or per-line.

= The whole transaction, calculated per-unit or per-line for every item in the
transaction.

Note: Some items may have discount maximums. If the discount you select is greater
than the maximum discount allowed for the item, the item is only discounted up to its
maximum level.

Per-unit discounts can:
= Reduce an item's price by a percentage of the original price. For example, 10% off.
= Reduce an item's price by a flat amount. For example, $1 off.
= Set the per-unit price to a set amount. For example, $5 per item.
= Set the price of the item to its cost price plus a set amount.
= Remove the tax of an item.

Per-line discounts can:
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= Cap the total price for an item line to a predetermined amount. For example, the line
total may be anything up to a maximum of $10.

= Set the total price for an item line to a predetermined amount. For example, the line
total is $10.

A discount may also prompt the operator for a discount amount.

Note: The item and transaction discounts available and the item discount maximums are
configured in the Portal.

Note: Special discounts such as some senior citizens or disability discounts make an
item tax exempt. If a tax exempt discount is applied, the customer must supply their
Senior Citizen or Tax Exempt ID during the tender process in order to receive the
discount. The Point of Sale displays the discount as if from the normal tax-inclusive
price.

Finalise

Finalising a transaction records it as being complete. Transactions that have been finalised
cannot be edited or voided. Transactions must contain items, and must balance before they
can be finalised.

Fulfilled order

A customer order is fulfilled when the requested quantities of items contained in the order
have been set aside for the customer and recorded in the Portal. Orders can only be fulfilled
via the Portal.

Gift voucher

A gift voucher is a physical or electronic voucher representing a preloaded amount of
money previously purchased from your organisation. Your organisation may have several
different types of gift vouchers configured. Gift vouchers do not include credit notes,
promotional codes or vouchers from other organisations such as shopping centres.

Gift vouchers are identified by a serial number and verified by the Portal when being both
purchased and redeemed.

Handover
A handover is a record of cash being removed from the cash drawer. For example:

= Performing a cash-drop to take excess cash to a secure location for security purposes.
= Exchanging larger cash denominations for change.
= Providing change for another cash drawer.

Customer invoice

A customer invoice is a document pertaining to a specified customer that details the
amounts owed by that customer as of the invoice date.
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ltem

An item represents a good or service provided by your organisation. Items are added to
transactions in order to sell or return them. An item will include information about its:

= Barcode.
Note: An item can have more than one barcode.

= Description.

= Unit of measurement, for example an item may be sold by weight or as individual
units.

= Price per unit of measurement.

Items also have additional information stored on the Portal, such as stock on hand,
promotions and discount maximums.

Item field
The Item field displays different information 980 €
depending on your current task. For example: G E VG S
: . . ! 980000322
=  When looking up or adding an item to a 3.980kg N x $7 99Kkg $31.80

transaction, it displays the item description and
barcode, quantity or weight, price per unit and
any applied discounts.

=  When looking up a loyalty card, it displays the
loyalty number and customer's name.

= When recording a tender, advance or
handover, it displays the selected amount.

Item options

Items can be modified with options to detail the customer’s specific request. For example, a
coffee order may contain soy milk or extra sugar. The options available for each item must
be configured in the Portal.

Label

A label is attached to an item and displays information about that item, such as the item's
price, best before date and quantity, cooking or nutritional information, or a barcode. Labels
can be printed via the Point of Sale.

Layby

A layby is a transaction where a customer commits to purchase a selection of items at a
future date. The customer pays a deposit and an optional fee, and must pay the full balance
by the due date or forfeit the items. The site commits to set the items in question aside for
the customer, so they can be collected when the layby is paid in full.
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Laybys may be created and paid through the Point of Sale. Layby collection is not recorded.
Laybys can only be edited or cancelled on the Portal.

Loyalty
Loyalty is a system to encourage customers to return to your organisation. For example, by:
= Offering discounts on purchases.

= Offering exclusive promotions.
= Allocating points for each purchase that can be redeemed on future purchases.

Loyalty is configured for your organisation on the Portal.
Loyalty card

A loyalty card is a physical or electronic card that uniquely identifies a customer's loyalty
account, and records:

=  Contact information.

