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1. Getting Started

1.1 How to Get Started with Loyverse POS

Download and install Loyverse POS from
the Play Market or App Store. To use
Loyverse POS, you'll need to have at least
Android 5.0+ or iOS 11.0+.

LOYVERSE

POINT OF SALE

When you run the application, you will
see the welcoming screen.

If you have not yet registered on the web-
site, you can register now by tapping on
the ‘Registration’ button.

Create your account by filling in the

simple registration form.

ssssss

Go to your email inbox — you should
have received a letter from Loyverse.
Please open it and confirm your email
LOYVERSE address by following the link included in
FOINERERASE the letter.

Tap ‘Login’ button to enter the app.

1.1 How to Get Started with Loyverse POS 9


https://play.google.com/store/apps/details?id=com.loyverse.sale&hl=en_US&referrer=utm_source%3Dloyverse.com%252F%26utm_medium%3Dweb%26utm_campaign%3Dhelp
https://apps.apple.com/us/app/loyverse-pos-point-of-sale/id1070865387?mt=8

Log in procedure:

Enter the email address you used
during registration.

- +  Enter your password.

Press the ‘Enter’ button. You have suc-
cessfully entered Loyverse POS.

o

1.2 Setting Up Your Shop in Loyverse Back Office

The Back Office is your web-based office, working in synchronization with the Loyverse POS App

Once you have installed the Loyverse POS app, the next step is to go to your shop settings in
the Back Office.

Google Chrome is the recommended browser for using Back Office.

You can login to the Back Office from the Loyverse home page by clicking ‘SIGN IN'.

10

1 hitpsy//layverse.com e T=E B

Contact sales +357 25 030021 Community @ English =
w

H.--. LOYVERSE Features  Hardware  Pricing  Businesstypes ¥ Products ¥ App Marketplace  Help GET STARTED

Enter the registered email and password.
LOYVERSE

Sign in to your Loyverse account

Ema

lvdemo@loyverse.com

Remember me

Forgot password?

New to Loyverse?

English «
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https://loyverse.com/en/login
https://loyverse.com/

Features
@ =m

@ Tme k)

gy Openticken

Dining optians
9 Stores

Stores

g Weght embsddas barodes

CANCEL  5AvI

Click on the Settings icon on the left menu to go to the System settings.

Features
Shifts

Track cash that goes in and out of your

©

rawer. Learn more

® Time clock
Track employees’ clock in/out time and calculate their total work hours. Learn more
F Open tickets
O aliow to save and edit orders before completing a payment. Learn more
= Kitchen printers
B, et o o e e ooy oo
d orders to kitchen printer or display. Learn more

Customer displays

Display order information to customers at the time of purchase. Learn more

” Dining options

Mark orders as dine in, takeout o for delivery. Leam more
Low stock notifications
Get daily email on items that are low or out of stock

Learn more

i Negative stock alerts
! Warn cashiers attempting to sell more inventory than available in stock. Learn more
g Weight embedded barcodes

% Allow to scan barcodes with embedded weight. Learn more

CANCEL SAVE

Once the profile settings are complete, press ‘Save'.

1.2.1 Store Information

In the ‘Features’ section, you can
switch on parameters such as
‘Shifts’, ‘Time clock’, ‘Open tickets’,
‘Kitchen printers’, ‘Customer dis-
plays’, ‘Dining options’, ‘Low stock
notifications, ‘Negative stock alerts’,
‘Weight embedded barcodes’.

When you click ‘Stores’ in the Settings, you can enter your shop’s address, description, and

phone number.

= Settings

+ ADD STORE

5 Jiadl

Features

Billing & subscriptions

Pizzeris 21 Awenue, Brooklyn, New York, NY, United States

Payment types

o
L.
=
®
=

Loyalty

Tazes

Receipt

Kitchen printers

Q o ¥

Dining eptions.

Stores

Store & POS settings

I Stores

POS devices

1.2 Setting Up Your Shop in Loyverse Back Office
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If you have more than one store, you can add them too.

+ ADD STORE
Name Address Number of POS
Pizzeria 1 21 Avenue, Brooklyn, New York, NY, United States 1

If you have more than one register, you can add a register in ‘POS devices’ under the ‘Stores’
section as well. Remember to click ‘Save'.

e Settings
e System -..agm;;n g
ks
Features Mame san
-
Billing & subscriptions O POS1 Activated
Payment types
2]
Loyalty
ah
Taues
* Recespt
| Cl Kitchen printers
@ Dining options
o Stores
Store & POS settings
Stores
| POS devices

+ ADD POS

D Name Status

O POS1 Activated

After you finish setting up your shop in the Back Office, you can go to the Loyverse POS App
to add products, make sales, and continue your business momentum!
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1.3 How to Add Items and Categories in Loyverse POS

1.3.1 Adding items

It's quick and simple to add items and categories in the Loyverse POS right from your smart-
phone or tablet. o
Once you are logged in, press the = (menu) button at the top left corner.

Ve

You don't have items yet
Go toitems menu to add an item

Next, select the ‘ltems’ menu.

o e

Items

Settings

Back office

g FE &)

Q

Help

Then tap the @ (add) button at the bottom right corner.

1.3 How to Add Items and Categories in Loyverse POS 13



Vs e In the ‘Create item’ page, you

can add details such as the ‘Item
name’, ‘Price’, ‘Category’, and other
e - details such as the SKU and
s B B Barcode, if necessary.

Cheesecake

12.00 Cost

10000 Barcode

You can pick a color and shape for the item icon or take/upload its picture to display it on the
sales screen.

Representation on POS

@® Color O Image

I/ N v f," \
VAR ) § 3 )

\ J LY E \ J

N A T

Don't forget to save changes.

1.3.2 Adding Categories

When you sell different types of items, it is easier to categorize your items systematically.

You can add categories while adding the item, or you can go to the Categories page and fol-
low these instructions:

In the ‘Items’ menu, tap the ‘Categories’ button. Tap the @ (add) button at the bottom right
corner.

= Items Categories

Q Discounts

You have no categories yet
To add a categary, press the (+) button

14 1.3 How to Add Items and Categories in Loyverse POS



Specify the category name, select a category color, and press the save button.

€ Crear categoria GUARDAR
i

Desayuno

Color de categoria

ASIGNAR ARTICULOS CREAR ARTICULD

That's it — now you are ready to start selling!
You can excess extended item settings at your Back Office on the web.

1.4 How to Add Items in the Loyverse Back Office

It's quick and simple to add items on the Loyverse POS on your mobile device. However, if
you do this in the Back Office, you can have access to more features for the item.

Go to the ‘Item list’ menu.

= Sales summary

e < 5] 10 May 2021 - 8 Jun 2021 > @© Allday ~
I'I'I" Gross sales Refunds
— 0.00
©w Item list 0.00 (0%)
Categories

Madifiers

B Discounts
In the Item list, click the ‘Add item’ button.

= [tem list

[]  Apple Fruits

* & E @

1.4 How to Add Items in the Loyverse Back Office 15



In the ‘Create item’ form, fill in the item ‘Name' and choose the ‘Category’.

Name
ks Cheesecake Sweets .
o
'\3‘ Description
2]
Soldby (@) Fach (M) Weinht/inlime

If you deselect the checkbox ‘The item is available for sale’ it will not be seen in the items list
in Loyverse POS on a mobile device. This usually needed for composite item’s components.

Whether an item is sold by piece (bottle, package, etc.) or by weight (pound, kilogram, etc.), it
is determined by the ‘Sold by’ option.

Name
Category

™ Cheesecake o .
L

The item is available for sale
®

Sold by ®) Each () Weight/Volume
fa=]

Fill in the ‘Price’ field with the selling price of your product. When you fill in the cost, later you
can get useful reports about your profit, margin etc.

soldby (®) Each () Weight/Volume
27 pric
7.00 4.00
;’l Leave the field blank to indicate the price upon sale
SKU
* 10011 Barcode

The field SKU (Stock Keeping Unit) is required. It is filled in automatically. However, you can
indicate your own SKU. The main requirement is that the number must not be repeated in
other items and should not exceed 40 characters. You can use numbers and letters as well.

Fill in Barcode, if necessary.

n » Soldby (®) Each (O Weight/Volume

E Price Cost
7.00 4.00

- Leave the field blank to indicate the price upon sale

* 1001 Barcode
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In the inventory section, you can choose the options: ‘Composite item’ and ‘“Track stock'.

e

@ Inventory

Composite item ©

Track stock »

By enabling ‘Track stock’ you can add the quantity of your stock level and the quantity at
which you will receive the low stock notification.

Inventory

Composite item & »

@ ¢ »

Track stock

If you have multiple stores, you can manage the item parameters for each store, in the
‘Stores’ section: change the price, in-stock quantity, and quantity for low stock notification.

n = Create item

S

" Stores

- B The item is available for sale in all stores

1 Available Store Price n stock Low stock
=] Coffeshop 2.29 20 5

e The coffes 229 20 7

*

In the ‘Tax’ section, you can choose the taxes for your item.

o]
Taxes
@

Salestax (8.75 %) »
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In the ‘Modifiers’ section, you can choose the modifiers for your item.

=

Modificadores

Complementos para café
Disponible en todas las tiendas

Suplementos
Jisp ble en todas la

@ Tamaio

Disponible en todas las tiendas

e

In the ‘Representation on POS’ section, you can pick a color and shape for the item icon or

upload its’ picture.

&

@

Representacion en el TPV

(;\ Color y forma

1O O

O Imagen

Don't forget to save changes.

Loyverse uses only square images for item preview. If you upload an image with a
different shape, you will have a dialog screen to crop the image to a square. Adjust the
square to fit the portion of the image you wish to keep. Click the Confirm button.

le in all

20S

CANCEL

18
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1.5 How to Configure Taxes in Loyverse

1.5.1 How to Configure Taxes in the Back Office

To configure taxes, you need first to sign in to the
Back Office.

After signing in, go to Settings.

U

Then go to ‘Taxes'.

®
Payment types
B Loyalty
-e
- Taxes
» Receipt
# Open tickets

Then press ‘ADD TAX'

+ ADD TAX
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... and name the tax.

Sales tax

Then input the tax rate

Tax rate, %
15

...and specify whether the tax should be included in the price, or if it will be added to the price
at the counter..

B E

Included in the price

Added to the price

(3]
ik Sales tax S
& Type
Included in the price v
T
=

Apply the tax to the new items v
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Select the items to which this tax should apply.

. Included in the price ~
i
[ 2=] Apply the tax to the new items v
Apply the tax to the new items
. Apply the tax to existing items
- Apply the tax to all new and existing items

B

Name
Tax rate, %

i Sales tax 15
o -

Included in the price v
*®

Option
[27] Apply the tax to existing items v
-

Stores  Available in all stores ~
»
o D

Now taxes are configured, they will be applied for each purchase.
1.5.2 How to Set Up Taxes in POS

You can set up and configure taxes in the Back Office.

To create taxes in the POS, go to the ‘Taxes’ section from the ‘Settings’ menu.

Sales
E Receipts

©  shift

Items

Settings

Back office

Apps

@ & F |&

Support
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Create a tax by tapping on the ‘+' button.

=  Settings

L)
b7

o

Printers

Taxes

General

Ivdemo@getnada.com

SIGN oUT

Taxes

7

You have no taxes in this store yet

To add a tax, press the (+) button

Name the tax, input the tax rate, and specify whether the tax should be ‘included in the price’
or ‘added to the price’. Then tap ‘Apply to items’.

< Create tax SAVE

Hame

VAT

Tay rate, %

20

Type

Included in the price

APPLY TO ITEMS

Select items to which this tax will be applied.

22

X

Q

Apply tax to items

Search

Apple juice

Cheasecake

Cofee

Rice

Tea

SAVE

1.5 How to Configure Taxes in Loyverse



You can ‘Select all’ items through the three dots menu.

Select all

Clear selection

Save your selection.

n X Apply tax to items :
Q  search

Apple juice

Cheasecake

Cofee

Rice

Then save your tax.

< Create tax SAVE

Mame

VAT

Tax rate, %
20

Type
Included in the price -

APPLY TO ITEMS

From now on, the tax will be applied automatically during each purchase.

If you have multiple stores, the tax created in the POS will be available only in the
store that the current POS belongs to. You can change the availability of this tax in the
Back Office.

If you delete the tax in the POS, it will be deleted from the Back Office as well.
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1.6 How to Create and Configure Discounts

You can create and configure discounts at the Back Office and on the mobile App.

1.6.1 Discount set up in the Back Office

Log in to the Back Office. In the ‘ltems’ menu section,
select ‘Discounts’.

e < [2) 26 Jan 2021 - 24 Feb
I"I" Gross sales
O Item list

Categories [
.‘ Modifiers
E Discounts
= 200.00

To create a discount, click on the ‘+ ADD DISCOUNT' button.

= Discounts

Discounts

Discounts can be applied during sale.

B ¢ E Q@

+ ADD DISCOUNT

Fill in the ‘Name’ field. Then choose one of the

(2 two discount types: ‘Percentage’ or ‘Amount’.
N The ‘Percentage’ discount can be applied to
both the whole ticket or to individual items.

o The ‘Amount’ discount is applicable only to
. Discount 10% the whole ticket.
2=}

Type (®) Percentage O Amount |

10
* Leave the field blank to indicate the value upon sale
* Restricted access »

Only EmpID).‘Ees with appropriate access right are able to -
@ apply this discoun

CANCEL “
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Fill in the ‘Value’ field.

If you choose the ‘Percent’ type of discount, then the number in the ‘Value' field will specify
the percentage that will be deducted from the items’ original price or the whole ticket. The
value of a percentage discount cannot be less than 0.01% or more than 100%.

If you choose the ‘Amount’ type of discount, then the number in the ‘Value' field will specify a
discount amount that will be deducted from the total value.

It is not always necessary to fill in the ‘Value' field. You may specify the value of a discount
during the sale. But you can apply such a discount only to the whole ticket.

If the ‘Restricted access’ option is activated, then only the employees with the access right
will be able to apply this discount.

Walue
10
»

Leave the field blank to indicate the value upon sale

o Restricted access »

©)

Don't forget to save your changes.

1.6.2 Discount set up in the mobile application

To create, view, edit or remove a discount, select the section ‘Items’ in the App’s menu.
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Go to the ‘Discounts’ section where you will see all the discounts created in the Back Office
and the app itself. If you want to create more discounts, tap the '+ button at the bottom right
corner.

Items (} Discount 10
O Categories > Discount 10%

[ Discounts

10.00

10%

In the opened form, fill in the fields the same way as in the Back Office. Choose the discount
type: percent — %, or amount — 3.

& Create discount SAVE
Namw

Discount 100

Value
100.001

Leave the field blank to indicate the value upon sale

Don't forget to save changes.
Then, after you have created the discounts, you can apply them during the sale.

1.7 How to Make Sales

Launch your Loyverse POS app (Play Market or App Store) and go to the ‘Sales’ screen.

26

Alex

POSTT
Coffeeshop

Sales
e Receipts
©  shift
= Items
Q Settings
laks Back office
Apps
@ Support
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1. Tap on the item’s image or icon on the sales screen to add the item to the ticket.
2. You can sort items by categories with the drop-down list ‘All items’.

3. You can also use the search bar to look up items.

4. It is easy to find items by pages at the bottom of the screen.

See How to Arrange Sale Screen in Loyverse POS.

Ticket & E

¥ =
Pnuwxs LUNCHES

DESSERTS

Cake x 1

Classic Cobb Salad x 1 759

Croissant x |

459

226

7.00

439

ars

29.60

You can change the quantity of the items by tapping the item in the ticket.

X

Croissant 2.25

SAVE

Quantity

Comment

Enter comment

Discounts

Discount 10% 10% \_

Taxes

Sales Tax 15%

added tax 10%

By sliding any selected item to the left, you can remove the item from the ticket.

Ticket

Cake x 1
Classic Cobb Salad x 1
Croissant x 1

Cheesecake x 1

.
Y

459

759

225

7.00

1.7 How to Make Sales



When you need to void a sale, tap the three dots menu (:) at the ticket header, then tap ‘Clear
ticket'.

= All items ~ Q Ticket I [} Clear ticket |
| .i‘ ,
[y
4 -

Edit ticket
Cake x 1

+8 Assign ticket
Classic Cot

5 split ticket
Croissant x

Move ticket
Cheesecak

1 Sync

Tax 3.12

Total 24.55

Are you sure you want to
clear the ticket?

Cancel Clear

Tap the ‘Charge’ button in the bottom right-hand corner to proceed to the sale registration.

Ticket a

Capueeino x | 530
Chocolate truffle dessert x 1 8.50
Chocolate Eclair Dessert x 1 12,00
Tax 359
Total 29.39

DRINKS LUNCHES DESSERTS FRUITS PIZZA -]

28 1.7 How to Make Sales



At the following dialog window, you can choose a type of payment for the purchase.
If it is a cash payment, you can tap on the suggested amount.

Or if you want to add a custom amount of cash received from the customer, enter the amount
in the ‘Cash received’ and then tap ‘Charge’.

25.65 435

Total paid Total change

Once the payment is processed, you will see a window with a summary containing the total
amount of sale and the change due.

You can choose to email the receipt to your customer or move on to a new sale.
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2. Sales

2.1 How to Arrange Sale Screen in Loyverse POS

You can arrange your items on the sales screen of Loyverse POS in a suitable way by creating

new custom pages and organizing the items there.

As a default, there is a page (marked by the grid icon) with all your items in an alphabetical or-
der. You cannot change this page. However, you can organize the items on the custom pages.

2.1.1 Organizing of Items

Open the sales screen on your POS. Go to the custom page ‘Page 1.

.

s

Y

Orange 5
= CHARGE
PAGE 1 =

You will see a grid with empty squares. Tap and hold any square for a few seconds.

Tic"e‘

. tap and hold
A

2.1 How to Arrange Sale Screen in Loyverse POS
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The screen will switch to the ‘Item layout setup’ mode. Tap any square containing the + sign.

D=

Item layout setup

Add your most used items, categaries, and
discounts on the pages for fast access.

Press and hold the page name to rename it

PAGE 1 “

The item list will open in a new screen.

*  Add item to the page

ITEMS CATEGORIES DISCOUNTS Q

Es Classic Cobb Salad 7.59

| @ Coffee 4.00
s Cockies 5.69
& Croissant 226
‘# Dadiah 3.00
é Fancy Cake 469

Four Cheese Pizza 499
0B Fiediice 1212
@ Fruit Salad Bd9
@ Gado-gado 444
s Green Apple 3.59

When you choose an item, it will fill the square.

X

Item layout setup

Add your most used items, categaries, and
discounts on the pages for fast access.

Press and hold the page name to rename it.

B AT “

32 2.1 How to Arrange Sale Screen in Loyverse POS



By dragging and dropping the item icon, you can move it to another square.

n

X

In the same way, you can add Categories and Discounts to the grid page.

X Add item to the page

ITEMS CATEGORIES DISCOUNTS | Q

Ea Classic Cobb Salad 7.59
@ Coffee 4.00
@ Cookies 6.69

2.1.2 Organizing Pages

When you are in the setup mode,
you can change the name of the
page. Just tap and hold the page
label for a few seconds.

Item layout setup

Add your most used items, categories, and
discounts on the pages for fast access.

Press and hold the page name to rename it

Discount 10%

The editing screen will open. Fill in
the ‘Page name’ field and tap ‘Save'.

¥ Edit page name

Drinks
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If you want to create another page, you can do it in the same way by tapping the next free
page.

Item layout setup

‘Add your most used items, categaries, and
discounts on the pages for fast access,

Press and hold the page name to rename it

Discount 10%

A S “

Tap ‘Done’ to save your layout. Pages without items will not be saved.

Item layout setup

Add your most used items, categaries, and
discounts on the pages for fast access.

Press and hold the page name to rename it.

Discount 10%

TS ez |“

You will then be redirected to the sales screen. Just tap the items to add them to the ticket.
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2.2 How to Change Home Sale Screen Layout

You can set your home sale screen layout either in a grid or list format. The feature allows you
to find the desired items more conveniently and add them to the receipt.

2.2.1 Sale screen item layout for tablets

By default, the home sale screen on tablets is set to the grid layout.
To change settings, go to “General” under the application settings and tap ‘Home screen item
layout'.

Settings

&  Printers Use camera to scan barcodes »

(I | Customer displays Home screen item layout
Grid

Choose the list option and save changes.

Home screen item layout

In this case, all the items will be listed in one column. This mode is useful when you have long
names for your items, or when you want to see the price of the items.

@ rooe 129
@ Apple Juice 229
. Banana 3.00
@ Banana cake 12.00
@ Beef and Chicken Satay 12.03
E Beer glass 6.00
e Berry cake 12.50
ﬁ. Black Tea 239
a Cake 4.59
4‘ Cake with strawberry 14.00

All the customized pages have a grid layout regardless of the settings of the home sale
screen.
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2.2.2 Sale screen item layout for smartphones

36

Use camera to scan barcodes

Use dark theme

Home screen item layout
List

Home screen item layout

I

® Ggi O List

CANCEL 0K

Ticket [0]

OPEN TICKETS

All iterns

CHARGE
0.00

By default, the home sale screen on smart-
phones is set to the list layout.

To set your smartphone to the grid layout, go
to ‘General’ under the application settings,
and tap ‘Home screen item layout’

Choose the grid option and save changes.

In this case, all the items on the sales screen
are displayed in three columns. This mode is
useful if you prefer to find items by its image or
color.

2.2 How to Change Home Sale Screen Layout



2.3 How to Apply Discounts During a Sale

Before starting to use discounts during a sale, create and configure them in the Back Office or
the mobile app (Play Market or App Store).

The ‘Percentage’ discounts can be applied to both the whole ticket and separate items. The
‘Amount’ discounts are applicable only to the whole ticket.

If you want to apply a discount to the whole ticket, first create the ticket by choosing items
from the sale screen.

= Allitems - K Ticket A

Dine in .

Capuccino x 1 530
Croigsant x 1 225
Apple Juice x 1 229
Tax 0598
Total 10.82

[
SAVE CHARGE
JUICES FRUITS SWEETS COFFEE & TEA -3

To apply a discount to the ticket, please click on the ‘All items’ line on the top left side of the
sale screen.

= Allitems - ([REE Ticket =
\ 1k M b ;4% Capuccinox 1 5.00
=y i/ / Croissantx 1 225
Banana cake o Apple Juice x 1 229
Tax 0.83
o 3 “ Cake with Total 10.37
Berry cake Black Tea Caesar Salad e —
= .
% . 4-
b - ; : |
D I )
| > — -
o > = e
S i, = ]
Chicken Chocolate Chocolate
burger Eclair Dessent sausage
SAVE CHARGE
FRUITS SWEETS COFFEE & TEA BREAKFAST -

2.3 How to Apply Discounts During a Sale 37


https://loyverse.com/en/login
https://play.google.com/store/apps/details?id=com.loyverse.sale&hl=en_US&referrer=utm_source%3Dloyverse.com%252F%26utm_medium%3Dweb%26utm_campaign%3Dhelp
https://apps.apple.com/us/app/loyverse-pos-point-of-sale/id1070865387?mt=8

In the drop-down menu, click on the ‘Discounts’.

m T =

Capuccino x 1 5.00

Desserts
Croissant x 1 2.25
xinice Beef and
Chicken Saf.. Apple Juice x 1 2.29
Fruits
Hot Drinks Tax 0.83
Al Total 10.37
Meals
[ 4 Pizza
Salads

Cherry cake
Sandwiches

]

Chocolate
sausage

Chocolate

. P
Eclair Dessert Coffee 200ml

SAVE CHARGE

FRUITS SWEETS COFFEE & TEA BREAKFAST o

You will see the list of your previously created discounts

O) D, 0@ Capuccino x 1 5.00
@, O,
Y Y o‘? Croissant x 1 2.25

Discount 10 Discount 10% For employ... Happy hour Variable Apple Juice x 1 2.29
Tax 0.83
Total 10.37

Tap on the needed discount, and it will automatically be applied to the whole ticket.

(o] O‘y Capuccino x 1 o 5.00
Qg Croissant x 1 e 2.25

Discount 10 Discount 10% For employ... Happy hour Variable Apple Juice x 1 © 2.29
| Discounts 0.95

Tax 0.75

Total 9.34
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If you want to cancel it, tap the “Discount” line on the ticket. In the opened window, tap the trash

icon.

X Discounts SAVE

Discount 10% ©
b All items e E

In order to apply a discount to a specific item, tap the item in the current ticket.

The window to edit items in the ticket will open. In the discounts section, you will see the

available discounts. Switch on the desired one, and save changes by tapping the ‘Save’ button.

Tre——
Quantity
- ] 4
Comment
Enter comment
Discounts
Discount 10%, 10% 0
Taxes
Sales Tax, 10% O

Afterward, the discount with its value will appear on the ticket, and the discount sign will
appear next to the item.

= Juices Ticket 2
T Ter— ¢ y Dine in -
| Capuccino x 1 D 530 |
Croissant x 1 225
Apple Juice x 1 29
I Discount 0.53 I
Discount 10%
Tax 0.93

s Total 10.24

Now, you can continue the finalization of the sale as usual.

In case of applying multiple discounts (percentage, amount, and customer points), the
system will automatically apply them in the order of lower to higher discount value.

2.3 How to Apply Discounts During a Sale
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2.4 How to Sell Items Using Barcode Scanners

Barcode scanners can be used with Loyverse POS to quickly add items to a ticket. Before
making sales, make sure that your scanner is paired with Loyverse POS and the items have
barcodes.

Launch your Loyverse POS app (Android, iOS) and go to the Sales screen, in the same way as
when selling without a scanner.

Owner

Counter 2

Retail Store
Sales

=] Receipts
©  shift

= Items

* Settings
[u, Back office
it Anne

When you scan your item’s barcode with a scanner, this item will appear in your ticket.
: ¥ ‘ y ! ! A A < | Handerafted Cat Bag x 1 15.00

S/ NavyBlue

Total 78.29

If you scan the same barcode one more time, the number of items will increase by one.

Ticket 2

Handcrafted Cat Bag x 1 15.00

Emily Mini Bag|x 2 30.00

Gold print short sleeve sh.. x 1  28.00
S/ Navy Blue
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2.5 How to Scan Barcodes with Embedded Weight

The option allows you to scan barcodes containing the item SKU and its weight. When scan-
ning such a barcode, the item is automatically added to the receipt with the indicated weight
(quantity). The system allows the use of weighted barcodes in the following formats: EAN 13
and UPC-A.

To use this feature, log in to your Back Office, click on the Settings icon on the left menu bar
to go to the System settings.

In the ‘Features’ section, switch on the parameter for ‘Barcodes with embedded weight’. Click
the ‘Save’ button.

() Settings Features
System settings
il Shift
s
Features @ ack cash that goes in and out of your drawer. Learn mor .
o
Billing & subscriptions @ hmpqlrﬂ T Flineandcaelete it e T— »
. q
Payment types
Open tickets
E p— Eé Allow 1o save and edit orders before completing a payment. Learn mare
yaity
== Kiichan printers
- T b, = S T
»
*' Receipt . h
Open tickets
Dining optians »
@ Kitchen printers
Low stock notifications B
Stores Get daily email on items that are low or out of stock. Leam more
@ Store & POS setlings
# MNegative stock alerts »
&—! Narn cazhiers atlempting to sell mare invenlory than available in
Stares
w Weight embedded barcodes
POS devices "tLU Allow to scan barcodes with embedded weight. Learn more .

At your POS, you can sell items by scan barcodes with embedded weight using the device
camera or barcode scanner.

Barcodes with embedded weight format should follow the pattern:

YYCCCCCWWWWWX

YY - prefix, by which the system determines that it is a weight embedded barcode. It must be
“20" or “02" for EAN 13 and “2" for UPC-A.

CCCCC - item SKU (note that it has to be programmed as five digits, for example "10010" or
"00010").

WWWWW - weight (quantity) of item in grams. For example "01750" = 1.750kg

X - barcode checksum
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Samples of barcodes with embedded weight

EAN 13
27 010012/"0175
SKU  Weight
UPC-A
: |
2 1
SKU Weight

Items should have the 'sold by weight' option on. Otherwise, you will receive an error
message when scanning barcodes with embedded weight.

Name

Apple

Soldby () Each (T);Height.’\lolume

‘\?_ LA

Price

2.00

Leave the field blank to indicate the price upon sale
. SKU
L 11

10073

Category

Fruits -

Average cost

1.57

Value updates automatically when you receive inventory

Barcode
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2.6 Barcodes Scanning by Built-in Device Camera

The built-in rear camera of Mobile Device can be used to scan item barcodes during sale or

when adding new items to the list.

First, you have to activate the option ‘Use the camera to scan barcodes’ on Loyverse POS app

in the General Settings.

=  Settings General

Printers Use camera to scan barcodes

Customer displays

Payment types

$ O 0O &

General

©

2.6.1 Selling Items

Before making sales, make sure that you have barcodes on the item’s card.

Launch your Loyverse POS app and go to the Sales screen, same as when selling without a

scanner.Tap the button for scanning barcodes with the built-in camera.

Point the camera at the barcode of your item.

Scan barcode ) Ticket 2

Dine in
|
|

1"234567 " 891231

OPEN TICKETS

2.6 Barcodes Scanning by Built-in Device Camera
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The camera will scan the barcode and the item will appear on the ticket list.

Scan barcode [ Ticket 2

Dine in

Combo x 1 20.00

Tax 273

Total 2273

SAVE CHARGE

The screen with the camera will remain open, so you can scan another barcode, or edit items
in the ticket, search for a client to add to the ticket, redeem customers points, save or merge
open tickets.

