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1. GETTING STARTED

Welcome to INI’s Point of Sale system. This document aims to provide you with simple, easy
to understand instructions for using our software, and troubleshooting solutions and tips.

This section will introduce you to the home page, which serves as a gateway into four main

branches of the user interface.

Back Office:

5

—

Start Sale:

Sales Report:

{ INI Solutions
ros i

This is the “home page” of
INI POS. It is the screen
you will see immediately
upon first opening up the
program.

This button leads you to features that adjust your existing menu, add
entirely new items, make changes to users, sales reports, and more. An
administrator’s password is required to enter the back office.

This is where non-administrators will spend most of their time. This
button leads you to the main POS interface, where you will take orders
and process payments.

An administrative feature, this button allows you to view, print, or export
to MS Excel, the company’s sales data. An administrator’s password is
required to use this feature.

This utility allows your POS station to double as a timestamp for
employees. Please refer to section 11.
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2. HOW TO PLACE AN ORDER

a. SINGLE ORDER

i) Press Start Sale. You may be prompted for a user password.

D T Enter the password then click or tap the blue arrow key.
) o T
L3
@l 0| Clear Jcancet
""""""""""""" ii) This is the main Sales Interface. To place an order, left click
——— or tap the required table.

(The appearance of this screen will vary depending on how
your table layout was configured. Please see Section 8.)

ot -' iii) Depending on your settings, you may be prompted to
— : }7"" identify yourself. Select the appropriate name from the list
e STee and press OK.

Refer to Section 10 for more information.

iv) This is the “Order List”.

Enter your order by browsing for your item from the right
panel. Press the correct category tab, and then press the
button with your item’s name.

Pressing your item more than once increases the quantity.

IMPORTANT!
v) ALWAYS PRESS SAVE ORDER (circled in red in the image,
left), or the order will not be processed!
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b. SEPARATE ORDERS, SEPARATING EXISTING ORDERS

You may need to separate orders for a variety of reasons when two or more people are dining at
the same table, or even for a single takeout order. Please follow the steps below.

i) Follow the steps outlined in Section 1a until you’ve completed the order for the first
person.

ii) Click the “separator” button at the bottom left

|
n—j \ 'D V of your screen.

Delete % Separator# Save Order

\ VA )
D
Qty Edit Price Payment
Server: Owner Order#: 30
Table: Bar #1  Guests: 1 iii) This creates a separating line that divides the
# Item Name Qty E.Total X
Sass 1 >3as> Order List, as shown left:
1 <«1=>Miso 1 $1.00
2 <2>Rice 1 $1.00
3 <3>Vege Sunomono 1 $2.75
4  <A4>Ebi Sunomono 1 $3.50
5 <5>Tako Sunomono 1 $3.50
6 <6>Shrimp Sunomono 1 $3.50
7 <7>=Edamame 1 $3.50
8 <8>Agetashi Tofu 1 $3.75
9  <9=Spicy Agedashi T... 1 $3.75
10 <10>Gomae 1 $3.75
x> D Fx>>>
Server: Owner Order#: 30
Table: Bar #1 Guests: 1 . R . . | d .
I, Qty F.Total IV) epeat creating separating lines and entering
>>>>> 1 >>>>> order items as required. An example is shown
1 <6>Shrimp Sunomono 1 $3.50
2 <8>Agetashi Tofu 1 $3.75 left.
3 <9=Spicy AgedashiT... 1  $3.75
4 <10>Gomae 1 $3.75 1 i
=233 2 »>3>> IMPORTANT' v
1| ==l 4 ST Remember to click
2 <2>Rice 1 $1.00 Save Order
3 <3>Vege Sunomono 1 $2.75
>>>>> 3 >>>>>
1 <5>Tako Sunomono 1 $3.50
2 <4>Ebi Sunomono 1 $3.50
3 <7=Edamame 1 $3.50
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b. SEPARATE ORDERS, SEPARATING EXISTING ORDERS (CON’T)

BRI R A PP )Ldl ' A-nf R . .
‘7 9 J V v) To separate an existing, single Order List into a
Delete  Separator  Save Order fq R o . o
divided one, first press the “split to” key.
MDD
.~ — -
Qty Edit Price Payment
|| S7Bills | Print Bill
Server: Owner Order#: 30 AppeasSalad Salad Temp Donburi ‘Yaki & Udon Teriyaki Maki Spe Roll Nigiri
Table: Bar #1 Guests: 1
# Item Name Qty  E.Total Sashimi Temaki Box ‘Cﬂmhi Combo Tray | Liquor Drinks ‘ Others
1  <6>Shrimp Sunomono 1 $3.50
; <g>’5‘9_9‘35"i Tofu 1 $3.75 <i>Kappa | <2>Tuna || <i>Samon | <4>Oshinon || <5>Kanpyo | <G>Tamago
<9>Spicy = = =
4 <105G Bill #1 (Master Bill) Bill #2
5 <l-Miso | # ItemMame Qty # Item Name oty # Item Name oty # ItemName aty
6 <2oRice |1 <6>ShrimpSunomono 1
; hos?
picy Agedashi T...
8 <7>Ed_ama' 4 <10>Gomae 1
9 <4xEbiSun o .. neo 1
10 <5>Tako S| 5  <3sRice 1
7 <3>Vege Sunomono 1
8 <7>Edamame 1
9  <4>Ebi Sunomono 1
10 <5>Tako Sunomono 1
Total: $31.50 Total: $0.00
# Item Name Qty # Item Name qQty # Item Name Qty # Item Name qQty
s.Ttl: $30.00
GST: $1.5¢
PST:  $0.0¢ Close
psT2:  $0.0(
s )
Total: I | :> | \f é |
§31.50 Qtv || EditPrice Payment
L i ) h | | Lj th LB -
(¥ x BReOF D | I SRR Suny . . 7
Go Back Void SplicTo || Split Irem 5.8ills Print Bill Discount ler Print = (RS
[USER-PC] Owner Owner Receipt - OFF  Order Ticket - OFF 1.2000 3:21:37 PM

vi)
vii)

viii)

IMPORTANT!

