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Getting started with eZee POS BackOffice 
 

¢Ƙƛǎ ƛǎ ǘƘŜ ŦƛǊǎǘ ƛƳǇƻǊǘŀƴǘ ǎǘŜǇ ƛƴ ǳǎƛƴƎ ΨŜ½ŜŜ th{ .ŀŎƪhŦŦƛŎŜΩ. You will need to configure the software with 

your property ƛƴŦƻǊƳŀǘƛƻƴΦ .ŀǎƛŎŀƭƭȅ ȅƻǳ ǿƛƭƭ ŜƴǘŜǊ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴΩǎ ƭƛƪŜ {ǘƻǊŜǎΣ hǳǘƭŜǘǎΣ aŜƴǳ LǘŜƳǎΣ 

Rates, and Taxes etc.  

Depending on the size and amount of information you enter, it may take two to four hours to configure. 

Follow below steps to start configuring eZee POS BackOffice: 

¢ƻ ƭŀǳƴŎƘ ΨŜ½ŜŜ th{ .ŀŎƪhŦŦƛŎŜΩ application, click on the icon   ŜƛǘƘŜǊ ƛƴ ǘƘŜ Ψ{ǘŀǊǘ aŜƴǳΩ ƻǊ ƻƴ ȅƻǳǊ 

Desktop. 

¢ƘŜ ΨŜ½ŜŜ th{ .ŀŎƪhŦŦƛŎŜ [ƻƎƛƴΩ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊΦ ¦Ǉƻƴ ǎǳŎŎŜǎǎŦǳƭ ƛƴǎǘŀƭƭŀǘƛƻƴ ǿŜ ŎǊŜŀǘŜ Ψ!ŘƳƛƴ ¦ǎŜǊΩΣ 

by default we do not set up any password. You will see following dialog. 

 

 

{ŜƭŜŎǘ ǘƘŜ Ψ!ŘƳƛƴΩ ǳǎŜǊ ŦǊƻƳ ¦ǎŜǊ [ƛǎǘ ŀƴŘ ŎƭƛŎƪ ƻƴ [ƻƎƛƴ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ƭƻƎ ƛƴ ȅƻǳ ǘƻ Ŝ½ŜŜ th{ .ŀŎƪhŦŦƛŎŜ 

Module to perform various configurations of your Restaurant.  

 

User will need to complete the basic configuration asked in each screen to reach to the main screen.  

 

Configuration Tab 

 

User Configuration  

User Operation  

It is important to create separate account for all of your users who are going to use this software. All users 

should log in using their username and password. Admin can give different set of rights to users, 

depending on their roles.  Depending on these privileges, users will have access to different functions of 

the software.  

 

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ¦ǎŜǊ hǇŜǊŀǘƛƻƴΩ Ą Ψ¦ǎŜǊ [ƛǎǘΩ ǿƛƭƭ open as shown below. This list displays all the created users. 

 



 
 

 

 

 

 

Enroll Card: - If user should be allowed to do a login based on a swipe of a card, management can select 

the user and then select the option enroll new card. We do have an option to remove an enrolled card. 

 

Enroll New Card: If the user select an employee from the list and select this option then the user can swipe 

a card and assign a card to an employee. 

Delete Enroll Card: If the user select an employee from the list and select this option then the user can 

delete previously assigned card for the employee. 

 

New:- Lƴ ƻǊŘŜǊ ǘƻ ŘŜŦƛƴŜ ¦ǎŜǊΣ ŎƭƛŎƪ ƻƴ ΨbŜǿΩ Ą Ψ!ŘŘκ9Řƛǘ ¦ǎŜǊΩ ŘƛŀƭƻƎ ǿƛƭƭ ƻǇŜƴ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΥ 



 
 

 

 

 

Enter all information such as User Name, Password, Confirm Password and User Role. Select/Unselect 

Privilege and press save button. Enter all users and then press Close button. Management will see all users 

listed in Users screen. 

 

Special Settings: 

User Code: This is employee code which can be used to log in Burrp! 

User Role: User can group functions for different user role, by default those functions will be available to 

users possessing that User Role.  

User can also click on the combo boxes of Privilege to give additional privilege than the defined set of 

privileges. 

