eZee POS

Online Chat Support Contact Information

MSN Messenger: ezee247@hotmail.com Skype: ezeetechnologies Sales Phone: +91-98251-26513
Yahoo: ezee247@yahoo.com Live Support: www.eZeeFrontDesk.com Support Phone: +91-261-4004505
GTalk: ezee247@gmail.com Fax Number: +91-261-2463913




Table of Contents

Getting started with eZee POS BaCKOSfICE. .........coo oo 5
(%o a¥ilo U] =1 1 o] 1 1= o OSSP 5
LU LY =T g @o 1T [0 = | o P PPEPPRPRRRRRRR 5
(W LST oY @] o L=] = LT o 5
(000 B OL=T 11 =) AT T OO POPPPPPPPPPP 11
SEOME OPEIALION......ciiiieiiee et e e e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaa 11
OULIET OPBIALION. ...ttt e e e e e e e e e e e e e e s b e e e e e e e e s aannb e e e e e e e e e e annnnnneeeas 12
Payment TYPE @Nd ACCOUNLIS.........uuiiiiieeiiiiiiiee e e et e e e s s e e e e e e e r e e e e s s s e e e e e e e e annnnreeeeas 19
F e ool o 11 ] o | S PP PUPPPPUPTPPRN 19
PAY OULS ..ot e e e e e e e e e e e e e e e aa e e a e 22
NO CRArgE ACCOUINL. ..ottt e e e e e e e s e e et e e e e e s e e e e e e s sannbneeeeeeesanne 23
LTS I T = o= T = PSSR 23

S TCT Ui (T8 0T o Y o PP PP PRSP PPPRPP 24
EXCNANGE RAIE. ... ...ttt e e e e e e e e e e r e e e e e e e r e e e e e aaen 27
Y V2] A o = Lo = 28
BUSINESS SOUICE. ... .uuuittitiiiiiitiite ettt et e ettt eettaeaaaeeaeeeaeesassaasaaaaaaasasssessstaseessessannennenneeneeeeeeeaeaes 29

Y =] (] (PP PP PPRP 30
o TP PEPRR 30
RV 0o o ] SO EPPT PO PPPPRP 33
Preparation RematkK..............ooooiiiiiiiirrrreerrerer e ee e e e ssennenennseeee 40
(@3 =T [ A =T 0 0 PP EPP PO ¥ |
LI 10 T 1= L o S PRRPR PRI 42
F o] 0 [ST=T = g (o =2 PP 42
(O TS T I -1 PRSP 57
LI 1 o1 (ST [ = Lo PP PPPURPRRPR 43
101 C=T g\ F= Vo] o] 1T PRSP 44

[ (e 1T TN 1Y/ 1 o T PSPPSR 45
EXPENSE MANAGEIMENL.......oiiiiiiiii e e e e e e e e e e e e e e ennrrnnnn e e e e e s D
Payable TranSACHOMS. ... ...ttt e e e e e s r e e e e s anbrn e e e e e e e e aaee 45
RecCeiVable TranSaCONS ........ciii i e e e e e e e e e e aeeaaaaaaaeeaeeseasasaaasaasaaannnnnnnnnnes 49
IS, .ottt e e e e e e e e e e e e e et — e e e e e e e e ————eeeee e e e n——araaeeaaannraraaaeeeeannres 53
L= o 0| = o U 53
=] 101 T =T PSS SURRPT 53

[ 0101 (3 B[ =Tot (o] o VPP PPPPPOPPPPPRPPP 55
MESSAGE BOX..... ittt et 56
(Tt cT = LTl 11T L PO PP RPTR PP 57
Printing TEMEALE SETHNG.......eeiiiiiiiiiiiii ettt ee e e e e e e e e e e e e e e e e e aaeaaeaeens 59
LAY LT 0TV 1= PSSP 59

I = ] 1 (= PSR 65
=TT 1 (=T = g Lo = - o R 67
T NV =t o I (0o PRSPPI 67
D= | 4 o= SRR 67
ROI BACK DAY ClOSE.....oiiiiiiiiiiieeeee ettt et e e et e e e e e e e e e e e e e e e e aeaeeeeaeeans 82
T2 1= 0= T =SSP 87
2 7= To] Gl U o PSPPSRI 87
ST ] (0] (=P PR TR UPTPPTRRUPPPPTRR 38
(O[T T U] o T I = T 1S T=od o] o U 89
=Y o 11 = U 1= SRR 91
o Lo g =T g T U = o =SSP PPRPRR 91
g oo ] 0 IF= T o U F= Vo =SSP PPRRRR 91