2.6.2 Adding Barcodes to Items

In the Loyverse POS ‘ltems’ menu, open the item for editing and tap the scan button near the
Barcode field.

Leave the ik bl 1o irdicate thegrice upen saie

s
10063 Barcode Wi,

Inventary

Track stock (]

i . The screen with the camera will be
activated, so point the camera at the
barcode.
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Once it is scanned, it will fill in the barcode number in the Barcode field.

SKU Barcode

10063 1234567891231 g

Don't forget to save changes.

= Items ‘ . gt 129
Ol S i ovsce .| You can also activate the built-in camera
o e .| fromthe Items list.
;:dl.:kms.uy aaes
:7’! llllll 1200
- o 2
e .. =
. Cake with strawberry 1400
S &

The screen with the camera will be activated, so point the camera at the barcode.
If any item does not have this barcode, the new item will be created and opened for editing
with the filled-in barcode. If there is already an item with this barcode, it will open for editing.

Loyverse POS with built-in camera can scan UPC-A, UPC-E, EAN-13, EAN-8, Code 39,
Code 93, Code 128 barcodes and QR code as well.

2.7 How to Sell Items by Weight

Whether an item is sold by piece (bottle, pack, etc.) or by weight (pound, kilogram, etc.) is
determined by the ‘Sold by’ option found in the item description. You can change this option
both in the Back Office and the Loyverse POS app.

If you want to change the option from the Back Office, first log in to the Back Office, go to
‘Item list’, and open the existing item to edit or create a new item.

ks RICE No category
o

Sodby () Each (ﬁ Weight
= "

291 0.00
2"]
an 10081 Barcode
ol
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If you want to change the option from the Loyverse
existing item to edit or create a new item.

€ Edititem

Apple

Fruits

QO Each ® weight

Sold by

Price
1.29

Leave the field blank to indicate the

sKU
10073 Barcode

POS app, go to ‘Items’ section and tap the

SAVE

In both cases, set the ‘Sold by’ option to ‘Weight'. E
such as kilogram, pound, etc. Save your edits.

nter the item price per one unit of weight,

When you sell the item, a number pad will appear on the screen. Enter the actual weight of

the item and tap ‘OK’.

x Apple

Quantity

2.8

OK

The item will be added to the ticket with the price for a unit of weight multiplied by the actual

weight.

= Allitems ~ SO Ticket

e x 2.800

strawberry
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2.8 How to sell liquids

There are two approaches to sell liquids with Loyverse POS.

2.8.1 Through selling by weight option

Open your liquid item for editing in the Back Office or Loyverse POS app. Assign the ‘Sold by’

option to ‘Weight’ (How to Sell Items by Weight).

Enter the item price per one liquid measure, for example per one liter (you may indicate the
measure in the name of the item, for instance, ‘Beer 1L). Save your edits.

e
Name
s Beer vy .
a
"_ Description
27
The item is available for sale
= Soldby () Each  (®) Weight/Volume
* Price Cost
$12.00 $5.00
* Leave the fisld blank 10 indicate the price upon sale
5 - Now, during a sale of such item, a num-
0.5 ber pad will appear on the screen. Enter
the amount in proportion to a liter for the
. 5 ’ item and tap ‘OK’.
a
) 5 ) For example, you sell 500 ml of the liquid
item, and your measure is a liter. Then
you tap 0.5 in the Quantity field.
T 8 9

0K

Then, your item will be added to the ticket with the price shown as the price for a liter multi-
plied by the actual selling portion. The sold amount will be deducted from the stock for this

liquid item.

= Allitems ~ Q Ticket 2

Beer x 0.500

6.00

Tax

Bﬁ%

Total

0.80

6.60

2.8 How to sell liquids
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2.8.2 Selling like composite item

If you sell by a particular set of liquid volumes (for example, drinks in shots or pints), you can

use composite items.

Name
' Description
[J Theitem is available for sale
a8
soldby (O) Each  (®) Weight/Volume
* prce
$12.00
-3 Leave the fis blank 1o indicat the prica upon sale
SKU
@ 10018
Inventory
Composite item @
Track stock
9.000

Category
Drinks

Cost
$5.00

Barcode

Low stock
5.000

Item quantity at which you will be notfied about low stock

Inventory
Composite tem @

Companent

pon

saie

m Beer 0.5L
-]
h Description
E ®  Theitem iz available for sale
= Soldby (@) Each () Weight/Volume
» prize
$6.00
o Leave the field blank w indicate the price u
SKU
@ 10010

Canagory
Mo categary

Cost

s2.50

Calculated as the sum of cost of campanents

Barcode

Cost

Beer
SKU10018

Item search

First, create the component of your
liquid item in the ‘Item list’, and set
the amount of stock.

If you don’t want to sell this compo-
nent besides as predefined sets of
volumes, deselect the check-box ‘The
item is available for sale’ so that it will
not be shown in the items list during
sales.

Then create your set of liquid volumes
from this component item. Each com-
posite item should have the quantity
field filled in with the liquid volume.

For example, you are selling Beer by a
volume of 500 ml. Create a composite
item “Beer 0.5 L”. Choose the compo-
nent ‘Beer’, and set the appropriate
quantity. In this case, itis 0.5 L.

Then, with every sale of predefined sets of volume items, the stock of the component of the
liquid item will be deducted by the sold amount.
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2.9 How to Split Payment with Loyverse POS

Sometimes, customers ask to split the total of the ticket into several partial payments. It is
also possible to select a different payment type for each partial payment.

After adding items to the ticket, tap ‘Charge’.

JUICES

FRUITS

SWEETS

COFFEE & TEA

DRINKS -+ ]

Capuccino x 1 5.30
Chocolate Eclair Dessert x 1 12.00
Tax 391
Total 35.18

Ticket

Dine in

Black Teax 1
Honey

Cake x 1
Carrot Fresh x 1

Capuccino x 1

Tax

Total

Chocolate Eclair Dessert x 1

12.00

35.18

Cash received

35.18

Total amount due

I 3518 CHARGE
36.00 37.00 40.00 50.00

B carp

SUMUP

Ticket

Dinein

Black Tea x 1
Honey

Cake x 1
Carrot Fresh x 1

Capuccino x 1

Tax

Chocolate Eclair Dessert x 1

€  Remaining 35.18

® Cash

W Cash -

17.59 CHARGE

e

Dine in

Black Tea x 1
Honey

Cake x 1
Carrot Fresh x 1

Capuccino x 1

Chocolate Eclair Dessert x 1

Tax

Total

€ Remaining 35.18

Cash

Sumup

i

Payments

2.9 How to Split Payment with Loyverse POS

In the payment window, tap ‘Split’.

Use '+’ or - buttons to set up the
number of partial payments.

By default, the entire amount will be

split evenly.

Select the payment type for each
payment.
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If you need, enter a custom amount for each partial payment and accept the payments by
tapping the ‘Charge’ button.

Ticket +2 €  Remaining 35.18

Dine in
2 I
Black Tea x 1 4.39 '
Honey Payments
Cake x 1 4.59
Carrot Fresh x 1 4.99 § cad i 2600 e
Capuccino x 1 5.30
Chocolate Eclair Dessert x 1 12.00 B Cash = 10.18
Tax 39

After charging, you can see that each payment has the word ‘Paid’ next to it.
Then tap ‘Done’ to finalize the transaction.

n Ticket 2 €  Remaining 0.00

Dine in
Black Tea x | 439 o 2 e
Honey Payments
Cake x 1 4,59
Carrot Fresh x | 499 -
L Paid +
Capuccino x 1 530
Chacolate Eclair Dessert x 1 12.00 B G { Paid +
Tax 391

ACEPTAR

You will also get separate receipts for each payment.
Tap the ‘New sale’ button to go to the sell screen.

Dine in
Black Tea x 1 4.39 35.18
Honey Total paid
Cake x 1 459
Carrot Fresh x 1 499
Capuccino x | 5.30
Chacolate Eclair Dessert x 1 12.00 Bt el S——
Tax o
Total 35.18
~" NEW SALE
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2.10 Open Tickets

‘Open tickets’ allow you to create, edit, and save an order, before completing a sale. This fea-
ture is usually used in cafes and restaurants, where the order and payment may be separate
over an extended period of time.

‘Open tickets’ helps you to work with few orders simultaneously, edit, and close them during
payment.

2.10.1 Settings

In the Back Office, go to the ‘Settings’ menu, Features section, and activate the mode ‘Open
tickets'. Do not forget to save your changes.

Settings

(23] Settings Features
System settings
ks
@ i -
Fealures Track cash that goes in and out of your drawer. Leam more
- Time clock e
= (i Track employess’ clack in/out fime and calculate thair tatal work hours. Learn morg
Payment trpes pen tickets
et B . o ®
Loy & Kichensrinters -
= Send arders 1o kichen printer or display. Leam more
Tases
[ Customer displays »
Display arder infarmatian 15 customers st the time of purchase. Lesm mare
’ Receipt
T Dining opticns -9
| ¢ apan tickets Mark crders ag dine in, takeout of for delivery. Learn more
g Lo stock natiications -
@ Kitchen printers Get daily email on itams that are low or cut of stack. Learn mors
Negative stock alerts =
Di ti
R ] i Wam cashiers atterpting ta sel mare inventory than avaisble in stack. Learn more
s Waight smbedded barcodas -
e L e e e i T T

Store & POS settings
Slores CAMCEL SAVE

POS devices

2.10.2 Open ticket creation

Once you have formed a ticket when selling through the mobile application, click on the ‘Save’
button.

= Allitems - Ticket =
Dine in fo
Capuccino x 1 5.30
Carrot Fresh x 1 499
Croissant x | 235
Tax 1.25
Total 1379
SAVE CHARGE

JUICES FRUITS SWEETS COFFEE & TEA
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In the opened window, you can edit the name of the ticket (it will be generated automatically with
reference to the current time) and add a comment to it. Click the ‘Save’ button to save the ticket.

- X Guardar ticket

Name

Recibo - 15:45

Comentario

If you have the predefined ticket functionality on, you have to select one from the predefined
ticket list. Afterward, the column with the ticket becomes clear, and you can work with other
clients.

2.10.3 Searching and editing

ton ‘Open tickets'.

In this menu, you will find the open tickets list,
which can be sorted by name, amount, last
modification time, and employees. If the ticket
list is long, use the search bar.

o :

o

o

To edit or close the ticket, find it in the list and
click on it. Edit or close the ticket, then click
‘Save’ or ‘Charge’.

If you need to edit the name of the ticket or the
comment attached to it, tap ‘Edit ticket’ in the
three-dot menu.

52 2.10 Open Tickets



2.10.4 Assigning and Removal

Employees whose ‘Manage all open tickets’ function is enabled can assign their tickets to
each other.

In the open ticket list, check the necessary tickets and tap the icon at the upper right-hand
corner of the screen.

X Open tickets
O m AMOUNT  TIME EMPLOYEE Q

My tickets

m
o

Ticket-11:39 AM

i Hiex 13.79
less than a minute ago
Ticket-11:41 AM
g 1 minute ago Alex 33.42
0O Ticket - 11:42 AM Alex s

less than a minute ago

Through search, choose the employee and click the ‘Assign’ button.

< Assign ticket to... ASSIGN
Search employee

Alice

Joh

Joe

John

Kleiner Hans|

Alex

©O O Q0 O 0 0 |»s

To remove the ticket, select it and click the trash can icon.

> Open tickets B 5 s
O m AMOUNT  TIME EMPLOYEE Q,
My tickets

Ticket - 11:39 AM

less than a minute ago

Alex 1379

Ticket-11:41 AM
O

1 minute ago

Alex 33.42

0O Ticket - 11:42 AM

less than a minute ago

Alex 78.41
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If you want to forbid your cashiers from deleting

e saved open tickets or deleting items from them, you
w  Cashier can restrict their access rights. To do this, go to the
- ‘Access rights’ menu in the Back Office and open
N [ - the ‘Cashier’ user group for editing. Deselect ‘Void
| = S— saved items in open tickets’ option.
2 Apply discounts with restricted access
Change taxes in a sale
Perform refunds
i+ Manage all apen tickets.
@ [  void saved items in apen tickets
View shift report
B Open cash drawer without making a sale
Reprint and rasend receipts
Manage items
Change settings

Don't forget to save changes.

2.11 How to Merge Open Tickets with Loyverse POS

Merging tickets allow the cashier to combine items into one ticket. Please make sure that the
open ticket option is activated in the Back Office.

2.11.1 Merging tickets in the open tickets list.

Go to open tickets list from the sale screen by clicking ‘Open tickets'.

Salac

4
. \

Dadiah

CTENOT VT "W s
OPEN TICKETS CHARGE
DRINKS LUNCHES DESSERTS FRUITS PIZZA -

Mark the checkbox of the tickets you would like to merge, and then select the ‘Merge’ icon at
the top right-hand corner.

¥ Open tickets
ULV AMOUNT  TIME  EMPLOVEE
My tickets

Ticket 1

Alex
| minute ago

Ticket 2
less than a minute ago

Ticket 3

less than a minute ago S

o) [z \[¢]
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Select a name for the merged ticket and tap the ‘Merge’ button to save.

Ticket 1

Ticket 2

Ticket 3

2.11.2 Merging tickets in the sale screen

e 8 eesa | You can merge open ticket directly

Ll from the sale screen.

e v Tap the ‘Merge ticket’ button by tap-
ping the three dots.

R T Opencash drawer

Total & sync

In the open window, you can edit the
name and comment on the ticket. Tap

% New ticket ‘Save’ to go to the next step.

Name

Ticket 3

Comment

e i Select the ticket(s) you would like
O I e [ oo 9 to merge your ticket with, and press
‘Continue’ at the top right-hand corner.

o Alex 83.60

(m] Ililt‘e 2326
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Select a name for the merged ticket and tap ‘Merge’ to save.

< Merge to... MERGE
®  Ticket3

O Ticket1

Now you can find your new ticket in the open ticket list.

« All modifiers, comments, discounts, and taxes applied to separate items will move
to the merged ticket together with their items.

+  ‘Percentage’ and ‘Amount’ discounts applied to whole tickets will be applied to the
merged ticket.

IME  EMPLOYEE Q

Alex 31.40

Alex 13.80

If you have the predefined tickets option on, instead of ‘merge ticket’, it will say ‘Move ticket'.
In the same way as merging, you can move your ticket to the other one.

Ticket B Clearticket
Gidaiii & Printbil

Va Edit ticket
Chicken Ca

- Assign ticket
Capuccino

5" Split ticket
Carrot Fres

Move ticket

Tax
‘b Open cash drawer

rot Fresh
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2.12 How to Split an Open Ticket with Loyverse POS

Splitting a ticket allows the cashier to separate its items into multiple new tickets. First,
please be sure that the open ticket option is activated in the Back Office.

Once you have an open ticket when selling on the mobile application, click on the ‘Split ticket’
button by the three dots (:)

Ticket a2 IEI

Cakex 1 459
Classic Cobb Salad x 1 759
Carrot Fresh x 1 8.00
Green Apple x 1 359

Lattex 1 279
Tax 398

3 Total 30.54

DRINKS LUNCHES DESSERTS FRUITS PIZZA =

Ticket (] Clear ticket
&  Printbil
Cake x 1

rd Edit ticket
Classic Col

42 Assign ticket
Carrot Fres

N Split ticket

Green Appl

Move ticket
Latte x 1

B3 Open cash drawer

Tax 3 Sync

Total 30.54

& Saveticket

Comment
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& Split ticket

Table 1 ® Table1-1

<]

Cake 459 |

Classic Cobb Salad 759

OO0 O|aela

Carrot Fresh 800 |

Green Apple 359
Latte 279
Fruit Salad 849

Tax 526

Total 403

€ Split ticket

Table 1 ® i Table1-1

(m ] Classic Cobb Salad 759 O cake 459
[  GreenApple 359 [] CamotFresh 800
0O ate
[2s]

Fruit Salad 849

DRINKS LUNCHES DESSERTS FRUITS PIzZA

Now you’ll see the ‘Split ticket’ screen
with the original ticket on the left side
and the new ticket on the right. Tap
to select the items that you want to
move and click the button ‘Move here’
on the new ticket.

Tap the ‘@’ to add a new additional
ticket, if needed. Newly split tickets
are ordered numerically (1, 2, 3, etc.).
You can create up to 20 tickets. Add
items to each new ticket, then press
the ‘Save’ button to save your tick-
ets. Tickets without items will not be
saved.

Now you can work with your split
open tickets as usual. You can find
new open tickets by clicking the
‘Open tickets’ button on the sale
screen.

All modifiers, comments, discounts, and taxes applied to each individual items will

move to another ticket, together with their items.

‘Percentage’ discounts applied to the whole original ticket will be applied to all new
tickets. You can move the ‘Amount’ discounts applied to the whole original ticket to

any ticket, in the same way you move items.

€ Split ticket

58

Table 1 ® i Table1- »  Eivvicket

[0 classic Cobb Salad 7.59 (m] C.
[0  GreenApple 359 O  Carrot Fresh 800
0O latte 279 Tax 1.89
O Fuitsalsd 849 Total 443

If you have a printer connected, at the
‘Split ticket’ screen, you can print a bill
for each ticket or bills for all tickets.
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2.13 Open Tickets Synchronization

The ‘Open tickets’ option should be activated in your Back Office (see Open Tickets setup).

Add items to the ticket. Tap the ‘Save’ button to save the open ticket.

= Allitems ~ LB Ticket L

HUME  Chemy cake x 1 1450

Classic Cobb Salad x 1 7.59

¥ 3 W
: - 7 e ]
i s ] WX
Chocalate sic
Caes sausage Cobb Sala
JUICES FRUITS SWEETS COFFEE& TEA DRINKS | D

) Give your ticket a name or chose a pre-
e defined name. And tap ‘Save'.

MName
Ticket - 3:30 PM

Comment

The list of open tickets can be seen on any POS device in the same shop and can be changed
or closed.

Open the saved ticket on another device.

= .
= Ticket [0] - X Open tickets

| IF Q
My tickets
All it >
SRy o Q 0 Ticket - 3:30 PM 23.04
Just now, Alex
@ reole 1.29
4 Apple Juice 2.29

&’ Banana 219
e Banana cake 14.50
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If necessary, you can add other items to the  Click on ‘Charge’ to complete the sale.
ticket.

n €  Ticket-3:30PM [1] +&

Cherry cake x 1 14.50
CHARGE
39.57
Classic Cobb Salad x 1 7.59
= oA Banana x 1 2.19
All items ~  amp Q
Berry cake x 1 12.50
@ oo 1.29
Ti 279
4 Apple Juice 2.29 o
&' Banana 2.19 Total 39.57
a Banana cake 14.50
@ Beef and Chicken Satay 12.03
E Beer glass 6.00
CHARGE
e Berry cake 12.50 el

2.14 How to Use Predefined
Open Tickets to Name Tables

This feature allows you to quickly assign names to open tickets. For example, Table 1, Table 2, etc.
Please be sure that the Open tickets option is activated in the Back Office.
2.14.1 Configuration

Login to the Back Office, click on the ‘Open tickets’ button in the Settings menu. Switch on the
‘Use predefined tickets’ slider.

Settings i ore
e m--?-?m Open tickets :m«m

Features.

Biling & subscriptions

CANCEL  SAVE

Payment types
-
-
Receipt
Kichen printers

@ Stores
Store RPOS sattings

© # » » B ¥ ¢ £ @
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You can create a new open ticket by clicking on the ‘Add predefined ticket’ button and name
it, for example, Table 1, Table 2, etc.

1 ——

Open tickets Store

Coffee shop v
Use predefined tickets ‘
This feature allows you to guickly assign names to open tickets. For example, Table 1, Table
2, etec.
= Table1 'l
= Table2 ]
= Table3 [
= Tabld [ ]
(¥) ADD PREDEFINED TICKET

CANCEL SAVE

Don't forget to save changes.

If you have multiple stores, you can make a separate set of tickets for each one. To do this,
choose the store from the drop-down list.

Open tickets Store
Coffee shop v
Use predefined tickets .
I|| feature allows you to quickly assign nar open tickets. For example, Table 1, Table
= Table1 []

2.14.2 Creating Open Tickets

During sales, in the Loyverse POS app, when your ticket is formed, click on the ‘Save’ button.

. i =

Lattex 1 279
Cake with strawberry x | 14.00
Strawberry dessert x | 850
Tax 349
Total 28.78

i
DRINKS LUNCHES DESSERTS FRUITS PIZZA n D
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On the next screen, you will see the list of predefined ticket names. If you choose one, the
ticket will be saved with the chosen name. The list does not show already occupied pre-
defined tickets.

X Save ticket

Q  Semc

CUSTOM TICKET

Table 1

Table 2

Table 3

Table 4

Table 5

You can also choose ‘Custom ticket’ instead of predefined one; just fill in its Name and Com-
ment fields and tap ‘Save'.

:

Name

Ticket - 4:16 PM

Save ticket

Comment

2.14.3 Editing Open Tickets

You can edit, split, or move saved predefined open tickets.

Click on the button ‘Open tickets’ to access the list of active open tickets.

Four Cheese

Diseount 10%

Pizza
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Open tickets

0 [ oo

TIME  EMPLOYEE

Table 1

O lecethana minute ag

O Tan\‘cz Ales
ess than a minute

T
m] able 3

255 than a minute ago

Tap the ticket from the list to edit.

33.06

16.42

Table 1 B Voidticket

Print bill
Chocolate

Ve Edit ticket

In the three-dot menu, you can choose edit,
split, or move ticket.

Fruit Salad
42 Assign ticket
Chocolate
N Split ticket
Tax
Move ticket
Total 'h Open cash drawer
0 Sync
X Edit ticket SAVE
ible
Comment

CONVERT TO CUSTOM TICKET

By editing, you can add or change
the comment to the ticket or convert
it to a custom one.

Splitting predefined tickets works the same as regular open tickets (How to Split an Open

Ticket with Loyverse POS).

But instead of merging ticket (How to Merge Open Tickets with Loyverse POS), predefined
tickets has the ‘Move ticket’ option. You can move your ticket to other predefined or a cus-

tom one. Choose your destination ticket and tap ‘Move'.

X Moveto..

TIME  EMPLOYEE

O Table 2 Alex
| mintite ago

O Tak‘uf\‘l

O Table 4

Q Table 5

2.14 How to Use Predefined Open Tickets to Name Tables

63



2.15 How to Print Bill

The bill printing option works when the ‘Open tickets’ function is activated in the Features
section of Settings in the Back Office. Also, make sure the receipt printer is paired with your
Loyverse POS (How to Set Up Ethernet Printer in Loyverse POS).

While selling on the mobile application,
once you have formed a ticket, in the top
right corner, press the three dots and
select the ‘Print bill’ button from the drop-
down menu.

- I
g 5 s
o
g8
I
o B

On’ﬂ-’a\.
F g

The system will allow you to edit the
name of the ticket and add a comment.
The bill will be printed after you tap the
LS . ‘Save’ button.

X Save ticket

If you have the predefined ticket functionality on, you have to select one from the predefined
ticket list. After this, the ticket will be saved with the chosen name, and the bill will be printed.

X Save ticket

Gottea ahop There are some differences between the look of the bill
21 Avenue, Brooklyn, New York, NY, United States .
We Love Gafiee! and the receipt:
BILL
Orer: ket 5309 PM + The Bill has the title BILL at the top, while the receipt
Pos: pos o7 does not have it
et o o « The bill does not have a number, which is on the bot-
Fruk Sed 849 tom of the receipt
Fancy Gake 469 + The bill has the "Amount due" line as a summarizing
1x4.869 . . . n n
pR— g amount of items, while the receipt has "Total
e - +  The bill does not have the type of payment line as the
1/19/2021 16:46 re(:elp‘t
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2.16 How to Set Up and Apply the Modifiers

The modifier is a set of options that can be applied to the items. They help to sell the same
item with different options, such as fillings or toppings. With proper application, modifiers will
simplify and accelerate the sales process, as well as provide information about which options
are most often selected by clients.

2.16.1 Creation and set-up of modifier

In the Back Office at ‘tems’ menu, click on ‘Modifiers’.

e < [5) 25 Apr2021 - 24 May 202
ll-ll Gross sales
o Item list
Categories
-‘@ | Modifiers |
E Discounts
= Modifiers To create a modifier, click ‘+ Add
o modifier’ button.
ik
. E
@
"
(2] Item modifiers
- Create sets of options that can be applied to items.
» =]
o

In the ‘Create modifier’ form, enter the modifier

e name. Then fill in the ‘Option name’ and ‘Price’
" fields. During a sale, the price of the applied option
‘ N will be added to the item’s price. To create more
. options, click ‘Add option’.
- Fillers
n g e s Don't forget to save your modifier.
»
= g o ]
o
® = yanis 040 [
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Now you have to assign modifiers to each item.
In the Back Office, go to the ‘Item list’ and open the necessary item to edit. Find the Modifiers
section. Activate those modifiers which you want to apply to this item when selling.

Modifiers

Addon

Available in all stores »
Coffee addons »
Available in all stores

Fillers .

Available in all stores

Click ‘Save'.
2.16.2 Sales and reports

When selling from your mobile application, select the item with the modifier. A dialog box will
open. Choose the modifier you want to add to the item and tap ‘Save'.

% Black Tea 2.39

Vanilla 0.40 Muscat 0.50

An item with the selected options will appear on the ticket.

- . .
! - RN | ciock Toa 1 289
e )

Then continue all the same steps as in usual checkout process. Taxes and discounts on the
goods are already calculated taking into account the modifiers added to them.
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Sales by modifier

Modifiers do not have ‘Track
stock’ option, but you can
check the consumption of
modifiers in the Report sec-

. ‘ tion. Reports about modifiers
e ‘ can be found in the Back Of-

‘ fice at the ‘Reports’ menu and
‘Sales by modifier’ section.

You can change the order of modifiers

@
£
]

]
o
=
H
@
3
§
=
&
b
3
3

g
i
8

o » &2 B ¥ & F @

o at the sale screen by clicking and drag-
+ARA odas las tiendas = . . . o
" : J ging the four line pictogram in the Back
& O Modificador Ofﬁce'
» O @ S =
85 0@ e =
w} T =
5 ®

I You can change the order of modifiers only when All stores are selected. \

2.17 How to Issue a Refund on Loyverse POS

To issue a refund on the Loyverse POS app, go to the receipts list by tapping the ‘Receipts’
button in the POS menu.

Blank ticket

@ 8B F @i O|Dm|&

2.17 How to Issue a Refund on Loyverse POS 67



=  Receipts

Qe

Saturday, 30 De

L i?&w #1-1008 |
@ #1-1007
= N:os.m #1-1006
L f\"sl.'.u #1-1005
Friday, 29 December 2017

@ #om
m 42 —

#1-1008

Cashier Owner
Green Tea
11250
Peanuts

1x260

Blueberry Cake
1x310

Total
Cash

8.20

2/30/17,11:33 AM

REFUND

310

820
10.00

#1-1008

Receipt #1-1008

Tap items to refund

Blueberry Cake x 1 310
Green Tea x 1 250
Peanuts x 1 260
Total 8.20

& Refund

Refund receipt

Tap items to put back

Receipt #1-1008 Refund receipt
Tap items ta refund Tap items to put back
Blueberry Cake x 1 310 Peanuts x| 260
Green Tea x | 250 Total 260
Peanuts x 1 260
Refund x 1
Total 8.20 +
— Receipts #1-1009 REFUND
260 Refund #1-1008
Total
m 260 #1-1009
1136 AM Refund Cashier. Owner
2 Peanuts 260
® 312;'3,\ 11008 Pean
Total 2.60
= EI\GP.-:M A cash 260
g J— 12/30/17,11:36 AM -1
© 0
m 645 #1-1006
1119 AM
Friday, 29 December 2017
5.49 #1004
B ssem Refund
420 #11003

From the list of receipts, choose the
one that needs to be refunded.
Then tap the ‘Refund’ button.

Tap the item to be refunded from the
receipt on the left side, and it will ap-
pear on the ‘Refund receipt’ on the
right.

Then tap the ‘Refund’ button at the
bottom.

In the receipt list, the refunded receipts
will be marked in red text.

You can issue a refund only when the device is connected to the Internet.
The stock of the refunded items will be increased by the quantity that has been refunded.
You can process a refund of the receipts issued on other POS from the same store.
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2.18 Shift Management in Loyverse POS

In order to use the ‘Shifts’ feature, log in to your Back Office and go to the Settings.

Switch on ‘Shifts’ option in the Features section. Click the ‘Save’ button.

Settings Features
- System settin g5
Snfie
I G I | e . B ®
Time clock
il ST
. e (1)t employees’ clock injout time snd calculate their total work hours. Leam more
Fayment iypes Open ticket -
= B Allow 10 save and edit orders before completing a payment. Learn more
Loyahty & rehen printers »
- Send orders to kitchen printer or display. Leam mose
an
Taxes
[ Customer displays »
» Display order information 1o customers af the time of purchase. Leam mare
Feceipt
Dining options e
E Open tickats TT ik inders o dine b taksout o or deliwery. Leam mare
Law stack notifications.
ar Dining options = Gt daily email on fems that are low or out of stock. Leam more i
Negative stock alerts
Stores By o conbier e 1o se o Invertory than avalale it stk Lean more —
Store & POS seltings
I Weiht embedded barcoges »

Stores Allow 10 5can barcodes with embedded weight. Leam more

POS devices —

On the Loyverse POS app, go to the ‘Shift’ menu.

2 Alex
POS 03
[—

Specify the cash amount at the beginning of the shift and tap the ‘Open shift’ button.

| 3 [

Specify cash amount at the beginning of shift

100.00

(=l Noolll Na i WS
O
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For cash management during the shift, go to the ‘Shift’ menu and tap the ‘Cash management

button.