To define the set of privileges Ą Ǝƻ ǘƻ Ψ/ƻƴŦƛƎǳǊŀǘƛƻƴΩ ƳŜƴǳ Ą User Role Ą user can modify default user 

roles. 



 
 

 

Access to Front Desk: Check-mark this option if user wants this user to give access to FrontDesk Module as 

well. 

Discount: Enter discount percentage/amount this user can offer to guest. User will only be able to offer 

ŘƛǎŎƻǳƴǘ ƛŦ ƘŜ Ƙŀǎ ōŜŜƴ ƎƛǾŜƴ Ψ!ƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ƎƛǾŜ ŘƛǎŎƻǳƴǘ όDŜƴŜǊŀƭ {ŜǘǘƛƴƎǎύΩ ŀƴŘ Ψ5ƛǎŎƻǳƴǘ ¢ȅǇŜǎΩ 

rights. 

Language: eZee Software is supported by multiple languages. User can have a set up, where one of your 

users runs software with English interface and the other runs with the regional local language. eZee 

Software can be seen on the language selected. Contact eZee Support for more information. 

Right to Left Interface: To flip the language of the software from Right hand side to Left hand side, check 

mark this combo box. 

For Example: - Middle eastern languages and Arabic language.  

Automatic Logout: This is linked with Operation Type. Checking Mark Auto-logout feature will allow user 

to login only in the selected Mode in Operation Type field. And also automatically Log off a user once they 

have completed an order. After that the users will need to re-login. 

 

Privilege Tab: User can click on the combo boxes of Privilege frame to give additional privilege for this user 

by selecting combo boxes from the respective privileges frame.  

Store Tab: Assign the Stores by selecting respective combo boxes, to enable to perform functions only on 

the permitted Stores. This User will be able to see/work only on the permitted Stores. 

Outlet Tab: Assign the Outlets by selecting respective combo boxes, to enable to perform functions only 

on the permitted Outlets. This User will be able to see/work only on the permitted Outlets. 

Reports Tab: To restrict the access for viewing the reports by the Users (As per their User Role). Assign the 

reports from respective report privileges frame.  

Discount Types Tab: Assign the rights to allow giving discounts by this user.  

Discount Types: These can be from Outlet => Discount types (Allow the privilege by selecting respective 

combo boxes to give pre configured discount types) 

Surcharge Type Tab: Assign the rights to allow giving Surcharge by the user. 

Surcharge Types: These can be from Outlet Tab ĄSurcharge (Allow the privilege by selecting respective 

combo boxes to give pre configured Surcharge types) 

Table Tab: Using this tab, you can define the tables which can be operated by the user, to do a transaction 

in the Outlets in the eZee Burrp software. 

Other Information Tab: Notification Settings ĄUsing this tab administration can define the contact details 

of the user, on which the user is to be notified about the system notifications. 

Active: If you do not want any user to be listed in User list in Login screen, check mark this check box.  



 
 

 

 For Example: If any user is no more using the software or has left the property you can remove check 

mark from combo box beside word Active and that user will be deactivated from login screens. 

Edit:-This option allows user to edit previously entered information. 

Delete:-This option allows user to delete entered user. 

Note: If the user has performed any action in POS Burrp the system will not allow deleting that user name, 

although you can make this user inactive as mentioned above. 

 

Create User: Allows create as many users as you want. 

How to create userΥ ¢Ƙƛǎ ŦŜŀǘǳǊŜ ƛǎ ŜȄǇƭŀƛƴŜŘ ŀōƻǾŜ ƛƴ Ψ¦ǎŜǊ hǇŜǊŀǘƛƻƴΩΦ 

 

Change Password: Allows user to edit password and activate or deactivate confirmation message asking at 

the time of Exit of eZee POS. 

 

User Roles: Allows user to see all your created users. User can also change the User Role Type.  

 

User Roles List: Allows defining users and their roles on individual user or department level. 

Note: - Changes in User Role will not affect the privileges in all existing users.  

 



 
 

 

 

 

New: Allows creating new user and selecting the user role level.  

In order to define new user Ą ŎƭƛŎƪ ƻƴ ΨbŜǿΩ Ą Add/Edit User Role screen will open as shown below. 

 

 

 

Enter the relevant information Ą Ψ{ŀǾŜΩΦ  

 



 
 

 

Edit: This option allows user to edit previously entered information. 