= Whether the customer wants to be notified of promotions, and which contact method
to use.

= The customer's purchases on that card.
= The points balance, if your loyalty is configured to award points.

Message
A message is a communication sent from the Portal, like an email. Messages can be sent to:

= gpecific Point of Sale or Portal operators
= all Point of Sale or Portal operators at a specific site
= all Point of Sale or Portal operators in a company.

No-sale

A no-sale records the opening of the cash drawer without a transaction taking place. For
example, if incorrect change was given to a customer.

One-shot button

A one-shot button is a custom button that can be configured to perform functions such as
creating gift vouchers, looking up specific items or adding options to an item. One-shot
button configurations are specific to each terminal group.

One-shot button page

A one-shot button page displays a specific set of configured one-shot buttons, such as a list
of top selling items, or a layout of tables. The page is opened using a one-shot button that is
configured to open the page.

Open order

A customer order is open when it has been recorded in the Portal, the deposit has been paid,
but the order has not yet been fulfilled.
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Operator

An operator is a staff member who uses the Point of Sale to process transactions or manage
the cash drawer. Each operator is identified by a unique operator code and password that
they use to log into the Point of Sale. Operator codes are unigue to each site, but do not
have to be unique within a company.

Overtendering

Overtendering occurs when the tender amount is greater than the remaining amount due in
the transaction. For example, if the transaction total is $18 and the customer offers $20,
they have overtendered. Some tender types, such as cash, typically allow overtendering and
the Point of Sale automatically calculates the overtender amount as change due. Other
tender types, such as credit cards, may not permit overtendering.

Petty cash

Petty cash is money that is taken from the cash drawer to pay for day-to-day business
expenses such as stationary, cleaning supplies, maintenance tools or break room supplies.
Petty cash expenses are recorded against general ledger accounts, depending on the type of
expense.

POS

The Point of Sale is the software through which transactions and cash drawer operations are
recorded on a terminal.

Portal

The Portal is the web application that manages the information related to running your
organisation, including inventory management, creditors and debtors, staff management
and many more functions. Your Portal configuration controls many aspects of how your
Point of Sale operates.

Price change

A price change updates the Portal with new prices for each price level of an item. Price
changes can only be performed by operators with sufficient Portal privileges.

Price level

The Portal inventory system can store multiple price levels. For example, you may have
one price level for retail customers and another for corporate or wholesale customers. The
Point of Sale can be configured to use the appropriate price level when a debtor or customer
Is added to the transaction.

Price override

A price override sets the item's per-unit price to a specified amount. The total line cost
including any discounts are calculated from this new amount.
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Quantity

The quantity is the number of units of an item that have been added to a transaction.
Quantity is only applicable when items are sold per individual unit rather than by weight
measurement.

Quick amount buttons

The Quick amount buttons display the common denominations for your selected currency,
or the equivalent value in loyalty points when points are being redeemed. They can also be
configured to display images of the notes and coins.

Receipt

A receipt is the printed record of a transaction, including the items, quantities and prices,
any loyalty information, the tenders submitted and the operator, the terminal and date the
transaction took place at.

Refund

A refund is the return of all or part of an item in exchange for the amount the customer
originally paid for that item.

Sales report
A sales report summarises the transactions for a specified date into:

= Takings by tender type and total number of transactions.
= Takings by department type, and total number of items sold in each department.
= Takings per item, transactions including that item and quantity of each item sold.

= Number of transactions by operator and cash-drawer, and quantity of each item sold
by each operator.

Sales report data can be cleared using a ZZ read.
Scale

A scale is a device connected to a terminal via the base station and used to weigh items
which are sold by unit of weight. The Point of Sale does not permit an operator to override
the scale results with a quantity when adding weighed items to a transaction.

Scheduler

The Scheduler runs separately to the Point of Sale to manage service appointments. It can
link into the Point of Sale via the base station to process payments for those services in
transactions.