=  shift

CASH MANAGEMENT

CLOSE SHIFT

Shift beginning
Starting cash
Cash payments
Refunds in cash
Paid in

Paid out

amount of cash

9/5/18 11:34 AM

100.00

9429

0.00

0.00

0.00

194.29

’

Let's say we want to pay in one dollar into the cash drawer and later pay out two dollars.

Enter the amount and tap the ‘Pay In’ button if you put money into the cashier without a pur-

chase.

< Cash management

A

Amount
| 1.00 |

Comment

PAY IN

PAY OUT

Tap the ‘Pay Out’ button if you want to take money out from the cashier.

< Cash management

Amaunt
2,00

Comment

PAY IN

Pay in/Pay out

11:36 AM  Alex

PAY OUT

1.00

All of the cash management histories will be recorded from the ‘Pay in’ and ‘Pay Out’ buttons.

<  Cash management

70

Amount

Comment

PAY IN

PAY OUT

Pay in/Pay out

11:37 AM - Alex

11:36 AM - Alex

-2.00
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At the end of the day when you close the shift, go to the ‘Shift’ menu and tap the ‘Close shift’
button.

CASH MANAGEMENT CLOSE SHIFT
Shift beginning 9/5/18 11:34 AM
Starting cash 100.00
Cash payments 9429
Refunds in cash 0.00
Paid in 1.00
Paid out 2.00

You can see a closed shift form. ‘Expected amount of cash’ is calculated from sales, refunds,
and cash paid in/out during the shift. If you enter your ‘Actual cash amount’, you can see the
difference between them. Tap ‘Close shift’ to finish the shift.

X Close shift

Expected cash amount 217.00
Actual cash amount 217.00

Difference 0.00

™\
Print report

CLOSE SHIFT

If you want to hide the ‘Expected cash amount’ from your cashiers, you can restrict their
access rights. To do this, go to the ‘Access rights’ menu in the Back Office and open the
‘Cashier’ user group for editing. Deselect the ‘View shift report’ option.

Roie

Cashier

ik
“e . .
.!‘ o

View all receipts

O O

Apply discounts with restricted access

<]

Change taxes in a sale
Carry out purchasing returns
Manage all open tickets

Void saved tems in open tickets

View shift report

Open cash drawer without making a sale

Edit items

O OO|ojg oo

Change settings

Don't forget to save changes.
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After that, when your cashiers are closing the shift, they can only see the field to enter the
‘Actual cash amount’

*  Close shift

Actual cash amount Enter amount

Print report C

Shift reports you can find in the Reports menu of the

Back office.

e < = 1Jan2021-1 Jun 2022
luls Sales summary
Sales by item

Sales by category

\:F- Sales by employee

Sales by payment type
2 Receipts
.e Sales by modifier
-
Discounts
* Taxes
¢ | Shifts |

Each shift has a row with the name of the POS, Opening and Closing time, Expected cash
amount, Actual cash amount, and the difference between Expected and Actual cash amount.

e < 5 1 .Jan 2021 - 20 Jun 2022 » | Al stores -
l'l'l" EXPORT -
Expected Actua
ﬂ FOS Dpening time Closing time cash cash Difference
amount amount
ﬁ PO51 27 May 2072, 10:59 27 May 2022, 11:00 $700.00 512.34 -5687.66 A
E POS1 27 May 2022, 10:57 27 May 2022, 10:59 511434 334.44 57900
s
- & R
POS1 5 May 2022, 15:40 27 May 2022, 10:57 55.00 512345 511845 4
* POS1 10 Dec 2021, 16:28 5 May 2022, 15:40 $41282 541282 "
a POg 20 Jan 2022 19197 20 Jap 2023 1918 £13.56 13,00 4056 4
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By clicking on the shift row you see the detailed information about the specific shift.

e < B 1 .Jan 2021 - 20 Jun 2022 > B Al stores - SHIFT REPORT
EXPORT ~ shift numiber: 4
ﬁ E:  Store: Coffee Shop
FOS Opening time Closing time
POS: POS1
Ve, Shift opened: Alice 27 May 7022, 10:57
. POS1 27 May 2022, 10:59 27 May 2022, 1100 3
Shift closed: Alice 27 May 2022, 10:59
2=} .
POS1 27 May 2022, 10:57 27 May 2022, 10:59 $  Cash drawer
- Starting cash 5100.00
-—
POS 1 5 May 2022, 15:40 27 May 2022, 10:57 Cash payments 41764
‘_ Cash refunds §0.00
POS1 10 Dec 2021, 16228 5 May 2022, 15:40 $ Paidin $1.23
o Paid out 54.53
POS 20 Jan 2022,19:17 20 Jan 2022,19:18
Expected cash amount 11434
@ Actual cash amount 43444
PO3 14 Dec 2021,17:05 20 Jan 2022,19:16 3
Difference -579.90
FOS & 15 Jan 2022, 16:42 15 Jan 2022, 16:45 $  Sales summary
Gross sales $14.70
POS 6 15 Jan 2022, 16:41 15 Jan 2072, 16:41 Refunds s0.00

You can export a basic Shift summary report or Pay ins and payouts report to see the cash
management history.

®E

8 < B 1 .Jan 2021 - 20 Jun 2022 » M All stores -

ks

Shilts summary

-] i
Pay ins and payouts Opening time

POS 1 27 May 2022, 10:59

POS1 27 May 2022, 10:57
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2.19 Dining Options

Dining options allow you to note whether customers are dining in, taking their order out, or
requesting delivery.

2.19.1 Configuration of Dining Options

Login to the Back office, navigate to the Settings menu, Features section, and switch the
‘Dining options’ slider on.

) Settings Features
System seflings
ks
Q o -
Features. Track cash that goos in and out of your drawer. Leam more
© . Time clock
= o (o] clock inout i total wark hours. Laarm more »
Payment ypes B Cpemtcke -
Allow o save and edit orders before completing a payment. Leam more
B
Loyelty & printers -
v Send orders 1o kitchen printer or display, Leam more
- Taxes
Gustomer displays
D3 siay orgr formation to customers st th trme of purchase, Leam mors -
& Receipt
o
" °
@ Opan tcket
= LLow stock natifications. »
LS Gt daily il on items tht are low or outof stock. Leam more
g ot g Pete sock lerts »
d ttempting to sel Loarm more
@ Stores 8 Weloht embedded barcodes »
Store & POS seftings " Allow to scan barcodes with smbadded weight Leam more
- —
POS devices:

Don't forget to save changes.
After that in the Settings menu ‘Dining option’ section appears. There are default presets for
three of the most common types of options: ‘Dine in’, ‘Takeout’ and ‘Delivery’.

e G Settings peE
" VSte ngs © P
Faan
- Coffee shop
5 . vl
"
o Default dining opt =
=]
e raon =
Deerery =

Kitehen prnters

e &4 ¥ Uk

ining opti
Q Stores

You can edit these options by clicking on them or create new by clicking on ‘Add dining
option’ button.

= Create dining option

(S
: 11
-]
" Nam

Catering
= Stores  Available in all stores “

CANCEL m ,

) Don't forget to save changes.
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Click and drag four line pictogram to change an order of the options. The first option will be
used by default.

Name Avallable

Dinein Default dining option =

Takeout =
Catering %

If you have multiple stores, you can manage the dining options for each store.

 ADDDINING CPTION. s 4
The Coffee
Name Available
Dinein Defau dinng option =
Takeout =
Delivery =
The Coffee 2
Name Available
Dinein Default dinng option =
Takeout =
Deiivery =

2.19.2 Using Dining Options during Sale

During sales at the ticket, you can see dining options line with the default option.

Ticket a

Dine in - |

Cookies x 1 5.69

Croissant x 1 225

Total 7.94

2.19 Dining Options



) . . If you tap on this line, you can see
Ticket - i . ..
the drop-down menu with all dining
TR b Dine in . options. Choose needed one.
Takeout 5.60
Beef apd .
hicken Saf .. i 225
Delivery
7.94
Capuccing Carrot Fresh
Dining options will be shown on the printed Dining option will be shown in the e-receipt,
receipt. sent to customers email.
The Coffee
21 Avenue, Brooklyn, New York, NY, United /1
States m
Cashier: Alex Coffe
POS: POST7
______________________
Cookies 5.69 TOTAL
1x5.69 ? 94
Croissant 2.25 )
1x225 o .lnsr_.ﬁ.’l-‘-a o
TOTAL 7.94
Sales Tax 15% 1.04
Cald ?9‘ QID in
10/25/17,10:18 AM #8-1094 Cookies 5.68
Croissant 2.25
As well as at the bill if you print one. s e
Sales Tax 15% 1.04
Cash 7.94

You can see dining option line in the receipts information at the Back Office or
Loyverese POS app.

e

9 < [ 11Jan 20219 Feb 2021 @ Allday = m Al stores - 2 Al employ
ks
All rezeipts Sales 1 4 00
- @ 13 @ 12 .
Cashier Lowis
Ay POS: FOS D1
="] )
§ Cake with strawherry 14.00

Receipt na. Date Stare Employes Custe 1 n 1400

81510 21 Jan 20211617 Coffee shop Louis - Total 14.00
2 Card 14.00

81609 21.Jan 2021 1611 Coffesshop  Lowis - S s

111428 21 Jan 2021 1040 Coffes shop Lowis -
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Also, dining option information will appear at the receipts information on CDS and at the tick-
ets when using kitchen printers and KDS.

I W

Delivery

1 x BBQ burguer XXL 1 x Hot noodles 1 x Small Pizza
1 x Ceasar salad 1 x Rice Noodles with 1 x BBQ burguer XXL
chicken

1 x Small Pizza
1 x Udon doble
Salmon

2.20 Negative Stock Alerts

Negative stock alerts inform the cashier about an insufficient stock of the item when he/she
tries to sell more than what is available. It protects you against a negative stock in

your inventory.

Please be sure that the ‘Track stock’ option is activated for those items which you want to
receive alerts for.

In order to use this feature, log in to your Back Office and go to the Settings.

£
g
3
3

Switch on ‘Negative stock

e . ) .
o O, Features alerts’ in the Features section.
. | o | : -
- T e @ Click the ‘Save’ button.
o ayment types. . N ]
. Loyalty '
» - i -
Ll - :
s ° |
[ R e R .
Stores. CANBEL
EECDNEY - - with s feature enabled. the
T TN - system will show an alert about
== insufficient stock when the

A Dutof stock

quantity of an item in the ticket is
more than the current quantity in
«»  gtock. Also, the system will show
- s  you the quantity that is available
for sale if the stock of this item is
more than 0.

Alerts work for composite items
as well.

Cake with strawbemy x 2 28.00
A Only 1 in stock

CHARGE

JUICES FRUITS SWEETS COFFEE& TEA DRINKS HH
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X Cake with strawberry 28.00
Only 1 in stock

Quantity

SAVE

Sales Tax, 12.5% o

Negative inventory alert
Some items have insufficient quantities
or are out of stock. Are you sure you
want to continue?

Cancel Continue

The warning is also displayed
in the editing dialog of the item
added to the ticket.

Cashiers can reduce the quantity of an item in
the ticket and tap the Save button if the stock of
the item is more than 0.

When a cashier taps the Charge button, the
system will show a notification one more time.

The cashier can still proceed to sell an item by
tapping ‘Continue’.

Warnings are displayed only when there is Internet access and are not displayed in
offline mode.

2.21 Receipts List in the POS

EE # i o|m| &

Monday, 19 March 2018

20,00 #41002
11:40 AM Unsynced

]

B
=N
5
2
g

Total

545 #4-1000
Cash

11:39 AM

@

3/19/18, 11
416 #1-1032
11:34 AM

Cashier. Owner

T-shirt (L / Yellow)
1x20.00

AM

20.00

Total

Unsynced

20.00
20,00

You can go to the receipts list by
tapping the ‘Receipts’ button in
the POS menu.

The receipts from all POS of the
same store will be displayed in
the list. If you want to refresh the
receipts list, just swipe it down.
Non-synchronized receipts (that
are made during the time when
there was no Internet connection)
will say ‘Unsynced'.

If the employee has been disabled the option ‘View all receipts’ (access rights in the Back
office), he/she can view only the last 5 receipts.
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Tap on the receipt in the list to see its details.

=  Receipts #2-1008 REFUND  §

Q. Enter receipt number

Wednesday, 24 January 2018 .I '29
Total
flo 1.29 #2-1008 .
1/24/18, 122 PM Cashier. Qwner
s " #2-1007 Apple 129
1/24/18,1:16 PM 12129
Total 1.29
56.59 #2-1006
&=
B\ 2ane 5P Refund Cash 129

1/24/18,1:22 PM #2-1008
Tuesday, 16 January 2018 !

5650 #2105
®
& 1716/18 214 PM

878 #2004
=
L 1/16/18 228 PM

To make a refund, tap the ‘Refund’ button.

= Receipts #2-1008 REFUND

Q  Enter receipt number

Wednesday, 24 January 2018 1.29
Total
129 #2-1008
1/24/18,1:22 PM Cashier. Owner
— 7 #9007 Apple 129

There are additional actions you can do with the selected receipt under the three dots menu
(:) at the upper right-hand corner: ‘Print receipt’ (if you have connected the receipt printer)
and ‘Send receipt’ by email.

=  Receipts #2-1008 & Print receipt

Send receipt

Q_  Enter receipt number

Wednesday, 24 January 2018 1.29
Total
1.29 #2-1008
= 1/24/18,1:22 PM Cashier. Owner
5 17 #2:1007 Apple 129
1/24/18,1:16 PM I
= 5659 #21006 ;""’h' :'g
1/24/18,1:15 PM Aefund 58
1/24/18,1:22 PM #2-1008

Tuesday, 16 January 2018

If you choose to ‘Send receipt’, you have to enter the email of the recipient in the pop-up form
and tap ‘Send'.

¥ Email receipt

The system does not allow you to make a refund in the absence of Internet connection.
The “Refund” button will be inactive.

If you email a receipt when the device is offline, it will be sent after the restoration of the
Internet connection.

There will be no search field when you are in offline mode.
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2.22 Offline Use of Loyverse POS

The Loyverse POS app works offline. Your device can continue to make sales and work with
shifts even when it's not connected to the Internet. However, not all functions are supported
offline; such as refunds, new customer registration, adding items, and few other restrictions.

When you make sales in offline mode, all of your receipts are stored locally in the device
memory. If you go to the Receipt section you will see the receipts list. The receipts that were
made in offline mode are marked as “Unsynced.”

Receipts
ia int
Unsynced
Monday, 19 March 2018 20u00
Total
20.00 #4-1002
o 11:40 AM Unsynced Cashier. Owner
m 21.29 #4-1007 T-shirt (L / Yellow) 2000
e 11:40 AM un;:r-:ud 1 x 20.00
Total 20.00
545 #4-1000
< 11:39 AM Cash 20,00
19/1 ) AM 4-1€
@ 48 #11032 :
17:34 AM
Sunday. 18 March 2018
21.29 #1-1031
= %:39 PM

+ If you sign out while your device has been disconnected from the Internet, you will
lose your receipts made in the offline mode. Therefore, before logging out from
Loyverse POS, make sure that all of your receipts have been transferred to the Back
Office.

+ You will not see all the offline sales in the Back Office. After the device restores
connection to the Internet, receipts will be automatically synced with Loyverse
Back Office.

You can also tap the sync button in the three dots menu to sync data with the Back Office
manually. If you do this in offline mode, you will get ‘No internet connection’ message.

Clear ticket

[ |

Ticket
Dinein 4 Edit ticket

-2 Assign ticket

e Split ticket

Beef and Chicken
Satay

n Move ticket

&) Sync
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Refund button is not active in the offline mode, so you cannot perform refunds.

#8-1574 REFUND i

58.03

Total

pad Cashier, Alex
POS: POS 07

bed Dine in

72 Chocolate truffle dessert 8.50

You cannot register new customers or edit the existing customers, but you can add to the
ticket recently registered customers.

The open tickets work in offline mode but without synchronization with other devices.
Email receipts are sent to customers only after the connection to the Internet is restored.

Other restrictions of the offline work

If you have connected integrated card processing terminals they will not work offline.
Items stock will not be displayed, as well as negative stock alerts; even if this option is
enabled in the Back Office.
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3. ltems

3.1 Working with the Items List in the POS

Go to the ‘ltems’ section of the menu.

You will see the items list with the cur-

- ® = | rent amount of stock under each item

. Ly = | name. ltems whose ‘Track stock’ option is
& o = | switched off will be displayed with the dash
P = | symbol .
® . «» | To change the quantity in stock, tap on the
o - | desired item from the list.
Ml Sofes 200l "

_ If you choose an item whose stock is not

tracked, switch on the ‘Track stock’ option
Cake in the Inventory section. Type the number in
the ‘In stock’ field.

roues oo
Inventcey
Tock stck O You can also change or enter the number

into the ‘Cost’ field.

18

If the option ‘Track stock’ is on for the item and you have active Advanced inventory

management subscription, the Cost field will not be active but calculated automatically
as the Average cost.
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For items with variants, you can specify the stock and cost for each variant. In the item list,

the sum of in-stock numbers of all variants will be displayed.

In the absence of an Internet connection (offline mode), the stock will not be displayed in the

items list.

84

Items

Allitems ~

E Apple Juice

@ Banana
‘ Blueberry Cake

" Cheesecake

. Coffee 200m|

P Croissant

229

220

310

459

7.00

569
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3.2 How to Add Barcodes to ltems

Loyverse POS (Android, iOS) works with barcodes supported by your barcode scanner.

3.2.1 How to add item barcode in the Back Office

Go to the ‘Item list’ menu. Find your item and open it.

< B 4May 2021 -2 Jun 2021 >

| item list |

Categories
Modifiers

e A

Find a barcode on your item and enter it into the Barcode field.

Name
Category

ik Banana Fruits -
L

soldby () Each (@) weight/Volume
®

Price Cost

219 088
B Leave the field blank to indicate the price upon sale
) SKU B de
- 10018 10544566251018
»

You can avoid manual entry by connecting a barcode scanner to your PC or tablet and simply
scanning in the barcodes. Click the Barcode field and then scan the code from the item.

Before scanning the barcode by scanner, make sure to activate the Barcode field by
clicking on it.

You can also add barcodes by using the file import feature. Enter the barcodes into the
Barcode column, save the file, and proceed to import.

D] E | F I G | H | 1
Cost_|Price Available for sale Sold by weight | Barcode [3KU of included item | Quantity of i
144 2209V N 10544566251001
0.88 210Y N 10544566251018.
i.gj 239 N 10544566251014
158 459Y N ) 10544566251019
102 169 N 7622210286772
0.8 489Y N 10544566251002
53 B49Y N
412 759Y N
0.25 199Y N 8595013621615
8 569Y N 10544566251021
0.76 479Y N ¥ 10544566251011 8
2 469Y N 10544566251020
0.25 199Y N
22 499Y N
3.72 849Y N 10544566251005
05 359Y N 10544566251016
n 230y N
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3.2.2 How to add item barcode in the Back Office

Tap the main menu (=) button in the top left
corner, then tap Iltems.

Open the item you want the barcode added to, and key in or scan the barcode into the
Barcode field.

€ Create item SAVE

Coca Cola

No category
Sold by (® Each O weight

199 025

- "
10010 8595013621615 i

3.3 How to Use Variants of ltems

The functionality of Variants allows you to condense the list of Items, simplifying their
creation and management. This is a convenient tool to use if some products come in multiple
versions, like different sizes or colors.

3.3.1 Creation and set-up of Variants

Go to the ‘Item list’ menu in the Back Office.

= Sales summary

e 3 B) 13 Apr2021-12 May 2021 > © Allday ~ M All stores - 2 Allemployees ~
lals Gross sales Refunds Discounts
A7Nn NR 0.00 3.99
& Item list 0.00 (0%) +3.99 (+100%)
Categories
m Modifiers
[2=] Discounts
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Open an already existing item

a for editing or create a new
" ‘_i_ hirt . item. In the ‘Variants’ section,
shil o careee T click on the ‘Add variants’
“ button.
‘ Description
=
Soldby (@) Each  (C) Weighi/Volume
- o0 1000
o TI!:HJ& Barcode
®
Inventory
Composite item (O
Track stock »
Variants
Use variants if an item has aifferent sizes, colors or other options
F— Fill in the option name on the
left field and the variants for
s = this option on the right field.
Press <Enter> button on your
® Do oPTION keyboard after each variant

name to finalize the entry.

CANCEL

If necessary, create another option by clicking on the ‘Add option’ button. You can create
up to 3 different options for each item. Don't forget to save your variants.

Create options

Option name

SX MX LX XLX XXLX

Size [ ]
Option name - —
Color White X  Blackx Redx  Yellow X []
(® ADD OPTION
CANCEL E

The system will form a list of all the possible variants of the item. There is a limit of 200
possible combinations of variants for one item.

The price and cost of the variants are automatically taken from the parent item. SKU is also
generated automatically.
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For each variant, you can manually correct all the fields: Price, Cost, SKU and add a Barcode.

(= e ]

B ¥ & E Q@

o

Variants

Options: Size / Color

# EDITOPTIONS

Variant Price
S/ White 20.00
5/ Black 20.00
S/Red 20.00
S/ Yellow 20.00
M / White 20.00

Cost

10,00

10,00

10.00

10,00

10,00

10093

10094

10095

10096

10099

Barcode

]

If you have several stores, you can set up the price, in stock, and low stock of each variant for

each store.

[

Stores Cafeteria -
Ik
& B Allvariants available for sale in all stores
. Available  Store Variant Price In stock Low stock :’t‘;‘c":a'
=) Cafeteria S/White 20,00 20 2 8
v Cafeteria S/Black  20.00 10 2 ]
-h
Cafeteria S/ Red 20.00 14 2 8
Cafeteria S/Yellow 2000 10 2 ]
o
Cafeteria M/ White  20.00 5 2 8
SHOW ALL VARIANTS v
) .
Don't forget to save the item.
You can see the item with variants in the item list.
7 = e list
a - - ccksen
IMPORT  ExpoRT  +et Jr— 48 o -
ks
0 - wargin
L]
O suger Mo categor Varlabie o0
'Y
[0 supreme Pizzs P Variable: 248
=
P Mo category
L/ Blsck 20,00 10.00 50%,
»
Lrad 2000 0% 5%
)
L/ White 2000 10.00 50%
@
L vetom 2000 100 0%
W Bk 2000 1000 son
M Red 20,00 10.00 0%
M7 Whie 2000 10.00 50%
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3.3.2 Variants at Sale and Report

When selling from your mobile application, select the item with variants. A dialog box will
open. Choose the desired variant of the item and click “Save”.

X T-shirt 20.00 SAVE

Varian

White /S 20.00 White/ M 20.00
White / L 20.00 White / XL 20.00
‘White / XXL 20.00 Black / & 20.00
Black /M 20.00 Black / L 2000
Black / XL 20.00 Black / XXL 20.00
Red / § 20.00 Red /M 20.00
Red / L 20.00 Red / XL 20.00

An item with the selected variant will appear on the ticket.

= Clothes ~ A

T-shirt x | 20.00
White/ M

Total 20.00

Then carry out the same steps as you would normally.

You can see the sales of variants in the Back Office in the ‘Sales by item’ section in the ‘Re-
ports’ menu.”

pa—
¢ B 12ZMay202 @ allday = ® allstores - L Allemplopees =

e [ ] )y 202 * L] I )
e Top § ftems Hae sale Sales by item chart B e
“
. -
L s
"
w
=]
£
® EXPORT m
e " e
Bl oo 00
" 0.00 00
Red 0.00 00
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3.3.3 Export-Import of Variants

It is easy to create variants of items by adding/editing item in the back office. But you can
also import them through a file.

You can use the ‘Export’ and ‘Import’ button at the Item list in the back office as usual. How-
ever, there are some points you need to keep in mind.

Export your items with variants and open the CSV file.

. E | € | b E F | G | H I |
1 Name Category  Sold by weight  Option 1 name | Option 1 value Option 2 name  Option 2 value  Opl

t-shirt 10017 T-shint Clothes N Color While Size 5

t-shirt 10020 White 1

t-shirt 10027 While L

t-shirt 10037 White XL

t-shirt 10038 White XHL

t-shirt 10039 Black s

t-shirt 10040 Black M

-shirt 10041 Black g

t-shirt 10042 Black XL

t-shirt 10043 Black WXL

t-shirt 10044 Red 5

t-shirt 10045 Red M

You can see that each combination of a variant in the export file is displayed as a separate
item with its own SKU.

The ‘Handle’ field should be the same for all variants of the same item.

Only the fields of the first item with variants have values. The fields that are common to all
variants of the same item are left blank. You may also fill them with the same value, but if
they have a different value, you will get an error message when importing.

There are three columns each for ‘Option name’ and ‘Option value'. If some products have

less than 3 options of variants, the extra fields are left blank.

For items without variants, it is better to leave the ‘Handle’ field blank in the importing
file. In this case, the system will automatically generate the handles for the new items

3.4 How to Create a Composite Item

of other items (components).

m IMPORT  EXPORT  «er In the Back Office, go to ‘Item list'.

ik
& C

Categories :
h Modifiers
E Discounts o
e [] Banana F
-_
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https://loyverse.com/en/login

& O itemname Category
h |:| Apple Fruits
1 Annle luice Drinks
Name
Category
ik Sugar No category -
-]
Y Description
="
[J Theitemis available for sale
- Soldby (®) each (O weight/Volume
* Cost
Price $1.20
* Leave the field blank to indicate the price upon sale

Fill in the cost field and save the component item.

First, you have to create the
components of a composite
item.

Create them as you would ordi-
nary items by clicking on ‘Add
[tem’ button.

Give your item a name. If any
component is not sold sepa-
rately in your store, deselect
the check-box ‘The item is
available for sale’, so it will not
be seen in the items list during
sales.

If the ‘Track stock’ is switched on, then, during the sale of a composed item, the components’

stock will be reduced.

After you have all the components, you can create a composite item by clicking on ‘Add Item’

button again.

Then switch on the ‘Composite item’ option in the Inventory section.

= Edititem

HName
Category
i, Coffe 200m| ks -
L
“ Description
=
B Theitemis available for sale
ah
Soldby (@) Each () Weight/Volume
» prce
$4.00 Cost
° Leave the field blank 1 indicate the price upon sale Calculated as the sum of cost of compenents
SKU
@ 10014 Barcode
Inventory
Compasite item [ )

3.4 How to Create a Composite Item
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Add components one by one searching for them in the items list.

sKu
e 10014 Barcode
Ik,
-] Inventory VIEW HISTORY
® Composite item () N ]
="} Use production (O »
;..
Component Quantity Cost
»
Instant Coffee
SKU 10013 0.020 oz B
e
M
@ SKU 10055
Milk
SKU 1010
Mira goreng
1 sxuio0ze I
Pizza(Composite) I
SKU 10092

The composite item cost will be calculated based on the quantity and cost of all
components.

All other parameters of composite items can be filled in as usual.

Don't forget to save your composite item.

The maximum nesting level for composite items is 3. If an item already has a third
nesting level, then it is not displayed in the drop-down list when searching for
components.
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3.5 Notification About Low Stock

Do you want to keep track of products with low stock directly from your back office? And even

better — to receive an email notification that the stocks of a product are coming to an end?

Loyverse POS gives you such opportunity. Also, activation and the setting up of this function

will take no time at all. You should complete just five simple steps.

= Sales summary

las
-

Categories
h‘ Modifiers
E Discounts

Gross sales

tem list

< =] 30 Apr 2021 - 29 May 2021 »

Soldby (@ Each (O Weight/Volume

Nome
e Sandwich
L
" Description
=]
The item is available for sale
*
Price
=4 Leave
skU
0} 10007

Inventory

Composite item (©

Cost
$0,00

Barcode

Go to the ‘Item list’ menu in the Back Office.

Track stock

in
10

Go to the ‘Features’ section in Settings. The option “Low stock notifications” is activated by
default. If you have disabled this before, activate it again. Save your changes.

e
"
'
*
=

-3 »:
i

(<]
§
i

@ Stores
Store £ POS

O S

S
gs

Dining options

settings

FOS devices.

Open the necessary item to edit. Activate
the option ‘Track inventory’, if it has not yet
been activated. Under ‘In stock’,

specify the item quantity that you have at
the moment. In the field ‘Low stock’ enter
the quantity at which you would like to be
notified about the low stock.

Features
i -
Track cash that goes in and out of your drawer. Leam mare
@ Time clock. »
Track employees’ clock inout time and calculate thair total werk hours. Leam more:
B Opentickets -
Allow to save and edit orders before completing a payment. Leam mare
& Kitchen printers. ‘
Send orders to kitchen printer o display. Learn mare
Customer displays ‘
o Display order information to customers st the time of purchase. Laam more
oini
LU oo delvry. Lo ore -
- »
& Megative stock aleris »
! Warn cashiers attempt ng to sell more inventory than available in stock. Leam more
Iy MWeioht embedded barcodes »
% Allow to scan barcodes with embedded weight. Leam more
D

3.5 Notification About Low Stock

A record for a composite product is not
kept. But you can set this function for
. each of its components.
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Notification of low residue of an item or its complete absence will come to you by
email at 10:00 in the time of zone that has been specified in Account Settings. If there
are no items with low stock, no notification will be sent to you.

To view the current level of stock is possible without waiting till 10:00 go to “Item list” from the
“Items” section. Here you will see the number of stock of each item, in the card of which you
have selected the function “Track inventory”. If any item stock is low or it is not available at all,
then next to the residue you will see a proper natification.