Save Order

Eight stacked windows will appear over the sales interface, as shown above.
Drag your desired items and drop them in the appropriate bill slot, then press close.

v
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c. ITEM PRICE EDITING

Server: Owner
Table: Bar #1

#

[ == - T I - I ¥, I S R S

=]

There are three ways to edit an item’s price:

e through the Edit Price button, as shown below;

e through the Discount button (see section 3c);

e through accessing the Menu directly from the Back Office (see section 6c).

Of these, only the last option permanently changes an item’s price (unless altered again

using the same method). The first two options change an item’s price on the fly, and for that

instance only.

To change an item’s price temporarily, follow these steps:

Order#: 30
Guests: 1
Item Name
==2>> 1 2>>>>
<1>Miso
<2>Rice
<3>Vege Sunomono
<4>Ebi Sunomono
<5>Tako Sunomono
<6:=>Shrimp Sunomono
<7>Edamame
<8x=Agetashi Tofu

<9:>Spicy Agedashi T...

<10>Gomae
SEEED ) R

io‘v

Separator

Delete

E.Total

2

$1.00
$1.00
$2.75
$3.50
$3.50
$3.50
$3.50
$3.75
$3.75
$3.75

[ O R

Save Order

First, ensure you have entered the item
into the Order List.

In the Item Name section displayed to the
left, click the name of the item whose
price you wish to change.

Press the Edit Price button, as shown left.
Change the unit price as desired; press OK.

Save Order

IMPORTANT!
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d. DELETE, QTY CHANGE

Please note that deleting an item from the ordered list completely removes it, regardless of
its quantity.

TO DELETE an entered item from the Ordered List:

i) Click the desired item in the Ordered List

Y o

Delete J/ Separator Save Order

ii) Click Delete, _|at the bottom of the Ordered List
D
Qty Edi-t Price Pa?men%t

iii) Enter the administrator’s password if prompted

iv)  IMPORTANT! «

Save Order

To ADJUST THE QUANTITY of an entered item from the Ordered List:

i) Click the desired item in the Ordered List

SRR 4

Delete | Separator  Save Order
i) Click Qty, #, | at the bottom of the Ordered List

iii) Enter the administrator’s password if prompted

iv) IMPORTANT! V

Save Order

e. USING ORDER MEMO

To enter a memo for an Ordered List:

i) Press an item in the Ordered List
i) Press the “Order Mem” button along the bottom row
iii) Enter your memo, then press Save Order.
x - s ‘\ - f —
BN x BECIR N AR I S
Go Back Void Split To Split Item S. Bills Print Bill Discount Table Info.
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f. TAKEOUT ORDERS

| <<< Tables>>> | E<<Take Out>>>

i)
Waiting 6 Table #11 Table #9 Table
Waiting § Table #12 = Table #10 Table
S #6
ii)
iii)
10, "
TakeOut #1 Information X
Phone #: 1234567
Name: John Doe =) iv)
Pickup =, Jun-20 (Fri)
Time. 730 AM ©PM
10 Min. 15 Min. 20 Min. 25 Min. 30 Min. )
Vv
35 Min. 40 Min. 45 Min. 50 Min. 1 Hr.
Address: 1234 Generic Street
View Map Q
Vi)
Note: Data entered here is optional
Lihfl‘:‘ History 0K Cancel

g. TASTE OPTIONS

To fill a takeout order, press the Take Out tab at the
top of the Sales Interface screen.

You should now be viewing the Take Out section of
the Sales Interface, as shown in the left.
Click an empty Take Out cell to begin.

The Take Out Information window will appear. Enter
the information as desired. All entries are optional.
After you’ve entered the necessary information,
press OK.

Take your order as normal, as with dine-in orders
described in Section 2a.

Taste Options are modifiers, and appear just like regular items in the Order List screen,
likely under the “Other” tab (and elsewhere, depending on how your POS Station was

configured).

n u

They are in essence pre-made notes. They enter phrases like “no sauce”, “extra mayo”,

“well-done”, etc.

To create your own Taste Option buttons, refer to Sections 6b and 7c.

To use a Taste Option item

i) Highlight an entered item in the Ordered List by clicking it.
i) Enter your desired Taste Option by clicking it like any regular item.
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3. PRINTING BILLS AND DISCOUNTS

a. SINGLE BILL
Press the “Print Bill” button, found near the bottom beneath Payment.

b. SEPARATE BILLS, ONE PAGE SEPARATE BILLS

i) Press the S.Bill button, found to the left of the “Print Bill” button.
ii) The “Separate Bill Printing” dialogue window will pop up.
[ Separate Bill Printing =)

‘ Select one or all separate bills...

Separate Bills Print All
in One

0 K Cancel

iii) TO PRINT EACH BILL ON SEPARATE PAGES, press “Print All”.
iv) TO PRINT THE SEPARATE BILLS SEPARATELY BUT ON ONE PAGE, press
“Separate Bills in One”.

Note: Each separate bill will be numbered for ease of identification.
c. APPLYING DISCOUNTS (ONE-TIME)

Applying discounts by using the Discount button in the Order List has a one-time effect.
To apply a set discount automatically (i.e. Happy Hour), please see section 6e.

DO MM W -]

Go Back Void Split To Split Item Print Bill Discount Order Mem = Table Info.
i) From the bottom-row buttons from the Order List screen, press Discount.
i) The Discount window will pop-up, as shown below:
B Discount ==
S.B.# Item Name Size Qty  Discount Quick Mode NOTE:
X 1 <1>Chicken Yaki Soba 1 ) :
X 1 <2>Beef Yaki Soba 1 ey
X| 1 <10>Vegetable Roll 1 o~ If the “x” in the leftmost column does
X 1 <9>Negitoro Roll 1 i i
X 1 <1>TunaCone 1 C— not appear, then that item will NOT
X 1 <1>Yam Tempura 1 (0:0%) .
X 1 <3>Assorted Tempura ) be selected for discount.

