
Point Of Sale 
Here is the staff end module of the software which will be used by the staff and admin permission will 
be applied to it as what the staff can work upon and what features are to be provided to him. Let’s look 
at the various features and properties of the software the staff will work upon. 
 
 

    login screen:  

 
 Enter your user id and password to login. 

 

 

 

 

 



 

 

 This will show up the main home screen of the module as shown in the below 
picture:  

 

 
 You have all the functions to be performed just in the home screen as in you can add KOT, generate bill 

just clicking the table chart.  



 
 Press F1 For New KOT like House KOT & Packing KOT  
 Press on Table for Guest KOT 
 Next Select Waiter Name 
 Press Enter Three Times and Select Item from Menu 



 
 

 If you click on any running table chart then in this case it will show you two options as to either 
add more items to the KOT or print the bill, shown in the snap below: 

 



 

 You can click on Print bill and it will show up the Bill printing option. 
 Clicking Add KOT will open KOT addition option. 
 Refresh button will rearrange the tables. 
 Update button will move the dirty tables back to vacant. 
 Let us now start with the working of this staff end module and show you how to operate it. 

1. KOT MANAGEMENT: In this section the staff can create KOTs for the kitchen according 
to the customer’s orders. It contains additional options under it, let’s have a detailed 
look upon each of them: 



 

a) ADD KOT: User can add/generate a new system generated KOT in this section. Let’s have a 
snapshot to be more clear:  



 
 You can select the KOT type as either Guest, Packing or House KOT and then select the 

appropriate table no, waiter name, department(if it’s a House KOT). 
 Upon clicking on the textbook icon or either just pressing the enter button thrice from the 

waiter textbox you can get the menu list as shown in the next snap:  

 



 

 

 Highlight the item customer ordered for using the arrow keys or by mouse and press enter 
to select it. 

 Once selected the item will appear in the menu details section and you can confirm the 
selection by entering the quantity being ordered. Here is the next snapshot to show it:  



 

 

 Click YES if you wish to add other items too and NO if the order is completed. Upon clicking 
NO the cursor will automatically highlight over Print Order button and clicking enter will 
print the KOT to be sent in Kitchen. Shown in this snap:  
 
 

b) KOT MODIFY: Next we have KOT modification. In case the customer orders for some more 
items so you can modify the KOT and add more items to it. Here is how it’s done. You’ll 
click the KOT modify option under KOT MANAGEMENT and this snap will appear:  



 

 Select the KOT number you wish to modify and click on Modify button. It  will show up the 
modification snap: 

 



 It’s just the same to adding a new KOT and will add more items to the already generated 
KOT. In case you wish to add a all together new KOT for the same bill then it’s possible too. 

 Once done with the items addition just click on save button. This will prompt you to print 
out the KOT again and do so on your wish and requirement. 

 You can also Shift the table for the customer. Here is the steps:  

 

 Select the KOT and click ON Table Shift and enter the new Table no as shown in the above 
snap. 

 KOT CANCEL: If you wish to cancel any KOT at any given time before the bill printing then it’s 
done through this option. Click on KOT MANAGEMENT and then select the KOT you wish to 
cancel, it will prompt you with the remarks for the cancellation as shown in the next snap: 



 

a) MANAGE PACKING KOT: It’s very much similar to managing the guest KOT. Two options are 
provided as to modify and cancel the packing KOT as shown in the below snap: 

 



c) PENDING KOTs: This section is just to check as which KOT is still in process and not 
completed you can check the items to be delivered in each of the pending KOT in this section. 
Here is the snap of how it appears: 

 
d) HOUSE KOT CLEARENCE: Since House KOTs are not chargeable but they still affects the items 

being used up. So in order to keep record of that you must clear the House KOT regularly:  

 

 



2) BILLING: This section contains all the billing related features to viewing the paid bills, bill printing, 
reprinting, and modification. Here is how it appears:  
 

 
a) BILL DISPLAY (PAID BILLS): This will show up all the bills being settled and payment has been 

made.  
 
b) BILL PRINTING: This is again very important and mostly used feature of the software. It’s 

used to generate bills for the service being provided. You can also provide discount in this 
section. Here is the snapshot:  

 

 

 

 

 



 

 Doing so will show the details of that specific bill and you can also provided discount on it.  
 Next, print the bill. Here is how it looks:  
 BILL REPRINTING: It’s simple as the name suggest and important too. You can regenerate 

bills being already printed in case you need it again or lost it. No modification can be done 
though. 