Additionally, you can use the filter “Stock alert” in the top right corner of the screen. Just open it

and select the option: “All items”, “Low stock” or “Out of stock”.

e
IMPORT  EXPORT s sare ategory SR o
s Aistores o Aigems :J |
o 0O  itemnama Catagory Price Cast Margin
= O  tegke Fruita - 300 157 4T 67% 138
27 O AegheJuice Drinks E: 439 an 45.60% 41
- [0 Banana Fruils - Variable .57 1
e [] Rananacake Desserts - 700 2.00 0% 33
D Baef and Chicken Satay Meals - Wariable 9.01 - 30
[ Barycake Dieszerts - Wariable .00 = 3  Lowstock(1)
[ Backles Hul Driniks - Wariahle 0.2s
D Casggar Salad Salads - 22.00 5.30 75.01%

If you want to make batch changes in the inventory of your items you can do it through
import/export option. First, export your items at the ‘ltem list’ section. Open your CVS file for editing.

In the ‘Track stock, column of the item set the value of 'Y’ if you want to track inventory or ‘N’
if you don't want. You can also set the number of items in stock in the ‘In stock’ field and low
stock notification number in the ‘Low stock’ field.

[
_— 1 J | K L | M

d item | Track inventory |Available for sale [The Coffee] Price [The Coffee] | In stock [The Coffee] Low stock [The Coffee] ["Modi
Y \ 2.2¢ -7 3y
Y Y 2.1¢ 99992 AN
Y Y 1= 95. 5_ TN

08N Y (i M

N Y 2.3¢ Y
Y Y 4.5¢ -15/
N Y variable :]\I':I
Y L variable 21 N
1.1} AL e mdhla AL

After editing file import it back to the system.

94 3.5 Notification About Low Stock



3.6 Exporting and Importing ltems

It is easy to create items by adding them in the Back Office. But you can also import them
through a CSV file at the Back Office.

To import your items smoothly and quickly, the correct sheet should be prepared. You can
download the template, but the best way is to create sample items in the ‘Item list’, export
them as a CSV file, and add all the rest of the items to the sheet.

in the Back Office. Open ‘Item list'.
e < ) 10 Jan 2021 - 8 Feb 2021 » @® Allday ~
I"I' Gross sales Refunds
= 3.00
o I tem list +3.00 (+100%)
Categories
‘b— Meodifiers
[ . = Discounts

Add the types of items that you are going to use in your store: composite items, items with
variants, or just ordinary items. Fill in the parameters you are going to use with your items:
track stock, in stock, low stock notification, price, cost, etc.

Add categories, modifiers, and taxes and apply them to your items. If you have several stores,
do not forget to add these stores in the Back Office and set the item’s availability for each
store.

When you have a list of sample

e ; items, you can export them. Click on
e swws  the ‘Export’ button.

i,

- [0 temname Category

.ﬁ O Apple Fruits >

E D Apple Juice Drinks A

Open your CSV file (the best way is to open it from Google Sheets, but you can also use other
tools). You will see the sheet with your sample items. You can use it to add other items you
intend to import. Follow the pattern of your sample items when filling in the fields.

3 [ 1 |Horee SEL N Calegory |Sold try venght |Option 1 riame | Option 1 vake Option 2 nure Opeion 2 valee (Oplion 3 rerne | Option 3 vaue Cast | Barcoge ]
[ 2 lapple arce 10t Appie Juce: Uemks [ | | L SRR
3 |barcna 101 Barana. Frts N | L2 12LYH =de 5012
4 |bectard.chickensatay 10021 Aeet and Chickan Satay Maals ] i}
5 |heer 10718 Arer Frinks v 5
& |heerglass 1018 Reer gass rrinks L a5
T |heerplass-054 1001MBeer pass 05 L Drinks N SDA-Fk-S
B |black-ea 1214 Dlack Tea Ha Dinks | W 1054455625101
2
10 |cake 101%:Cake Sweels N 1681 10644566251019
11 feap 10054/Cap Cluthes N Culue Black. Siew Biy Fabiic Cutin 5
12 cop 10055 Bleck. By | Silk 5
[ 13 |cap 1050 Black Small | Cotion 5
14 _|cap 0387 Black =mall | silk it
15 |cap 10358 Wihitc Bg Cotien
16 |rap 10351 Wihita B Silk
17 _|eap 10960 wihita =mall Croen 5
18 |eap 10061 Wit Small Sk 5
19 |papusim 10000 CERUEEIND Hat Diinks [h 1 TB222L00EETTE
Z0 [carot-ash 1002|Carma Fresh Juice w o 10544566251002
21 feashew-rag 10008 Casfiew nuls Fruits ¥ o
Z2 |uhwesecake 10015 Cleeseeke Srels ] 4.29
23 |phigkeritmemasatas | 0008Chicken Cossar Selarl  Saeets N 5.3
24_|clansic cobb salad 10008 Classic Cobh Sofod zams M 41
[[25 |cofico 10314 Coffon [Lrinks N Fl
26 _|coftes . 200m| 10016 Coffon Z0am| Drinks L]
7
2B
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CSV (comma-separated values) format is where the fields are separated by commas, so
avoid commas in your data.

For fields with money value, such as ‘Price’ and ‘Cost’, use only numbers — no currency
symbols. The decimal separator must be a point.

3.6.1 Features of different types of items

There are some specific points you have to pay attention to when adding data for each type
of items: ordinary items, composite items, items with variants, and multistore.

Ordinary items

H B_| c | b | E | F | G | H
Handle SKU  Name Category  Sold by weight |Option 1 name Option 1 value Option 2 nar

2 |apple-uice 1001 Apple Juice Drinks N

2  |banana 1018 Banana Fruits N

4  |beef-and-chicken-satay = 10021 Beef and Chicken Satay Meals M

5 |black-tea 1014 Black Tea Hot Drinks [N

6 |capuccing 10000 Capuccino Hot Drinks [N

7 |carrot-fresh 1002 Carrot Fresh Juice N

B |cashew-nuts 10009 Cashew nuts Fruits Y

9 |cheesecake 10015 Cheesecake Sweets N

|0 |chicken-caesar-salad 10008 Chicken Caesar Salad  Salads N

|1 |classic-cobb-salad 10006 Classic Cobb Salad Salads M

|2 |coffee 10014 Coffee Drinks N

3 |coffee-200mI 10016 |Coffee 200ml Drinks N

Ordinary items — items that are not composite and does not have variants.
For items without variants, it is better to leave the ‘Handle’ field blank in the importing file. In
this case, the system will automatically generate unique handles for the new items.

‘SKU'’ is an obligatory field and should be unique for each item. The ‘Name' is also an obligato-
ry field.

Also, leave the columns of ‘Option name’ and ‘Option value’ blank because they are for vari-
ants of items.

Leave the column ‘SKU of included item’ blank because it is only for composite items.
Multiple stores

In case of you have multiple stores, you will have the following columns for each store: Avail-
able for sale, Price, In stock, and Low stock. Each of the 4 columns will have the store’s name

in brackets next to it. For example, Available for sale [The Coffee] and Available for sale [Store
2]. So, you can set the values of these parameters for each of your stores.

Q R S T U W w X [, A —
s Track stack  Avallabis for sale [The Coflee]  Price [The Caflee] [n stock [The Caflee] Low stock [The Cofiee] Available for sale [Store 2] Price [Store 2] In stock [Siofe 2] Low Stack [Stoe 2]
¥ M 220 21 2n 2.29 1 )
v v 219 &7 av 219 15 4
¥ Y 1203 a3 av 12.00 17 4
M v 5.3 L 5.3
¥ ¥ 8 a 5v 8 15 H
¥ M 15 12 oM 15 1
% v 7 57 5v 7 &5 E
4 ¥ 14 14 ¥ 1 55
M A 7.50 Y 7.58
n ¥ a ¥ a
.02 v 2 Y 2
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Items with variants

B ] c | D E F | G I H 1 | J I K ||
Name  |Category  Sold by weight Option 1 name |Option 1 value (Option 2 name Option 2 value | Option 3 name Option 3 value Cost  Barc(

t-shit 10017 T-shift Clothes N Color ‘White Size s 10
[shin | 10020 | White M 10
tshin | 10077 White L 10
t-shirt 10037, White XL 10
[ l-shirt 10038 While XHL 10
ft-shirt 10039 Black s 10
[_tshin | 10040 | Black M |10
-shift 10041 Black L 10

[ ftshin | 10042 Black XL 10
t-shirt 10043 Black XXL 10
ft-shift. 10044 Red S pli}
[e-shin 10045 Red M 10
t-shirt 10046 Red L 10
| shin | 10047 Red XL 10
tshin 10043 Red XKL 10
[tshin | 10049 ellow | s 10
t-shirt 10050 Yellow M 10
f=shirt 10051 Yellow L 10
|_jt-shirt 10052 Yellow XL 10
t-shirt 10053 Yetlow XXL 10
| eap 10054 Cap Clothes N Coior Black Size 8ig Fatric Catton 5
cap 10055 Black Big Silk. 5
| eap 10056 Black Small Cotion | s
cap 10057 Black Small Silk 5
eap 10058 White 8ig Cotton 5
| leap 10059 While Big Silk 5
lcap 10060 ‘White Smail Cotton 5

You can see that each combination of a variant in the export file is displayed as a separate
item with its own SKU. Follow this pattern as a guideline for your items with variants.

The ‘Handle’ field is required for items with variants and it should be the same for all variants
of the same item.

Only the fields of the first item with variants have values. The fields that are common to all
variants of the same item are left blank. You may also fill them with the same value, but if
they have a different value, you will get an error message when importing.

There are three columns each for ‘Option name’ and ‘Option value'. If some products have
less than 3 options of variants, the extra fields are left blank.

Composite items

A 8 | C D E|F|G[HII]J[K| LM N . Q |
4 Handie SKU Name Category  Soid* Optit OpticOptie® Optie Optic Optic* Defa® Cost Barcore 'SKU of included item [Duantity of included item | Track stock  Aval

coffee-200m| 10016 Coffee 200mi  Drinks N 2 10013 0.02
1010 0.05
10011 0.02

fcookles 1021 Cookles Sweets N varigh 0.75 10544566251021 ¥ \d

croissant 1011 Croissant Sweets N vari?? 14  10544566251011 ¥ ¥

gadian 10036 Dadian Drinks N vana 0 3245675991148 N Y

tancy-cake 1020 Fancy Cake Sweets N varigh 2  10544566251020 ¥ ¥

Each composite item includes several components. Specify SKU codes of all the included
items (components) of the selected composite item in the field ‘SKU of included item’ on a
separate row.

‘Quantity of included item’ — in this field, it's necessary to specify the quantity of the compo-
nent that is included in one unit of the composite item.

You cannot track stock of composite items, so leave the fields that are related to stocks
blank. Also, leave all the other fields of components blank except for the first row.

3.6.2 Import of items

Click on the ‘Import’ button.

+ADD ITEM IMPORT [EXPORT The Cof
Ill O  ttemname Category
6 O  Apple Juice Juice = T
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In the IMPORT menu, choose your CSV file from your computer and click ‘Upload’.

Import items
L'-I-' Download template file and fill in with the items information.
L]
T
Drag and drop your file here
or select it on the computer
2]
-
* HELP CANCEL :

If you filled in the table without errors, you will be directed to an import confirmation window.
There, you will see information on how many items and categories will be created or edited.
Click ‘CONFIRM IMPORT".

You will see a notification message that the list of items has been successfully updated. Click
‘OK’ and continue your work.

Import errors
You may be faced with some errors when uploading the completed file. An error message will
appear if:

* You changed the file format so that the file you are trying to upload is no longer in CSV
format.

« The size of your file exceeds the admissible 5 MB.

* You edited names of columns that should have been left unedited.
You have more than 10,000 items saved in your file.

In the next stage, you may be faced with import errors. In this case, the window with the
corresponding message will open.

The critical errors are marked with a red sign. Each error has its explanation message and the
place of the error: row, column, and cell. Fix all critical errors in the file and try to import the
file again.

Warning messages have yellow signs. They are just for your information, and they will not
stop your file from being imported.

=

Import errors
lat
Errors found: §
o A Fix errors in the importing e and try downleading again
A “Cost” field can only be a positive Cells: M2, M11, W12, M15
number. Decimal separator must be
E point.
A When specifying compenents Row: B
e beneath the composite item line, the
- fields "SKU of included item” and
“Quantity of included item” must be
filled in only.
* HELP CANCEL RETRY
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3.6.3 The meaning of columns

Handle
A handle is an item identifier, which should be unique for each item. The ‘Handle’ field should
be the same for all variants of the same item.

SKU

RSKU (Stock Keeping Unit) is a unique code given to each of your items. Specify and fill in
each field individually. We recommend using the format “10001’, “10002"... etc. but the key
point is that no numbers are repeated. One last condition is that the SKU should not exceed
40 characters.

Name
Fill in the names of each imported item in this field. You can use letters, digits, spaces, and
any special symbols, as long as you use no more than 64 total characters.

Category
A category is a group to which an item belongs. For example, if you create the items
‘Cherries’, ‘Apples’, and ‘Oranges’, then you can put them into the ‘Fruits’ category.

Cost

Cost is the amount of money you paid to purchase the item. Here, specify the cost of the
items only using digits — no currency symbols. Do not fill in the cost field for composite
items. This will be calculated automatically as a sum of costs for each individual component.

Price

In this field, fill in the price at which you plan to sell the items. As with the ‘Cost’ field, enter
only digits without currency symbols. If you want to specify the item price during a sale, leave
this field empty.

Available for sale

Here, it's only necessary to specify one character: 'Y’ (Yes) — if the item is available for sale, or
‘N’ (No) - if it is not available.

It is important to note that if you ignore this field, then the item will be available for sale by
default.

Sold by weight
If the item is sold by weight, enter Y’ in the field, and if not, enter ‘N’. Again, if you do not fill in
this field, the item will be sold by weight as default.

Option 1, 2, 3 name
These fields are for option names of the variants. Leave them blank for items without
variants.

Option 1, 2, 3 value
These fields are for option values of the variants. Leave them blank for items without
variants.

Barcode
If a barcode is available, then fill in this field with the item'’s barcode digits.
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SKU of included item

Each composite item includes several components. Specify SKU codes of all the included
items (components) of the selected composite item here. Leave blank for non-composite
items.

Quantity of included item

In this field, it's necessary to specify the quantity of the component that is included in one
unit of the composite item. For example, for one portion of the composite item ‘Americano
with milk’, you use 0.1L of the item ‘Milk’. This means you should fill in the value 0.1 in the
‘Quantity of included item’ field nearby ‘Milk'.

Track stock
If you would like to track the inventory of a selected item, enter ‘Y’ in the field and if not, enter
‘N'. If you leave this field empty, then it will not track the inventory of that item.

In stock

If you would like to track inventory, then fill in an item’s current quantity in this field, again only
using digits. To avoid confusion with units (e.g., weight), we advise specifying them in brack-
ets nearby the item name in the ‘Name' field. For example, if you have 100 kg of potato in
stock, then write ‘Potato (kg)’ in the ‘Name' field and ‘100’ under ‘in stock'.

If you have selected the option ‘Track stock’, but did not specify a quantity, then the unit will
automatically be zero.

Low stock

In this field, enter the quantity at which you would like to be notified about the low stock.
Notification of low stock of an item or its complete absence will be sent to the owner’s email
at 10:00 A.M. in the time zone that you have specified. If there are no items with low stock, no
notification will be sent to you.

Modifier — “Name of modifier”
Here, it's only necessary to specify one character: 'Y’ (Yes) - if the item has a modifier, or ‘N’
(No) - if it is not available.

Tax — “Name of tax”

Here, it's only necessary to specify one character: 'Y’ (Yes) — if the tax is applied to this item
or ‘N’ (No) — if it is not applied.
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4. Advanced Inventory

4.1 What is Advanced Inventory Management

The ‘Advanced inventory management’ includes a set of additional functions in the Back Of-
fice that allows users to more efficiently keep track of items in stock, monitor any changes in
the inventory, and also launch a mechanism for more accurate calculation of business profit-
ability indicators.

The ‘Advanced inventory management’ is only available in the paid subscription.

To activate subscription or a trial period, go to the ‘Billing & subscriptions’ section in the Set-
tings menu of the Back office.

4 0 Settings Subscriptions
e - Eg Emeloy
& Feats - anage
. g Crip
Pay yp " d d v
E Loyal
= -
» Receip ‘
I O Slores
® . be chasged tax if your billin
) Pavment method
L= . .. ‘ )
After activatiation, the ‘Inventory management
ik menu will appear in the Back Office.
; Dat

o The ‘Inventory management’ menu includes:
1& Purchase orders F202

Transfer orders . Purchase orders — allows you to create and save
B o adusments orders for the supply of products, to send orders to
s inventory counts 02020 suppliers, to receive products, and to save informa-

Productions tion of suppliers in the system.

pt 2019

* Suppliers
g emovhsoy 92019 Transfer Orders — allows a multiple store owner to

inventory valuation distribute items correctly between his/her stores.
@ n 2019

Stock Adjustments — allows you to modify the stock of items and indicate the reason for that
adjustment.

Inventory history — allows the user to view records of all the changes made in the inventory,
including transfers, purchase orders, and adjustments.

Inventory Valuation Report — gives an understanding of the total cost of the inventory and
potential profits from their sale.
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Inventory Counts — allows you to reconcile the expected and actual inventory for all or select-
ed items, see the amount of inventory loss or surplus inventory, and keep documents for each
inventory.

Print Labels — this button will appear in the Items list as a part of the Advanced inventory
management. The label can contain the item’s name, SKU, price, and barcode. Labels with a
barcode allow you to use the scanner to add items to the ticket.

Productions — allows you to keep a record of the inventory of produced items, not just their
components. It can be useful for items that are made in advance, not during ordering. For
example, in a bakery. Produced items can be moved between stores by using inventory ad-
justments and inventory counts.

The Advanced inventory option alters the appearance of the Items form and the way items’
cost is calculated.When you create a new item, you can fill in the Price and Cost as usual.
However, when you switch on the ‘Track stock’ feature in the Inventory section, you will see
additional fields that are only available with advanced inventory.

L ltem 1 : For ‘Primary supplier’, you can

- assign a certain supplier for the
product from the list and set the
‘Default purchase cost'.

N

(2]
] m bi
= Eac
& :
§10,00
Inventory
" e
[.u-'.
(S
4 After you save the changes and
we ltem1 o cotegor - open the item for edit again, the
| o ‘Cost’ field will be changed to
WB Description ’Average COSt' ﬁeld. It Wi” be
- calculated automatically when
4 Theitem is available for sale you receive items using ‘the
= 1| s @ e O weawvohme advanced inventory functionality.
o
$10,00
@

Leave the fighd blank to indicats the prics upon ssle alue updares automarically when you raceive invent

101101 Barcode
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The value of the item average cost after receiving new items (NewCost) is calculated as:

(StockBe fore x CostBefore + StockAdded x CostO fAdded)
(StockBefore + Stock Added)

NewCost =

Stock Before — stock before receiving new items
StockAdded — quantity of received new items
Cost Before — cost before receiving new items
Cost Of Added — cost of received new items

This value of the cost will be used in all the reports and calculations of all other values.

4.2 How to Work with Purchase Orders and Suppliers

‘Purchase orders’ is a part of the ‘Advanced inventory management’ option and allows you

to create and save orders for the supply of products, to send orders to suppliers, to receive
products, and to save information of suppliers in the system. These options are available only
to those users who have subscribed to this functionality.

4.2.1 Suppliers

Go to ‘Suppliers’ section in the ‘Inventory management’ menu.

= Purchase orders
+ ADD PURCHASE ORDER

ﬁ' Purchase order # Date

AN Purchase orders B
Transfer orders

E ) 200
Stock adjustments

. Inventory counts 220:

-
Productions

* D 208
Suppliers

¢ Inventory history 2 20:
Inventory valuation

@ 320
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To create a supplier, click ‘+ Add supplier’ button.

+ ADD SUPPLIER

In the ‘Create supplier’ form, ‘Supplier's name’ is a required field and should be unique. The other fields
are optional and can be left blank, but remember, that this information will be used to create the Purcha

Order in the next step.

Don't forget to save supplier.
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+ ADD SUPPLIER Q,

O ame Contact Fhane number Email

O Rodrigo Rodriga 0123456789 mail@example.com

O uy Lily 9876543210 Lily@example com
s D Al Axel 0123456789 Axeliilexample.com

O Happyaco John 1122334455 happyco@grmail com

¥

After you have created a list of your suppliers, you can start making purchase orders.
4.2.2 Making purchase orders

Go to ‘Purchase orders’ section in the ‘Inventory management’ menu.

To create an order, click on ‘+ Add purchase order’ button.

+ ADD PURCHASE ORDER
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The form ‘Create purchase order’ will open for editing.

= Create purchase order

e E Q@

20 Feb 2021 (m] (m)

Items AUTOFILL ~

Total 0.00

CANCEL SAVE AS DRAFT m

Choose the supplier from the ‘Supplier’ drop-down list.

Rodrigo

Lily (m]

Axel

B ¥ @ E @

Happy & Co

You can set the ‘Purchase order date’ to the date you want the order to be put in. You can also
set the date you expect your order to arrive in the ‘Expected on’ field and make notes for your

order in the ‘Notes’ field.

In the ‘Items’ section, you can add items from the list of your items. If you click on the field, a

drop-down list of your items will appear, and you can type in the item’s name, SKU or barcode

to find the desired item.

» ltems AUTOFILL
o N . I . §

Search ltem

Apple

SKU 10073
Apple Juice
KU 100

Banana
KU 10

Banana cake :
SKU 10054

Beef and Chicken Satay

Fill in the ‘Quantity’ and the ‘Default purchase cost’.

You can add more items to the order in the same way as above.

The ‘Incoming’ fields indicate the expected quantity of items to be received based on all
existing purchase orders but have not yet been received.
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You can also import the items to the purchase order. For this, click on the Import button.

ltems

MPORT AUTOFILL -

On the Import purchase order page, you can download the template CSV file to your computer.

Then, fill it with the item's parameters such as SKU, ltem name, Variant name, Quantity, and

Purchase cost. Parameter SKU or Item name is required. Others are optional. After that, select
the CSV file from your computer and click ‘Upload'.

7 I

After forming the list of items and it's parameters, click on the ‘Create’ button to make a
purchase order, or save it as a draft for further corrections.

* & FE @

Import purchase order

Download the template file and fill in with the items information.

HELP

B

Drag and drop your file here
or select it on the computer

CANCEL

]

Items

Item
Cake with strawberry
Cheesecsie
_crearﬁ.cake

Search item

58

49

42

a5

CANCEL

Purchase

205

3.00

320

Total

SAVE AS DRAFT

AUTOFILL +

86.10

15300

30400

543.10
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Now your purchase order has been created.

n = Purchase order details

¢ Purchase orders

PO1040

Pending

Date: 09 Apr 2021
Ordered by: Louis

Supplier:

Rodrigo

Rodrigo
0123456789
mail@example.com

B # ¢ E @

H

Iltems

Item

@ & %

Cake with strawberry
Cheesecake

Cream cake

RECEIVE

Destination store:

Coffee shop

21 Avenue, Brooklyn, New York, NY, United States

Quantity

42

51

95

EDIT SEND MORE

Purchase cost Amount
205 86.10

3.00 153.00

320 304.00

Total 543.10

4.2.3 Actions with the purchase order

You can send your purchase order to your supplier. Click on the ‘Send’ button at the top. Fill
out the email form and click the ‘Send’ button at the bottom.

The purchase order will be sent to your supplier as an attached file.

Send purchase order by email

Ivdemo@loyverse.com

mall@example com

Purchase order from First Store (PO1040)

a PO1040

108
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To edit the order, click on the ‘Edit’ button at the top.

There are additional operations available with the purchase order in the ‘More’ menu.

EDIT

Save as

Save as PDF

csv

Duplicate

Print labels

Cancel remaining items

To confirm receiving an order, click on the ‘Receive’ button at the top.
You can put the number of items ‘To receive’ or ‘Mark all received’ and click on the ‘Receive’

button.

H B

Items

tem

B ¥« ¢ E @

¥

Cake with strawberry
Cheesecake

Cream cake

Ordered

42

5]

95

MARK ALL RECEIVED

Received

receive

Afterwards, the stock of the received items will be updated according to the supplied amount.
Also, the value of the average cost for each received item will be updated based on the ‘Default

purchase cost’ specified in the order.

Purchase orders can have 4 different status: Draft, Pending, Partially received and Closed.

Purchase order &
PO1041
PO1040

PO1030

PO038

PO1037

PO1036

e &# ¥

PO03%

PO1034

+ ADD PURCHASE ORDER

Date

20 Feb 2021

20 Feb 2021

20 Feb 2021

20 Feb 2021

20 Feb 2021

19 Feb 2021

19 Feb 2021

19 Feb 2021

Coca Cola

Lily

Lty

Partially received

Expected on Total

7.50

54310

100,00

5400000

1625000

1,500.00

105,00

60.00
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4.3 Autofill of the Items in the Purchase Order

The autofill option allows you to add items to the purchase order in one click.
In the Items form, fill in the ‘Low stock’ and ‘Optimal stock’ fields.

Stores

The item is available for sale in all stores

Available  Store Price In stock Low stock optimal stock

Store 2 0

The Coffee 0

Open for editing the existing purchase order or create new.

H

Happy & Co

T

& 14 Jun 2021 (] [m]

h

2]

a " Pur

Total 0.00
CANCEL SAVE AS DRAFT

After selecting the Supplier and Store for your Purchase order, you can choose one of the auto-
fill options between ‘All items from supplier’ or ‘Low stock items from supplier’.

All items from supplier

Low stock items from supplier

ing Quantity
TOST

If you select the ‘All items from supplier’, the system adds all the items with the selected suppli-
er specified in their attributes.

If you select the ‘Low stock items from supplier’, the system adds all the items with the select-
ed supplier specified in their attributes which have a stock value that is less or equal to its ‘Low
stock’ value.
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- Items AUTOFILL ~
: : Purchase
Item In stock ncoming Quantity Amount
cost
.1.fe5t ; 3 0 2 10.00 2000 B
Search item
Total 20.00
CANCEL SAVE AS DRAFT

The quantity field will be filled in with the default value, calculated by the formula:
Quantity = Optimal stock — In stock — Incoming
Optimal stock — the value of optimal stock set at the item’s form in the selected store.

In stock — the current stock of the item in the selected store.
Incoming — the quantity of items that are expected at the selected store (the quantity of

n u

items not received in other purchase orders with the statuses “Expected”, “Partially received”,
and transfer orders with the status “In transit”).

For items whose ‘Optimal stock’ is blank, the ‘Quantity’ field will be empty.

You can change the default quantity with your value and proceed further with the purchase order.

4.4 How to Work with Additional Costs
in the Purchase Orders

When a retailer makes purchases, very often there are other expenses besides the amount of
the ordered items. It can be the expenses for shipping, packaging, customs fee, and others.
Thus, the total cost of goods can be higher than indicated in the order to the supplier.

The possibility to specify additional costs in a purchase order allows you to take them into
account in the final cost of goods and, therefore, obtain more accurate business profitability
indicators.

Open the saved purchase order to edit or create a new one. Click ‘Add additional costs’ at the
bottom of the order.
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= Create purchase order

Happy & Co Store 2
ks
o 11.Jun 2021 [m] [m)
\ »
=] =
- Items AUTOFILL ~
»
¢ fem  Instoc k Inc o] i 0 it
® ?W‘E_:,: 0 0 124,000 056 6044
CANCEL SAVE AS DRAFT m
= . . ‘ exe ’
e » o w= o= e« 5 Fjllin the ‘Additional cost’ name
| — and ‘Amount’. The amount can
* also be a negative value, in case
& - you receive a discount from your
@ e " § supplier. Click on the ‘+ Add addi-
Packaging o tional cost’ button to add a new
® 400 AvomoNAL cosT line for additional costs.
Total 80.44
CANCEL SAVE AS DRAFT m

After saving or reating the Pur-

chase order, you will see the addi-
tional cost section in the details
PO1043 Pt of your purchase order with their
Wm amount added to the items amount
reeedy: owne: to calculate the ‘Total’ of the order.

Supplier: Destination store:
Happy & Co Store 2

John

1122334455

happyco@gmail.com

¢ Purchase orders RECEIVE EDIT SEND MORE -

B ¥ & E Q@

Items

]

Item Quantity Purchase cost Amount

Apple
SKU 10073

Additional cost Amount

Shipping 8.00

Packaging 3.00

Total 80.44
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During the confirmation of receiving a pur-

O 1 teme chase order, you can select which addition-

w M. al costs to take into account in the cost of
| & e . the received items.

)%

g unt

= Shipping 8.00

* [‘ Packaging 3.00

o

o CANCEL

If you partially receive an order, you can apply the additional costs to only some of the items
from the purchase order. In this case, the additional cost will be taken into account in the pur-
chase price calculation of the selected item.

If you have no more items left and

When receiving all items all unreceived additional costs have unselectec! additional C_OStS I.n

will be cancelled the order, you will get the notification
that all unreceived additional costs will
CANCEL  CONFIRM be canceled.

Confirm your choice to proceed.

The unreceived additional costs will be marked as canceled in the received purchase order details.

n
Item Quantity Purchase cost Amount

Apple 124 0.56 60.44

Additional cost Amount

Shipping 8.00

Packaging Cancelled 360

Total 77.44

After you have received the purchase order, the system calculates a new weighted Average
cost for each item, taking into account the selected additional costs, in order to provide a
more accurate calculation of the Total inventory value and Potential profit indicators in the
‘Inventory valuation’ report.