(O g Lo Lo Lo T TS Vo TSP 92



L0 11 01T =V o 3 =T = PSP 92

PDA LBNQUAGE. ....etteerreeeeieeeeeeeeeeeeeeeeeteaetaeeeaeaeaaaaaasaasaaasaaa s s nns s sesseesseesseeeeeeeeeeeeeeeaeeeeaeneeenss 92

(@ 1 I I A = O ERSRSRS. 92
T (= £ S P PP PP UPTPPPPPPPUPTPP 92
DEIIVEIY ZONES ...t a e e e e e e e e e e e e e e aaaa e 92
DISCOUNE TYPES .. eeeiieiiiii ittt ettt a s e e e e e ee e e e e eeeeeeeaeaaaaaaaaaaaaaanaaanns 93
SEIVEE (WAILET). ..ttt ettt e ettt e oot e e e e ettt e e s e s e e e e e e eeeeeeeeeaaaaaaaaaaaaaaaaeaans 96
1T I OF= = T0 o] Y2 PSR 97
[0 To £ T @] o T=T = L1 o] o PSPPSR 98
YU (o] o= 10 L= TR 1Y o= PP 100
N[0 g I =T ] ¢= @] o] = {o- N 101
BLIE=1 o1 (ST @] o L=T = 1110} o PP ERSRRR 101
TADIE LAYOUL.......ceeeiieeeeee et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e a e e e s aaanaaaaas 102
[T o 1S @] g1 i1 0] = Ui o] o PP P PP PP PP PPPPRP 104
IVIEINIU GIOU. ..ttt ettt ettt et e e et e e e e e e e e e e e e e s e e e s s e e s s e s s e e e e et s e e sse s se s s s e s e e e e e et e eeeeeaeaaaeeeeeens 104
IMENU SUD GIOUD. ...ttt e e e e s e e e e e e s s b e e e e e e e s anbbrneeeeenann 106
Yoo [1T=T g T (0] U] o NPT PO PPPPPPPPPI 108
=] o [U @] o= = 11 (o] o F PP P PP PP PPPPPPPPPPN 111
AAVANCE CONTIGUIALION. ...ttt e e e e e s s s e e e e s e nnnnrreeaeeas 112
MENU AITANGEIMENL ...t e e e e e e et e et e e et aaeeaaaaaaaaaaaaasaesssaasaanaannnnnnnnnres 112
MeNU ITEM COMBUIATION. ... ..t e e e e e e e e e s e e e e e e e e annes 112
Y L= U =] 01 TSP PPPTPPPPTR 112
AAVANCE CONTIGUIALION. ...ttt e e e e e e s s e e e e e e s annnrreeaeeas 121
YL o U (T g gl R = 1 (=T @] o =T = L To] o PR 122
V=T o TW LY = T =T =T o g T o 124

1Y Fo o 1 T=T g 1 =T o o SRR 126
=T o ] o LSRR 128
L2 L0 7= U3 1 o P 130
F o [0S (41T £ PP EUPPRRRI 130
2T = S PPERR 131
BUfEE SCREAUIE. ... e et e e e e e s e e e e e e e nnnnees 133
Store (Referred as Inventory and Stock Management)..........cvvviiiiii 135
Inventory Item CoONfIQUIALION. .........oviiiiiie e e e e e e e e e e e aaaaaas 136
) (0] (=N (=] 1 TR SSUPPPPRIPPPIN 136
0= 1 (=To o] oV 1Y/ o = PP PP PP PP P PP PPP I 140
(0= 1 =To 0] VPP O PO TP PP PP PP 140
0T 1o o U 140
(701 0= 1 1o 1] (o P 140
I = U152 1T o TP PPR PP 141
N L= YA o 1= o | O 141
FOrWard INAENTE LISL......coviiiiiiiiiiecie e e e e e e e e e e e e e e e aaaaaeeaeaeeaaeens 143
Lyt T 1Yo I [T [T o A ) U 144
U ot =TT I O o = OSSP 144
GOOAS RECEIPE NOTB....ceeeeeeeeeee ettt e et e et e e e et e e e e e aeaeaeeaaaaeaeeann 146
LTS TSIV 0] T 1 = SRS 147
(€T ol =] (U 14 I L0 18 o (=SSOSR 149
TaA V2= oY o] VAN I =Y 7= Vo o) OSSP 150
e )V o= 1IR3 o Tox QN 1= 111 o PSR 150
LA VZ=T oY (o] VA AN 10 1= 10 1= o R 152