0 (0.0%)

Click the space in the leftmost column

” ”

0 0.0%) once to toggle the “x” on and off.

Total Discount
Select Exempt | Reset = Clear
Nome Tax | Tax | Discount Pad’ | . $0.00 Close
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c. APPLYING DISCOUNTS (ONE-TIME, CON’T)

iii) Pressing the Discount Pad will bring up the following window where you can
manually enter a discount. Press OK after you’ve finished.
Discount &J

Discount By
7 8
s Percentage(%) Dollar($)

0 0.00 4 5

10.00% $0.00 1 )

O W o O

0 00

General Employee

Discount Discount o 0 0 K Ca n CE'

iv) This will return you to the previous window; press close.
Server: Admin Order#: 8
Table: Bar #3 Guests: 1
# Item Name Qty E.Total X X
1 <I>ChickenVakiSoba 1  $8.95 V) The Order List should now show the discount
** Discount(10%) ** -50.90 . .
2 <2>Beef Yaki Soba 1 $8.95 you applied, as illustrated to the left.
** Discount(10%) ** -5$0.90 a
3 <10>Vegetable Roll 1 $3.25 vi) Save order.
** Discount(10%) ** -50.33
4  <9>Negitoro Roll 1 $3.25
** Discount(10%) ** -5$0.33
5 <1>Tuna Cone 1 $2.95
** Discount(10%) ** -50.30
6 <1>Yam Tempura 1 $6.50
** Discount(10%) ** -50.65
7 <3>Assorted Tempura 1 $7.95
** Discount(10%) ** -50.80

)

Separator| Save Order

Edit Price Payment
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4. PAYMENT AND ENTERING TIPS

a. SINGLE PAYMENT

To process a payment (and also to enter the tip — optional):

=) of

Delete | Separator Save Order

Press the Payment button. This will bring

up the Payment Window, as shown

@ below.
Qty E(;l_t Price
Cash 7‘;)‘ o Cus:‘l‘)rer
e @ ™ 43.89
Card Balance citt Card
Visa @
o Dues 0.00 78" 9 45
MC /
Pay $
== 50.00 "4 5716 s10
AJE
s 210 (17213 %20
GiﬂCard ) ange amou $ ad tip 0 00 C $50
s 4.00
Charge on Account
’ OK Cancel
USD($) to CAD($)
i) Select the type of payment by pressing the corresponding button.
iii) Enter the TOTAL (including the tip!) payment amount. If exact, press the white
button with blue text displaying the total amount.
iv) (Optional) Enter the tip amount in the tip line.
V) The POS software correctly and automatically calculates the correct change, if
applicable.
Note: The screenshot above illustrates change given after the elimination of the

Canadian penny.
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b. SPLIT PAYMENTS — INDIVIDUAL ORDERS

i)
i)

Ensure that you have printed separate bills. See Section 3b.
Press “Payment”.

iii) You will be presented with an individual payment window for each customer, as
shown below:
cash [ Customer #1 1 o iy Cash Customer #2 el - Smiong,
Debit = =l 19- 64 Debit | L= 11.45
e Gift Card ot Gift Card
Visa } 19.64 Visa } 11 4
i) (R) "19.65) 78O $5 Duc# 45| 78945
MC MC
— 45 6-1-$10 5 45061 $10
A/E 5 A/E hﬂ
— 0.00 123420 — 0.00 1e2-3~$20
Gift Card > 0 00 C $50 ‘ Gift Card > 0 00 C $50
Tip'$ Tip $
Charge on Account OK cancel | Charge on Account OK Cancel
USD(S) to CAD(S) USD($) to CAD(S)
iv) You can cycle through the customers by pressing the grey number to the right of
“Customer # X”.
V) Process each payment normally, as outlined in the previous section.

C. SPLIT PAYMENTS — EVENLY DIVIDED

Customers may wish to split the total cost of their purchase evenly, instead of paying for
what they individually ordered. You could do this manually with a calculator, but the INI POS
software has a built-in feature to handle this situation: split payments.

Split payments are achieved by the “1/n” button beneath the “Due $” line. Please follow the
instructions on the next page:
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C. SPLIT PAYMENTS — EVENLY DIVIDED (CON’T)

Customer Name

csh | (y1 Customer #1 |1 Customer
bee [ T 43.89 i) In the payment window,
Y i press the 1/n button,
\ 43.89 : .
- ®R) 4390 789 45 circled in red on the left.
MC 2
’ 49576 $10
A/E é ——
) Change $ 0 . 00 1 2 3 $20
Gift Card ) 0 00 C $50
Tip $

Charge on Account L |
OK Cancel

USD($) to CAD(S)

e (y1 Customer #1 |1 e re——) ii) The “# to divide by” line will
appear. Enter the required
Debit ‘r‘ Total $ 43-89 PP a
LE Cad atance —_— number, then press calculate.
vea (B 38 iii) Inthe larger screenshot
- Pl ®) 4390 7 87197 $5 below, the payment has been
Pe 4-1-59-6-1 $10 evenly divided.
= 14231 $20 iv) Process the split payments
oo 0.00 normally
S 000" C" $50 '
Tip $
Charge on Account i {
USD($) to CAD(S) 5 | Calculate " ' Cancel OK Cancel
csh | (7 Customer #1 | 1 Customer
k| No.
s 8.78
i Total u
Debit @ 1,'(5)0?4?:89 Card Balance
| Gift card |
Visa @ 878
5 .
oiied, (R) 8.80 8 $5