The total amount of the selected additional costs is distributed over all received items in pro-
portion to the purchase cost of each item received in the order.

The final purchase cost of an item in an order, taking into account additional costs Cfinal, will
be calculated like this:

Cosis

Cfinal =Cl ({1 + ——
Jina *( +Subtotai)

C1 — purchase cost of the received item
Costs — the total amount of the selected additional costs when receiving the purchase order
Subtotal — the total values of all items received in the order (without additional costs)
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4.5 How to Work with Transfer Orders

Transfer Orders functionality allows a multiple store owner to distribute items correctly be-
tween his/her stores.

Transfer Orders is a part of the advanced inventory management and is available only to
those users who have subscribed to this functionality.

Go to ‘Transfer Orders’ section in the
‘Inventory managment’ menu.

Purchase order # Date

Purchase orders Al

r 2021

Stock adjustments

B v ¢ E Q@

Inventory counts 22021

Productions
02021

¥

Suppliers

To create a transfer, click ‘+ Add transfer
order’ button.

Transfer order # Date Received

TO1020 05 Apr 2021 05 Apr 2021

TO1019 21 Jun 2019 21 Jun 2019

B # & E Q@

The form ‘Create transfer order’ will open for editing.

[ = e ]

10 Jun 2021 m]

B ¥ ¢ E Q@

ltems

@ % »

Search item

CANCEL 'CREATE AND RECEIVE m
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Choose ‘Source store’ and ‘Destination store’ from the drop-down list of your stores.

Source store Destination store
W, Coffee shop - Store 2 d
ﬂ Date of transfer order

10 Jun 2021 [m}

*
E Notes
.e
-

You can change the ‘Date of transfer order’, enabling you to schedule a transfer in advance or
to record a transfer from the past. You can also make notes for your order in the ‘Notes' field.

In the ‘Items’ section, you can add items from the list of your items with the track stock op-
tion on. You will see the stock information of the chosen items at the source and destination
stores. Fill in the ‘Quantity’ field with the amount you would like to transfer.

" T

% ltems
N Source Destination I
ltem stock stock Quantity

©) Apple Juice 72 0 5 B
Cheesecake’. a8 0 2 i

Search item

CANCEL CREATE AND RECEIVE

You can also import the items to the transfer order. For this, click on the Import button.

n ltems

Source Destination
Item Quanitity
stock stock

Search item

On the Import transfer order page, you can download the template CSV file to your computer.
Then, fill it with the item's parameters such as SKU, Item name, Variant name, and Quantity.
Parameter SKU or Item name is required. Others are optional. After that, select the CSV file
from your computer and click ‘Upload’.
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Import transfer order
liks Downlosd the termplate file and fill in with the items information.
o
Drag and drop your file here
1& or select it on the compuler
2]
- HELF CAMCEL

After forming the list of items and its parameters, click the ‘Create and receive’ button to
make the transfer order and complete the transfer, which will mark the transfer as received
and change the stock in source and destination, or click on the ‘Create’ button to make a
transfer order, which reduce only the source stock.

Candy M 50 5 5
SKU 10006

Search item

CANCEL CREATE AND RECEIVE

You can send your transfer order by email to the destination store by clicking on the ‘Send’
button at the top. To edit the order, click on the ‘Edit’ button.

There are additional operations available with the transfer order in the ‘More’ menu: Save as
PDF or CSV file, Duplicate, Print labels.

n = Transfer order details

8 ¢ Transfer orders RECEIVE EDIT SEND MORE
. TO1021
& In transit
Date: 10 Jun 2021
Y Ordered by: Owner
Source store: Destination store:
2] Coffee shop Store 2
21 Avenue, Brooklyn, New York, NY, United States
-
-
* ltems
n Item Quantity
Appl i
@ pple Jluu:e 25
h k
Cressecate 20
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= Transfer order details

< Transfer orders

TO1021

Transferred (10 Jun 2021)

Date: 10 Jun 2021
Ordered by: Owner

B ¥ =@ E @

Source store Destination store:
Coffee shop Store 2
21 Avenue, Brooklyn, New York, NY, United States

ltems

Item

Apple Juice
SKU 1001

e 4 »

Cheesecake
SKU 2381952354

Afterwards, the stock of the
transferred items in the destination
store will be changed according to the
transferred amount. You will see the
completed transfer order.

Transfer orders can have 2 different status: ‘In transit’ — created but not completed, and
‘Transferred’ — items have been received by the destination store.

-
+ ADD TRANSFER ORDER all

B » ¢ E Q@

To022 10 Jun 2021 - Coffee shop

TO021 10 Jun 2021 10 Jun 2021 Coffee shop

Destination stors
Al stores w Q

In transit 1

Transferre 45

4.6 How to Work with Stock Adjustments

Stock Adjustment functionality allows you to modify the stock of items and indicate the reason

for that adjustment.

Stock Adjustments is a part of the Advanced inventory management and are available only to

those users who have subscribed to this functionality.

Go to ‘Stock adjustments’ section in the ‘Inventory management’ menu.

= Sales summary

< () 2Feb 2021 -3 Mar 2021 >

Gross sales

692.59

+197.87 (+40%)

Purchase orders
Transfer orders

Stock adjustments

.. Inventary counts

Productions
* Suppliers
* Inventory history

Inventary valuation

4.6 How to Work with Stock Adjustments

117


https://loyverse.com/advanced-inventory

118

click ‘+ Add stock adjustment’

button.

+ ADD STOCK ADJUSTMENT
‘-l-l-l Reason

All reasons

Adjustment # Date
9 Reason
|1I‘ Receive items -
& Notes
"
= ltems
A.‘ Item In stock Add stock
»

Search item

b
@

I  The form Create stock adjust

ment’ will open for editing.

Cost Stock after

= Create stock adjustment

Receive items
Inventory count
Loss

Damage

B ¢ E @

ltame

Reason

Receive items

Notes

B # ¢ F @

ltems

Item In stock Add stock

Banana 20 100

&

Search item

From the drop-down menu, select the reason
for the adjustment and choose the store.

You can make notes for your adjustment in
the ‘Notes’ field.

In the Items section, add the items you are
adjusting from your items list.

If you have chosen ‘Receive

Items’ as the adjustment rea-
son, fill in the ‘Add stock’ and
‘Cost’ fields for each item.

Cost Stock after

1.55 139 @
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A EEECEE R it you have chosen Invento-

o ry count’ as the adjustment

. S . reason, fill in the ‘Counted
stock’ field for each item.

6 Not:

®

& ltems

* N o s uwm

&

Search item
@

CANCEL
R 1 you have chosen Loss’

o or ‘Damaged’ as the ad-
. . justment reason, fill in the

. ‘Remove stock’ field for

o each item.

k - . ' . ’

. Click the ‘Adjust’ button to
ltems complete adjustment.

= Item In stock “e;":;f Stock after
Efj”‘?"i 39 i ® @

Search item
CANCEL
B Afterwards, the stock of

the adjusted items will be

e ¢ Aok sduments HoRe changed. You will see the
o SA1023 stock adjustment details.
& Date: 03 Mar 2021 Store:
" ::Tj;:d t:ssLows g:’iiz:::.:ruok\yn, New York, NY, United States Under ‘More' menu yOU can
find ‘Save as PDF’ and ‘Save

= ltems as CSV’ option to do with
= the document.
* Banana

n You can see the list of all
L) . adjustments as shown
" : below.
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4.7 How to Work with Inventory Count

Inventory Count is a part of the Advanced inventory management and is available only to
those users who have subscribed to this functionality.

Inventory Count functionality allows to:

+ reconcile the expected and actual inventory for all or selected items;
+ see the amount of inventory loss or surplus inventory;

+ keep documents for each inventory.

Go to the ‘Inventory Count’ section in the
‘Inventory management’ menu.

+ ADD PURCHASE ORDER

& Purchase order # Date

e Purchase orders Jel
Transfer orders

2= iy 2021
Stock adjustments

.o Inventory counts 1202

-_
Productions

’ 22021
Suppliers

o Inventory history 22021
Inventory valuation

@ — 052021

To create an inventory count, click on the '+ Add inventory count’ button.

= Inventory counts

+ ADD INVENTORY COUNT
& Inventory count # Date created Date completed
1 1IC1012 21 Dec 2020 21 Dec 2020
E IC1011 21 Dec 2020 21 Dec 2020
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The form ‘Create inventory count’ will open for editing.

= Create inventory count

Store

Notes

Type (®) Partial ) Ful

B ¥ & E Q@

H

[tems

tem

Search item

@ 4% »*

ADD BY CATEGORY ADD BY SUPPLIER

Expected stock

Select the store from the drop-down list where you would like to perform the inventory count.
You can also make notes in the ‘Notes' field.

= Create inventory count

Coffee shop

Store 2

B ¥ & £ @

Type (®) Partial () Ful

a

500

Then choose the type of your inventory count: ‘Partial’ or ‘Full’.

For a Full inventory count, you do not need to choose the items for the count, because all
items in the system whose ‘track stock’ option is enabled will be automatically added to the

document.

= Create inventory count

Store

Store 2

Notes

Type (O Partial (®) Ful

- ltems

All items will be counted.
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For a Partial inventory count, you have to add the items to the count manually. You can add
items to the list one by one in the ‘Search Item'’ field, or you can add a whole category by click-
ing on the ‘Add by category’ button, as well as adding all items assigned to a certain supplier
by clicking on the ‘Add by supplier’ button.

E = Create inventory count

Coffee shop
ks
@
Notes
i
= Type (®) Partial () Ful
- [tems
* Item
e

Banana cake

SKU 10054
Berry cake
o

SKU 10080

Search item

ADD BY CATEGORY ADD BY SUPPLIER

CANCEL m SAVE & COUNT

Expected stock

13

-

100

Please note that when adding items to the list, you will not see composite items and items
whose track stock option has been disabled. If the product contains variants, then all the

variants are displayed in separate rows.
You will see the current stock information of the chosen items in the selected store at the

‘Expected stock’ column.

Click on the ‘Save’ button to make an Inventory count document, or ‘Save & count’ to make a
document and start the inventory count.

= i ]

e < Allinventory counts
o 1c1013
& Pending
Date created: 11 Jun 2021 12:14
A Created by: Owner
2}
[tems
-
Item
Banana cake
SKU 10054
=
Berry cake
SKU 10080

COUNT STOCK EDIT MORE

Store:
Coffee shop

21 Avenue, Brooklyn, Mew York, N, United States

Expected
stock

13

100

. Cost
Counted Difference . N
difference

122
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By clicking on the ‘Count stock’ button, you can start the counting process.

B -—=""""""“"/7"7"///7

History

x

98 Bermy cake

[ ]

13 Banana cake

Banana cake

B ¢ E @

¥

o

You can enter the counted quantity in two ways:

1. Search and select the item in the ‘Count item’ field, specify its quantity, then click ‘add to
counted’. For your convenience, you can also add it with a barcode scanner by scanning
the item barcode as many times as its quantity in stock (each action will be displayed in
the history). It may be useful when you count the items by blocks: for example, if there are
10 pieces in one block, you can scan the barcode 10 times or enter the number ‘10’ in the
‘Quantity’ field.

2. Fill'in the quantity of the items in the ‘Counted’ column.

If you add an item that is not in the inventory list, either by typing it in in the ‘Count item’ field
or scanning the item barcode, the system will warn you about this with a yellow icon and the
message: “This item was not part of your planned count. You can delete it or proceed”.

0 B

Count item Quantity
T-shirt (L / Black) 1 ADD TO COUNTED

e E Q@

Item Expected Counted Difference . Cost
stock difference

E’i”af’?__ﬁake 13 13 0 0.00

100 98 -2 -10.00

Berry cake
SKU 10080

u

f: Th's'lunm-sl;mpﬂulimphllu‘lwn 0 1 1 10.00

Total -1 0.00

SAVE COMPLETE

@ 4 *

You will see the history of quantity changes on the right side of the screen. Therefore, you can
cancel wrong entries at any time.

The system automatically saves your count every 30 seconds to prevent data loss.
You can save your count to the document with the ‘Save’ button to proceed the count later.

‘Complete’ button will activate the ‘Confirm inventory count’ window. Click on ‘Confirm count’
to finish the count.
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Confirm inventory count

Please confirm changes. This action cannot be undone

« Stock levels of 2 items will be updated

CANCEL  CONFIRM COUNT

Afterward, the stock of the counted items will be updated according to the count.
Inventory counts can have 3 different status: Pending, in Progress, and Completed.

(= oo

+ ADD INVENTORY COUNT Al ~  Allstores ~ Q
wentory - - . .
Date created Date completed Store Status Notes
& count £
‘ h ie1ms 11 Jun 2021 - Store 2 In progress
[<%) Ic04 17 Jun 2021 - Coffee shap Pending
v ic1013 11 Jun 2021 11 Jun 2021 Coffee shop Completed
-
* oz 21 Dec 2020 21 Dec 2020 Shop 2

4.8 How to Work with Production

Production is a part of the Advanced inventory management and is available only to those
users who have subscribed to this functionality.

The production functionality allows

e you to keep a record of the invento-
w  Pizza . ry of produced items, not just their
o components. It can be useful for

ity @ Eacn - O WeigtVokme items that are made in advance,
* not during ordering. For example,
I T in a bakery. Produced items can be
# [ s moved between stores, its inventory
» ' could be adjusted and counted.
el
o Inventory The production option is only avail-

° able for composite items.

° Open the composite item to edit

or create a new one. Switch on the

‘Use production’ option in the

S “ 12 8 Inventory section.

e 1 oo W

S 75 N |

i o 0w W
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When the option is enabled, the fields ‘In stock’ and ‘Low stock’ will appear in the item form.

You can set these values for the composite item manually, and this will not influence the

stock of the ingredients.
From now on, the stock of the ingredients will be changed by creating Production or Disas-
sembling (explained later).
When selling an item with the "Production” option on, the stock of the composite item will be
reduced, but not its ingredients.

° Stores

Availlable

The item is available for sale in all stores

Store

Coffee shop

Store 2

Price

In stock

25

20

Low stock

Optimal
stock

Don't forget to save changes.

Go to the ‘Production’ section in the ‘Inventory management’ menu.

Purchase orders

Purchase orders
Transfer orders
Stock adjustments

Inventory counts

Suppliers
Inventory history

Inventory valuation

@ % »

+ ADD PURCHASE ORDER

e
ks
o Purchaseorder#  Date
"
2"

n2021

Iy 2021

r201

2201

22021

22021

To create a production, click on the ‘+ Add production’ button.

Production #

DS51006

PR1006

B # ¢ E Q@

DS1005

Date

18 May 2021

21 Dec 2020

21 Jun 2019

Type
All

Store

Cafeteria

Coffee shop

Coffee shop
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The form ‘Create production’ will open for editing.

[ = o ]

|.|.|; store
-]
MNotes
-
(2]
[tems
Lid
-
ltem Cost (D Quantity
Search composite item
L
® L

Select the store from the drop-down list where you would like to perform the production.
You can also make notes in the ‘Notes' field.

n = Create production
il Coffee shop
Store 2
o
"
m

In the ‘Items’ section, you can find and add items from the list of your composite items in
which the production option has been switched on. If you click on the field, a drop-down list
of your items will appear, and you can type in the item’s name, SKU, or barcode to find the
desired item.

=

Items

Pizza
* SKU 10037

Isearch composite item

@
cnce. | D
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The ‘Cost’ field reflects the value that is calculated based on the cost of the components of

the item.

Fill in the ‘Quantity’ field with the quantity of each product that you want to produce.
You can add more items to the order in the same way as above.

& J
Items
(2]
Item
-
Pizza
Coffee 200mil
¢ SKLU 10038
Search composite item

Cost (i) Quantity
1.51 25 B
1.40 s0 B

Click on the ‘Save’ button to create a production.
Afterward, the stock of the produced composite items will be increased according to their

quantity; the stock of the components of the produced items will be decreased based on their

use in the produced composite items.
Also, the value of the average cost for each produced composite item will be updated.

Now you will see the created production document.

n = Production details

e ¢ Productions
“  PR1007
o
Date: 11 Jun 2021
Created by: Owner
=
& Items
- Itern name
* Pizza
# Coffee 200ml
SKU 10038
)

MORE -

Store:
Coffee shop
21 Avenue, Brooklyn, New York, NY, United States

Cost  Quantity
1.5 25
1.40 50
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There are operations available with the produc-
tion document in the ‘More’ menu: Save as PDF,
Save as PDF Save as CSV, and Duplicate.

Save as CSV
Duplicate

New York, & Print labels

If you want to disassemble the produced composite item, click on the down arrow and select
‘Add disassembly’.

o o
+ ADD PRODUCTION - All
Add disassembly
& Producten== pae Store
1 PR1007 11 Jun 2021 Coffee shop

P amaa e

Fill in the ‘Create disassembly’ form in a similar way as ‘Create production’.

|.l.|1 Coffee shop -

-]
Notes

=

2=}
ltems

-

* Item Cost () Quantity

Pizza P
1.51

o KU 10037 e

Search composite item

After clicking on the ‘Save’ button, the stock of the disassembled composite items will be de-
creased by the mentioned quantity and the stock of their components will be increased based
on their use in the produced composite items. The cost of the components is also renewed.
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4.9 How to Print Labels for Items

Printing Labels is a part of the Advanced inventory management and is available only to
those users who have subscribed to this functionality.

Labels are used to mark the items in the store. The label can contain the item’s name, SKU,
price, and barcode. Labels with a barcode allow you to use the scanner to add items to the
ticket.

Go to the 'ltem list' menu in the Back Office.

= Sales summary

e < ) 10 Feb 2021 - 11 Mar 2021 > @© Allday ~
I'I‘ Gross sales Refunds
""" 14.50
& | [tem list | +11.50 (+383.33%)
Categories
‘ Modifiers
2]

Discounts

—

Click on the ‘Print labels’ button at the three dots menu.

=

IMPORT  EXPORT [ - | o
L. Print labels

D Item name [} Category Price
-]

[ Apple Fruits - 1.29
%

O  Apple Juice Drinks - 2.29
E5

[J Banana Fruits - 2.30
an

The form ‘Create labels’ will open for editing.

B

LI.|.| Dymo - 3/4" x 2-1/2° (19 mm = 64 mm) hd Store
’ SKU
Print name Print price
2 Items ADD BY CATEGORY  ADD BY SUPPLIER
ltem Quantity
o Search it
CANCEL CREATE LABELS

4.9 How to Print Labels for ltems
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Select a ‘Label type’ from the drop-down list of predefined printing templates.

= Create labels

S
| ahal tuna
ll.l.l Dymo - 3/4" x 2-1/2" (19 mm = 64 mm) C‘;f;ee shop hd
& Dyma - 17 = 2-1/8" (25 mm = 54 mm)
Dymao - 1-1/8" x 3-1/2" (28 mm = 89 mm)
®
Zebra-1-1/4" x 17 (32 mm = 25 mm)
E Zebra-2"= 1" (51 mm = 25 mm)
"™ ADD BY CATEGORY ADD BY SUPPLIER

Select a ‘Barcode source field’ from the drop-down list of fields: SKU, Barcode, or None. In
case of choosing ‘Noné€’, the labels will not have a barcode.

= Create labels

Label type Store
Dymo - 3/4" = 2-1/2" (19 mm = 64 mm) - Coffi
Lol
o
SKU
"@_ Barcode
E Mone
oo Items

Choose the ‘Store’ from the drop-down list of your stores, for which you are going to print
labels. Select ‘Print name’ and ‘Print price’ boxes if you want them printed on your labels.
The label will contain the price of the items from the selected store.

n = Create labels

Labe| type Store
|_|_L Dymo - 3/4" = 2-1/2" (19 mm = 64 mm) - Coffee shop -
'ﬂ Barcode source field

SKU -

Print name Print price

The system will remember your choice and suggest these parameters as default the next time.
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In the ‘Items’ section, create a list of your items for which you are going to print labels. You
can add items to the list one by one in the ‘Search Item’ field, or you can add a whole category
by clicking on the ‘Add by category’ button, as well as adding all items assigned to a certain
supplier by clicking on the ‘Add by supplier’ button.

Fill in the ‘Quantity’ column with the number of labels you want to print. Then click ‘Create
labels’.

= ]

Dyma - 3/4" = 2-1/2° (19 mm x 64 mm) v Coffee shop -
s
SKU
Print name Print price
ADD BY CATEGORY ADD BY SUPPLIER
an Items ATEGORY
* tem Quantity
¢ T-ghirt (Black / L) |
T-shirt (White / L) 2§
T-shirt (Red / L) |
T-shirt (Yellow / L) 4 i—
Search item

The generated HTML page with labels will open in a new tab of the browser. You can print the
labels on your printer by clicking on the ‘Print’ button.

E Print labels
=S

20.00
T-shirt (Black / L)

10041

20.00
T-shirt (White [ L)

10027

20.00
T-shirt (White [ L)

10027

20.00
T-shirt (Red / L)

10046

20.00
T-shirt (Red / L

)
L LIRNRL LI L R

1NNAR
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In the same way, you can print labels from the Purchase order, Transfer order, or Stock adjust-
ment documents.
Open your document and click ‘Print labels’ in the ‘More’ menu.

n = Purchase order details

8 < Purchase orders SE  Save as PDF
ks , SaveasCsSV
PO1037
& Closed (20 Feb 2021) Duplicate

Date: 20 Feb 2027 .
Ay Ordered by: Louis Print labels
Supplier: Destination store:
E Rodrigo Coffee shop
Rodrigo Diaz 21 Avenue, Brooklyn, New York, NY, United States
.. 0123456789
- :
mail@example.com
Items

The ‘Create labels’ window will open with the items from the document.

The system will automatically fill in the quantity of labels based on the quantity of items in
your document. But you can correct the quantity of labels for each item or remove items
which do not need labels.

The maximum length of a barcode is 80 characters, but for better visualization on small
labels, the optimal number of characters is no more than 18 characters.

Barcode format on the generated labels is Code-128, which supports digits 0-9 and Lat-
in letters A-Z and a-z.

4.10 What is Inventory History

Inventory history is a part of the Advanced Inventory management and is only available to
those users who have subscribed to this functionality.

Inventory history allows users to view records of all the

changes made in the inventory, including transfers, pur-
o chase orders, and adjustments.
ks . . , Lo ‘
Go to ‘Inventory history’ section in the ‘Inventory man-
& Purchase order # Date agementl menu.
- Purchase orders e
E Transfer orders i
Stock adjustments
. Inventory counts 22021
Productions 2021
* Suppliers |
# | Inventory history b 2021
Inventory valuation
@ L 22021
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You can see the ‘Inventory history’ of all the items that underwent any changes. You can filter

the history by period, stores, employees or by reason of stock changes, including sales and

refunds.

There is a link to the document for adjustments made on the item in the ‘Reason’ column.

= Inventory history

B ¥ & F @

@ & ¥

B 11 Mar 2021 -9 Agr 2021

EXPORT

Date

O7 Apr 2021 1&:11 Beef and Chicken Satay
D7 Apr 2021 1610 Seef and Chicken Satay
07 Apr 2021 1610 Beef and Chicken Setay
05 Apr 2021 22201 Banana cake
05 Apr 2021 21:59

Banana cake

D5 Apr 2021 21:59 Banana cake

M Allstores -

Store

Coffee shop

Coffee shop

Coffee shop

Coffee shop

Cafeteria

Coffee shop

L Alemployees «

Louis

= Alleasons -

Sale #42-1002

Sale #42-1001

Sale #42-1001

Damage #54

Transfer 270102

Transfer #TO1020

Adjustment

21

The Advanced inventory also gives you the possibility to see the stock history of items. Click
on the ‘View history’ button in the items form.

B ¢ E Q@

o

Name

Banana cake

Description

Soldby (8 Each (O Weight/Volume

Frice

$4.00

Leave the fiekd blank to indicate the price upon sale

SKU
10054

Inventory

Composite item ()

Category
Desserts

Average cost

$1.64

Barcode
10544566251004

You will see all changes in the stock of selected item.

= Item history

B 11 Mar 2021 - § Apr 2021 = Allstores =

@B ¥ & F @

@ &4 ¥

€ Banana cake

05 Apr 2021 2201

Coffee shop

08 Apr 2021 21:59 Cafeteria

05 Apr 2021 21:59 Caffee shop
25 Mar 2021 2308 Coffee shop
25 Mar 2021 23:07 Caffee shop
25 Mar 2021 22:57 Coffee shop
25 Mar 2021 22:56 Coffee shop
25 Mar 2021 21:58 Caffee shop

Lowis

Louis

£ Al employees «

= Allreasons =

Adjustment
Damage £5A10%7 E
Transfer #70102 20
Transfer #T01020 -20
Sale #36-1005 -1
Sale #36-1004 1
Sale #36-1003 1
Sale #36-1002 El
Sale #36-1001 B
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4.11 What is Inventory Valuation Report
Inventory Valuation Report is a part of the advanced

o inventory management and is only available to those
users who have subscribed to this functionality.
lis Inventory Valuation Report gives an understanding
e e o of the total cost of the inventory and potential profits
& from their sale.
e Purchase orders 2021
Transfer orders | o Go to ‘Inventory valuation’ section in the ‘Inventory
i P management’ menu.
2 Inventory counts 02021
Productions
» S 02021
° Inventory history 52021
® 52021

You can see the up-to-date ‘Inventory valuation’ report. You can filter the report by categories
or stores (if you have multiple stores) and export the data by clicking on the ‘Export’ button.

= Inventory valuation

< ) 31Jan2023 ) All categories ~

Total inventory value Total retail value Potential profit Margin

$198.400 $434.17© $235.77 ¢ 54.3%

B & F Q@

EXPORT

Inventory Potential
! Retail value Margin

Item In stock Cost
value profit

Apples 13.5 $1.50 $20.25 $48.60 $28.35 58.33%

Bacon 15 $2.00 $30.00 $75.00 $45.00 60%

Baguette a $0.00 $0.00 $0.00 $0.00 -

Q o »

Beef o $0.00 $0.00 $0.00 $0.00 -

Black Tea, 200 g o $0.90 $0.00 $0.00 $0.00 -

There is a summary of the inventory information at the top.

Total inventory value is calculated as the sum of the cost multiplied by the stock of all items.
Total retail value is calculated as the sum of the price multiplied by the stock of all items.
Potential profit is calculated as the difference between the total retail value and total inventory
value.

Margin is calculated as Potential profit divided by the Total retail value in percentage.

Items with a negative stock are not calculated in the Total inventory value.
ltems with a negative stock or a variable price (blank price field) are not calculated in
Total retail value and Potential Profit.

You can also see the detailed inventory information of each item.
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4.12 How to Order Items by Boxes,
and then Sell them by the Piece

Sometimes, it is required to order items from suppliers only by boxes, when each box
consists of a certain amount of items.

It is possible to create purchase orders with items by boxes, and after receiving it, you can
disassemble them into items, so you can sell those items by the piece and track their stock.

Go to the Items list at the Back office. You need to create two sets of items: for selling and to
order by boxes.

First, you need to have an item for sale by the piece. Let's say you create an item, sold by
each, ‘Water, bottle 0.5L. Don't forget to enter the initial cost and set the tracking stock for the
item.

|-|-|‘ Water, bOtﬂe 05'— Noc‘a‘l;agory -
o
o Descripf tion
2]
The item is available for sale
- -
Soldby (®) Fach  (_) Weight/Volume
$10.00 $5.00
Leave the field blank to indicate the price upon sale
o price up
SKU
@ 10004 Barcode
Inventory
Composite item () »

Then, create a composite item for box orders. If you are not going to sell by boxes, you can
make it invisible for sale. Let’s create an item, ‘Water, box 0.5L, 25p’.

(=

L, Water, box 0.5, 25p  weceeson .
-]
\:g, Description
2]
[ Theitem is available for sale
- N
Soldby (@) Each O'-'.'eight.-’\.l’olume
* Lost
Price 50.00
# Ls d k di p s
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At the inventory block, set this item as composite and switch on the option ‘Use production’.
Choose the component ‘Water, bottle 0.5L, and set the quantity for one box. Let’s say each
box contains 25 bottles of water.

Inventory
Composite item (1) .
s
Use production (i) .
Component Quantity Cost
.e
-u
Water, bottle 0.5L 1
25,000 12500 B
Item search
Total cost 125,00

Don't forget to save changes.

Now you can order this item by the box.
Create a purchase order, select the boxed item.
Fill in the ‘Quantity’ and the ‘Purchase cost’ for the box. And create a purchase order.

Water Company
ks
Apr 24, 2020 ] (m]
..
-—
0 Items AUTOFILL ~
Purchase
@ Item In stock Incoming Quantity Amount
Water, box 0.5L, 25p e = 4 12500 500,00 -i-
Search item
Total 500,00

CANCEL SAVE AS DRAFT m
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After receiving, the received stock will renew the stock of the boxed item.

Iltems MARK ALL RECEIVED

To

Item Ordered Received 5
receive

Water, box 0.5L, 25p
SKU 10001

L =

After that, you can disassemble the boxed items into pieces.

4 0 4

¥+ & E @

Create disassembly, select the boxed item, and put the number of received boxes.

n = Create disassembly

lats

-

» ltems

2] Cost () Quantity

.

- water, box 0.5L, 25p 125,00 4 B

Q

CANCEL ml
After that, the stock of ‘Water, bottle 0.5L will be automatically updated.