 

User Role Configuration: In Point Of Sale outlet, there are many groups/levels of users like General 

Manager, F&B Manager, Night Auditor, Cashier, Servers, etc. You can assign the privileges you want your 

people to have in the user roles. Next time when a new user is created, it will automatically have the pre-

defined user rights. However, you can make changes to the privileges anytime you want with the admin 

rights.  

 

 

Cost Center 

Store Operation  

The system is preconfigured (by default) with Central Store. If your Outlet does not have various stores, 

user can consider the Central Store as the only store.  

 

New: Allows creating New Stores. 

 

/ƭƛŎƪ ƻƴ ΨbŜǿΩ ōǳǘǘƻƴ Ą Ψ!ŘŘκ9Řƛǘ {ǘƻǊŜΩ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴ ŀǎ ǎƘƻǿƴ ōŜƭƻǿ Ą 

Alias: It is short name of Store. For 

example if user enter Kitchen Store in 

the name section & in Alias it can be 

enter as Kitch. 

Name: Input the name of the Store. 

Numbering: Allows setting the Type of 

Numbering to be given to the topics. 

Auto: Refers to Auto Increment 

Number starting from the number 

ǿƘŀǘ Ƙŀǎ ōŜŜƴ ŘŜŦƛƴŜŘ ƛƴ Ψ{ǘŀǊǘ CǊƻƳΩ 

field. User can also set Prefix. E.g. for 

Goods Receipt Number user can set 

KSGRN. 

Manual: Allows entering the Numbers 

Manually.  

Prefix: User can set prefix to separate 

the number series to immediately 

relate to different types of numbers on the mentioned topics. 



 
 

 

 

Mark as Inactive: Once any item has been consumed from Store, the system will not allow deleting that 

store. This is because; the transaction history should not be deleted from the database as it might prove 

useful in any report in future. 

In such scenarios, management can mark store as Inactive. Inactive marked store will not be listed 

anywhere. You can again make the store active from Ą Store Operation Ą store list Ą check mark show 

inactive Ą edit the inactive store Ą ǊŜƳƻǾŜ ŎƘŜŎƪ ƳŀǊƪ ŦǊƻƳ άaŀǊƪ ŀǎ LƴŀŎǘƛǾŜέ 

check box. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 

 

Outlet Operation  

An outlet is a retail store where prepared menu items are sold. This option allows the user to configure 

outlets which participates in the sales and adjustments of items. User will have to define the POS (Point Of 

Sale and classify the items under the POS which will make the task easy while doing sale and adjustments 

of items. 

 

New: Allows creating New Outlets.  

/ƭƛŎƪ ƻƴ ΨbŜǿΩ ōǳǘǘƻƴ Ą Ψ!ŘŘκ9Řƛǘ hǳǘƭŜǘΩ ǎŎǊŜŜƴ ǿƛƭƭ open as shown below. 

 



 
 

 

 

 

 

Alias: It is a short name of Outlet. 

Name: Input the name of the Outlet. 

Day Close Time: This time will define the time for your Outlet to perform Day Close activity. Software 

won't allow user to do the day close before the specified time. 

Day Close on Next Day:Day Close on Next Day: If you have check marked this option, you can close day on 

the next day after the time set in the "Day Close Time" field.  

For Example: - Today is Mar/30/2010 and time set in Day Close Time is: - 11:59 p.m. So, after Mar/31/2010 

12:00 a.m. you can close the day. 

 

 

 



 
 

 

ü Add/Edit Outlet >>Address Tab 
You can enter address, email, website URL to be seen on receipts. 

 Upload Logo: Click on  button and browse through your logo. If user wants to 

remove your logo, click on button. 
 

ü Add/Edit Outlet >>Miscellaneous Tab 
 
Other Information: 
 

Discount Type: Allows the user to set method of calculation for discount on Receipt as per the selected 

Option, which are as follows:- 

Discount before Adding Tax: Allows giving Discount on the Net Bill without Tax. Further the Tax will be 

added to the amount left after discount. 

Discount after Adding Tax: Allows giving Discount on the Total Bill after Taxes have been applied. 

Note: This setting is applicable only on Receipt level discounts and not on Item level discounts. 

