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1. Getting Started 

Welcome to INI‟s Point of Sale system. This document may provides simple & easy 

instructions for your use of 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. 
 

This is the main interface. You may 
see this screen upon your launch of 
the program. 
 
 
 
 
 
 
 
 
 
 
 

 
 Back Office:         

This button leads you to administrative interface where you can edit or 
modify your existing menu and add new items, maintain user accounts. 
You may also view or print sales report in this feature. 

An administrator's password is required to log-in to "Back Office". 

Start Sale:  

This button leads you to the main POS interface where you may make 
sales and process payments. 

 

 

Sales Report:  

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. 

 

Clock In/Out:  

This utility allows your POS station to double as a timestamp for 
employees. 
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2. How to perform sale 

a) Log-in to sale screen 

 

Press Start Sale. You may be prompted to log-in.  

Enter the password then click or tap on the blue arrow button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

b) Perform sale and process payments 

 

This is the main Sales Interface. To perform sale, start scanning 
items with the scanner.  

Then press                   for debit card payments  

or                     for credit card payments. 

For cash payments you may enter numeric amount of the cash 
bills that customer paid,  

then press                     to proceed payments.  
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c) Adjust quantity 

To scan more than one of the same items at once,  

enter quantity and press            button, and then scan the item. 

If you want to reduce the quantity, enter quantity 

and press           button. Then scan the item. 

 

          

 

 

 

 

 

d) Delete Item 

To delete items, press         button and select the number which 
indicates desired item. 

*You may use             button to switch numbers.  

*Once you switched number to the desired item‟s number,  

press           button. 
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e) Hold & Recall    

You may hold the current transaction by pressing                      button once, 

and you can proceed sale with another customer.  

Once you complete the transaction, you can press                   button to reload  

the transaction that you just held.  

 

 

f) Cash back    

To perform cash back function, enter dollar amount of the cash, 

then press                      button.  

 
*Apply cash back fee(if applicable), enter dollar amount of the 
fee,  

then press                      button.  

Press one of the following buttons to complete the transaction.  

                                               Or 

 

g)    Open item sale 

To perform open item sale, enter dollar amount of the product, 

then press                      button for non-tax items,  

 

                    button for GST applicable items, 

 

and                       for both of GST and PST applicable items. 
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h) Lottery sale &z payout 

To perform online lottery sale, enter dollar amount and  

press                      button. 

 

To perform online lottery payout, enter dollar amount and  

press                      button. 

 

 

 

 

 

 

i) Non-barcode product sale 

Press one of the following buttons to switch tab, and move to 
the category where desired item is located.  
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Now you can proceed to sale with pre-made buttons that are 
linked to the products. 

Just click or tap on desired items.  

 

 

 

 

 

 

j) Etc. 

 Print receipt from previous transactions.  

 

Use                button to indicate the transaction receipt to be printed. 

 

 

 Open cash register. 

 You will prompted to enter administrator password. 

 

 

 Void the current transaction.  

 You will prompted to enter administrator password.  

 

 
 Exit from sales interface.  

 You must complete the current transaction to exit.  
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3. Manage your items 

 

a) Register & modify items 

 

To register new items, press                                button.   

 

 

*You will prompted to enter administrator password.  

 

 

 

 

 

 

 

 

 

Once you log-in to Back Office interface,  

 

press                                 button.  
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Scan your item and press                                 button to check 

whether this item exist.  

If the item is already existing in the system, you will see this… 

 

 

Just press                                 button to modify item.  

 

If the item doesn‟t exist in the system, you will see this message below 

 

 

 

You can press                                 button to proceed registering item.  

 

 

(1) Enter name of the item. 

 

(2) Enter the price of the item 

 

(3) Apply a bottle deposit (if applicable)  

 
(4) Press                       button to save your item. 
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b) Create buttons 

To create buttons, go to “Tools” tab and and click 
“Screen Keyboard Layout” 

*You must log-in to “Back Office” feature to perform 
this function.  

 

 

 

 

 

 

You may add tabs prior to creating buttons.  

To add a new tab press                  button,  

then type desired tab name in the “Label” section.  

 

Once you created a tab, you can start creating 
buttons. 

Press                                                  and press                  

button to create a new button,  and find the items  
from the item list located at the left top section of the 
screen. (Choose category > item )  

Then double click on the item to link to the button. 
 

 
*You can drag and drop buttons to relocate.  
 