[= oo ]

Name
Category
|-|'|‘ Water, bOtﬂe OSL Mo category -
o
B Description
2]
B2 Theitem is available for sale
- ~
Soldby  (®) Each () Weight/Volume
Frce Cost
$10.00 $5.00
0 Leave the field blank to indicate the price upon sale
SKU
@ 10004 Barcode
Inventory
Composite item & »
Track stack .
stock
100 Low stock
Item quantity at which you will be notified about low stock
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5. Employees

5.1 How to Add an Employee in Loyverse

After logging in to Back Office, go to the ‘Employee list’ in the ‘Employees’ section.

e ¢ = 12 Apr2021-11 May 2021 »
Iits Gross sales
470.05

o 328,97 (4117%)
Ay Gross sales
= Employee list

Access rights
-

40000

Click on the ‘ADD EMPLOYEE' button.

= Employee list

&
’ 3
-
III O Name Email Phone
a ] Owner owner@gmail.com =

Role

Owner

When you add a new employee for the first time, as a shop owner, you will be asked to set
your PIN code. After your PIN code as an owner is set, you will not be asked for this again.

SET PIN CODE

1T 1 1

When adding ic IN code
regime is enabled. Set your own PIN to enter Loyverse
POS application.

CANCI CONFIRM

5.1 How to Add an Employee in Loyverse
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Name

John

[Email

B4 john@mail.com

Phone
‘. 5553354896

Select role

Administrator

Then you can add an employee into
the system.

You can put the employee’'s name,
email address, phone number and
their role: cashier, manager or
administrator.

After creating your four digit PIN
number, click ‘SAVE'.
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If you have multiple stores you can manage your employee access to them. For this, at the
bottom of the form find the ‘Stores’ line and click on the down arrow.

Afterwards, an additional window will slide down with the list of your stores. You can assign
your employee to a particular store.

Stores e

O Access to all stores
O  TheCofee2

The Coffee

SHOWLESS

DELETE CANCEL SAVE

Don't forget to save changes.

Nice! You have now added an employee to Loyverse POS and they will be able to sign in for
work on their mobile device.
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5.2 How to Manage Access Rights of Employees

The owner can give employees different access rights to the POS app and the Back Office.
To do this, you can set up the users’ roles by assigning them to a certain group.

Enter the Back Office and open the ‘Access rights’ section in the Employee menu.

= Sales summary

e < (5] 22 Feb 2021 - 23 Mar 2021
hl-' Gross sales
416.95
O -167.48 (-28.66%)
Y Gross sales

E Employee list

Access rights

- \p—

100.00

You can see the user groups with their roles. By default, there are four user groups with pre-
set roles: Owner, Administrator, Manager, and Cashier. You can create a new group by clicking
on the '+ Add role’ button.

o
+ ADD ROLE
Ik,
& I:‘ Rol Access Employees
& e Owmer Back office and POS 1
‘ 0 ] e Administrator Back office and POS 0
O e Manager Back office and POS 1
-
* O e Cashier POS 1
ﬂ < > Page: 1 of 1

The owner has all the possible rights, which cannot be changed. All other groups can be edited.
You can assign a role to the employee during creation or change the role of existing employees.

There are two blocks of access rights: POS and Back office.
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5.2.1 POS access rights

You can create a new group by clicking the ‘+ Add role’. Fill in the Name field of a new role.
Note that there cannot be two access groups with the same role name.

You can assign the access rights to the

group using the checkbox.

View all receipts

When this option is disabled, the em-
ployee can only view the 5 most recent
receipts. You can use this access re-
striction to forbid your employees to see
and make refunds for older receipts.

Apply discounts with restrcted access See details in Receipts List in the POS.

Change taxes in a sale

POS ®

)

Wiew all receipts

B v & E @

Apply discounts with restricted access
When this option is disabled, the em-
ployee does not have the right to use the
restricted discounts. See details in

Open ol st without making & sale How to Create and Configure Discounts.
Reprint and resend receipts
Manage tems Change taxes in a sale

Change settings When this option is disabled, the

Access o I chat support employee cannot change taxes, applied
to the items during sale.

Perform refunds

Manage all open tickets

@ 4# ¥

iold saved items in open tickets

O0O0DO0ODO0ODO0OD0ODO0OO0ODO O

@ Back office »

Perform returns

When this option is disabled, the employee cannot make refunds. Such an employee would
not have the ‘Refund’ button in the edit receipt window in the Receipts section of the POS.
See detail in How to Issue a Refund on Loyverse POS

Manage all open tickets
If enabled, the employee can view and edit open tickets created by other employees.

Void saved items in open tickets
Deselect if you want to forbid your employees from deleting saved open tickets or deleting
items from them. See details in Open tickets

View shift report
You can select whether the employee can see the shift report with the expected amount of
cash or not, during and when closing shift. See details in Shift Management in Loyverse POS

Open cash drawer without making a sale
If enabled, the employee will have the ‘Open cash drawer’ button in the menu at the Sale
screen of POS. See details in How to Connect a Cash Drawer

Reprint and resend receipts
If enabled, the employee can reprint receipts and resend them via email
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Manage items
If enabled, the employee can add and edit items and categories in the POS. See details in

How to Add Items in the Loyverse Back Office

Change settings
Employees with this right can access the Settings at the POS, where it is possible to connect
printers, CDS, and KDS.

Access to live chat support
Employees with this right can access chat support.

When an employee tries to access a function on the POS that they do not have the access to,
the PIN-panel will be opened with the request to enter the PIN. After entering the PIN code of
an employee who has access to the function, a one-time access is granted to the employee
who does not have access to the function.

5.2.2 Back Office access rights

If you want to give the user group an access to the Back Office, switch on the Back Office in
the form. After that, you will see the list of access rights to the Back Office.

Active checkbox opens access to the corresponding section of the Back Office.

9 [0  Access to lve chat support
@ Back office ®

"l.h_ O  view sales reports

Manage items and inventory
-
- Manage employees
* Manage customers

Edit general settings

Manage billing
&) Manage payment types

kanage loyalty program

Manage laxes

kanage kitchen printers

kanage dining options

kdanage POS devices

0 0O 0000000 o0ooao

Access to live chat support
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View sales reports

Gives employees the right to access the Reports menu

Cancel receipts

Gives employees the right to access the Cancel receipts functionality in the Receipts section
in Reports

Items (Manage items and inventory)

Gives employees the right to access the ltems menu and receive a low stock notifications. In
the case of an active Advanced Inventory subscription, it gives employees the right to access
the Advanced Inventory menu.

Manage employees
Gives employees the right to access the Employees menu.

Manage customers
Gives employees the right to access the Customers menu. See details in How to Work with
Customer Base in the Back office

Edit general settings
Gives employees the right to access the Features section in Settings. See details in

Setting Up Your Shop in Loyverse Back Office

Manage billing
Gives employees the right to access the Billing & subscription section. See details in
How to Use Add-on Services of Loyverse POS

Manage payment types
Gives employees the right to access the Payment types section. See details in

Configuring Payment Types in Loyverse POS

Manage loyalty program
Gives employees the right to access the Loyalty section in Settings. See details in

How to Set Up a Customer Loyalty Program

Manage taxes
Gives employees the right to access the Taxes section in Settings. See details in
How to Configure Taxes in the Back Office

Manage kitchen printers
Gives employees the right to access the Kitchen printers section in Settings. See details in
Using Kitchen Printers with Loyverse POS

Manage dining options
Gives employees the right to access the Dining options section in Settings. See details in
Dining Options

Manage POS devices

Gives employees the right to access the POS devices section in Settings.

This permission also allows them to sign in to POS using email and password. See details in
How to Give Employees Access to Login into Loyverse POS through E-mail

Access to live chat support

Gives employees the right to access to live chat support
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5.3 How to Give Employees Access to Login
into Loyverse POS through E-mail

5.3.1 Make access rights for group

— Go to ‘Access rights’ menu at

e ¢ [@ 28Apr2021-27 May 2021
laks

Gross sales

863.16

+625.20 (+262.73%)

A% Gross sales

2= Employee list

Access rights

-e
—

400.00

.

Choose an existing group with your employees or create a new role.

= Accessrights

L

D Role ploy
o

e Owner Back office and POS 1

)%

a e Administrator Back office and POS 0
2"}
e O e Manager Back office and POS 1
-
» a e Cashier POS 1
a £ > Page of 1
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Switch on ‘Back office’ option and check in box ‘Manage POS devices'.

Back office R ]

Employees can log in to the back office using their email
and password

Manage POS devices
. Thiss permission also allows fo sign info POS using email and
password

5.3.2 Assign employee to the group

Go to the ‘Employee list’ in the ‘Employees’ section.

Employee list
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Create Employee by clicking on the 'ADD EMPLOYEE" button. If you have created employee
before, open it for editing.

+ ADD EMPLOYEE

At the ‘Edit employee’ window fill in
employee's name, email address, phone
number and the role (the group that you
created in the first step).

Name

Rima

Email
w rima@getnada.com

Phone
v, 987654321

5.3.3 Creating password by employee

The employee will receive Email with an invitation to obtain access to the Back Office. He or
she should click the ‘Create an account’ button.
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The employee will be redirected to the Back office form, so he/she has to fill in a password to
create an account.

[a%a]

- LOYVERSE

LH ] Lovauty univenrse

Create a Loyverse account
Email

rima@getnada.com

Fassword again

CREATE AN ACCOUNT

When the employee enters the back office, it means the account is created.

POS devices

Q...

POS devices

e # @

[ 1

L[]

This store has no POS

If you don’t assign to this employee group any other access rights, then your employee will
not see and manage any other information in the Back Office except POS devices.

5.3.4 Login into Loyverse POS

Now an employee can login into Loyverse POS at the mobile device with his/her E-mail and
password, created at the previous step.
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5.4 How to Switch User Account to Different
Employee in the Opened Loyverse POS

If you want to switch the user account to another employee in an already opened Loyverse
POS app without exiting, you need to go to Menu.

= | Allitems - Q Ticket i

Then, tap on the lock icon.

Alex

POS 02

Coffeeshop

'& Sales
a Receipts
(©  shift

ltems

Once the pin pad is open, a different employee can enter his or her own pin to log in.

@ Tmecuoex
3 LOYVERSE
Enter PIN-code
1 2 3
4 5 6
7 8 ]
0 Clear

The active app account has switched to another user, and you can see his or her name on the
menu header.

Alice

Coffeeshop

ﬁ' Sales

E Receipts

©  shift
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5.5 Using Time Clock to Track Employees Hours

This feature allows employees to clock in/out and calculates their total work hours.
5.5.1 Configuration

Login to the Back Office, navigate to the Settings menu, Features section, and switch the
‘Time clock’ slider on.

o] Time clock
Track employees’ clock In/out time and calcukate heir 1013l wark hours. Learn mare

Don't forget to save changes.

The time clock feature requires authentication by PIN. Set your PIN to enter Loyverse POS
app if you have not.

5.5.2 Using at POS

At the Loyverse POS app tap the ‘Time clock’ button in the top right of the login screen.

5.5 Using Time Clock to Track Employees Hours 151



Enter PIN-code on the number pad.

Then ‘Clock In" and ‘Clock Out’ buttons become active.

&

O

Enter PIN

0000
1 2 3
4 5 6
7 8 9
0 Clear

CLOCKIN @ CLOCK OuUT

Enter PIN

Tap ‘Clock In" button to start tracking hours and record a time punch.

=

-
CLOCK IN @ CLOCK OUT

Enter PIN

Then you will see information about the clock in time.

152

Owner clocked in at

18:37

GO TO POS
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Tap to ‘Go to POS' button to go to the sale screen of the app or back arrow to come back to
login screen.

After finishing work go to ‘Time clock’ screen, tap ‘Clock Out’ button to record a time punch.

n e

CLOCK IN @ CLOCK OuT

Enter PIN

Then you will see information about clock out time.

Owner clocked out at

18:48

Tap to ‘OK’ button.

5.5.3 Reports at the Back Office

There are two sections in 'Employees’ menu connected to Clock in/Clock out option:
‘Timecards’ and ‘Total hours worked'.

< ) 27 Jan 2021 - 25 Feb 2021 »

Gross sales

584.43

-42.88 (-6.84%)

Gross sales

B v ¢ E Q@

Employee list

Access rights

Timecards

Total hours worked

»

100 00

‘Total hours worked’ section shows summary report of each employee in the chosen period.
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= Total hours worked

e € () 27 Jan 2021 - 25 Feb 2021 » A Allemployees -

e EXPORT

& Employee Store: Total hours
‘ Alice Coffee shop 0.05
E Isaak Coffee shop 013
.

- Joe Coffee shop 7.13
* Total 7.31

At the ‘Timecards’ section you can see the list of timecards.

= Timecards

e < [ 27.Jan2021 - 25 Feb 2021 > & Allamployees -
aror
O clockin Clock out Employee Store Total hours
’ O  Missing 25 Feb 2021 11:37 Isaak Coffee shop -
O 25Feb202111:05 25Feb 2021 11:08 Isaak Coffes shop 0.03
-
O 25Feb202111:05 25Feb 2021 11:37 Alice Coffee shop 0.53
O 29 Jan 2020 20:00 Open Joe Coffes shop @ 707.63
. ]

You can correct the current timecard or create a new one by clicking on ‘Add Timecard’
button. Total hours are automatically calculated based on clock in and clock out time.

The decimal in ‘“Total Hours’ shows a fraction of an hour, not minutes.

Total hours: 1.25
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6. Customers

6.1 How to Set Up a Customer Loyalty Program

Loyalty programs motivate customers to make recurring purchases as they create the oppor-
tunity for you to take customer relationships to greater depths and also reward their visits
with bonus points.

To set up the reward program, login to the Back Office.

< (5] 22 Apr 2021 - 21 May 2021 >

Gross sales

751.11

+94.89 (+14.46%)

Gross sales

B ¢ E @

600.00

400.00

* 20000

Then in the Settings menu, click the ‘Loyalty’ button.

e Settings
System settings
Features

Billing & subscriptions

Payment types

| Loyalty |
Ta:

o
i,
a
®
=

A basic program offers 1 point for 1% of the amount spent, but of course, you can modify the
percentage according to your preference. Don’t forget to press ‘Save'.

Loyalty settings

Bonus system

1.00

Your loyalty program is ready to go! All you need now are some customers! They'll be hap-
py to know they can now collect bonus points at their favorite small business.
Your store is well on its way to success!
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6.2 How to Sign Up a Customer in Loyverse POS

Loyverse POS app provides you with the possibility of connecting sale records with cus-
tomers. It allows you to send receipts to customers via email. If you have already set up the
loyalty program, you can give bonus points to registered customers for every purchase, to be
redeemed for discounts.

When making sales in the Loyverse POS app, you can sign up a new customer.

Click the ‘Add client’ icon at the top right-hand corner of the sale screen.

Capucein x 1 530
mmmmm

Cake with strawberry x 1 14.00

Carrot Fresh x 1 499

CHARGE
COFFEE & TEA BREAKFAST

In the pop-up window, you can select the existing customer or add a new one by clicking on
‘Add new customer’.

X Add customer to ticket

Q  search g

Recent customers
Mary Johnson
mary@mail.com, 55527056254
Jackle Figueroa
telfo_gall@bing.com
John Smith
johnd5678@gmail com, 145678123

AN Judy

If you add a new customer, fill in the ‘Create customer’ form. You must fill in at least one of
the fields: Name, Email, or Phone to identify a customer, and other fields are optional.
Tap ‘Save'.

< Create customer SAVE

& Name

Emall

. Phone

Q@  Address

Town/City County

Postcode Country

[ Customer code i

B note
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Check the information about your customer and tap ‘Add to ticket’ at the top-right hand corner.

e

oD B © ¢ K

»*

EDIT PROFILE

Customer profile

o

John Smith

john45678@gmail.com

145678123

Viena, Strasse strite 582552

110345678

Likes coffee

28.34
Points

36
Visits

Jan 7, 2021
Last Visit

REDEEM POINTS

ADD TO TICKET

After the customer is signed up, proceed with your sales as usual.

Then in the window after choosing the payment type, you will see a customer’s email. Tap

‘Send receipt’ button to send the receipt to the customer via email.

ket

Capuceine x 1

Cinaman
Cake with strawberry x 1

Carrot Fresh x 1

Total

6.00

24.00

Total paid Change

john45678@gmail.com

SEND RECEIPT

" MEW SALE

5 PRINT RECEIPT

Tap the ‘New sale’ button to return to the sale screen.
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6.3 How to Redeem Customer Points for a Discount

At the sale screen, add items to the ticket and click the ‘Add client’ icon at the top right-hand
corner of the sale screen.

" Banana cake x 1 1450

- .4 ¢

W Fn
—
oo ] a
(
1 (e Tax 178
g : 4

Total .

YT
‘ | g - ;},

%
JUICES FRUITS SWEETS COFFEE & TEA DRINKS -

Berry cake x 1 1250

Capuceino x 1 530

cl Chocolate Chocolate
sausage trufil

In the pop-up window, select the existing customer from the list of recent customers. You can
use the search field to find the customer by name, email or number.

»*  Add customer to ticket

Q

ADD NEW CUSTOMER

Recent customers.
e John Smith
n45678@gmall com, 145678123
e Alex
ipadrtdemo@gmail com
e Jahn Smith
hn Smith@gmail com
e Hana
rchik@gmail com, 1275438976
8 Jackie Figueroa
telfo_gall@bing c
e Douglas Rose
senga-rin@bing com

After you have selected the customer, you can see his/her profile with the number of points
available for redemption. Tap ‘Redeem points’

€ Customer profile

S/

John Smith

[ ]

johnd5678@gmail. com

145678123

Likes coffee

o -

174

*

Nov 12,2018
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The app will show you the maximum redeemable value. But as clients wish, you can enter a
lesser amount using the number pad. After tapping ‘OK’, the points will be applied and the
purchase amount will be reduced.

< Discount by points

Value: 1.74
1 g 3
a
4 5 6
7 8 9
OK
0 00

Then you'll see the receipt preview with the redeemed points in the discounts line. Tap
‘Charge’ to continue the sale as usual.

= Allitems =~ Ticket =

Banana cake x 1 14.50

Berry cake x 1 12.50

Capuccino x 1 5.30

| Discounts 1.74

Total 3224

JUICES FRUITS SWEETS COFFEE & TEA DRINKS HH
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6.4 How to Send E-mail with Receipt
to Client in Loyverse POS

After you enter the payment to receipt during sale, you can send a receipt to a customer by
email.

Fill in the ‘Enter email’ field and tap ‘Send receipt’ button.

Dine in
Chocolate truffle dessert x 1 8.50 2] . 1 8 0 . 00
Total paid Change

Croissant x 1 225

Cream cake x 1 B.50

Tax 193

E
Total 2.8

& PRINT RECEIPT

~/ NEW SALE

Please be attentive while entering the Email. If you make a mistake, the customer will not get
the receipt.

After you see the message ‘Receipt sent to email’, you can proceed to a new sale.

Dine in

Chaocolate truffle dessert x 1 8.50 21 . -] 8 0 - 0 0
Total paid Change
Croissant x 1 225
Cream cake x | B.50
Tax 1.93
(@ Receipt sent to email
Total 21.18

5 PRINT RECEIPT

" NEW SALE
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6.5 Information about the Customer
and Comments in the Receipt

These settings only affect the display of information on the receipts for the clients, such as
printed receipts, email receipts, and do not affect the format of receipts in the archive in POS
and in the Back Office, where customer information and notes are always displayed.

Go to the ‘Receipt’ section in the ‘Settings’ menu in the Back Office.

o Settings
System settings
1N
Features
o
Billing & subscriptions
*®
Payment types
E Loyalty
- Taxes
* | Receipt
|| o Open tickets
@ Kitchen printers

In the Receipt settings, switch on the ‘Show customer info’ option if you want to display the
information of your registered customers on the receipts.

Switch on ‘Show comments’ option if you want to display the comments of the items and the
ticket on the receipts.

0 Settings Receipt settings ote

L System settings Cafeteria

Features Logo
-]

. ) Emailed receipt Printed receipt

Billing & subscriptions
)

Payment types
=-]

Loyalty
& Taxes
* Receipt Header

‘ # Open tickets

@ Kitchen printers Foo

Dining options

0 Stores Show customer info ®
Store & POS settings
Show comments .
Stores
Receipt lsngua
i English v ’
Don't forget to save your
cnca  suve changes by clicking on the
‘ J
Save’ button.
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If you have several stores, you have to make these settings for each store by selecting the
store’'s name from the drop-down list and saving changes.

Receipt settings

Cafeteria -
Logo Coffee shop

Emailed receipt Printed receipt

Now, during the sale, when you register a new customer or assign a ticket to an existing
customer, the customer name and number will be printed on the receipt.

You can add comments to the open ticket by tapping on the ‘Edit ticket’ button under the
menu (:).

y i T Dine in £  Printbill

Vs Edit ticket
Chocolate

2 Assign ticket
Classic Col

N Split ticket
Cream cak

Move ticket
Fancy Caks

BB Open cash drawer
Croissant »

Type in the comment on the pop-up window and tap ‘Save'.

n X Edit ticket SAVE

Name

Comment

Hurry up

CONVERT TO CUSTOM TICKET
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To add a comment to the item, click on the item in the ticket. Fill in the comment field in the
pop-up window and tap ‘Save'.

»  Pizza 15.00 SAVE
Quantity

— i +
Comment
Medium size
Discounts
Discount 10% 10% @ Discount 100% 100% b
Taxes
Sales Tax, 15% () added tax, 10% @

The Information about the customer (Name and Number) and notes (comment to the open
ticket and comments to the items) will appear on the receipt.

n Cafeteria
Order: 7
., . Cashier: Alex
Customer information: POS: POS 12
Name, Address and Phone Customer. Judy
> 15th Avenue, Mew Yoik , 11219, United States
152244545
Ticket comment >
Apple Juice 499
1x4.89
Pizza 15.00
Item comment 1x15.00
> Medium size
Coffee 4.00
Item comment 1x4.00
> T sugar stick
Points earned 0.26
Points balance 0.26
Subtolal 23.99
Meals, 5.5% 1.56
Total 25.55
Cash rounding -0.45
Cash 50.00
Change 2400
5/26/20 12:30 #30-1002

The item comments will be displayed on the refund receipt, but the ticket
comments will not.
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6.6 Customer Identification by Phone Number

If you specify a customer’s phone number when you sign up a customer in Loyverse POS, you
can identify your customer by their number during a sale.

For customer registration, it may be enough to fill only one of the three fields: ‘Name’,
‘Phone’ or ‘Email’. But sometimes, the customer’s name is not unique. If you create
multiple clients with the same name, it will be difficult to find the correct one. Therefore,
we recommend you to fill in the fields ‘Phone’ or ‘Email’ as well.

< Create customer

SAVE

Alex709gmail.com

Phone

. +12345678900

9 Address
Town/City County
Postcode Country -

During a sale, tap the ‘Add client’ icon in the upper right corner of the screen.

164

= Allitems ~ a Q Ticket H
e 1 e f

COFFEE & TEA DRINKS H

JUICES FRUITS SWEETS

Cake x | 4.59
Classic Cobb Salad x 1 7.59
Lunch x 1 9.90
Tax 276
Total 24.84

SAVE CHARGE
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In the ‘Search’ field, start typing the customer’s phone number that you wish to find. Select
your customer from the list.

X Add customer to ticket
Q w179 X
ADD NEW CUSTOMER
8 Alex
alexT0%@gmail com, +12345678900

Tap ‘Add to the ticket’ button to connect the customer to the ticket.

< Customer profile ADD TO TICKET
Alex

alex709@gmail. com
+12345678900
likes orange juice
0.00

% o
Foints
0

e

The phone number can be assigned not only to new customers but also to clients created
earlier. To do this, find the card of the customer, tap ‘Edit profile’ and edit it by specifying the
phone number.

< Customer profile ADD TO TICKET
John Smith
John Smith@gmail com
3.41
* :
Points
9
&
visits
11/22/18,6:52 PM
m 2
ast visit
EDIT PROFILE REDEEM POINTS
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6.7 How to Work with Customer Base in the Back office

Enter the Back Office and open your 'Customer base'.

+ADD CUSTOMER |
laks
E

D Customer

0 John Smith
Vo Likes coffee 01.01.197

E D Alex

e John Smith

alha —_—

To create a new customer, click on the ‘+ Add customer’ button.

— Customer base

e [0 customer Contacts First visit
John Smith john45678@gmail.com
‘ D Likes coffee 01.01.1978 Viena, ... 145678123 SoNavR0e
27} [ alex ipadridemo@gmail.com 03 Jan 2017
— John.Smi com

The form ‘Create customer’ will open for editing.

= oo

LIL e
-]
MName
)t
B
Email
..
-
" {. Phone
Q Address
City Emirate
Paostal code Country -
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You cannot create a client without filling in one of the fields: Name, Phone or Email. You can
also make some notes about the customer. After clicking on the ‘Save’ button, the Customer
profile will be created.

= Customer profile

e < Customer base EDIT PROFILE MORE ~
iy
& e
‘\# .
Phille Bolton
27]
foadfg@ggo.com
.
-
. 45567778
9 118 B Chestnut St, Chicago, IL 60612
e
[m) 1110471102
®
B Likes coffee
04 Jan 2019 21 Mar 2019 at 12:53
First visit E Last visit
4 163.19
& Visits S Total spent
3.26
* Paints

By clicking on the ‘Edit profile’, you can change the name, phone number, address, customer
code and note.

There is ‘Edit points balance’ and ‘Delete customer’ buttons in the ‘More’ menu.

= Customer profile

£ Customer base EDI]

Edit points balance

e Delete customer

Phille Bolton

Ei&so

You can enter new points balance in the pop-up ‘Edit points balance’ form and click ‘Save'.

Edit points balance

Value

100

CANCEL SAVE
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You can also open the existing Customer profile by clicking on the needed customer from the

customer base.

H

B ¥ o E @

|5

4 ¥

Customer

Isabel Blake

Alex
likes orange jui

Judy

Katherine Riley

Dauglas Rose

ce

Contacts

zaidquint@mail.com

alexT 03 @Egmail com
+1 2345678900

152244545

firin@google.com

First visit

12 0t 2017

29 Dec 2017

25 May 2020

06 Jan 2018

06 Jan 2018

Last wislt

1200t 2017 at 16:046

11 Dec 2018 aL 12:19

25 May 2020 at 1230

06 Jan 2078 at 17:11

06 Jan 2018 a1 17:18

Tortal visits Total spent

1

57.03

3017

25.55

15.27

5.25

O 0O 0O 0o O O

sanga-rin@bing.com

6.8 Purchase History of a Registered
Customer in the POS

This feature makes it possible to see the purchase history of a registered customer during a
sale at the POS.

When making sales in the Loyverse POS app, add registered customer to the ticket. To see
the purchase history of the customer, just tap the button “View purchases” on the customer

profile.

168

& Customer profile ADD TO TICKET
John
s 777564321
B Likes coffee
0.00
* o
FPoints
1
o Visit
6/18/19, 10:50 AM
B :
Last wisit
EDIT PROFILE REDEEM POINTS VIEW PURCHASES
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You will see the list of past receipts issued from this store, connected to the customer. Select

to see details.

®

®

o

®

Purchase history
Search

B.02

Cookies x 1, Coffee 200ml x 1

17.39

Apple Juicex 1, Pizzax 1, Colles 200ml x 1
22.49

Cake x 1, Banana x 2 000. Pizzax 1

2559

Banana x 2.000, Cake x 1, Coffee 200m| x 1, Pizzax 1

Jun18

Mar 28, 2018

Mar 28, 2018

Mar 28, 2018

Once you open a selected receipt, you can make a refund, send the receipt by email (the
button ‘send receipt’ is under the three dots menu) or reprint receipts (if a receipt printer is

connected).

.

#1-1067

Cashier. Owner
POS: POS 1
Customer. John
TT7564321

Dine in

Cookies

12569
Coffee 200ml

1% 1.60

Subtotal
eat in tax, 10%

jreve] 1]

8.02

Total

5.69

T.29
0.73

Print receipt

Send receipt

If there is no internet connection, you will only be able to see receipts with this client
that were downloaded (to the device’s memory storage) prior to viewing the archive of
receipts.
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6.9 Importing and Exporting Customers

At the Loyverse POS app, you can manually add customers to the system and edit them. But
if you would like to change or add many customers, importing and exporting functions at the
back office will be quicker and more convenient.

Enter the Back Office and open the 'Customers' menu.

Sales summary

9 ¢ [ 4Dec2020-2Jan 2021
I"'I" Gross sales
7.999,71
-] +7.999.71 (+100%)
T Gross sales
2] 2.000,00
= 1.500,00
" 1.000.,00
o]
500,00

There are ‘Import’ and ‘Export’ buttons at the top of the customers' list.

= Customer base

¥ & E Q@

»

+ADD CUSTOMER

O  customer
[ santiago
[ Diego
D
O

Sebastidn

IMPORT  EXPORT

Contacts

santiago@webmail.com
603199054112

DiegoDi09@mail.com

fernando444@mail.com

sebas777@mail.com

First visit

17 May 2017

13 Feb 2019

13 Feb 2019

13 Feb 2019

Click on the ‘Export’ button to download all of your contacts. Confirm the download dialog,
and save the file to your computer.

Now you can open your file, edit the customer list, and import it back to the system.

170

A B
Customer ID
95147502 Santiago
2727296151 Diego
27272745924 Fermnando
2727292518 Sebastian
2727305703 Camila
2727312547 Valeria
2728093104 Alejandro
2728168948 Maleo
3980015257 Alex
2727271176 Alonso
2727285285 Alicia

Customer name Email

DiegoDi0S@mail com
fernando444@mail com
sebasT77@mail com
CamilaE&@mail com
ValenaDi5@mail com
alex4517 @gmail com
mate3433@mail com
alex709@gmail com
alonso123@gmail com
Alicia111E@mail.com

D

Phone

454577777

45176885433

G755432888
+12345678000

548822269669

E

Address City
santiago@webmail com 603189054112 Calle Cabo de Palos, 7 30010 Murcia Spain

Gral. Eulalio Gutiérrez 1258, Zona Centro, 25000 §

Province
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During the editing process, remember that the main identifier of your client is by their email
address. There should not be different clients with the same email address.