$10
$20
$50

Change s 0.00

Gift Card ) * Tap the change amount ( > $0) to add to tip. ||

2
MC
) Pay $
1/5
A/E |

o ~ A N
N Ul
0O W o O

Tip $

Charge on Account ‘ |
QK cancel

USD($) to CAD($)
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5. GIFT CARDS

Gift cards are a great way to promote your business, and INI POS can help manage them. All
gift cards can be registered into your database quickly and easily with a unique barcode or
number designated by you. This allows you to easily keep track of a Gift Card’s remaining
balance.

a. HoOw TO LOAD A BALANCE

e (e

= / - z., LA

X2 = More — Vg
Attention Move Table = Reservation Buttons Exit
i) From the bottom row of icons in the Sales Interface, press More Buttons.
DN SN VI
‘VW'TE:/:? PC— istory Cloif%t C;-a;i;{om Locl:S.crn Unlo}ébl
e r —=
= o b S n . €
SR b Vit & &)
ClosingTask = Rec Half T. W. Report Payout Bill Collect
RTINS
H R !
G% ‘o o 5
Ordﬁ. Orﬂﬁ( Sales 7 Tip Attention Move Table ’E::t/
ii) From the extended menu that appears, press P.Card (Prepaid Card)
iii) Enter your user password when prompted.
rlm Prepaid Card I |
Barcode
0000000100 7 8 9
Balance Charge Amt.
. 0.00 50.00 ¥ | 4 + 5 1 6
Cash Deblt Credit 0 00 C
Link To | Customer Hame Print
Customer Balance Close
iv) Create a unique barcode, and then type in the desired charge amount.
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a. HOW TO LOAD A BALANCE (CON’T)

V) Select the payment type used to charge the card; the gift card is now
loaded for use.

rlm Prepaid Card ' S |
Barcode
0000000100
Balance Charge Amt.
| 50.00 +/-

New Card has been added!

N O O

O = DN
O W o

Cash Debit Credit

Link To | Customer Name Print
Customer Balance Close
IMPORTANT!

Gift Card barcodes are unique. Utilizing a numbering system with many
leading zeros is recommended when first creating your barcodes.
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b. How To ACCEPT GIFT CARD PAYMENTS

Receiving Gift Card payments is simple; it’s nearly identical to selecting a payment type
from the Payment Window, then identifying the Gift Card with its barcode.

csh | (0 Customer #1 |1

o @ ™ 43.89

Cord Batance.

Visa } -

P Y - e e e
! Pf,',f 4-p-5-P6-1-$10
oae R ——————————

Change $ 0.00 Le2e3e-$20
\ 0 100 C" %50
‘ Charge on Account i
:{ OK Cancel
’IE Prepaid Card Number d I—B—Iw

Please enter card number

0000000100

{@E@J«“ oK Cancel
Gift Card Payment Confirm &J
Current Balance:

50.00 | 78 °
4 516
Amount to use: 1 2 3
43.89 (000 cC
|
OK Cancel

i)

iii)

iv)

Select the Gift Card button from
the Payment window.

Enter the Gift Card’s barcode,
including the leading zeros.

This window displays the Gift
Card’s current balance and
amount to be used from it. Press
OK to confirm.

Complete the order, adding in
extra payment from another
source if the Gift Card’s balance
is insufficient.
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c. CHECK GIFT CARD HISTORY

/: | )
iStory p'c— istory # P. Card Clock nOut (hsh{Out Tock Sern Unln}%bl
e n =
2 Hrdge s % Q)<
ClosmgTask Rec Ha!fT W. Report Payout Bill Collect | | Reset Ord# Memo
R = i
=) ;/ L@ MNP OAND
[ers w. List Sale_s Tip Attention Move Table | Reservation Buttons Exit
i) From the bottom row of the Sales Interface, press More Buttons.
ii) In the extended menu that appears as shown above, press P.C History
(Prepaid Card History).
iii) In the new window that appears, you may now view the history of all

prepaid cards within a time range set at the top, or you may search for a
specific gift card by entering its barcode.

Prepaid Card Paygcojdiucassres — — I | p—— =)
N
@un -2014 ©- To 30- Jun@ Filter Card
Number
Payment History Charge History

Charge Date & Time Card Number Amount Charged Cashier Name i
» 06/30/2014 3:21:00 PM 10005 $80.00 Owner Owner
06/30/2014 3:21:00 PM 10006 $120.00 Owner Owner

06/30/2014 3:21:00 PM 10007 $35.00 Owner Owner |s
06/30/2014 3:21:00 PM 10009 $150.00 Owner Owner
06/30/2014 3:20:00 PM 10001 $25.00 Owner Owner
06/30/2014 3:20:00 PM 10002 $75.00 Owner Owner
06/30/2014 3:20:00 PM 10003 $60.00 Owner Owner
06/30/2014 3:20:00 PM 10004 $100.00 Owner Owner
06/25/2014 12:00:00 PM 0000000100 $50.00 Owner Owner
06/20/2014 4:45:00 PM 000001 $50.00 Owner Owner
Il 06/20/2014 4:40:00 PM 00000001 $50.00 Owner Owner

Card Number Balance
»
Total Amount Charged: $815.00 Close
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6. ADD AND EDIT MENU ITEMS

Note: To add/edit menu items, you must enter the Back Office Interface, and must
have the administrator’s password. To do so, exit the Sales Interface, and press
the Back Office button from the Homepage.

a. ADDING CATEGORIES

Maomay - A& — -
Fi\e‘ Edit ’Transa(tmn Report Customer Tools Help
e 45 »m s 0 98 8|9 & O
Start Sales Menus M.Layout T.Layout Users View Sales  View POs View TS Sales Rprt  Exp Rprt Options Logout Exit
i) From the top bar within the Back Office, click Edit 2 Category Detail.
ii) Click Add New, or select an existing Category and click Edit.
iii) Name the new Category or make changes to an existing one.
iv) Click save.
b. ADDING SIZES/TASTE ITEMS
i) From the top bar within the Back Office, click Edit = Sizes & Tastes Detail.
i) Click Add New, or select an existing Sizes/Taste item and click Edit.
iii) Name the new Sizes/Taste item, or make your changes to an existing one.

iv) Click save.
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c. ADDING MENU ITEMS
IMPORTANT!