Site

A site is a single, physical store. A company can have several sites if they have stores at
different locations. Each site has a base station, which terminals connect to.
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Supervisor

A supervisor is an operator who has permission to authorise restricted actions such as
changes to the terminal settings. Supervisor status is configured on the Portal.

Table

A table identifies a customer or group of customers who may add items to the same
transaction over a period of time, such as ordering drinks and meals.

Takings report

A takings report summarises the cash-drawer amounts by tender type and number of
transactions. Takings report data can be cleared using a ZZ read.

Tare

A scale tare is the weight that is considered zero for the purposes of measuring items. For
example, to exclude the packaging from the weight of the item. Some items may have their
packaging weight configured on the Portal. The Point of Sale can set or override the tare
weight when weighing items.

Tender

A tender is a payment recorded for a transaction. It incorporates an amount that has been
paid, and the tender type used for that payment, such as cash or credit card. A transaction
can have several tenders of different types.

Tender type

A tender type is a method of payment for a tender, such as a credit card, cash, or gift
voucher. Some tender types may have rules configured, such as a maximum that can be
paid with that tender type in one transaction. The available tender types and their rules are
configured on the Portal.

Terminal

A terminal is the tablet or other device that runs the Point of Sale. Each terminal is
connected to the site via the base station, and is identified by a unique terminal number,
which is recorded in every transaction made by the terminal.

Terminal group

A terminal group defines a terminal configuration, including security settings, one-shot
buttons and other settings such as service charges. Terminal groups are shared across all
sites of a company, and may be used at multiple sites. Several terminal groups with
different settings may exist within a company. A terminal can only belong to one group at a
time, but can be changed to another group at any time to use that group's configuration
settings.
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Time-hour report

A time-hour report summarises the transaction totals and number of transactions of a
specified date into hourly blocks. Time-hour report data can be cleared using a ZZ read.

Point of Sale Transaction

A Point of Sale transaction is an exchange of items, which represent goods or services
provided by your organisation, for payment. Transactions include all the relevant
information about the exchange:

658

The date, time, site and location of the transaction.
The operator who performed the transaction, and which terminal they used.
The items purchased or returned and in what quantities.

The amounts and types of payments provided, including any change or
reimbursement provided to the customer or redeemed loyalty points.

Note: Transactions cannot be finalised until they balance. That is, the amount
owed by the customer is zero, and any amount that has been overtendered has
been issued as change.

The loyalty number linked to the transaction, if applicable.
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You can view what is currently included in the transaction in the Transaction list of the
Point of Sale.

Note: In the Portal, a transaction also refers to an exchange of money, such as the
payment of a creditor, or a debit adjustment.

Tax exempt

A tax exempt transaction is a transaction that has all government and state taxes removed
from all items. This is used for certain discounts or circumstances, such as disability
pensions. If a transaction is made tax exempt, the customer must provide a valid tax
exemption ID when the transaction is tendered.

Transaction line

A transaction line is an entry in the Transaction list that
Chacken Drumystk

contains an item and its quantity. If more than one unit 6 583kg N x $2 99kg $19.68
of an item is added to a transaction, the units are ST
. . . . . Croy

grouped into a single line. Actions such as price R N $12 5080 o

overrides, voids, discounts or refunds then apply to all

units in the line. Total: $38.20
Credit Card $20.00
CASH $50.00
Change $31.80

Transaction list
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The Transaction list appears on the Transaction screen Rewarde cerd 6

and Tender screen of the Point of Sale, and displays el
everything that has been recorded in the current

transaction. This includes: phesn il R

= [tems being purchased or returned, their Total: $97.98

quantities and prices. Rewards card redemption (50 pts) $10.00

. . . . . Credit Card $50.00

= Any price overrides or discounts applied to items it Voichar $20.00

or the transaction. CASH $20.00

= The amounts and types of tenders used to pay for £ S

the transaction. Change $2.00

= Any gift vouchers created during the transaction.

= The loyalty number linked to the transaction, if
applicable.

Transaction type

Transaction types control how the Point of Sale behaves during a transaction. Different
transaction types behave in slightly different ways, and can offer optional configurations.
Any Point of Sale terminal can process a transaction of any type, even if the terminal is not
configured to process it.