If you want to import the list of new customers, go to ‘Import’ and click the link, ‘Download
template file'.

Import customers
I-lll Download template file and fill in with the customers information
o
Ao
Drag and drop your file here
of select it on the computer
2=}
.
HELP CANCEL
»

Open your template file and fill up new customer information in the specified columns. If you
are missing some information, you may leave the cell blank. Do not delete the column names
from the first row or change their place.

A < D E. | F|

1 |Customer ID Customer name Email Number Points balance Mote
2 Angels Hicks courowa we@toodles.com

:’ Estelles Chapman elu_redofnd@infoseller.com
- Noahs Francis Malla-fhi@bing.com
5 Daniels Cunningham dea_Ifayd@google.com
6 Devins Peterson mauif_sim@yahoo.com
7 Adrians Cox ansftice_buse@yahoo.com
8

After the file of new customers has been made, you can save and import it at the ‘Import cus-
tomers’ window by dragging and dropping it into the selected area or by selecting it on your
computer through the link. The import will start after clicking on the ‘Upload’ button.

n = Customer base

Import customers
Ik Download template file and fill in with the customers information.
-]
"
Drag and drop your file here
or select it on the computer
=]
-
* HELP CANCEL :
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Then, the confirmation window will appear with a short report and warning signs.

Confirm import
L, Please confirm the changes. By continuing you will not be able to return to the previous list of customers.

3 customers will be created
*

o 7 customers will be edited
2°]
2 You did not fill the field "Points balance". It will be assigned a value of 0.

Cells: K9, K10, K11
HELP CANCEL  CONFIRM IMPORT

After confirming, the customer base will be renewed with the added customers or any chang-
es to existing ones.

6.10 How to Add the Customer to
the Receipt by Scanning a Barcode

The cashier can add the customer to the receipt by scanning the barcode from his/her loyalty
card with a barcode scanner or device camera. However, before doing that, the barcode from
the customer’s loyalty card (“customer code”) should be entered into the customer’s profile.

When you register a new customer at the POS, you can add a customer code by clicking the
'Add client' icon at the top right-hand corner of the sale screen.

Cake x 1 4.59

Classic Cobb Salad x 1 7.59

Lunch x 1 9.90

Total 24.84

CHARGE

JUICES FRUITS SWEETS COFFEE & TEA DRINKS -H
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Tap on 'Add new customer.

X Add customer to ticket

Bl o
Q Search i

ADD NEW CUSTOMER

Recent customers

Benjamin B.
ben91 @yahoo.com, 555 455 7692

Jonathan W.

Hannah
hanna?&@hotmail.com

Kevin Ellington
ellington-kevin@gmail.com, 555 673 3496

1D 29038467

555 876 5786

Manuel Rodriguez

manuelB9@hotmail. com

(0T 0< 20 < 0 < T 0 - T - 0 o

Nora Miller

Fill in the 'Customer code' field by entering the barcode numbers with the keypad or using a
barcode scanner or device camera ("Use camera to scan barcodes" function should be on).
Tap' Save.

& Create customer SAVE

1] Name
Email
%« Phone
Q@  Address

City Pravince

Postal code Country v
@ Customercode o
B Note
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You can also add the customer code at the customer profile in the Back Office.

. e
o
-\; Name
&=
Email
(1]
-
* XL Phone
Q@ Address
Town/City County
Postcode Country -
Customer code
B Note
0/255

When the codes are in the customers’ profiles, you can search for registered customers by
their customer code during the sale. You can use the search field or scan the barcode with a
scanner or a built-in camera.

X Add customer to ticket

o
Q Search Jni

ADD NEW CUSTOMER
Recent customers

Benjamin B.

bend1 @yahoo.com, 555 455 7692

Jonathan W.

Hannah
hanna7&@hotmail com

Kevin Ellington

ellington-kevin@gmail eom, 555 673 3496

ID 29038467

555 876 5786

Manuel Rodriguez

manuelB3@hotmail com
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If the scanned value matches a customer code, the system opens the profile of this client.
Tap the 'Add to ticket' button.

& Customer profile ADD TO TICKET

John

(] 823090120955

0,00
* Fainit
1
e |
r.' Jul 7, 2020

EDIT PROFILE

If the scanned value does not match any of the customer code, you will see the following
message:

Customer not found

A customer with the code 820068730017 could not be found.

You can also search for receipts using the customer code in the “Receipts” menu at the
POS to view all the customer’s receipts.
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6.11 How to See the Purchase History of
Registered Customers at the Back Office

After you have set up the customer loyalty program which connects sale records to custom-
ers, you may also want to see the purchase history of your regular customers. You can ac-
cess information about customer purchases through the ‘Receipts’ report.

In the Back Office, go to the ‘Receipts’ section.

Receipts

< ) 9 Dec 2020 -7 Jan 2021

Sales summary
All receipts

Sales by category

@ Allday ~

Sales by employee
Vsales by payment type

(3]
ks
o et ) 19
"
=

Receipts

- Sales by modifier

-

=

Store

Click on the search icon.

e < () & Dec 2020~ 7 Jan 2021 @ Allday =
s All receipts
) Y
EXPORT -
=)
Receipt no. Date Store
a5
81601 07 Jan 2021 17:30 Coffes shop
1600 0F Jan 2021 1729 Colfee shop

= All stores = 2 All employees -

Sales

19

Louis

Louis

Customer

Mary Johnson

Jackie Figueroa

Refunds

0

Tatal

968

Tap your customer name and click <Enter> on the keyboard.

Sales

19

Refunds

0

Q, Jackie

Customaer

Employes

Louis Mary Johnson

Type

Sale

Total

9.69
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You will see the list of receipts which are connected to the customer.

2 All empigyees =

@

8 © @ 9 Dec 2020+ 7 Jan 2021 @ Alday = . Al stones -
ks
AN recsions
o 5
EXFORT =
2]
by
ah
B1600 OF Jan 202117329 Coffes shop Louls
5180 07 Jan 2021 1729 Colfee shop [
51598 07 Jan 20201728 Colfee shop Lows
-3 B8 A 30T 2344 Cotfer shop Ltz
1407 31 Dec 20015 10:00 Colfee shop Lotz

O, Jackie

daciie Figaeroa

Jacie Figuenes

Jackie Figutros

Jackit Figatrod

Jackie Figatroa

G

Sale

Sale

*

Cashier: Louis

POS: POS 07

11.83

Total

Cusiorner: Jackie Figueroa
eifo_gamgbing com

Bine in

Caot Fi

resh

a5

228

11,83

Qa7
1200

If you click on a receipt row, the details will appear on the right side of the screen.

The other way to see the information about the customer is in the exported ‘Receipts’ re-
port file. After exporting the report and opening it as a sheet, you can filter the customers.

Choose the desired period for the report. Export it as a CSV file by clicking on the ‘Export’

button.

e < (B 9 Dec 2020-7 Jan 2021 @ Allday = M All stores - & Allemployees »
I s All receipts Sales Refunds
. 19 19 0
"
& Q
~

=]

Ricdipt no. Date Btore Ernplayet [=T Type Tatal
an

81601 07 Jan 2021 17.30 Cotfee shop Louls Mary Johason Sale 268
»

81600 07 Jan 2021 17.29 Cotfee shop Louis Jackie Figueroa Sale 4383
e

81599 07 Jan 2021 17.29 Coffee shop Louls Jackie Figueroa sale 3259
@

81558 07 Jan 2021 17.28 Cotfes shop Louis Jackie Figueroa Sabi 11.83

Open the file in Google Sheets.
n E receipts-2020-12-09-2021-01-07(1) v @ &
File Edit View Insert Format Dala Tools Add-ons Help Lasledit was seconds ago
oo & PO100% » rpe % 0 00 123 Adal - 10 YBI.:,'.L & H P Erleldrwr o BET-Z-
Date
[ A 3 c D E F (] H [ J K

1 |Dal. _|Rooeipt number Receipt type Gross sales Discounts Met sales Taxes Tips Tolal collected  Costof goods  Gross profit
T 0rOv2021 173 £1601 Sale 969 .00 969 0.00 000 969 278 684
I 0moN202117:2 §1600 Sale 4383 0.00 4383 0.00 000 4383 15.41 2542
4 0M0N2021 172 £-1599 Sale 3299 0.00 3299 0.00 0.00 3299 10.90 2209
502021172 £-1588 Sale 1163 0.00 "3 0.00 000 163 10.30 153
& OO0 172 §-1597 Sale " 0.00 1479 0.00 000 14.79 587 862
T 0TON202117:2 §-1596 Sale 26,60 0.00 26.60 0.00 0.00 26,60 10.52 16.08
5 0M02021 17:2 £-1595 Sale 4451 0.00 4451 0.00 0.00 4451 129 4320
I 0mO2021 17:2 £-1594 Sale 2588 .00 2588 0.00 000 2588 240 2348
020122020 19:1 111426 Sale 13259 0.00 132.59 0.00 0.00 13259 7225 60.34
19122020 10:2 11-1425 Sale 4302 0.00 4102 0.00 0.00 43.02 1451 2851
12 19122020 101 11-1424 Sale 1859 0.00 1859 0.00 0.00 1859 11.70 689
31822020 133 11-1423 Sale 1429 0.00 14.29 083 000 1522 471 9.58
1 ARI2020 13:3 11-1422 Sale 2730 0.00 2730 145 0.00 2875 4T 2259
15 18122020 13:3 11-1421 Sale 4648 0.00 4643 o.oo 000 4648 750 3898
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Find and select the column ‘Customer name’ and apply a filter to it.

5 T
store Cashier name |Customer ni = | Customer contas Status
offee shop Louis Mary Johnson |mary@mail.com Closed
offee shop  Louis Jackie Figueroa|telfo_gall@bing. Closed
offea shop Louis Jackie Figueroa |telfo_gall@bing. Closed
offee shop Louis Jackia Figueroa |telfo_gall@bing. Closed
offee shop Louis Mary Johnson |mary@mailcom Closed
offee shop Louis John Smith johnd56T8@gmi Closed
offee shop Louis John Smith johnd56T8@gmi Closed

Then, click on the filter icon in the column name and select only the desired customer from
the list and apply the filter by clicking the ‘OK’ button.

E Lo~ co B Y~3I- ¥u-
0 P Q R s

POS Store Cashigr name |Customer nl: Customer contac
FOS 07 il.

Sort A — 7 mary@mai ?om
POS 07 telfo_gall@bing.
POS 07 SortZ — A telfo_gall@bing.
POS 07 telfo_gall@bing.
POS 07 Sort by color * | mary@mail.com
POS 07 john456T8@am:
POS 07 Filter by color » |johnd5676@gm:
POS 07 john456T8@gm:
POS 01 + Filter by condition
POS 01 ~ Filter by values
FOSM
POS 01 Select all - Clear
POS 01
POS 01 Q
POS 16
POS 16 (Blanks)
P v Jackie Figueroa
POSM
POS 01 John Smith

Mary Johnson
]
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When the filter is applied, you can see purchases made by that specified customer.

Bl .- v - wom@Y- -z w-

0 P Q R 5 T
POS Store Cashier name |Customer ni T | Customer contac Status
POS 07 Coffee shop  Louis Jackie Figueroa |telfo_gall@bing. Closed
POS 07 Coffee shop  Louis Jackie Figueroa|telfe_gali@bing Closed
POS 07 Coffee shop Louis Jackie Figueroatelfo_gali@bing Closed

6.12 How to Delete Customers from the Base

You can delete customers only at the Back Office; not in the Loyverse POS App.
Enter the Back Office and open your 'Customer base'.

+ ADD CUSTOMER IMPORT  EXPORT
T8
e [0 customer Contacts
[ Johnsmith iohn45678@
m Likes coffee 01.01.1978 Viena, ... 145678123
==} [0 Alex ipadrtdemo
. John.Smithy
2 [[]  John Smith e
den0912@g
# D 012345678

Select the customers you want to delete from the customer list, and click the ‘Delete’ button.

+ ADD CUSTOMER i DELETE
ik
& D Customer Contacts
[ Jomsmith john45678@
h Likes coffee 01.01.1978 Viena, ... 145678123
05 [0 Alex ipadrtdemo
. John.Smithy
*e
2= John Smith e
den0912@g
* D 012345678
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Confirm deletion in the open window.

Delete customer

Are you sure you want to delete the customer? Upon
deleting, his or her data will no longer be displayed in
associated receipts.

CANCEL  DELETE

6.13 Customer Display System Configuration Guide

This guide will show you how to configure Loyverse CDS. To learn more about working with
Customer Display System, please read How Loyverse CDS Customer Display works.

The Loyverse CDS app lets you display itemized order information to your customers on a
separate digital display without interrupting the payment flow in the Loyverse POS app.

6.13.1 Install Loyverse CDS app

Download the Loyverse CDS for iOS devices, the recommended version of iOS is 11.0 or
higher and for Android devices is 5.0 version or higher. Loyverse CDS app should be in-
stalled on a separate device from the one with the Loyverse POS app.

Launch the app, and you will see the Loyverse CDS welcome screen. The ‘IP Address’ and ‘De-

vice name’ of your device will be displayed, which are the information needed for paring CDS
with Loyverse POS.

it

LOYVERSE CDS

To get started, pair this device in the Loyverse POS settings.

IP address: 192.168.0.100
Device name: iPad

New to Loyverse?

Help
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6.13.2 Activate option for using CDS

Login to the Back Office, navigate to the Settings menu, Features section, and switch the

‘Customer displays’ slider on.

= Settings

e Settings
System settings

Faatures
Eilling & subseriptions

Payment types

B ¢ E @

Laysity

Taxes

Receipt

Open tickets

Q & »

Kitchen printers

Diriing eptions

9 Stores
Store & POS settings

Stores

POS devices

Features

Shifts

Track cash that goes in and aut of your drawar, Leam more

Time clock
Track employees’ chock in/out time and calculate their total work hours. Learn mone

Opan tickats

Allow to save and edit orders before comipleting a payment. Leam mione

Kitchan printers
Send arders 19 kitehen printer o display. Learn mare

gl & o @

Cugtormer displays

Dining options:
Mark orders as dine in, takeout or for delivery. Learn more

Lew stock notifications
Get daily emizil on tems that are low or out of stock. Laamn more

Megative stock alerts
WWarn cashiers attempting 1o sall more inventory than available in stock. Learn more

Weight embedded barcodes
Allew 1o sean barcodes with ambedded weighl. LEaim mane

CAMCEL

IREEEIDIEER

Don't forget to save changes.

6.13.3 Pair customer display with Loyverse POS

First, make sure that the mobile devices with Loyverse CDS and Loyverse POS are connected
to the same Wi-Fi router and the same network.

Then launch Loyverse POS and go to Settings > Customer displays.

Sales

Shift

@
B Receipts
®

Items

Settings

Back office

Apps

©@ B E |&

Support
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Tap the '+ button to add a customer display.

=  Settings Customer displays

& Printers
O Customer displays

£ General

O

You have no customer displays yet

Toadd a display, press the (+) button

@loyverse.cos
SIGN OUT °

Enter your customer display name into the ‘Name’ field and tap the ‘Search’ button to search
the network for available customer display device.

& Create customer display SAVE

cds

Customer display IP address SEARCH

T PAR

Select the appropriate customer display from the list of discovered devices, and click OK.

Customer display searching

iiPad

iPad Sim

If automatic discovery fails, you can enter the IP address of the customer display device
manually. You can take the information about the IP address from the Loyverse CDS welcome

screen.

& Create customer display SAVE

Name
cds

Customer display 1P address
192.168 SEARCH

Then tap the ‘Pair’ button.
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On the Loyverse CDS tablet, the invitation to pair CDS to POS will appear. Tap ‘Pair’ to confirm
the connection.

Pair to POS

Pair customer display to POS#3?

If you see a screen with a blank ticket, then your customer display is paired with Loyverse POS.

Ticket

Sweet & Juicy

Cashier. Owner

Enter your email

At the Loyverse POS, the button ‘Pair’ will change to ‘Unpair’. Save your settings at Loyverse POS.

E € Create customer display SAVE

iame
cds

Customer display P address

ST UNPAIR

Now you can see your paired Customer Display on the list.

n =  Settings Customer displays

= Printers O g-DS
aired

[} Customer displays

£ General

In the same way, you can connect several CDS to the same POS
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6.14 How Loyverse CDS Customer Display Works

Please refer to the Loyverse CDS setup guide and make sure you Loyverse CDS app is
configured correctly.

Now that you have Loyverse CDS setup, it will display order information from the ticket during
sales.

At the right side of the screen, there is the ticket with the list of items. CDS will display modifi-
ers, discounts, taxes applied to items as well as to full ticket.

Ticket Dine in
First shop Apple Juice x 1 © 7.00
Syl Black Tea x 2 © 5.00

Cinnamon, Muscat
Berry cake x 1 © 8.00
Cake with strawberry x 1 © 9.00

Enter your email

Discounts 4.00
Subtotal 26.00
Tax 3.58
Total 29.58

At the left side of the screen the store and cashier names displayed and field that customer
can fill in E-mail to receive e-receipt.

Ticket Dine in
First shop Apple Juice x 1 © 7.00
Sered bylblice Black Tea x 2 © 5.00

Cinnamon, Muscat
Berry cake x 1 © 8.00
Cake with strawberry x 1 ©9.00

johndoe@gmail com

Discounts 4.00
Subtotal 26.00
Tax 3.58
Total 29.58

If you have assigned a customer to a ticket, the CDS displays this customer name, bonus
points balance and Email.
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https://loyverse.com/customer-display-system

Ticket Dine in
First shop Apple Juice x 1 © 7.00
Served by Alice Black Tea x 2 © 5.00
Cinnamon, Muscat
Berry cake x 1 © 8.00
Mary Johnson
Points balance: 30.19 Cake with strawberry x 1 © 9.00
mary@mail.com
(D Receipt will be sent to email.
Discounts 4.00
Subtotal 26.00
Tax 3.58
Total 29.58

If the ticket is too long, a customer can use a vertical scroll to look through all items.

Ticket Dine in
. HPPIE Juice x| NOFUU
First shop N
Served by Alice Black Tea x 2 © 5.00
Cinnamon, Muscat
Berry cake x 1 © 8.00
Mary Johnson Cake with strawberry x 1 © 9.00
Points balance: 30.19
Pepperoni Pizza x 1 © 7.60
i
manygmalcom Croissant x 1 © 3.20
(© Receipt will be sent to email. Banana x 1 © 4.00
Capuccino x 1 © 5.00
Cinamon w
Discounts 4.00
Subtotal 45.80
Tax 6.30
Total 52.10

After a customer has been charged, customer screen displays total value of payment and
change.

First shop
Served by Alice

Mary Johnson
Points balance: 35.40

Transaction successful
mary@mail.com

(D Receipt will be sent to email.

52.10 17.90

Total paid Change

Points earned: 5.21
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/. Reports

7.1 Sales Summary Report in the Back Office

When you enter the Back Office, you will see all of the most important information about your
sales in the "Sales Summary" section.

e B 10 Dec 2020 - 29 Dec 2020 » @ Alday - B Al stores 2 Al employess =
lut, Gross sales Rfurds Discounts Het sales Gross profit
7.824M 0,00 284,55 7.540,16 7.28516
L4 +TERAT (¢ op0io “2Ba 55 (10m) #7516+ #7280 (+
R Net sales Bar v Day
= 30000
* 100200
¢ - I I I I I I
. -l A
WDes 110dc 120e 130ee 14Dac 1EDec  16Dec 17Dec 18Dec Wlsc 2WDe FOoe Dec 28Dsc MDec Mle: lec Whec Mbe  MDeo
EXPORT m
...... c

At the top, you can set the period for the report: today, yesterday, this week, this month or
custom. If you have several stores, you can select some of them for the report. The same for
employees.

e Al
¢ December 2020 » Today [ sor
I.IL Mo Tu We Th Fr Sa Su Yesterday
o 001 02 03 04 05 06 This week
07 08 09 o 11 12 13 Last week
14 15 16 17 18 19 20
-\,i This month
21 22 23 24 25 2% X
E Last month
28 e a 3 o0 02 03
Last 7 days
.e )
- >lart date £nd date
Last 30 d
10/12/2020 29/12/2020 FerstamE
CANCEL DONE
¢ 500,00 -

There is a set of tabs with the values of main sales parameters: Gross sales, Refunds, Dis-
counts, Net sales, Gross profit. Below each values, you can see how much more or less you
made compared to the previous period in the same span of time.
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If you click on any of these tabs, you will see the chart of the selected parameter for the period.

Sales summary

e % [ 10Dec2020-29 Dec 2030 > © Alday - B Allstores = & Allemployees =
ks Groas sales Refunds Discounts et sales Gross profit
7.82471 0,00 284,55 7.540,16 7.28516

& * 4 ¥ 0o (o) +2B4.55 [+ #7541 + . o+
Y Net sales Bar - Days
g 1.500,00
.
an

100000
»

W0 110sc 1208 TaDec 140ec 15Dec 16DeC 170ec 1808 190ec 20Dec TDec 20k 30ec Z4Dsc  25Dec I80ec ZDec 284 29Dec

Gross sales is the total revenue, calculated as the sum of all sales prior to adding any
discounts, tips, and taxes. However, if the tax is already included in the price of the goods,
that price is used to calculate the gross sales.

Note: Taxes that are added to the price will not be taken into account for Gross sales. Taxes
that are included in the item price will be taken into account for Gross sales. Cost of the mod-
ifiers is counted in Gross sales. Discounts are not taken into account for Gross sales.

Refunds is the amount of money returned to the customers, calculated as the sum of the
returned items' prices prior to adding any discounts, tips, and taxes. However, if the tax is
already included in the price of the goods, that price is used to calculate refunds.

Discounts is the amount of all discounts applied to the items, calculated as the difference
between the sum of discounts on sales receipts and the sum of discounts on the return re-
ceipts.

Net sales is the total revenue minus the cost of discounts and sales returns.
Net Sales = Gross Sales — Discounts — Refunds

Gross profit — Net sales minus Cost of goods of the item for the selected period
Gross profit = Net sales — Cost of goods

On the diagram of the sales parameters, you can choose to see the data either as an Area or
Bars, and also group it hourly, daily, weekly, monthly, quarterly, or yearly.

Days -

Area m

Bars
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At the bottom, you can see a table with the value of sales summary information for each day.

You can export the Sales Summary report by clicking on the ‘Export’ button.

You can also set up and customize the displayed columns by clicking on the three vertical
lines icon on the right-hand side of the header.

EXPORT

Sap 14
Sep13
Sep12

Sep 11

512.00 18.00
964.77 0.00
704.32 0.00
939.33 0.00
B 0.00

s507.01 0.00
il 0.00

466.95 o.0o
539.28 0.00

of 1 Feows per page: 10

155.40

228.80

437.37

304.59

311.5%

31048

joods

0,00

0,00

0,00

0,00

0,00

Displayed fields

Gross sales
Refunds
Discounts
Net sales

=

Cost of goods

(<

Gross profit
Margin

Taxes

O 0O
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7.2 Sales by Item Report in the Back Office

In the Back Office, go to the ‘Sales by item’ section.

Sales summary

< (3 18Jan2021-24Jan2021 | >

Sales summary
Sales by category
Sales by employee

Sales by payment type

B v ¢ E Q@

Receipts

Sales by modifier

2
Discounts
* Taxes
.

At the top, you can set the period for the report: today, yesterday, this week, this month or
custom.

You will see information about your sales by items. The top 5 items will be displayed
according to the ‘Net sales’ along with the total amount sold next to it.

= Sales by item

e < [ 18 Jan 2021 - 24 Jan 2021 » @ aliday = W AN stoes - 2 Al employess «

Lok ;
Top 5 items Net ales Sales by em chart Pie - Duaya -

& . Apole 40,00

A ©  coke with strawbary 28.00

E . Barry cake 25,00

s

- . Banana caka 2400

* Beef and Chicken Satay 12.03

=

® EXPORT m
rm Categary Cost of goods Gross profit
Apple Fruits 28.26 61.74
Apple Jigce Drinks 5.00 442

For the ‘Sales by item chart’ on the right side, you can choose to see the data either as a Bar,
Line or Pie chart and also group it in Hours, Days, Weeks, Monthls, Quarters, or Years.

3 Sales by item chart . Days -
Line e
Bar
150.00
Pie
100.00
50.00 I
I -
0.00
18 Jan 19.Jan 20 .Jan 21 Jan 22 Jan 23 Jan 24 Jan
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At the bottom, you can see a table with the value of parameters for each item.
You can also setup and customize the displayed columns by clicking on three vertical lines
icon on the right-hand side of the header.

Sales by item

e € B 18 Jan 2021 - 24 Jan 2021 » @ Allday = | Al stores - & All employess =
u Top 5items et sales Sales by item chart Pie * Days -
@ ® o 90.00
® @  cokovithstrambery 28,00
s ® =k 25,00
ae
. Banana caka 24.00
» Beef and Chicken Satay 12.03
nem Categary Cost of goods Grogs profit

Displayed fields Parameter options include:

Item SKU — Stock Keeping Unit is a unique code given to each
item. See details in How to Add Items in the Loyverse Back
Office

SKU

8 0

Category
Category — the category of the item

ltems sold

Items sold — the total number of the item that was sold
during the selected period

Gross sales

ltems refunded

S 8000000

]

Refunds

Discounts

Net sales

Cost of goods

Gross profit

Gross sales — the total revenue for the item for the se-

lected period. See details in Sales Summary Report in the
Back Office

Items refunded — the total number of the item that was
refunded during the selected period

Refunds — the total amount refunded for the item during
the selected period. See details in Sales Summary Report
in the Back Office

Discounts — the amount of all discounts on the item for the selected period. See details in
Sales Summary Report in the Back Office

Net sales — Gross sales minus the cost of discounts and sales returns for the selected peri-
od. See details in Sales Summary Report in the Back Office

NetSales = GrossSales — Discounts — Refunds
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Cost of goods — the item cost

Gross profit — Net sales minus Cost of goods of the item for the selected period

GrossProfit = NetSales — CostO fGoods

Margin — the item’s margin for the selected period, calculated as the ratio of Gross profit to
Net sales

GrossProfit
NetSales

Margin = 100%

Taxes — the amount of taxes applied to the item for the selected period

You can export Sales by Item Report for the desired period in CSV file by clicking on the
‘Export’ button at the top of the data table.

8 ¢ B 184802021 -74Jan 0271 | » @ Allday = Al stares « 2 Al employess -
i, Top 5 items et sales Sales by itermn chart Bar w  Days -
bl [ %.00
150,00
® ®  cakewith strawborry 28.00
100,00
] @® ok 25.00
- 50.00
* Bead and Chicksn Satay 12.03 nm —
18.dsn 19 Jan 20 Jan 21 Jmn 22 .Jan 1 Jan 24.an
® a
Nem CHlBgOTY Conl of goods Gieda picil
Agple Fruits 2826 61.74

After you download the file to your computer, you can open it in Google Sheets.

7 item-sales-summary-2018-01-08-2018-01-14 1} RGO, *
Filz Edit Wew Insert Farmat Dae Toole Add-ons  Help  Lastediwas ssconds ags Commentz RS
& v oo P oW - B % 0 00 123- Ardal - 10 - B T 5 i - H- = 04 s B e Mo - ~
TEm name
& & c o I r [ " | 1 K 1

L |nem name 1sKU Carzgary 11Ems S0l Groes sales Iems fefurded  Retunds Discounts het sales Costoof goots  GIOes pedic Mamin |
: Anple Juico 1DGL Hat Drinks 1 2.2 1 i 4 220 13 0.8% 3712
¥ Desr 10010 Drirks bi] 120 o L) L] 1an i 50 A16T

Baer glass 0.5 L 10010 Drinks 1 B o o o B S .5 4167

Rlack Te 014 Hal Drinks 1 235 o L) i) 239 L] 2.35 100

Classic Cobb Sa 10036 Salads 5 37.95 () L) o 37.35 26 17.35 4572

Colfer A0 [viries 1 G o o ° i # 15 fa.80
& Cookies 1021 Swess L 5.68 o L H 5.68 448 121 22T

Crossant 1011 Swects 1 225 0 o 0 2.25 14 0.85% 308
1l Fancy Cake 1030 Swess 5 421 ] L) L 42.1 1B 24.21 5736
11 Four Cheese Piz 10003 Pmza B 3032 o o o 332 176 2232 55.91
12 Frisad rice 0024 heals ? 2424 1] L) L) 24,24 1) 4,24 00
13 Frit Salad 1025 Fruits iy a4 ] o L] a.4s an 477 56.18
14 Gadogads 1005 Meals 1 441 0 @ ] a4.41 [ A.44 100
15 Green Apple 1016 Fruits 2 T.18 1] L) [r] 7.18 p 6.18 B6.07
w Greon Toa 1013 Hat Drinks T 46,73 [} ] 024 16.43 2.52 1331 BLTZ
17 Marvest Saad 10007 Salards i 5543 1] o o 5543 713 .63 5118
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7.3 Sales Report by Category

In the Back Office, go to the ‘Sales by category’ section.

< B 2May2021-31 May 2021 bd

Sales summary

Sales by item

Sales by employee
Sales by payment type

Receipts

* ¢ E @

Sales by modifier
-_—

Discounts

* Taxes

Shifts:

You will then see five different columns:

Category — List of categories.