ALCOHOLIC BEVERAGES NEED TO BE CLASSIFIED AS ALCOHOL, AND PST
MUST BE MANUALLY APPLIED!

File Edit Transaction Report Customer Tools Help

% & > — =Y
& s W) L]+ G2
Start Sales || Menus M. Layout T.Layout Users [
@ Ttem Detail e e )
Tree View List View Status: |Active - Add Ne Edit ( Save D Cancel | | Sub tems || Inventory History || Export... |
m - Appetizer Name Mot allowed s Alternative Name Barcode
: m :...Bento Box Beer V| Active
- Beverage Category Tax
- = g >~ Combination |Liqu0r v| 7] GST (5%) 7] PST (10%) PST2 (7%)
- - Donburi
5 o :---Liquor Info.1 Info.2
: m b -~ Maki Sushi Sizes & Tastes Item Type
- | > - Nigiri Sushi Size [ Taste Name Price  OnHand ApplyQty - Open Time Chrg.
E o .- Others : I ward
w Party Tray Chipotle 0.00 0 Taste Scale Rewar;
E=n [T) : . - Salad D 0.00 0 Menu Group Online
P g o > - Sashimi Double 0.00 0
Z &3 St C p” _—
E <  special Sushi X Glass 4.00 ’ Back Front [¥|Bar Front2
: n » - Taste :
P m z > - Temaki Large 0.00 0
m 2 < -— _---TEI’T'I[JUI’E Lemaon Lime 0.00 1]
-l = (=] - Teriyaki Mayo 0.00 0
o o m [T} - -Yaki Soba & Udon i 0.00 T
m : 0 x Noodle 0.00 0
8 I-.. 3 T — il 0
¥ Pitcher 14.00 1] >
E =1 m : g g 0
== L OO .
Rice 0.00 0
Salmon 0.00 1] g
3
i) From the top bar within the Back Office, click Menus
ii) In the window that appears, name your item
iii) Select a category to place your item from the dropdown menu
iv) Tick the boxes that contain applicable sizes/taste options for your item, then enter
the corresponding prices (i.e., Large, 25.00; Small, 18.00).
V) Select the printer where an Order Request will be printed (Back = kitchen printer,
Front = bar printer) by checking its box.
vi) Click Save.
vii) The “Alternative Name” section is entirely optional, but comes in handy if your

servers and staff recognize a certain item by a “friendly name”. If you enter an
alternative name for a menu item, that will be the name displayed in the Order
Screen by default.
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Ttem Detail

Tree View List View Status:

> - Appetizer

>~ Bento Box

.- Beverage
Combination

> - Donburi

- Liquor

> - Maki Sushi

-~ Migiri Sushi

> - Others

Farty Tray

-~ Salad
:---Sash|m|

> - Special Combo
- Special Roll
:---Special Sushi
.- Taste

.- Temaki

: Tempura

-~ Teriyaki
»-Yaki Soba & Udon

NON-ALCOHOLIC ITEMS MUST HAVE

GST CHECKED!

IMPORTANT!

Active

E=mE=n <=

S —
‘ Save , Cancel | | Sub tems H Inventory History || Export... |

- Add Ne Edit

Name Mot allowed Alternative Name Barcode
Hamburger & Fries V| Active
Category T
| Combination = | PST (10%) PST2 (7%)
Info.1 Info.2

Sizes & Tastes Item Type
Size / Taste Name Price  OnHand ApplyQty + Open Alcohol Time Chrg.
C 0.00 0 Taste Scale Reward
Chiken Teriyaki 0.00 0 Menu Group Online
Chipatle 0.00 a

1]
X Double v Front Bar Front2

X Giant

gtchu S 0
Large 0.00 0
Lemon Lime 0.00 0
Mayo 0.00 0
Mustard 0.00 0
Noodle 0.00 a
o
< ¥ Regular 9.50 D>
u Q1) 0
Salmen 0.00 ] i
4 3

What are Item Type Boxes?

These boxes serve several purposes, but you will generally only deal with the Open, Taste, and Alcohol boxes.

These three boxes (and a few more) and their functions are explained below.

This box, when checked, creates an item with NO FIXED PRICE. Its price must be

manually entered each time it is purchased; useful for items that have significant

or frequent price fluctuations.

The Alcohol box, when checked, allows all liquor sales to show up separately in

This box, when ticked, turns an item into a “modifier”.

This box, when ticked, allows you to charge an item by its weight (SN / unit of

OPEN:
ALCOHOL:
the Sales Report.
TASTE:
SCALE:
weight)
TIME CHRG.: This box, when ticked,
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d. DISCOUNTS (AUTOMATICALLY APPLIED)
This feature is for creating regular, reoccurring discounts for specific items; once these
automatic discount times are set and applied, the POS will automatically apply said
discounts appropriately until an administrator modifies the settings.

Please note: each item’s automatic discounts must be individually configured.

The screenshot below illustrates an item completely configured for a 50% discount on
Thursdays, from 11am to noon.