The Point of Sale has three transaction types available:

Non-table Normal register transactions that do not send items to the kitchen, such as
service purchasing a shirt or other goods at a cash register.
Take away Table-service transactions that send items to the kitchen and can
optionally:
(table
service) = Be assigned to a table.
= Record a customer's name.
= Record the number of covers.
Dinein Table-service transactions that send items to the kitchen and must be
assigned to a table. Dine in transactions can optionally:
(table
service) = Record a customer's name.
= Record the number of covers.
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Voids can be performed on unfinalised transactions. You can either:

Void the entire transaction, clearing it from the Point of Sale.
Void an item within the transaction, removing that item line from the transaction.

In either case, the Point of Sale records that the void occurred and the reason given, if the
Point of Sale is configured to prompt for a reason.

X read

An X read is a snapshot of the current site records, including:

The sales summary, including discounts, services charges, tax and rounding.
The transaction totals.

The terminal activity, including transaction totals by tender type, all advances,
handovers, voids and petty cash allocations.

The total amount subtracted in item and sales discounts.

The number of transactions per tender type.

The total taxable and non-taxable sales, and tax collected.

The number of transactions and total takings per each hourly block.

Performing an X read does not affect the information in any way.

Z read

A Z read is a record of the site's transaction data, including:

The sales summary, including discounts, services charges, tax and rounding.
The transaction totals.

The terminal activity, including transaction totals by tender type, all advances,
handovers, voids and petty cash allocations.

The total amount subtracted in item and sales discounts.

The number of transactions per tender type.

The total taxable and non-taxable sales, and tax collected.

The number of transactions and total takings per each hourly block.

Performing a Z read sets all transaction, tender and item totals for the day to zero.

Z7Z read

A ZZ read is a record of the site's transaction data, including:

The sales summary, including discounts, services charges, tax and rounding.
The transaction totals.

The terminal activity, including transaction totals by tender type, all advances,
handovers, voids and petty cash allocations.

iZen Point of Sale user guide 661



Glossary

= The total amount subtracted in item and sales discounts.

= The number of transactions per tender type.

= The total taxable and non-taxable sales, and tax collected.

= The number of transactions and total takings per each hourly block.

Performing a ZZ read clears all the transaction and tender totals as well as all sales and
takings reports.
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Index
find, 541, 568
A order, 151, 155, 543, 552, 570
account, 229, 376, 400 photo, 522
advance, 19, 57, 355 sign in, 161, 524
one-shot button, 143 sign out, 165, 526
screen, 391
_ D
appointment, 44, 605
debtor, 585, 596
one-shot button, 175, 262
_ enquiry, 587
retrieve, 606
find, 585
B payment, 167, 593, 600
base station, 81 tender, 476

transaction, 590

cash drawer delivery, 545, 573

advance, 143, 355, 391 deposit, 543, 573

handover, 183, 357, 394 discount, 19, 61, 590

no sale, 197, 354 item, 434

open, 195 one-shot button, 208

petty cash, 229, 376 removing, 437

x read. 159. 163, 304, 312, 383 transaction, 487

z read, 316, 385 E
zz read, 320, 386 enquiry, 587
cash-drop. See handover
F
cash-up. See report:z read
) finalise, 466, 509
compliance, 455, 644, 645
o float. See advance
credit limit, 588, 596
customer H
attendance, 159, 163, 524, 526 handover, 19, 58, 357
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one-shot button, 183 customer, 526
screen, 394 sign out. See customer:sign out
| loyalty, 511
card, 514

instructions, 446

o creating, 512
invoice, 557, 579

editing, 520
iPad scanner, 362

in transactions, 444

item

photo, 522
discount, 434

points, 516
field, 459

redeeming, 484
find, 411

screen, 528
modify, 432
one-shot button, 203 M
options, 432 message, 380, 407

price override, 441

quantity, 429
no-sale, 58, 354

refund, 424

one-shot button, 195
sell, 414, 416
void, 451 O

one-shot button, 95, 101
K
action, 329
kitchen. See send to kitchen
advance, 143

L background, 122, 337

log in, 348 colour presets, 67, 110

concurrent, 53 create, 114

customer, 524 customer enquiry, 149

screen, 91 customer order, 151, 155

sign in. See customer: sign in customer payment, 167
log out, 346 delete, 327

automatic, 53 discount, 208
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edit, 135, 324
external