When you are done press                        button to end the task.                          
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Appendix A 
                  Advanced User Guide 

 Item detail 

1. Create Category 

2. Setup discounts on items 

a) On sale discount 

b) Multiple discount 

c) Volume discount 

d) Limit discount 

e) Setup Mix and Match (multiple discount) 

3. Setup supplier cost & Calculate margin 

4. Create a new bottle deposit group  

5. Options  

a) Open item 

b) Scale Item 

c) Redemption 

d) Reward Point 

e) %Discount 

f) Print Label 

6. Set group price for similar items 
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 Inventory 

1. Add & subtract inventory 

2. View inventory 

3. Understanding “Inv. Level”, “Threshold”, “Hold Qty”, “On Hand” 

 

 Summary of sold items  

1. Identify popular & non popular items 

 

 Manage user accounts 

1. Add/edit or delete users  
 

 Sales Report 

1. View daily, weekly, monthly report 

2. Find category and item summary 

 

 Print labels 

1. Create and print labels in different sizes.  

 

 Manage customers 

1. Create & edit customers 

2. Setup reward points system  
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 Item detail 

1. Create & modify Category 

 

  

 Go to edit tab (located at top left corner of the back office interface) 

 

 Click “Category Detail…” 

 

 

 

 

 Click “Add New” button 

to create a new category. 

 

* To edit existing category, choose 
category from the list. Then click “Edit” 
button. Modify category name and click 
“Save” button. 

 

 

 

 

 

 

 Enter Category Name and 
click “Save” button. 
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2. Setup discounts on items 

 

 

 Click “Item Detail” (located at top left corner of the back office interface) 

 

 

 

 

 

 

 

 

 

 Scan the items that you wish to set up discount rule.  

 Click triangle icon to browse discount rules. 

 Now you can select discount rule(*see image below) 

 

 

 

 

*Additional information follows next page… 
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a) On sale discount 

 This discount rule allows you to sell your item with your desired discounted 
price and show your item‟s original price. 

 To apply this setting, locate your mouse curser onto “On Sale Discount” 
and click. 

 Then enter price and click 
“Save” button.  

 

 

b) Multiple discount 

 This discount rule allows you to apply discounts when customer buys 
more than one of the same items.  

 To apply this setting, locate your mouse curser onto “Multiple of Discount” 
and click. 

 Then enter quantity & price 
and click “Save” button.  

 

  *See image below to apply discount on three of the same items for $3.00 

 

 

 

c) Volume discount 

 This discount rule allows you to apply discounts when customer buys 
more preset quantity of the same items.  

 To apply this setting, locate your mouse curser onto “Volume Discount” 
and click. 

 Then enter quantity & price 
and click “Save” button.  
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 Ex.) Discount setting;  over „3‟ for „$2.00‟ each(*see image below), 
        customer purchased 4 of the this item, 
         

 

and the result will be… 

 

 

            *4 items x 2 dollars= $8.00 

 

d) Limit discount 

 This discount rule allows you to setup discount within limited quantity of the 
same items. 

 To apply this setting, locate your mouse curser onto “Limit Discount” and 
click. 

 Then enter quantity & price 
and click “Save” button.  

 

 Ex.) Discount setting;  Less than „3‟ for „$2.00‟ each(*see image below), 
         

 

and the result will be… 

 

 

                           *result when customer purchased more than 3 items 

 

 

 

                           *result when customer purchased less than or equal to 3 items 
                            (as you can see, discount is applied for those three items only) 
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e) Setup Mix and Match (multiple of discount) 

*before continue you need to set up “Multiple of Discount” option.  
Please refer to description on “Appendix  A_ 2. Setup discounts on items_b) Multiple of 
discounts”  

 

 

 

 

               Click “Discount Group Detail…” 

 

 

                   

 

 

 

 

 

 

 

 

 

 

*You must apply same discount setup for all of the 
items to put them in the same discount group. 
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 Select the category, search for a desired item, and click the item.  
Then you will be able to see the list of the items that have the same 
discount setting as the item you selected. 

 Just double click on the items from the list to bind them together with the 
item that you selected.   

 

 

 

 

 

 

 

 
 Once you finished binding items by double clicking, you will be able to see 

the list of items that are in the same group. 

 *You can double click on the items to remove them from the list. 

 

3. Setup supplier cost & Calculate margin 
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 Click and open “Item detail” window from the “Back Office” interface. 

 Select or scan item. 

 Enter supplier cost, and your desired percentage of the margin. 

 Click “Calculate” button then you will be able to see the appropriate retail price of 
the item.  

 ex.)  Supplier Cost; $20.00, Margin; 50%, Appropriate retail price;$40.00 

         *You should sell this item for $40 to earn 50% margin from the retail price. 

         *In other words, when you sell this item you will get 20 dollars in profit.  

 

 

 

4. Create a new bottle deposit group  

 Click “Edit”, and then click “ Deposit Detail…” 

from “Back Office” interface.  

 

 Then you will see “Deposit Groups” window.  
             *see the image below… 
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 Click “New” button 

 

 

 

 

 

 Enter description, deposit amount, and environmental fee. 

 Click “Save” button. 

 

5. Options  

 You may find these 
options from “Item Detail” window.  

 

 

 

 

 

a) Open item 

Apply this option to leave an item to open price, and you may charge upon each 
transaction of sales. 

b) Scale Item 

This option is required to use scale input system.  

c) Redemption 

You may use this option as redeeming function. (ex. Bottle Return, Lottery 
Redemption) 

d) Reward Point 

Apply this option for the customer to collect reward points from the item. 
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e) %Discount 

Apply this option to make the item discountable.  

f) Print Label 

Apply this option to include your item into the label printing group. 
 