Itern Detail
Tree View List View

i - Appetizer

- - Bento Box
b Beverage

» - Combination
» - Donburi

- Liquor

» - Maki Sushi

» - Migiri Sushi
» - Others

» - Party Tray
» - Salad

- Sashimi

4 - Special Combo

Special Combo A
Special Combo B
Special Combo C
Special Combo D
Special Combo E
- - Spedial Roll

- Special Sushi

» - Taste

» - Temaki

- Tempura

b - Teriyaki

+-Yaki Soba & Udon

Beef Steak Combo (House Special Steak)

[E=5[E=H )

Status: | Active v| | Add New || Edit Save Cance Sub tems || Inventory History || Export... |

MName Alternative Name Barcode

Beef Steak Combo House Special Steak Active

Category Tax

|5pecia| Combo - GST (5%) PST (10%) PST2 (7%)

Info.1 Info.2
Sizes & Tastes Item Type
Size [ Taste Name Price  On Hand Gr¢ Open Alcon Tim
X large 50.00 0 Taste Scale Reward
X Regular 30.00 0 Menu Group Online

sun.  0.00 0.0 sun.  0.00 0.0 12:00 AN 12:00 AM = Next Day

First, select the desired item from the Menus button (found along the
top bar of the Back Office).

If the target item has multiple sizes/taste options, left click the SIZE of
the item to which the discount will be applied. Note that in the above
scenario, “Large” has been targeted for a discount, as circled in red.
Click Edit, as circled in red, above.

Uncheck the “Manual Discount” box. This allows you to create the
automatic discount settings.
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d. DISCOUNTS (AUTOMATICALLY APPLIED, CON’T)

"6 e Detail [E=H E=R (3
Tree View List View Status: | Active v‘ l Add New “ Edit ‘ Save Cance l Sub tems “ Inventory History “ Export... ‘
> - Appetizer Name Alternative Name Barcode
.. Bento Box Beef Steak Combo House Special Steak Active
P Beverage Category Tax
- Combination ISpeciaI Combo v‘ GST (5
> - Donburi
+- Liquor Info.1 Info.2
> - Maki Sushi Sizes & Tastes Item Type
- Nigirt Sushi Size [ Taste Name Price  On Hand Gry Open Alcohol Time Chrg.
> Others
. . Tash Scal Reward
.. Party Tray X large 50.00 0 e e ewar
> - Salad X Regular 30.00 0 Menu Group Onling
- Sashimi
4 - Special Combo PrintTo

Beef Steak Combo (House Special Steak) 3 4. ~
X 4 F 3 Back Front Bar Front2
Special Combo A
Special Combo B Dipwwma} setting for seleced size 1 .
Special Combo C w | Discount (Weekday & Happy Hour discount will be ignored) " Save Cancel || Copy...
Special Combo D weet? - Happy Hour - N
. Special Combo E B) Price (§) ate (%) Price ($) @ Rate (%) From To
:» - Special Roll Mon. Mon.,  0.00 50.0 12:00 AM =+ 12:00 PM Next Day
» - Special Sushi Tue. Tue.  0.00 50.0 12:00 AM [2] 12:00 PM Next Day
> - Taste
' Temaki wed.  5.00 0.0 o |wed. 0.00 0.0 0 PM Next Day
> Tempura Thu,  0.00 0.0 0.00 50.0 Next Day
> - Teriyaki
- 0.00 0.0 0.00 0.0 ext Day
.- Yaki Soba & Udon Fri Fri Next Day
sat,  0.00 0.0 sat,  0.00 0.0 12:00 AM [ 12:00 AM Next Day
sun,  0.00 0.0 Sun,  0.00 0.0 12:00 AM =+ 12:00 AM Mext Day
V) Select the day(s) during which the discount will be in effect.
vi) Configure the time range. If all day, select the days from the left
column.
vii) Select either Price ($) or Rate(%) above the appropriate column.
viii) Enter the discount. Do not enter the characters “S” or “%”.
ix) IMPORTANT! CLICK SAVE!
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7. MENU LAYOUT

FQ Main

File Edit Transaction Report Customer

Tools Help

Start Sales Menus M. Layout T.Layout Users

The Menu Layout function adjusts how your menu buttons are organized and appear in
the Sales Interface.

To begin, click the M.Layout button along the top bar of the Back Office to bring up the
Menu Layout Interface:

Dol Heigh AppedSalad | Salad | Temp ‘ Donburi ‘ Yaki & Udon | Teriyaki ‘ Maki ‘ Spe Roll ‘ Nigiri ‘Sash'lni Temaki ‘ Box ‘cnm ‘
Label Appe&Salad 4 Font Color
bo Tray ‘Liqunr Drinks ‘ Others ‘
Font | Color |
= . <3>Vege <4>Ebi <5>Tako <6>Shrimp.
Left 0 Top 211 4 i «Z-Rice 5 5 5 5
*  [[lLock Buttons
Width 100 Height 70
- . <9>Spicy G
Fu;”,';aagﬂ: E] <7>Edamam <&¢g$uh5h' Ag_(rad?ushi <10=Gomae <11>Gyoza <12>Fg|)|"mg
of
Auto Arrange
= F = <18> Skewere
" . <13>Tuna <14=Appetiz <15=Chicken <16>Fried < 17> Skewere
pedh =T Auto Arrange Gomae er Tempura Karage Sea Mussel d Chicken "!I'c?r:(:t’:
Mext button to be clicked 2
Clear Select
<19= Skewere | - <20>Skewere <21>Ebi <22=Sweet <23>Matoyak <24>Tako
Category Name i d Beef d Prawn Mayo Potato Mayo atoya Wasabi
¥ Appetizer g
Bento Box
<26=Appetiz <26=Appetiz o
Beverage 3 <25;§;1r:210n er Spicy Sal er Spicy <92[7;:£rﬁ$:iz <28>Calamari  <29>Karubi
Combination . Salad Tuna Salad
Donburi -
- <30=lka <31=Tuna
<1>Miso Sugata Yaki Tataki
<10>Gomae
<11>Gyoza

<12>Spirnig Roll

<13>Tuna Gomae
<14>Appetizer Tempura
<15>Chicken Karage
<16>Fried Sea Mussel
<17>Skewered Chicken
<18>Skewered Bacon Tomato
<19>Skewered Beef

<2>Rice

<20>Skewered Prawn
<21>Ebi Mayo

<22>Sweet FPotato Mayo
<23>Matoyaki

<24>Tako Wasabi
<25>Salmon Kama
<26>Appetizer Spicy Sal Salad 1.