transaction, 262

web page, 233, 282, 295, 308

find order, 171, 179
gift voucher, 224
handover, 183
invoice, 241

item, 203

label, 119, 332
loyalty, 175
modify item, 220
no-sale, 195

open setup, 141

page, 95, 126, 131, 187, 266, 286, 291

price change, 191

price override, 191, 208, 216
quantity, 212

receipt, 245, 253

sales, 270

sign in, 161

sign out, 165

table, 249, 257

takings, 274

time hour, 278

training, 304

x read, 159, 163, 304, 312
z read, 316

zz read, 320

operator
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code, 53, 349

colour, 351

log in, 53, 348

log in screen, 91

log out, 53, 346

swapping, 350
order, 570, 573

complete, 552

create, 151, 155, 543

duplicate, 554

find, 171, 179, 547, 563
overtender, 471, 473

=)
park transaction, 346, 448
payment, 167, 593, 600
petty cash, 229, 376, 400
price change, 359, 398
one-shot button, 191
price override, 19, 50, 441
one-shot button, 191, 208, 216
print
invoice, 241, 557, 579
label, 237, 364, 368, 403
receipt, 245, 253, 372, 373
sales, 270, 634
table order, 251, 627
takings, 274, 636
time-hour, 278, 638, 640
X read, 159, 163, 304, 312, 383

Index
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Z read, 316, 385
zz read, 320, 386

Q
quantity, 429, 543
one-shot button, 212
quick amount button, 391, 394, 484, 502

R

receipt, 245, 253, 372, 373
refund, 424, 429
report

sales, 270, 634

takings, 274, 636

time hour, 278, 638, 640

X read, 159, 163, 304, 312, 383

z read, 316, 385

zz read, 320, 386
retrieve transaction, 449

rewards. See loyalty

S
sale. See transaction
scale, 543
scanner. See iPad scanner
scheduler
retrieve appointment, 606
setup, 44
selling, 409
by unit, 414
by weight, 416
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send to kitchen, 620
settings, 9
customer orders, 63, 65
miscellaneous screen, 72
one-shot buttons, 67
registration screen, 44
security screen, 50
setup, 11
appointments, 43
currency, 16
currency images, 74
customer orders, 23
large display, 74
location, 16
one-shot button presets, 67
Point of sale, 93
scale, 44
security, 19
service charges, 26, 40
supervisor authorisation, 53
table service, 29
terminal, 79, 81, 84
terminal group, 13, 89
signin. See log in
sign out. See log out
site, 46
connecting terminal, 81, 85
supervisor
authorisation, 353

self-authorisation, 50
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surcharge, 473

table, 609
add to order, 618
cancel order, 626
one-shot button, 257
setup, 29
waiting, 611
tare, 300, 416, 418
tender, 465
add, 469
cash, 471
cash out, 473
change, 493
credit, 473
debit, 473
debtor, 476
EFTPQS, 473
gift voucher, 478
screen, 502
split, 482
type, 506
void, 490
terminal, 343
connect to a site, 81, 85
group, 13, 89
iPad scanner, 362
labels, 237, 364, 368, 403
log in, 348
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log out, 346
messages, 380, 407
number, 46, 84
receipt, 245, 253, 372, 373
reports, 270, 274, 278
training mode, 304, 389
X read, 159, 163, 304, 312, 383
z read, 316, 385
zz read, 320, 386
till
open. See no-sale
training mode, 389
one-shot button, 304
transaction
line, 455
list, 461

screen, 455

user. See operator
switch. See operator:swapping

username. See operator:code

Vv

void

item, 451

reason, 20, 53

transaction, 453
voucher

creating, 421

gift, 22
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one-shot button, 224 tendering, 478
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