LA VZ=T o1 0] VK o] o KN ] 1 0] 1 (] o PP 153
AT = T [ TP U PP 156

Y= Va1 =T LB ] T T SRR 156



Configuration OPtioNS UNAEr €ZE€ ICOM.......oiiuiiiiiee ettt e e e 158

Property INFOrMELION. ..o e e e e e e e e e e e e e e e nnnees 158
DESKIOP VIBWL. ...ceeeeiiiiitee ettt ettt e e e e et e e e e et e e e e e e e s e e e e e e e e e e nnnnn e e e e s 159
YU ] = TV A= P 160
=T 010 T A AT PSPPSR 160
T T Lo UL =Y T 160
LI L1 1 =R OPPPPPPTRP 160
= (UL ([T o o= TR PPRPPTPT 160
BIACK TNEIME..... e e e e s st r e e e e e s bbbt e e e e e s abbbere e e e e e aan 160
Y| =T 1 0 T= T TP PPP S PPPPTPPRP 160
YA (=10 0 1 U= 0 = PR 160
DALADASE. ... . ettt — e e e e a bt e e e e e e e bbb e e e e e e e nanbrareeeeeeans 160
27 Tod G U o TP 160
ST (0] (=P PPUUPPPPPPTRRPIN 161
(O[T 01 o PP ETPPTPPPPPPI 162
AULO BaBUP SCNEAUIE TaASK ....eiiiiiiiiitieii e e e e 164
Refresh System Default DALaL..........ccouiiiiiiiiiiiiie e e e 164
D2 1 O [ 1 = PP PP PP PPPPRPPPPPPRPPP 164
(1=t Te = LI ST 1 11T PP PP TP PPPPP TP 164
(O 11T 01 1AY== PP ESERRRR 164
0 ST 111 0T L T PP PPPP S PPTPPPP 165
CaSh Drawer SEIINGS ... .eeiieiiiiiiiie e ee et e e s e e e e e e e e e e s sanb e e e e e s s annrreeeeas 165
[YT0 I3 (] O PP PPPTPP PP 165
Y o To 11 U PP PPPPROTOPPRRPP 166
(O{ T o Vo [T U LT PP PPPPPPR 166
(0T [ @ ) 1 AU STOUPPP 166
| PO PEPR 166
(@ 0110 T =101 (o] o PR 166
(o Tor= 1742 110 o I I o PP 167
1= T (ol = | 1= o TSP PEPTTP 168
(@11 =T £ = o PRSP 169
D1 ] Y 1= | o PPN 170
RePOrt ANYWHEIE Tah .. ... e e e e e e e e e e e e e e e e e e e e e e e s s e e e e e e neanes 172
Ta1=To = U T0] o I 1= o TSP PP T PO PPPPPPPTPON 173
[0 )22 113V 1= Lo HO PP PPPPPP PP 173
[ 10| I 1= PP PPPPPP PP 173
Credit Card SErver Tab.........viii e e 173
=T R = o 173

L I 1= o PP PPPP TP 173



Getting started with eZee POS BackOffice

CKAE Aad GKS TANAES®Y%SSLER NI ywHO heBdm ddrfigudzind s6fBvar&with
yourpropertyA Y F2NX I GA 2y ® . aAOFfte &2dz gAff SyGaqSNIFff

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 configurieyee POS BackOffice:

¢2 fI dzy OK WS %%@Iication{clickohtﬁaid:of(L\@)@(QKSNJ Ay GKS WwW{il N

Desktop.

¢tKS WS»%SS th{ .IO1hF¥TFAOS [23IAYQ 6AYR26 oHAff
by default we daot set up any password. You will see following dialog.

{StSOG GKS WIRYAYQ dzaSNJ FNRY ! aSNI[Aad FyR O
Module to perform various configurations of your Restaurant.