<26>Appetizer Spicy Tuna Salad
- 00 | 00
il /é il { | | | P €9 )otl o €92
Taste/Menu - Auto-Create Auto-Create

<27>Appetizer Sashimi
up Tab Add Tab Remove Tab | Move Tab Add Button | Remove Btn, | Tabs & Btns Buttons.

I @Carmel ”g Save & Close |
+ Shift + R] to restore last saved menu \ayM

mn

-

24| Page




INI POS USER MANUAL

7. MENU LAYOUT (CON’T)

a. AUTOMATIC GENERATION

WARNING: This feature completely overrides the existing menu layout!

The Auto-Create Tabs & Buttons and the Auto-Create Buttons icons (found
along the bottom of the Menu Layout Interface) will, when pressed, completely
override your existing menu layout with an auto-generated one.

Your colour scheme, custom sizing and placement will all be overridden with a
generic, alphabetically organized format. In general, these two features will only
be utilized during first-time setup, when working with a blank slate.

b. CREATING/DELETING BUTTONS

Vii.

To CREATE a new button, click on a category tab, along the top, where the new
item will be placed.

Click the Add Button icon along the bottom row of the Menu Layout Interface.

Click and drag the generated “New (Not Linked!)” button to a desired location.
You must now link the “New (Not Linked!)” button to a menu item.

Highlight the “New(Not Linked!)” button by left clicking it once.

Navigate to a menu item by selecting the Category Name, then the Item Name

(circled in red, #2, #3, in the screenshot on the previous page).

Your button has now been created.

To DELETE an existing button, highlight it by left clicking it once.

Click the “Remove Btn” icon along the bottom row of the Menu Layout
Interface.
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C. ALIGNING BUTTONS, CHANGING FONTS, COLOURS, SIZES

Align Top Taste odifier

Align Left

Same Width
Same Height
Same Size

Cut

Copy
Paste

i. Toalign two or more buttons along the same height, select the “target” button
by left clicking it once. The other buttons to be selected later will align to the
target’s current height.

ii. Holding Shift, left click the other buttons to be aligned.

iii. Release shift.
iv. Right click on the target button.

v. Click Align Top.

vi. To change the size of a button, click the edge of a button, and drag as desired.
vii. To change the colour and font of a button, click the button, then use the menu
circled in red, #4.
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d. Taste-button layout

It is possible to create a pop-up menu that contains a multitude of taste-
modifiers. For example,

vvvvvv -

Add Sauce

| Beef | Black

| Teriyaki | Raspberry Mayo Chipotie Ketchup Mustard BB/

OK

In this example, an “Add Sauce” taste option leads to more detailed choices.

To create this Taste-option menu, follow these steps:

i) Add a new item into the menu, as detailed in Section 6c.
ii) Check the “Taste” box during the steps outlined in Section 6c.
iii) Add the new item into the Menu Layout. See Section 7b.
iv) Left click the Taste Option button in the Menu Layout.
V) Click the “Taste/ Menu Group Tab” button along the bottom row.
vi) This creates a new tab, named after the button. In our example, it
would be called “Add Sauce (TG)”. TG stands for “Taste Group”.
vii) Save and exit the Menu Layout.
— o Liquor Drinks ‘ Others (i soce 1)

Add Sauce Beef Black
Teriyaki Raspberry Mayo Chipotle Ketchup Mustard BBAQ Sauc

00

Ve 01016 KN

AddTab iRemove Tab/| MoveTab | | Add Button | Remove Btn| | Tabs&Btns . Buttons
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TABLE LAYOUT

1 Main

File Edit Transaction Report Customer Tgols Help
o > - — )\ s W
<Ee \E . /\ Eﬂr ¥ b )¢\‘ﬁ
Start Sales Menus M. Layout T.Layout Users

i)
i)

Click the T.Layout button from the Back Office.
This will bring you to the existing Table Layout screen.

<<< Tables>>> | <<<Take OQut>>> | [ Click here to dock to the LEFT
Tab
PRl << Tables>>>]
" Waiting 6~ Table #11° Table#9  Table #7 | weigne 40| Font | color |
‘ J
| 1 ’
© Waiting5 Table #12  Table #10 Table #8 Label
P Left Top
Width Height
" Waitingd e i el B 7 <
PS4 W8 23 o] [lLockButtons | Font || Color |
— — (o) )
iy — Weriasomt
| ST SRS ) ST Auto Arrange
o \/ Auto A l
——— uto Arrange
Waiting 2 e i« s TR & 2
Table #6 Table #5 Table #4 Pt o[ Take Out | fo
#1 (Linked) [ #1 (Linked) |z
© Waiting1 B p#a | 72 (lnked) 22 (linked)
#3 (Linked) #3 (Linked)
Table #3 Table #2 Table #1 #4 (Linked) 24 (Linked)
#5 (Linked) #5 (Linked)
#6 (Linked) #6 (Linked)
#7 (Linked) #7  (Linked)
#8 (Linked) #8 (Linked)
#9 (Linked) #9 (Linked)

#10 (Linked)
#11 (Linked)
#12 (Linked)
#13 (Linked)
#14 (Linked)
#15 (Linked)
#16 (Linked)
#17 (Linked)
#18 (Linked)
#19 (Linked)
#20 (Linked)
#21

#11 (Linked)
#12 (Linked)
#13 (Linked)
#14 (Linked)
#15 (Linked)
#16 (Linked)
#17 (Linked)
#18 (Linked)
#19 (Linked)
#20 (Linked)
#21 (Linked)

[ Delivery
[Tl online

-~ Stay on
Sales Screen

rO— i L1001
1

Press [Ctrl + Shift + R] to restore last saved table layout

iii) To add a new table/take out entry button, click the appropriate tab at the top
left corner, then click the Add Button icon.

iv) Drag the new button to the location desired.