Outlet TypeΥ {ŜƭŜŎǘ hǳǘƭŜǘ ¢ȅǇŜ Ψ.ŀǊ ƻǊ wŜǎǘŀǳǊŀƴǘ ƻǊ hǘƘŜǊΩΦ 

Bifurcate Tax on Room Posting : Allows displaying Tax and the bill amount 

separately on posting receipt to the Room. Check-mark this box to make this option active. 

wŜƎƛǎǘǊŀǘƛƻƴ bƻΩǎ 

As a statutory requirement you may need to display your business registration/license number like VAT, 

TIN, CST on the receipts/bills. Please enter such registration numbers in this box. User will be able to set 

such three numbers in Registration1, Registration2 and Registration3.  

Day Close Settings:  

Show Day Close Notification:Users can keep a tick on tick option, to be notified regarding the day close 

while logging in the software, if the day close process is not done. It might help users, so that they do not 

enter transaction on previous date. 

Active Report on Day Close: This option can be used to print, preview and or export certain reports as 

defined by the admin after the day close process has been completed. 

Upload Report on FTP Host: This option can be used to upload certain reports as defined by the admin to 

the FTP Host after the day close process has been completed. 

Report Selection: Using this option, admin can define the reports which are to be printed, previewed, 

exported and or to be uploaded on the FTP Host. 

ü Add/Edit Outlet >>Numbering Tab 
You can use this option to assign type of numbering you want for various functions and documents like 

KOT, receipt, reservation, etc. 



 
 

 

AutoΥ wŜŦŜǊǎ ǘƻ !ǳǘƻ LƴŎǊŜƳŜƴǘ bǳƳōŜǊ ǎǘŀǊǘƛƴƎ ŦǊƻƳ ǘƘŜ ƴǳƳōŜǊ ǿƘŀǘ Ƙŀǎ ōŜŜƴ ŘŜŦƛƴŜŘ ƛƴ Ψ{ǘŀǊǘ CǊƻƳΩ 

field.  

Manual: Allows entering the Numbers Manually.  

Prefix: User can set prefix to separate the number series to immediately relate to different types of 

numbers on the mentioned topics. 

: Guest Check is the unsettled receipt which can be given to 

guest for their reference before they pay. If user wants to generate the Guest Check Receipt Numbers 

separately, activate this option. 

 

ü Add/Edit Outlet >>Table Reservation Tab 
If your outlet accepts Table Reservations, following are the settings to complete the Table Reservation 

Configuration. 

 

New Reservation must be allowed before: User can specify the time of reservation to be accepted on the 

table. No Table Reservation will be allowed before the specified time. This works on your system time. This 

field will specify the minutes that a table will be reserved for.  

Before how many minutes reserved table should be displayed: In Dine In View, an icon appears to show 

the Table is reserved. User can specify the time in minutes for this Icon to appear. 

After how many minutes reserved table should not be displayed: This field will specify the minutes a 

reservation will be held open after a reservation was due to show up. Once this time has expired, the 

reservation will be marked as the selected option from the radio buttons and will no more be seen in Dine-

In screen. 



 
 

 

Get Table Capacity on Reservation: User can keep a tick on this option to be notified regarding the Table 

capacity to allow the No. of PAX on the Table while doing the Table Reservation. 

Allow to Reserve more than Table Capacity: User can keep a tick on this option, if the administration 

wants to allow reserving more PAX than the Table capacity. 

What to do when guest will not come before waiting time: Once the specified time has expired, the 

ǊŜǎŜǊǾŀǘƛƻƴ ǿƛƭƭ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƳŀǊƪŜŘ ŀǎ ŀ ΨtŀǳǎŜΩΣ Ψbƻ {ƘƻǿΩ ƻǊ Ψ±ƻƛŘΩΦ 

Mark as Inactive: Once any item has been sold from this Outlet, thesystem does not allow deleting the 

store, because the transaction history should not be deleted and has to be kept in record.  