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

Configuration Tab

QL - | E——

(G oM Took  Maintenance  GiftCard/Voucher  Payrol  Banquet  Help  Outlet: TheLittle Shamrock- Bar

Void Reason

A Account 2N
by | -
N b CreateUser h%}] % g ySettIementType [!.MarketPlace LA u E \. PreparationRemak

b Pt ’J Bxtra Charge v N st
R reditTems
BN Store Operation Qutlet Operation | §€ exhnge Rate 3. No ChargeAccourt + \-)BusmessSourte DA |t Vendr esm

| \‘. l

User Operation UserRoles v
\

User Configuration

User Operation

I LJL

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

should log irusing 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.

/| A0l 2y GKSA W' aSNI fpriassidndni Befou This list displays all the created users.
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User List
Lizt of all users who will have % to POS5. You can assign privileges to restrict User Rights.

Search

Mame Iser Type ) POS &

ser Rale [ Select v] Show Inactive Users

User MName IUser Role POS

Accountant _

Admin Administrator True True
Back Office True True
Beth Might Auditor Falzse True
Cashier True Falze
Jonathan True False
Reservations True Falze
Restaurant Cashier Cashier False True

N T O T

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 resmoenrolled card.

Enroll New CardIf 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 thig tipgin the user can
delete previously assigned card for the employee.

7

New-Ly 2NRSNJ (i2 RSTAANG RRCNEA Of ADINR yRMWDOISHT® At f
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i — B’
e S g, W e
l |

User Name and Password
|ser Mame Maximum percent of Discount that User can give 80.00 =%
Password Maximurm Discount amount that User can give 0.00 I
Confirm Password Mote: Enter -1 to zet unlimited discount.
|User Code Language Operation Type
User Role |.~5.I:Iministrat|:|r - | [Custorn i v] |Nnne - |
[7] Access to FrontDesk Right to Left Interfaces [] Automatic Logout
l
Outlet Massimo Ristorante

The Litte Shamrock - Bar

s o

Enter all information such as User Name, Password, Confirm Password and Usezl&dlélrSelect
Privilege and press save button. Enter all users and then press Close button. Management will see all use
listed in Users screen.

Special Settings
User CodeThis is employee code which can be used to log in Burrp!

User RoleUser 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 ddine the set of privilegey 32 (2 W/ 2y T A UdeNRoleh Bef €an rodlify default user
roles.

Page 7 of 173



Access to Front DeskCheckmark this option if user wants this user to give access to FrontDesk Module as
well.

Discount Enter discount percentagefiaount this user can offer to guest. User will only be able to offer
RAaAO2dzyli AF KS Kra 06SSy 3IAGSYy WwWitftz2g (GKS dzaSNJ i
rights.

LanguageeZee Software is supported by multiple languages. User can tsetaip, 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 InterfaceTo flip the laguage 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 Aagout 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 téogin.

Privilege TabUser can click on the combo boxes of Privilege frame to gidiéiauhl 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 seakvonly on the permitted Stores.

Outlet Tah 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 TabTo 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 TalAssign the rights to allow giving discounts by this user.

Discount TypesThese can be from Outlet Biscount types (Allow the privilege by selecting respective
combo boxes to give pre configured discount types)

Surcharge Type Taldssign the rights to allow giving Surcharge by the user.

Surcharge Typeshese can be from Outlet Té&pSurcharge (Allow thprivilege by selecting respective
combo boxes to give pre configured Surcharge types)

Table TabUsing this tab, you can define the tables which can be operated by the user, to do a transaction
in the Oultlets in the eZee Burrp software.

Other Information Tab: Notification Setting®\, Using 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, chekkimisacheck 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 prmusly 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.

Howtocreateuse¥ ¢ KAa FSIFGdz2NB A& SELXFAYSR 106208 Ay W

Change Passwordhllows user to edit password and activate or deactivate confirmation message asking at
the time of Exit of eZePOS.

User RolesAllows user to see all your created users. User can also change the User Role Type.

User Roles ListAllows defining users and their roles on individual user or department level.

Note: - Changes in User Role will not affect the privéledn all existing users.
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List of all User Roles; this will help configuring User easily.

alias Mame Description Parent User Role
ADMIN | Admiristrator _ [Administrator |
BOM Back Office Manager Back Office Manager General Manager
CASH Cashier Cashier Back Office Manager
FODK Front Office Desk Clerk Front Office User Front Office Manager
FOM Front Office Manager Front Office Manager General Manager
GM General Manager General Manager Administrator
House Keeping Manager House Keeping Manager General Manager
House Keeping User House Keeping User House Keeping Manager
Might Auditor Might Auditor General Manager
Senior Server Senior Server Back Office Manager
Server Server Back Office Manager

I T R

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

In order to define new usey Of A O A& Kdddit §seRole screen will open as shown below.