 
 

 
6. Set group price for similar items. 

 

*This function allows you to easily adjust multiple items price.   
 
STEP 1 – create price group  

 
 To create price group, click  

             “Price Group Detail…” from “Edit” tab.  
 

 Click “New” button to create new price group. 
 

 Enter “Group Name” and “Unit Price”  
 

 Click “Save” button. 

 
 
 
 

STEP 2 – apply price group 

 
 Go to item detail window, scan the item to apply price group.   

 
    

 Click the blank under 
“Price Group”, select the 
appropriate group from the 
drop down list. 
 

 Click “Save” button. 
 
 
*Repeat STEP 2 to set 
multiple items to one 
specific price group.  
 
 
 
 
 
 
 
 



I N I  S O L U T I O N S   

 21 

STEP 3 – change the price of multiple items within a specific group 

 
 Return to “Price group detail…”   

 
 Select the group from the list. 

 
 Click “Edit” button. 

 
 Change the price. 

 
 Click “Save” button. 

 
*Then all of the items under this group setting 

will be updated to newly entered price.   
 
 
 

 Inventory 

1. Add & subtract inventory 

 Click “Inventory”. 

 Scan item or select item from the list. 

 Click                      button. 

 

 

 

 

 To add quantity, select “Add” . 

 Enter “Quantity”, then click “Apply” button 

 

 

 To subtract quantity, select “Subtract”. 

 Enter “Quantity”, then click “Apply” button. 

*Select “Loss” if this adjustment is required due to damaged or stolen item. 
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2. View inventory 

 Click                      button to view inventory adjustment history.  

 

3. Understanding “Inv. Level”, “Threshold”, “On Hand” 

 “Inv. Level” indicates the minimum quantity of items that you should have in 
stock.  

 “On Hand” indicates current quantity in stock.  

 “Threshold” indicates currently set minimum order quantity. 

*Only when „On-Hand‟ is less than Threshold qty, then it will display quantity 
needs to be ordered when click Filter Order button. 

 

 Summary of sold items  

1. Identify popular & non popular items 

 See these two columns to identify popular items. 

 Click “Sold Qty in Last 1Wk” to sort by “low to high” or “high to low” 

 Compare quantity to find most sold items within a week (or a month). 

 Manage user accounts 

1. Add/edit or delete users  
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 Click “Users” from “Back Office” interface. 

 

 

 

 

 
 

 

 

 Click “Add New” button to create a new user account 

 Enter “Last Name” and “First Name” 

 Enter “User Access Code”  
* This will be your future password to login with this account. 

 Click “Duplicate Check” button. 

 Select “Group”.  
* Each group category has different level of access authorization.  

 Select “Active” from “Status” section.  
* You may select “Inactive” to delete the existing account. 

 Click “Save” button. 

*If you would like to modify existing account, select the account to be 
modified and click “Edit” button, then follow the instructions written above. 

 Sales Report 

1. View daily, weekly, monthly report 
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 Click “Sales Rprt” from “Back Office” interface. 

 Choose “Report Dates” to view report daily, 
weekly, monthly. 

 Click “Show Report” button. 

 

 

 

2. Find category and item summary 

 “Dept:” indicates Category name 

  You may find the summary of items 
under “Category Name” 

 

 

 

 

 

 

 

 

 Print labels 

1. Create and print labels in different sizes.  
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 Click “Print Labels…”  

 

 

 

 

 

 

 

 

 

STEP 1 

 Find the item to be printed as label and double click 

STEP 2 

 Repeat STEP 1 as many times as you need.  

STEP 3 

 Select the appropriate printing size and click “Print Selected” button. 

 

 

 Manage customers 

1. Create & edit customers 

1 

2 

3 
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 “Back Office” interface > “Customer” > “Customer Detail…” 

 Click “Add New” button from customer detail window. 

 Enter “Customer No.” , “First Name”, “Last Name”, “Phone” 
and other contact information as well. 

 Click “Save” button. 

 

 

 

2. Setup reward points system  

a. Reward point system works as follows, 

i. Customer collects points whenever they purchase items. 

ii. Customer can spend points as certain dollar to purchase items. 

To set up point ratio, go to Edit-> Reward Points Detail 



I N I  S O L U T I O N S   

 27 

 

In this example, customer can earn 1 point for every 1 dollar spend then later he can use 10 
point as 1 dollar amount. 

a. To collect point simply, create customer information, and then enter his phone 
number or customer number before completing sales transaction.  You will see 
customers name and current points on the right side on the screen. 

 

b. When customer wish to spend points, enter his phone number or customer number 
before completing sales transaction, then press Reward point payment.  If the point 
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is enough to pay the transaction, it will complete the sales transaction. 

 

 
 

 

 