At this time management can mark outlet as Inactive. Inactive marked outlet will not be listed anywhere 

except this ǎŎǊŜŜƴ ƻƴ ǇǊŜǎǎƛƴƎ ŎƘŜŎƪ ōƻȄ ƻŦ Ψ{Ƙƻǿ LƴŀŎǘƛǾŜΩΦ ¸ƻǳ Ŏŀƴ ŀƎŀƛƴ ƳŀƪŜ ǘƘŜ ǎǘƻǊŜ ŀŎǘƛǾŜ ŦǊƻƳ Ą 

Store Operation Ą store list Ą check mark show inactive Ą edit the inactive outlet 

Ą ǊŜƳƻǾŜ ŎƘŜŎƪ ƳŀǊƪ ŦǊƻƳ άaŀǊƪ ŀǎ LƴŀŎǘƛǾŜέ ŎƘŜŎƪ ōƻȄΦ 

 

ü Add/Edit Outlet >> Printing Settings 
 

Receipt Footer: Allows putting the message to be printed in Receipt. (This is for our future versions). 

KOT Message: Using this option, User can define the printer on which the VOID KOT, Table Transfer and or 

Item Transfer messages are to be printed. 

ü Add/Edit Outlet >>Order Type Tab  
User can active/Inactive the order Types modes using this tab. Below explained features are same for all 

the modules: Dine-in, Take-Away, Delivery and Room Service. 

 



 
 

 

 

 

Order Information Setting:  

Open Order InfoǊƳŀǘƛƻƴ ǇŀƎŜ ƻƴ ƴŜǿ hǊŘŜǊΥ !ǎ ǎƻƻƴ ŀǎ ǘŀōƭŜ ƛǎ ƻǇŜƴŜŘ ŦƻǊ bŜǿ ƻǊŘŜǊ ΨhǊŘŜǊ LƴŦƻǊƳŀǘƛƻƴΩ 

screen will display.  

Guest Name is compulsory:  Check mark this option if you want to make it mandatory to take guest name 

while taking the order. 

Server information is compulsory:  Check mark this option if you want to make it mandatory to mention 

waiter/server name while taking the order. 

Pax information is compulsory:  Check mark this option if you want to make it mandatory to take pax 

information while taking the order. 

 

Order Item Setting:   

Set Default Rate: System allows management to define 5 different rates for each menu item. You can set 

default rate to be applicable while selling the menu item in Burrp! 



 
 

 

Consolidate Menu Item In Add Mode: Check mark this option while punching order if you want to combine 

same items as quantity.  

Note: Please note that this is not for KOT. This is for display in POS Burrp on left side order display panel. 

Consolidate Menu Item In Edit Mode:  Check mark this option if you want to merge same items as 

quantity while editing punched order.  

Note: Please note that this is not for KOT. This is for display in POS Burrp On left side order display panel. 

 

Show Net Amount: If you select this option, the net amount (QTY*Rate + Tax) of the menu item will be 

listed on the right hand side display panel when a KOT is punched in Burrp 

 

 

 

 

 

 

 

Printing Template:  Allows selecting the templates to be printed in Burrp! 

Apply First: Burrp Setting / Order Type Setting 

 Select any one of the template choices in Receipt, Guest Check and Checker KOT. 

 

Other Setting:  

Take Table capacity as pax information: If you select this option, the system will fill in the pax information 

as the table capacity that you have set while taking the order irrespective of the number of guest being 

served on that table. 

Manage KOT Register: If these settings are activated than after punching order in Dine-In mode direct 

receipt will be made.  

 

Add/Edit Outlet >>KOT Message Tab 

You can select the printer from the drop down box against the message that you want to print on the KOT, 

if any of the listed incidents occur while servicing a guest. 

 



 
 

 

Mark as Inactive: You will find this option in the bottom left corner of the add/edit outlet window. You can 

check-ƳŀǊƪ ǘƘƛǎ ƻǇǘƛƻƴ ƛŦ ȅƻǳ ǿŀƴǘ ŀƴȅ ƻǳǘƭŜǘ ǘƻ ōŜ ƛƴŀŎǘƛǾŜΦ ¢ƘŜ ǎƻŦǘǿŀǊŜ ǿƻƴΩǘ ŀƭƭƻǿ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ƻǳǘƭŜǘ 

if it was used as a POS in past. This is because you might need that data in any report in future. Inactive 

marked outlet will not be listed anywhere. You can again make the outlet active from Ą Outlet Operation 

Ą Outlet list Ą check mark show inactive Ą edit the inactive outlet Ą remove 

ŎƘŜŎƪ ƳŀǊƪ ŦǊƻƳ άaŀǊƪ ŀǎ LƴŀŎǘƛǾŜέ ŎƘŜŎƪ ōƻȄΦ 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 

ü Notification Settings 
This tab can be used to set notifications to the Guest or Users via SMS or E-Mail regarding the activites as 

mentioned. 