T e

User Role Information
Alias ADMIM

Mame Administrator
| |
| | Description N
! N
! ]
'| | User Role | Select Level = | N
! i
! |
T |
L% S — oy

Enter the relevant informatiody, ¥{ | @S Q®

Page 10 of 173



Edit This opion allows user to edit previously entered information.

User Role Configuratiarin 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 yourwan
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.

I tAO]l 2y WWERQ@kO®AG2Y i2NBQ A0ONBSY s6Att 2Ly | &

'“ Addf_ @g" Alias It is short name of Store. For

example if user enter Kitchen Store in

Store Information the name section & in Alias it can be
enter as Kitch.
Alias =
Mame Central Store Name Input the name of the Store.
Numbering Allows setting the Type of
Type Prefix Start From Numbering to be given to the topics.
Issue No CSIN 215 Auto: Refers to Auto Increment

on

= Number starting from the number

gKI G KFra 0SSy RSTAy:
field. User can also set Prefix. E.g. for
Goods Receipt Number user can set

Goods Receipt Mo CSGRN
Goods Return Mo CSGRET
Indent/Requisition Mo CSIND-RE

L
&L

[
L1

Order Mo CSON 4= KSGRN.
=

Manufacturing Mo. CSMFG

Manual: Allows entering the Number
Manually.

[ Mark as Inactive _ﬂ_ﬁ _ﬁ i| Prefix User can set prefix to separate
véJ 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 agaimake the store active from Store OperatiorA store listA check mark show

inactive¥] show Inactive A edit the inactive storey NBEY2 @3S OKSO1l YIN] FNRBY
check box.

Edit Edit option allows user to edit previously entered information.

Delete: Deleteoption 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 adjustmerftgams. 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 adjustment
of items.

New: Allows creating New Oultlets.

I £A01 2y WWS RBk O did i 2 ¥i dripdn SsistowR BB Sy A € ¢
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=
o G TINIL ae

I Outlet Information

Alias Start Date M’T Day Close Time m
| Mame The Litde Shamrock - Bar Day Close On Mext Day
Address Address
| I
Address 1936 Harbor Avenue.
Postal Code MSW-200 Logo
City Seattle |
Pravince South Florida
Country |United States - ©
Fhone (208) 937-1430 =)
Fax (208) 9247 8026
E-Mail info@shamrodk. com
Website www,shamrock. com

Mark as Inactive

Alias It is a short name of Outlet.
Name Input the name of the Outlet.

Day Close TimeThis 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 sffied time.

Day Close on Next Ddyay 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 Timelk:59 p.m. So, after Mar/31/2010
12:00 a.m. you can close the day.

Page 13 of 173



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

e Upload LogoClick on'® button and browse through your logo. If user wants to
remove your logo, click o button.

U Add/Edit Outlet >>Miscellaneous Tab

Other Information:

Discount TypeAllows the user to set method of calculation for discount on Receipt as per the selected
Option, which are as follows:

Discount before Adding TaxAllows giving Discount on the Net Bill without Tax. Further the Tax will be
added to the amount left after discount.

Discount after Adding TaxAllows giving Discount on the Total Bill after Taxe® feen applied.
Note: This setting is applicable only on Receipt level discounts and not on Item level discounts.
Outlet Typey { St SOG hdzif SG ¢&LIS W. NI 2N wSadl dzNy yd 2N

Bifurcate Tax on Room Post Bfurcate Tax onReom Pasting  [¥]. Allows displaying Tax and the bill amount
separately on posting receipt to the Room. Chetk this box to make this option active.

wWSIAAUGNI GAZ2Y b2QA

As a statutory requirement you may need to display your business registration/license number like VAT,
TIN, CST on the receipts/bills. Please estmh 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 Notificatiobsers can keep a tick on tick option, to be notified regarding thechiee
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 Clos&his 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 Hodthis 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 Selectiontsingthis option, admin can define the reports which are to be printed, previewed,
exported and or to be uploaded on the FTP Host.

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

KOT, receipt, reservation, etc.