V) Resize, modify colour and change the font size of the new table as desired, using
the menu options to the top right corner.

vi) Highlight the new table by left clicking it once.

vii) In the Dine in or Take Out lists to the left, scroll to an unlinked entry, then
double click.

viii) The table/take out entry button is now linked and ready for use.
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9. SALES REPORTS
a. VIEW SALES REPORTS

Meain . " = -

File Edit Transaction Report Customer Tools Help

S - = 2 = A B o il L T
e O O =g s | g5 H A 5 ‘ g9 & 9
Start Sales Menus M. Layout T.Layout Users View Sales  View POs View TS Sales Rprt  Exp Rprt Options Logout Exit
i) From the top bar of the Back Office, Click Sales Rprt.
ii) This brings up the following menu:
Sales Summary Report = @ I
Report Dake Reports Station

6-Jun-2014 [E= |03:21:40 PM Reports in Letter Size View

ot
(oo )

| Print Daily Summary|

Show Report

To 26-Jun-2014 [E= 03:21:40 PM Sales by Categories '| |AII Stations ~ Print... |
\_"/ Half Day Closed Time
- 01/01/2008 12:00:00
Sales § i *%* Sales Summary Report By Category sxs= "
From 2814-86-26 From 2B814-86-26 st cloaIne
To 2814-86-26 To 2814-86-26 20-Jun -2014 [Elhg
03:59:31PM
Sales SubTotal: $0.00 =||/Count Total Category Name —_———
- Frint sales report from
G3T: $0.00 N
last dosing time to now
Total: [$0.00]
>>> Food
SubTotal: $0.08
GST: $8.00
»>> Alcohol
SubTotal: 4$8.88
GST: $0.00
Total Sum: $8.88
(Mithout Tip)
Met Cash: $0.08
Het Debit: $8.00
Met Credit: $8.088
»»> Uisa: $0.80
> M/C: $0.00
Cash Tip: 4$8.88 -
Show Graphic Chart
iii) From here, select the date range, filter the items shown by selecting

a category (by default, all items are shown in the sales report), and
click Show Report.

b. EXPORT SALES REPORTS TO EXCEL

To export your Sales Report to Excel, click Export, then choose CSV file.
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10.

USERS — CREATING AND MODIFYING

m Main

File Edit Transaction Report Customer Teools Help
o - )\ o an
Y e 14 g "5
Start Sales Menus M. Layout T.Layout Users
i) To modify or create users, click Users along the top bar in the Back

Office. This brings up the User Information Window:

User Information

Save Cancel

Status: | Active v Last Name Wage Change History
- admin Effective Date Wage/Hr
Last Name First Name e »
» Admin Admin First Name
Admin
Doe Jane
Doe John Access Code Group
Johnson Gary R Owner System User
Owner Owner = | Status Tip Out (%)
Smith Sally Active 0.0
Address
Memo
Owner
i [ Add New ” Edit || Delete | | Add New Wage || Edit Wage
ii) Click Add New to create a new user, or click an existing user and
click Edit to make modifications, as shown below:
iii) Save your changes.
) Add New User =) Edit User (o
Last Name Address Last Name Address
Thompson Optional Doe Optional
First Name First Name
Jennifer John
Access Code Access Code
001 | Duplicate Check ‘ Memo 3 ‘ Duplicate Check | Memo
Group Status Optional Group Status Optional
Employee " ‘A:tive '| Employee vHAchve v|
Tip Out (%) Tip Out (%)
(1= U=zr 7] System User 0.0

Save Cancel
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11.

TIME STAMP UTILITY

Only users registered in the POS Database can utilize this feature. For more information
on creating users, please see the previous section.

The Time Stamp Utility is found on the Home Page:

vii)

E INI Solutions
POS Saftware Compa

Thu. Jun-26 03:57 PM

To Clock In or out, press the Clock In/Out button.

Enter your user password, then press OK.

The “In” button will flash if you haven’t Clocked In yet; the “Out” button will
flash if you have already Clocked In.

Press the flashing In or Out button.

A confirmation window will pop up; press OK.

To view the timestamps of users, enter the Back Office.

Along the top Bar, press View TS.
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12.

CUSTOMER HISTORY

This list of useful information accumulates naturally in the process of take-out orders, as
servers take in a customer’s names, phone numbers, and even addresses for delivery
orders.

This data is useful for planning purposes (alongside the Sales Reports) to determine the
direction of your restaurant, and also to help returning customers identify “that
delicious dinner | had three days ago”.

Customer history can be accessed from both the Sales Interface and the Back Office.
TO ACCESS FROM THE SALES INTERFACE:

i) Click More Buttons, then History in the expanded menu:

] —— ,
AR = | &
i !) i \,). b ) 1" ;:‘\/}! 4 % i\ '/::; ih 4 i
Locl?S?:rn Unlo%bl

istory P.C. History P. Card Clock InOut Cash\dom

) - a ) 2N —
b = L b A ) 1 ' O [N f | S | |
{_J ‘g_'» C1F O o @ NS
ClosingTask || Rec Half T. || W.Report Payout Bill Collect || Reset Ord# Memo
%\ 2\ +I e | [
} s N ==l i N (hCi\l i “ﬂ 1
o) e o wore || ==/
Orders w. Orders List ~ Sales [ Tip Attention Move Table = Reservation Buttons Exit
i) If the customer number is known (not often) enter it in the dialogue window

that appears; if not, press cancel, and search for their name. Adjust the time
range as required.

p— - — - El)

Reward Points
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