ü Integration 
eZee Offers Integration with its Online Food ordering system eZee Foodie and the Guest Feedback System 

eZee iFeedback, which can be configured using this option. You can always contact eZee Live Chat Support 

Desk regarding more information regarding the same. 

Payment Type and Accounts 

Account  

Many times Restaurants sign contract with Corporate and have an account created which will pay for their 

employees when they use the restaurant's services. These accounts are offered a credit limit with a time 

frame (e.g. weekly, monthly) to clear the credit. The dues are posted to the account whenever any 

employee of that company uses the services of the restaurant. The company can then take care of the due 

amount by the agreed time frame. Basically these are credit sales. 

Search Criteria > User can use Search Criteria located at the top of the window to quickly locate. After 

entering filter criteria, hit on search icon .  

 

New: Allows user to define Numerous City Ledger accounts. 

Click on New button Ą Add/Edit Account screen will open Ą enter all information such as Account Name, 

Address, Contact Information and Other Information Ą ǇǊŜǎǎ Ψ{ŀǾŜΩ ōǳǘǘƻƴΦ ¦ǎŜǊ ǿƛƭƭ ǎŜŜ ŀƭƭ !ŎŎƻǳƴǘǎ 

listed in Account List. 

Active : If user does not want to see the Account to be listed, check-mark this check box.  

 

Payment Posting: Allows user to see the history of the guest who had meal under   this account. This field 

is for reference only and not editable in this screen. 

 



 
 

 

Explanation of Payment Posting Form: 

Number: Displays Receipt number. 

Date: Displays Receipt date. 

Description: Displays name of the guest with receipt number. 

Amount: Displays payment posted in Bill. 

Paid: Displays actual cash paid amount under this account as mentioned against the receipts. 

Open: Balance Amount to be taken. 

Pay: Allows user to pay the actual collected amount from this Account. 

 

Merge Profile: If information for one account has been created more than once by mistake or sometimes 

the companies merge, then it is possible to merge the Accounts together to combine the statistical 

information and revenues. 

Note: - This is Irreversible process, so one has to be very sure while user merges. 

 

Steps to Merge Profile:  

Select two !ŎŎƻǳƴǘǎ ŦǊƻƳ ǘƘŜ ŎƻƳōƻ ōƻȄ ŀƴŘ Ƙƛǘ ƻƴ ΨaŜǊƎŜΩ .ǳǘǘƻƴΦ  

By default sets the first record as master record.  

User can make any source as Master through Make Master. 

Select the Account which user wants to make as Master. Master record is displayed in bold font. 

Hit on Consolidate button.  

 

Payment: Allows user to post the actual collected amount from this Account. 

 ¢ƻ Ǉƻǎǘ ǇŀȅƳŜƴǘ ŎƭƛŎƪ ƻƴ ΨtŀȅƳŜƴǘΩ Ą NewĄΩ!Ƴƻǳƴǘ tŀƛŘΩ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴ ŀǎ ǎƘƻǿƴ ōŜƭƻǿΦ   

 



 
 

 

 

 

Account Name: This field displays Account Name. 

Date: This is the date on which amount is to be posted.  

Amount: Key in the amount in this field. 

: This field allows selecting pre configured currency. 

   Configuration Ą go to Configuration tab Ą Exchange Rate Ą configure Exchange Rate.  

Exchange Rate: It displays converted exchange rate for each of the currencies which is defined in 

Exchange Rate. 

(Conversion factor): This field will convert the currency amount and gives you the   final amount to be 

taken in the selected currency. 

Payment Type:  Select Payment Type from the drop down list. And fill in the necessary information in 

the fields visible.  

Icon : Allows swiping the Credit Card for the Payment.  



 
 

 

Note: Software has to be integrated with the Swipe Card Reader.  

Remark: - You can add any remark which can be seen on receipt and reports (shift report; night audit 

report).  

Save: - Hit on save button to save the entered information. 

Close: - Hit on Close button if you want to exit the Amount Paid screen without saving entered 

information. 

 

Payment Posting: Allows assigning the payment against Receipt numbers. 

Print: User can preview and print the selected payment.  