AutoY wSFSNE (2 !dzi2 LyONBYSyY(d bdzYoSNJ &l NIAy3 TN
field.

Manual: Allows entering the Numbers Manually.

Prefix User can set prefix to separate the number seriesrtmediately relate to different types of
numbers on the mentioned topics.
Generate Guest Check number separately  [¥]: 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, activat this option.

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

Table Reservation Settings

Mew Reservation must be allowed before 1 Hour
Before how many minutes reserved table should be displayed ? 1 Minutes
After how many minutes reserved table should not be displayed ? 1 Minutes

Get Table Capacity on Reservation

Allow to Reserve more than Table Capacity

What to do when guest will not come before waiting time

@ Pause that reservation
Mo Show that reservation

Void that reservation

New Reservation must be allowed befarélser can specify the time of reservatito be accepted on the
table. No Table Reservation will be allowed before the specified time. This works on your system time. Thi
field will specify the minutes that a table will be reserved for.

Before how many minutes reserved table should be displdyé& 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 displayédhis field will specify the minutes a
reservation will be helden 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-n Dine
In screen.



Get Table Capacity on Reservatidiiser can keep a tick on thaption 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 Capacityser can keep a tick on this option, if the administration
wants to allow reserving moreAX than the Table capacity.

What to do when guest will not come before waiting timénce the specified time has expired, the
NBAaSNDIGAZ2Y gAft 06S ldzi2aYFdAOrItte YIENYJSR a | V4
Mark as Inactive Once any item has been sold fromstiOutlet, 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
exceptthist ONB Sy 2y LINBaaiy3a OKSOl 02E 2F W{K24A LYyl O
Store Operatior, store listA check mark show inactivi] Show Inactive A edit the inactive outlet
ANBY23S OKSO1l YIFEN] FNRY dal N}l Fta LyFOGA@SeE OKSC

U Add/Edit Outlet >>Printing Settings
Receipt FooterAllows putting the message to be printed in Receipt. (This is for our future versions).

KOT MessagéJsing this option, User can define the printer on which the VOID KOT, Table Transfer and o
Item Transfer messages are to jénted.

0  Add/Edit Outlet >>Order Type Tab
User can active/Inactive the order Types modes using thisBalmw explained features are same for all

the modules: Dineén, TakeAway, Delivery and Room Service.
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I Outlet Information

Alias LSBAR Start Date 7 32013 Day Close Time 11:59:59 FM %
| Mame The Little Shamrock - Bar Day Close On Next Day
Dine-In | Take-Away |  Delivery Room Service
I Active Dine-In i |
Order Information Setting
Open Order Information page on new Order
Guest Mame is compulsory
Server information is compulsory
Pax information is compulsory
Order Item Setting
Set Default Rate | As Per Item - |
Consolidate Menu Item In Add Mode
Consolidate Menu Item In Edit Mode
Show Net Amount
Show Course
Pop up for Course

Mark as Inactive

Order Information Setting

>

OpenOrderinfBlY F G A2y LI 3S 2y ySg hNRSNY !'a az2z2y lFa Gt
screen will display.

Guest Name is compulsoryCheck mark this option if you want to make it mandatory to take guest name
while taking the order.

Server informationis 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 ader.

Order Item Setting

Set Default RateSystem 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!
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Consolidate Menu Item In Add Mode: Check mark this opivbile 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 ModeCheck mark this option if you wantitwerge same items as
guantity 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) ahtirau item will be
listed on the right hand side display panel when a KOT is punched in Burrp

n - 0
Guest :

FOTH (13

322 P 4,297 52
1.005... | Ostrich Steak 2.892 56
1.005... | Fineapple Pan Flazhed Wit 991.74
1.005... |lee Cream 41322

Printing Template Allows selecting the templates to be printed in Burrp!
Apply First: Burrp Setting / Order Type Setting

Select any one of the templat#hoices in Receipt, Guest Check and Checker KOT.

Other Setting

Take Table capacity as pax informatiolfi you select this option, the system will fill in the pax information
as the table capacity that you have set while taking the order irrespectitreeafumber of guest being
served on that table.

Manage KOT Registelf these settings are activated than after punching order in Din@ode direct
receipt will be made.