 BILL MODIFICATION: It’s another imp section, wherein you can modify the bill as in the 
discount, No of PAX , guest name and save it for confirmation. You can also reprint the bill 
from this section. 

 PAYMENTS: Once the bill is being provided to the customer and payment is made, you can 
entry it to your software by following these steps. Here is the overlook at the subcategory of 
this feature:  

 

 

 

 



 

a) PAYMENTS: You can entry the amount received from the customers in the software to let 
the bill settle. Here is how it’s done:  

 



 Select the bill you need to settle and enter the correct amount in the mode customer 
paid. You can either cancel any bill at any moment by just writing the reason for it under 
“Complimentary or cancellation remarks” and click OK. Make sure not to enter the 
amount in any mode in this case. 

 MODIFY PAYMENTS: You can also change the mode of payment after the bill settlement 
if done by mistake. Here is how it’s done:  

 

2)  Click on Guest(Discount) and Create your Regular Guest Account like Packing, Company Guest 
and Any other Party name.  



 
3) GUEST (PACKING): This section allows you to enter the customer details which make frequent 

visit to your place, so that the next time they visit you can remember them by just entering their 
mobile number in the search field. Here is how to add the members in this list:  

 



3) DAY CLOSING: This feature allows you to complete the day work and move to the next date to 
continue.  You can also take the backup of the day work completed by this step to have the 
backup for future use. 

 

 

 

 

4) REPORTS: This feature will allow you to view all the reports regarding the bills and items sold, 
waiter performance and so on. Here is the snapshot:  



 

 

 

a) Bill wise sales report: This report will show up all the bills being generated on the current date. 
b) Daily business report: This will show up the total earning for the day. 
c) Bill wise sales (Summary) Restaurant Sales: This report will only show the bills being generated 

for Restaurant only. 
d) Packing Sales Summary: This will only show up the sales for Packing. 
e) Item wise sales report: You can generate report for all the items being sold in the given time 

frame. 
f) Staff consumption report (Details): This will show all the items being consumed by Staff 

members. 
g) Staff consumption report (Summary): This will show up items consumed by staff in summary 

view. 
h) Credit report: You can generate either Bills to company or Credit report in this section. 
i) KOT cancel report: This report shows all the KOTs being cancelled and reason for that. 
j) Bill Cancel and Complementary reports: All bills being cancelled will show up in this report. 
k) Discount report: Will show the bills on which discount is being provided. 
l) Food Consumption Report: This will generate the report for all the foods being consumed. 
m) Ingredients Consumption: This report will be ingredients based for the given day. 



 

 

5) TOOLS: Here is the user defined features to be used when necessary. It contains:  
 SHOW SALE:- Today Sale 
 ADD CARD PAYMENT TYPE:-Add your Payment Method like Visa, Master, Rupay, Phone-

pe, Google-pay, Amazon Pay etc. 
 ADD ITEM:-Add and Modify your Menu Item 

 

 



 Next Click on Add item and Double Click to Modify Item and see Below 

 

 

 

Note:-Only Fill Highlighted Field and Then click on Save 



2. If you Want to Modify then double click o Item and Modify and Change highlighted Field 
and click on Modify. Click F1 for New Category and Click on Find Item for Search item. 

 

 SOFTWARE: This will lock the software and will be activated by your password 
 CALCULATOR 
 SEND BULK SMS  
 SEND BIRTHDAY ANNIVERSARY SMS 
 CHANGE PASSWORD: You can change your current password through this. 
 CHANGE COLOR: Change the color of occupied, vacant, running table. 
 LICENSE DETAILS 

 
6) SETTING (BILL PRINTING): This will allow you to change the settings for bills and KOT printout. 

Here is how it’s done:  

 
 Printing mode will be DOT MATRIX if you have dot matrix printer otherwise it will be neat 
mode. 



 Bill Preview before Printing: If you wish to view the bill before printout then select Yes 
otherwise NO. 

 Print No of copies: You can select the number of pages to be print. 
 Size: It defines the printout size you are comfortable with. 
 Bill format: It contains 3 formats among which ‘rptRBILL’ is the most used one. 

 
7) LOGOUT: You can logout from the module and close it when you are done and leaving for the 

day. 
 

8) Exit: Click this button if you wish to close the application/module. 
 

 

  

 

THANK YOU 