Refund: In case if user wants to refund any amount to account, they can use refund option. 

Note: - By default this field takes the amount in minus.  

 

Edit: Edit option allow user to edit previously entered information. 

 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 

Pay Outs 

This feature allows user to define items like Employee salary, plumbing charges, electric bills, taxi 

commission, telephone bill, etc. You can define all the expenses outlet is paying for. Basically this is to keep 

a record of all the payout items, outlet will pay for. 

 

New: You can create all the Payouts you offer. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 

Misc. Sales  

You can use this feature to keep a record of all the sales from the visitor guests who wants to use the 

chargeable misc. services like Fax, Internet, Swimming Pool, Xerox, gym, Telephone Booth, etc of your 

property.  

New: You can create all the Miscellaneous Sales you offer. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake or which you do not 

provide any more. 



 
 

 

No Charge Account 

This option allows user to create special VIP accounts such as directors, managers to which the outlet will 

not charge anything but record it to maintain the inventory of the meal consumption. Basically this allows 

you to offer Complimentary meals. User can take out the Receipt of the service provided to show them in 

reports.  

New: You can create all the No Charges account. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove any entry added by mistake to the list. 

Guest Database 

This is the complete list of guests who were provided service in your Restaurant. You can see detailed 

information entered for each guest in Burrp!  

New:- In order to define new guest Ą ŎƭƛŎƪ ƻƴ ΨbŜǿΩ Ą Add/Edit Guest screen will open as shown below. 

 

 



 
 

 

 

Import/Export: This option will allow to import and export the guest database used in   delivery module. It 

will save waiters and guest time in taking food order. Waiter will need to just enter the phone number and 

other information of the guest like address, name, etc. will automatically fill.  

Import Data 

This option allows user to import and include any edited/additional data in the software. You will have to 

configure the data in the XLS or CSV format and import. You can also get the import format file from here.  

To import > Browse the file from search icon Ą hit on import data Ą it will give you success message.  

Export Data 

This option allows user to export the data in XLS or CSV format. And also allows editing and entering new 

data which can be entered quickly in a spreadsheet application and then saved the details and then use 

the import option to import the new data. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 

 

Settlement Type  

The Outlet may offer different payment options to the guests. This option allows to define all such 

Payment Types and these options can be used to settle the receipts.   

Click on the Settlement Type Ą Payment Types screen will open as shown below. 



 
 

 

 

 

 

NewΥ !ƭƭƻǿǎ ŎǊŜŀǘƛƴƎ ΨbŜǿΩ ǎŜǘǘƭŜƳŜƴǘ ǘȅǇŜǎΦ 



 
 

 

In order to define payment type Ą click 

ƻƴ ΨbŜǿΩ Ą Add/Edit Payment Type 

screen will open as shown below. 

Enter all information such as Alias, 

Name and other information Ą Ψ{ŀǾŜΩΦ 

User will see all payment types listed in 

Payment Types screen. 

Special Settings: 

Payment Options 

Credit Card: Select this option if the 

payment type is a credit card. 

Process Credit Card: eZee offers 

integration with credit card payment 

gateways. If user avails such integration 

and if user wants this payment type to 

be processed by the payment gateway, 

select this option. 

Open Cash Drawer: Check mark this 

option if user wants the cash drawer 

should open on selecting this payment 

type.  

Note: - It should be active only when 

the user is collecting the cash money. 

Surcharge Settings: This setting will help user in scenario where user want to collect extra charge which is 

charged on swiping the credit card from those guests paying by credit card.  

Other: The surcharge will be posted to receipt as the selected Extra Charge. 

Receipt Number Generation Details:  

General Receipt Number: Generate Receipt number in Burrp! In ascending order. 

Generate Private Receipt Number: 

Manual: Allows entering the numbers manually. Refers to Auto Increment Number starting from the 

ƴǳƳōŜǊ ǿƘŀǘ Ƙŀǎ ōŜŜƴ ŘŜŦƛƴŜŘ ƛƴ Ψ{ǘŀǊǘ CǊƻƳΩ ŦƛŜƭŘΦ  

Auto: Generate Receipt number in Burrp! In ascending order with prefix and from number defined. 

Edit: Edit option allows user to edit previously entered information. 

Delete: Delete option allows user to remove an item which is added by mistake to the list. 