Add/Edit Outlet >>KOT Message Tab

You can select the printer from the drop downxbagainst 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
checkY N GKA& 2LIiA2y AT @&2dz ¢lyd Fye 2dzitSd G2 o
if it was used as a POS in past. This is because gbtimeied that data in any report in future. Inactive
marked outlet will not be listed anywhere. You can again make the outlet activeAr@utlet Operation

A Outlet listA check mark show inacti] Show Inactive A edit the inactive outlety remove
OKSO1l YIFENJIF&ENRYI Oax®HEE OKSO|l o02E®

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.

U Notification Settings
This tab can besed to set notifications to thesuest or Users via SMS eMail regarding the activites as

mentioned.

U Integration
eZee Offers Integration with its Online Food ordering system eZee Foodie and the Guest Feedback Syste

eZee iFeedback, which can be configured using this option. Yoweaysalontact 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 thestaurant'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 catakkerare 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 icn@.

New: Allowsuser to define Numerous City Ledger accounts.

Click on New buttoy, Add/Edit Account screen will opey enter all information such as Account Name,
Address, Contact Information and Other InformatignLINE & & W{ I §SQ odzid2y ® ! &S
listedin Account List.

Ackive

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

Payment PostingAllows user to see the history of the guest who had meal under this account. This field
is for reference only and not editabie 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 amouwmider this accounasmentioned 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 mistagenoetimes
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

Selecttwd OO2dzyida FNRBY (KS 0O2Y02 02E lyR KAG 2y WaS$|
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 innbold fo

Hit on Consolidate button.

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

¢2 LI2ad LI @YSyiA K@Y 2dfy (Wt th RAYBY GDONBSY gAtt 2L



Amount Paid [z|

Payment Information

Account Mame | |

Diate | y1gizoin v
Amount | 100/ |4 v | | Excthange Rate 1.0]=| 100.00 | §
|:| Deposit
Payment Option{s)
Pavment Tvpe |'u'isa V| T

Credit Cardba | cww | Cvaid Tl [ | aevev)
Card Holder Mame | | Authotize Mo I:I [] Authorized

Remark

Save Close

Account NameThis 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.

Configuratiord go to Configuration taldy Exchange Rat® 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 Payma Type from the drop down list. And fill in the necessary information in
the fields visible.

IconT : 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 whicharcbe 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 PostingAllows 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 ras

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 chelegsgc bills, taxi

commission, telephone bill, etc. You can define all the expenses outlet is paying for. Basically this is to kee
a record of all the payout items, outlet will pay for.

New: You can create all the Payouts you offer.

Edit Edit optionallows 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 wantshe use
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 Ddete 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 butecord 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 Editoption 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 guegy Of A O A& Kdd®dit Séest screen will open as shown below.

i = —— y
(¢ Add/Edit Guest L ™
i — — & -
Guest Information
I Alias Rodr] Guest Code 1 Image |
First Mame Mr. = Rodrick Ta)
Last Mame Farerra -
(=]
Company Job Title %) u
Email Gender Male - =]
Website Birth Date 5/11/1970
Anniversary O g/ 32013 Age 43
Address Information wg Phone T@
13, Rosewood Street Address1 13, Rosewood Street FE93935678
Addressp  Lakairo 769898678
City cL
State
Zip Code 23455
Country UsA ¥
Remark
#  [7] Don't Take Order




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 addresname, 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 formanfitefe.

To import > Browse the file from search ic™= ' A hit on import dataA 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 ented 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 isetidly 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 Ty@e Payment Typs screen will open as shown below.
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Payment Types

Define all Payment Types you may accept at your Property. As for example Cash, Credit Card, Chedk etc. (-_

Alias Mame

CASH Cash

VISA Visa

MAST Master Card
DISC Discaver

AMREX American Express
ATM ATM Card

o
e I I T T

Newy ! ft2¢a ONBIFiIAYy3 WbSgQ aSaiatSySyid delLlSao
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In order to define payment typ4, click
2y WA Bdd/Edit Payment Type
screen will open as shown below.
Enter all information such as Alias,

Name and other informatiod, W{ I @S Q

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 Car@Zee 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 DrawelCheck 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 SettingsThis 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 NumbeGenerate 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
YydzYoSNJ g KIFG KIFI&a 0SSy RSFAYSR Ay W{iFINI CNRYQ

Auto: Generate Receipt number in Burrp! In ascending order with prefix and from number defined.
Edit Edit optionallows user to edit previously entered information.

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

TA