Items sold — Number of items purchased per category.
Net sales — Category Revenue.

Cost of goods — Category costs.

Gross profit — Overall revenue minus costs.

= Sales by category
e ¢ B ZMay 2027 - 31 May 2021 @ aAllgsy ~ B Allgores - 2 Al employess -
it EXPORT m
o
=
Desseris 7 5093 11.10 7988
=] N
nks iz 4 L -
.
-
: 00 4

You can export the ‘Sales by category’ report by clicking on the ‘Export’ button.
You can also set up and customize the displayed columns by clicking on the three vertical
lines icon on the right-hand side of the header.

EXPORT [
Category tams sold Net sales Cost of goods Gross profit
Desserts 7 90.99 ni 79.89
Drinks 22 5722 53.00 422
Fruits: 3 33.00 2155 11.45
Het Drinks 3 7167 078 6.89
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Then select your desired columns.

Displayed fields
Cost of goods
ttems sold
11.10 [} Grosssales
[] tems refunded
53.00
[} Refunds
HEE D Discounts
o
078 B netsales
Cost of goods
B8.00
Gross profit
901 [J  Margin
[] Taxes
83.60

Py period from which to view data: Today,
i My 202 Today ~™  VYesterday, This week, Last week, This
liks Mo Tu We Th Pl S8 i Yesteray month, Last month, Last 7 days, or Last
26 27 28 29 30 01 02 This week | 30 dayS.
& 03 04 05 06 07 OB 09 Last wesk
* CBR TR IR T U T, ' Or you can select a start and end date
- 17 18 19 20 21 2 23 i I on the calendar.
@ 25 26 27 28 29 30 —
- E Last 30 days
R osmn sueszon
¢ CANCEL DOMNE
@
Meals

Select the period and click ‘Done’.

If you want to generate a report for some particular time span during each day, choose
‘Custom period’ option instead of ‘All day’ and set the start and end time.

(39 00:00-2300 ~ Al stor
O All day

% Custom period

000 = 2300 -
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If you have multiple stores, you can see all of your sale reports by selecting a filter for all or

selected stores.

Sales by category

B < B 2 May 2021 - 31 May 2021 @ 00:00-23:00 - B All stores - 4 Allemployees =
i.l. B Allstores

EXPORT m
‘ B Cafeteria

Category ems sold Cost of goods Gross profit

B Coffesshop

‘ Dessertz 7 11.10 To.89
27]

Drinks: 2 57.22 53.00 422
L1]

Eruite LY 3% nn 21 85 1145

7.4 Receipts Section in the Reports in the Back Office

In the Back Office, go to the ‘Receipts’ section in the ‘Reports’ menu.

< () 10Feb 2021 - 10 Mar 2021

Sales summary
Sales by item
Sales by category
Sales by employee

Sales by payment type

B ¥ ¢ E Q@

Receipts

Sales by modifier

!

Discounts

»

Taxes

100.00

= Sales summary

>

/

You can choose the desired period for the report with the time selectors at the top of the page.
There is also an overview of different receipt types at the top of the page: ‘All receipts, ‘Sales’ and

‘Refunds’. If you click on any of these buttons, only this type of receipt will display on the list.

Receipts
9 < 10 Feb 2021 - 10 Mar 2021 > © Allday - M Al stores - 2 Allemployees =
All receipts Sales Refunds
EXPORT = Q
2°]
Receipt na. Date Stare Emplayes Customer Type Total
-
-
81628 10 Mar 2021 11:42 Coffes shop Lowis e Sale 2098
81627 10 Mar 2021 11:37 Coffes shop Lowis - Sale 20.98
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If you move the cursor over each receipt, it will highlight the entire row. If you click on it, the
receipt details will appear on the right side of the screen.

»
o
@

< B 10 Feb 2021 - 10 Mar 2021 3

All receipts

35

EXPORT =

Racsipt no Data

81628 10 Mar 2021 11:42
81627 10 Mar 2021 11:37
81626 10 Mar 20211136

o Allday - M Al stores - & allemple
Sales 1 4. 00
34 Total
Cashier: Louis
POS: POS 0T
Cake with strawbesry
= 14,00
tore E rae [« r
St Employes Custamer . 4
Visal010{Chip)
Caffee shop Louis - Reference #
AlD
TVR
Coffee shop Louis = =1
Signatune
Coffes shop Louis

10 Mar 2021 11:34

e

14.00

14.00

14.00
TROAGGAMVE
AQ00000003 1010
4240408000
E800

Not regquired

Ne B-1625

You can export specific receipt types for the desired period in CSV file by clicking on the
‘Export’ but

ton.

€ 10 Feb 2021 - 10 Mar 2021 ¥ @ Allday = = Al stores = -3
—
All receipts Sales
35 @ 3
EXPORT -
Receipt no. Date Store Employee
81628 10 Mar 2021 11:42 Coffee shop Louis
81627 10 Mar 2021 11:37 Coffee shop Louis

After you download the file to your computer, you can open it in Google Sheets.

5 receipts-2021-02-10-2021-03-10 & B &
File E&t View Inset Foreal Date Tool Addens Hels  Laild
e o @ F N - 2 % A A0 Ee Akl
Ll Dirat in

B 5 o E

Diara Recept numbar Recept iype oss saks  Okoounis
i) L1520 Sale 2058 0.00
10035021 B-1627 Sak 0% 00
oAz B1326 Sale 2088 0.0
10035021 B-1625 Sak 14 00 00
oa0aze1 81024 Sak 1800 [ ]
DR0aI1 B-1823 Sak 205 00
L oanaze1 B-1022 Sak 2058 000
0303021 B-1821 Sak EELe] 000
01oaze E-1620 Sake am 0o
25023021 331007 Saw e ] 0o
2502021 31008 Sal 529 0o
LLivlr ] 11-1436 Sak 2350 000
M iTnasni 11-143% Salo G230 1o
TR 1 111434 Saln LLE] [1ECe)

v
bl sakn
Pk
s

rack:

14 00
1400

0 ne
08
L0
429
75,58
%20
B8
250

A4 ey

-BIsA +H E-l-k-%- o@BET-I- -
i . L “ [

Tames  Tigs Total coliacied  Cosd of goods Gross peoki  Paymant ypa  Descriplion Dining oplon
oo oo ansa 1= 03 Sumup 1 & Cake with = Cine in
000 0ol 2058 195 0909 Sumup 18 Caka with 5 Ding in
oo oD 2nse 1% 803 Sumup 1 & Cake with = Cine i
00 0og 1400 &80 T St 1% Caka with § Ding i
oo (L] 1o &80 T Cash 1 x Cake with 5 Dins i
00 [0 Pl 155 0803 S 1% Caka, 15 CDie in
ooo (L] 2058 1166 0903 Sumup 1 x Cake with 3 Dins in
oo 00D 3309 11 m N Cisih 1 & Caka wilh 5 Ding i
ooo ooo 2879 180 1249 Cash 1 x Capuccno, Dine in
0 000 Te TR0 458 Card 1% Banana, 1 aDing in
ooo ope 5 oHDnG 124 Cash 1k Banans, 110N in
0 000 2350 1T nxR Carsh 1000 & Agple, Dine in
oo ooy 6230 1706 3 Cash 1 & Berry cake, Dine in

1 W1 non 4450 1350 A2 e Faarel 1 = O « Dins is

o "

POS Sime

POSOT  Cofiee shop
POSOT  Cofed shap
POSOT  Cofiee shop
POSOT  Cofes shop
POSOT  Cofies shop
POSOT  Cofes ehog
POSOT  Cofies shop
POSOT  Cofes Ehog
POSOT  Cofes shop
POS 6 Cofes shap
PDE 6 Cofs shop
POS0  Cofles shap
POSM  Cofies shop
POR M fefles shion

~

Casher nama
Low:
Lissis
Low:
L
Lows
Lo
Lows
Linsig
Loz
Linag
Izaak
Livas
Lows
i i
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You can filter or sort your sales by certain parameters, for example, See the Purchase History
of Registered Customers.

A

Description

% H

M

F 4

Dining option

1 % Capuccino, Ding in

v |-V o B W Y~ ZI-
Q P Q

POS Store Cashier name

POS 07  Coffee shop Louis

u -

R

Customern: T

s T

Customer contac Status

John Smith

ohnd45675@gm: Closed

7.5 How to Cancel Receipts in Loyverse Back Office

Cancellation of receipts is necessary when a sale/refund was made by mistake or for a test.
When you cancel a receipt, it will not be accounted for in the reports, and all items will be
returned to stock.

In the Back Office, go to the ‘Receipts’ section in the ‘Reports’ menu.

0 BT

* © E Q@

< & Jul1,2018-Jul 12,2019

Sales summary

Sales by item

Sales by category
Sales by employee
Sales by payment type
Receipts R

Sales by modifier
Discounts

Taxes

Shifts

Click on the receipt that you want to cancel to see the receipt details. Click on the three dots
menu in the upper right corner.

36.00

Total

Cashier: Owner

. POS:POS1

< [ 0ct27,2019-Nov 25,2019 © Alday ~ 2 Allemp
Al receipts Sales
1172 11

EXPORT =

Receipt no, Date Employse Cus

1-10m Nov 25,2019 317 PM Owner -

1-1010 Nov 25,2019 317 PM Ownes -

Apple juice
4x9.00

Total

Cash
Change

Nov 25,2019 317 PM

36.00

36.00

40.00
4.00

Ne110m
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Click on the “Cancel receipt” button.

= Allemp Cancel receipt
Sales 3 6 . 0 D
2 “I ‘I Total

Cashier: Owner
POS: POS1
Apple juice 26.00
4x9.00

Cus
Total 36.00
Cash 40.00

~  Change 4.00

_ Mov 25,2019 3:17 PM NE1-1011

Confirm cancellation in the dialog screen.

Cancel receipt

« Receipt will not be accounted in reports
« [tems will be returned to stock

Are you sure you want to continue?

e < ) Oct 27,2019-Nov 25,2019 4 O Alday - L Alemployees ~
ik
All receipts Sales Refunds

w 12 11 1

EXPORT ~ 6 §
B

Receipt no. Date Employee Customer Type Total
-

1-1011 MNov 25,20193:17 PM Owner = Sale (cancelled) 36.00
e

1-1010 Nov 25, 2019317 PM Owner - Sale 29.00

1-1009 Nov 25, 2019316 PM Owner . Refund 17.00

1-1008 Nov 25, 2019316 PM Owner . Sale 57.00
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And in the receipt details, you can see who cancelled it and when it was cancelled.

x
stores - =
Cancelled by Alex on Feb 01, 2020 at 5:08 PM
Sales
' 40 18.38
Total
Order: Table 5
Cashier: Alex
POS; POS 15
© Apple Juice 2.29
12229
- Black Tea 239
12239

Cancellation of receipts can be performed by users with “Cancel receipts” rights. By default,
this right is set for Owner and Administrator groups.

®  Changessitings

@  Accesstolive chat support

Employees can log in to the back office using their
email and password

@  View salesreports

e
s
a @ Back office
®
B

| Cancel receipts

- M ems
ﬂ [  Manageemployees

After the cancellation of the receipt:

Amounts from cancelled receipts are not taken into account when calculating data in
reports in the Back Office.

Amounts from cancelled receipts are not taken into account in both the current and
closed shifts.

The quantity of sold items is returned to the stock, but when cancelling a refund receipt,
the quantity of items is deducted from the stock.

The cancellation of a receipt cannot be reversed.

You cannot cancel the receipt that was fully or partially refunded without the cancella-
tion of the refund receipt first.

In case of cancellation of the receipts with integrated card payments, funds will not be
returned to the customer’s card.
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7.6 Shift Report with Sales Summary at the POS

It is possible to see the shift report when the option ‘Shifts' is switched on in the System
settings in the Back Office.

You can print a shift report if at least one receipt printer has been added in the POS app
settings with the option to print receipts and bills.

You can access the current shift report by tapping the ‘Shift’ button in the main menu.

Owner
POS2

emE &
§

The report of the current shift contains data of the cash drawer and the current sales sum-
mary (X-report). You can print this report on your receipt printer by tapping the ‘Print’ icon.

The closed shift report contains data of

‘ - the cash drawer and the sales summary at
e - the closing of the shift, including the actual

St opend: o 322n 24 amount of cash and the difference in

- comparison with the expected amount

s e (Z-report).

Cash payments BE.00

Cazh refunds 2.00

Paid in 0.00

Paid out 5.00

Expected eash amoun 1 178.00

Gross sales 1688

Refunds 6.84

Cash B2.00

Cash rounding 0.16
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To get the closed shift report, tap the ‘Close shift’ button.

‘ CASH MANAGEMENT | CLOSE SHIFT

Shift opened: Owner 3/22/18, 410 PM
Cash drawer

Starting cash 100.00
Cash payments 148.00
Cash refunds 6,00
Paidin 0.00
Paid out 5.00
Expected cash amount 237.00
Sales summary

Gross sales 162.67
Refunds 13.38
Discounts. 0.00

If the user has rights, he/she can see the ‘Expected amount of cash’ that is calculated from
sales, refunds, and cash paid in/out during the shift. Enter the ‘Actual cash amount’ that is in
the cash drawer, and tap the ‘Close shift’ button.

X Close shift

Expected cash amount 237.00
Actual cash amount

237.00

Difference

™\
Print report ()

CLOSE SHIFT

Shift report . . . . .
5 The closed shift report will be printed on your receipt printer.
Store: Shop 2
POS: POS 2
Shift opened:
Owner A/22/18, 410 PM
Shift closed:
Owner 3/22/18, 4:15 PM
Cash drawer
Starting cash 100.00
Cash payments 148,00
Cash refunds 6.00
Paid in 0.00
Paid out 5.00
Expected cash amount 237,00
Actual cash amount 237.00
Difference
Sales summary

Gross sales 162,67
Refunds 13.38
Discounts 0.00
Net sales 1498.29
Cash 142,00
Cash rounding -0.82
Card 7.49

3/22M18, 415 PM
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7.7 How to Work with Shift History in the POS

You can access the shift history by tapping the ‘Shift’ button in the main menu.

You will see the report of the current shift. Tap on the ‘history’ icon to access the shift history.

CASH MANAGEMENT ‘ I CLOSE SHIFT

Shift opened: Owner 14/07/2018, 17:56
Cash drawer

Starting cash 50,00
Cash payments 74.00
Cash refunds 0.00
Paid in 20.00
Paid out 0.00
Expected cash amount 144.00
Sales summary

Gross sales 12258
Refunds 0,00
Discounts 0,00

Shifts from the current POS will be displayed in the list. Non-synchronized shifts
(unsynchronized events, such as openings, closing, pay-ins, payouts) will say ‘Unsynced’.

*  shifts

Jul 14
Jul 4

Julid

©@ @ 0 ©

Mar 28 - Jul 14
2 om - 17:52
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Tap on the shift in the list to see its details. You can print this report on your receipt printer by
tapping the ‘Print’ icon.

€« shift

Opened: Owner 14/07/18,17:52 pm

Closed: Owner 14/07/18,17:54 pm
Cash drawer

Starting cash 100.00
Cash payments 71.00
Cash refunds 0.00
Paid in 0.00
Paid out 0.00
Expected cash amount 71.00
Actual cash amount 171.00
Difference 100.00
Sales summary

Gross sales 101.49

Refunds 0.00

Viewing the shift history is available to all employees who have the "View shift report"
access right.

7.8 How Taxes are Calculated

There are two types of taxes that can be applied to items at Loyverse POS ‘added to the price’
and ‘included in the price'.

An example of ‘added to the price’ tax is sales tax in the USA - where all the prices are listed
without the sales tax, but during checkout, the sales tax is added to the price, and the cus-
tomer pays the price of the item plus the sales tax.

An example of ‘included in the price’ tax is value-added tax (VAT) in EU countries, also known
as goods and services tax (GST) in India, Australia, Canada, Malaysia, New Zealand, and
Singapore - where the tax is already included in the price listed.

7.8.1 Calculation of ‘added to the price’ tax

To calculate the value of the ‘added to the price’ tax, you have to multiply the item price by
the tax rate in decimal form.

For example, if the tax rate is 6%, multiply the item’s price by 0.06. So if the item is 20, the
value of the ‘added to the price’ tax will be 20x0.06= 1.20.
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PAYMENT:

Cashier: Alex

POS:POS02

Sandwich 20.00
1x20.00

Subtotal 20.00
Sales Tax 6% 1.20
Total 21.20
Cash 21.20
Mar01,2019 2:09 PM N2 12-1184

7.8.2 Calculation of ‘included in the price’ tax

In the case of ‘included in the price’ tax, the item price consists of pre-tax price value plus
the tax value.

Price = PretaxPrice + Tax

And the tax will be applied to the pre-tax price.

To calculate the item's pre-tax price, divide the price by 1 + the tax rate in decimal form. To
find the value of the tax that is included in the item’s price, you have to subtract the pre-tax
price from the item price.

For example, if the tax rate is 6%, divide the item’s price by 1.06. So if the item is 20 with the

‘included in the price’ tax, then the value of the pre-tax price is 20/1.06 = 18.87 (rounded), and
the value of the ‘included in the price’ tax is 20-18.87=1.13.

- PAYMENT:

Cashier: Alex

POS: POS02

Burger 20.00
1%x20.00

Total 20.00
VAT 6% 1.13
Cash 20.00
Mar 01,2019 210 PM N2 12-1185
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7.8.3 Application of several taxes at the same time
How to calculate the tax value if multiple ‘added to the price’ taxes were applied to an item.

The value of multiple ‘added to the price’ taxes of an item is calculated in the same way as if
only one tax is applied (see above).

For example, if you sell an item at 12.00 with added tax A=20% and added tax B=5%, the tax
values will be 2.40 and 0.60 respectively:

TA =12x0.20=2.4; TB = 12x0.05=0.6

- PAYMENT:

Cashier: Alex

POS:POS02

Bread 12.00
1x12.00

Subtotal 12.00
Tax B 5% 0.60
Tax A20% 2.40
Total 15.00
Cash 15.00
Mar 01,2019 2:56 PM N2 12-1186

How to calculate the tax value if multiple ‘included in the price’ taxes were applied to an item

The value of ‘included in the price’ tax of an item is calculated as the multiplication of the
price of the item and the tax rate, divided by the sum of the rates of all included taxes plus

p x TIPV

TI =
(1+ Y, TIPV;)

where

Tl = the value of the ‘included in the price’ tax

p = the price of the item

TIPV = the included tax rate in decimal form

i = the number of tax rates included in the price

For example, if you sell an item at 12.00 with included tax A=20% and included tax B=5%, the
value of Tl will be 1.92 and 0.48 respectively:
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12 x 0.2
TI, — ~ —1.92
(1+0.2 + 0.05)

12 x 0.05
Tlg = — 0.48
(1+ 0.2+ 0.05)

- PAYMENT:

Cashier: Alex

POS:POS02

Butter 12.00
1%12.00

Total 12.00
TaxB 5% 0.48
Tax A20% 1.92
Cash 12.00
Mar 01,2019 3:06 PM Ne12-1187

How to calculate the value of the ‘added to the price' tax if the price has included taxes
The value of the ‘added to the price’ tax of an item is calculated as the multiplication of the

rate of the added tax by the price of the goods reduced by the sum amount of the included
taxes:

TA=TAPV x (p— Y _.TL)

where

TA = the value of the ‘added to the price’ tax

p = the price of the item

TAPV = the added tax rate in decimal form (1%=0.01)
Tl = the value of the ‘included in the price’ tax

i = the number of tax rates included in the price

For example, if you sell an item at 12.00 with included tax A=20% and included tax B=5%, and
also added tax C=10%, the value of TA will be 0.96:

TA=0.1x (12 — (1.92 + 0.48)) = 0.96
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7.9 How to Export Data from Reports and Open in Excel

PAYMENT:

12.96

Cashier: Alex
POS:POS02

Sausage

1x12.00

Subtotal

Tax B (included) 5%
Tax A (included) 20%
Tax C10%

Total
Cash

12.00

12.00
0.48
1.92
0.96

12.96
12.96

Select your Report in Back Office, in the “Reports” section. For example, view “Sales by category”.

< = 12 Jun 2021 - 18 Jun 2021

Sales summary

Sales by item

L
Sales by employes
Sales by payment type

Receipts

B v & || Q®

Sales by modifier

L H

& ¥
-
3

Discounts \

= Sales summary

>

After selection of the required period, press the “Export” button.

< B 12.Jun 2021 - 18 Jun 2021 »

o
:
-]
)t

Category
Desserts
Drinks

Fruits

© Allday ~

Items sold Net sales

39 530.05
175 4239.08
245 5,584.61

= Sales by category

= All stores ~ & Allemployees -
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And enter your filename. Loyverse POS can export data in the CSV spreadsheet. Now you

have the file saved on your computer.

Next, you have to open your file through Microsoft Excel.

In Microsoft Exel, select ‘Data - New Query... - From CSV'.

Home Insert age Layo Formulas ew ]

|TL‘ - |:|—‘ D D F EShUwQueriﬁ ||; (=] Connections Al Y G

s} £y |alZ -
@ [% B £ == From Table * (] Properties = Rea
From From From From Other Existing MNew Refresh El Sort Filter
Access Web Text Sources-  Connections Query = [ Recent Sources All - Vo Advanced
Get External Data | \ Sort & Filter
D From File 4 From Workbook
E6 - e
2
A B c D D From Database [El From CSV K L

1 .

= g From Azure 14 [% From XML

3

4 D_(s)_ From Other Sources » [Ltl From Text

5

5. [ D-j‘ Combine Queries ] |jL‘ From Folder

7 b

8 @ Data Catalog Search

e fll My Data Catalog Queries

. ‘ ’
Select your CSV file and click ‘Import’.
| category-sales-summary-2017-01-01-201...  23.02.2017 12:10 Microsoft Excel C... 1KB
name: | category-sales-summary-2017-01-01-2017-02-18 v | | C5V (Comma delimited) w
Tools - Cancel

You will see a ‘Query Editor’ window with table.

B s
:_‘— T Praperties F-IE ! = !’\'f. E"‘v B-f Remove Duplicates 4]
gj L LT agvanced Editor E‘ F HH BH 1% remave £rrars - 2zl
Ciose & Refresh Choose  Remave Keep Remove
Load=*  Preview ™ Columns Columns¥ Rows® Rows ™
Close Query Manage Columns Feduce Rows soft
v . |Colimnd - lcowmn2 || Colmn3 = || cotumia - ifcdunllls = || Cotumns
H 1 | Category tesns sald Gross sales tems refunded Refunds Discaunts
& 2 ke 156,000 2537.99 o000 000 .00
= 3 Saoft orinis 13,000 0 0.000 €00 0.00
4 oz Drinks 159.000 4325 56 2000 0.00 .00
BN Fruits 151 000 400451 0,600 000 0.00
é | Sandwiches 166507 0.000 0.0 a.00
| Swests 2452 0.000 000 .00
8 | Sehaas 566 87 0.000 0.co 0.0
9 | M=k 2060 a.000 too .00
\70 Pizza i 20721 0.000 0.0 2.0
| No catsgary 1000 5.00 a.000 .00 .00

category-sales-summany-2017-01-01-2017-02-18 - Query Editor
¥, [ Datalype: Test - S Merge Cuenes [ New Source =
[ — B Use First Row AsHeaders = T Append Queries | 1 Recent Sources =
c.,?:',',l‘[., . G';,”u L5 Replace Values Combine Binaries
TansTom Combine Tiews Cliery
« cotuma7 [ = | Cotumng = Columnd ~ | Columa10 = | Columnll |
et sales (Cost of goods Erass profit Margin Tanes
253799 205495 48303 19.03% 3601
1035.08 82538 208,70 20.26% 035
432558 290958 1415 10 4545
400453 5183.40 £10.81 G632
1665.07 1323:80 34137 1755
20527 186616 471 611
566.87 34370 23147 .43
0 oo 0 60 180
0721 10236 1813
500 a0 et
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Click ‘Close & Load'.

[E'l@h'mln m S’E @ % B Remove Ouplicstes 4] [”] E:. Data Type: Tent = FMerse Guenies [ Hew
L7 advanced Editor ﬁ-m@;‘wémfs R vaﬁmmmmdm' iwmmn & mmsnwm~
'Céklllﬂl m- M' m- um 9‘;:’ .‘.; mmmm o= combine Binanes
ey  Manage Courny - Reduce Rov: sun Transtam cembine e Query
of goads T
wm 'a.m 1000 .I}.W 25379 m! AR L3 19.03% ‘3801
1055 48 ‘0000 000 a0 1045.08 538 20870 226% 035
35 5m a0 0o oo anss 908sa 141510 ams me
00491 0000 ln.0o (] 200433 e 10,03 20.95% 63
156507 2.000 000 ‘a0 v e MLy s 17as
234527 a.000 (000 .00 25 186616 47411 0.43% (6181
56687 2000 a0 w00 38657 370 2317 s M
08 e oo oo e oo Ty wooes  1m

E Fil Insert Page Layout Formulas Jat: laview View y Tell me at yo ant to do
{, & Cut Calibri -In ; = # -  SFWapTet General - ] w" Normal

Em Copy ~ =

e ?'Fu::nt pate |8 F A e A =2 [ Elmmacaer - |35 2 (13| o S S—
Clipboard [} Font [} Allgnment [} Humber [

N22 > §

A | L

2 (Cstegory  Iemssold Grosssales Itemsrefunded Refunds Discounts Metssles Costofgoods Gross profit Margin Taxes

3 luice 156.000 2537.99 0.000 0.00 0.00 2537.99 12054.96 483.03 19.03% 38.01

4 Softdrinks 23.000 1035.08 0.000 0.00 0.00 1035.08 82538 209.70 20.26% 035

5 HotDrinks 165.000 432568  0.000 0.00 0.00 432568 290958 141610 32.74% 148.45

6 |Fruits 131.000 4004.33 0.000 0.00 0.00 4004.33 _3193.40 810.52 20.25% 66.24

T _Sandwi:hes 74.000 1665.07 0.000 0.00 0.00 1665.07 132380 341.37 20.50% I7.35

& Sweels 107.000 2345.27 0.000 0.00 0.00 2345.27 1866.16 479.11 20.43% 61.B1

2 Salads 78.000 566.87 0.000 0.00 0.00 566.87 24370 223.17 39.37% 4443

10 Meals 3.000 20.60 0.000 0.00 0.00 20.60 0.00 20.60 100.00% 1.80

11 Dizza 19 0nn 207 711 n.nan nnn nnn 207 71 1032 36 104 85 501 603 1823

7.10 How to Export Data from Reports and
Open in LibreOffice Calc or OpenOffice Calc

Select your Report in Back Office, in the 'Reports' section. For example, view 'Sales by category'.

= Sales summary

< | [ 18May2021-16 Jun 2021

Sales summary

Sales by item

Sales by category I

Sales by employee

B » @ E @

Sales by payment type
Receipts
. Sales by modifier
-
Discounts
* Taxes \/
Shifts I
e SN

7.10 How to Export Data from Reports and Open in LibreOffice Calc or OpenOffice Calc 209



= Sales by category

e B 18 May 2021 - 16 Jun 2021 @ Al day W Al atores = A Al employess =

- .
o Category Hems sald Met sales Cost af goods Gross profit
» Desserts 3 294449 138,89 280780
E Drirks 57 2291544 1791100 5.004.44

And enter your filename. Loyverse POS can export data in the CSV spreadsheet. Now you
have the file saved on your computer.

Next, you have to open your file trough LibreOffice Calc (or OpenOffice Calc).

In LibreOffice Calc, select ‘File - Open..! (CTRL + 0) and select your CSV file.

You will see a ‘Text Import’ window. You have to set up correct options to open the file.

s TextImport - [category-s

Import

Language: English (USA)
From row: 1

Separator Options

Other Options
& Quoted field as text

Fields

Column type:

0 . 10 ¥ 20 30

Character set:  Western Europe (DOS/0S2-861/Icelandic)

@ fFixed width! 7 Separated by
Tab Comma Semicolon Space Other /
Merge delimiters Text delimiter:

es-SUMmary-2016-08-01-2017-02-18.csv]

| Detect special numbers

40 i 50 2 60

Standard

Help

1 Category, Items sold,Gross sales, Items refunded,Refunds,Discounts, N{
2 Puice, 2229.000, 49007.29,0.000,0.00,0.00,49007.29,39230.40,9776.89, 1
Tﬁuft drinks,719.000,35208.68,0.0080,0.00,0.00, 35208.68, 28164.26, 704/

4 Hot Drinks,3049.000,95390.58,0.000,0.00,0.00,95390.58, 75761.50, 196;

5 Fruits,3427.000,102008.13, 0,000, 8.080,0.00, 102008, 13, 8159644, 20411

[ Eandwiches, 2222.000,59866.47,0.000,0.00,0.008,59866.47, 47884.92, 119!
7 SWeets,2877.000,82691.07,0.000,0.00,0.00, 82691.07, 66142.80, 16548.2'~

OK Cancel

Select ‘Unicode (UTF-8)’ encoding in ‘Character set’ drop-down list.
In Separator Options, select 'Separated by' and select checkbox 'Comma'’.

210

Impork
| Character set:

Unicode (UTF-8) -

71 Merge delimiters

E Language: [Default - English (UsA)

I From row: 1 - +

: Separator Options

| ) Fixed width © Separated by

: 1 Tab Comma [ semicolon [T] Space [ Other C]

Text delimiter: [:EJ
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As soon as you set up correct options, you will see table with your data in the preview window.

n Fields

Column type:

|standard |standard  |standard |standard |standard |standard
1 Category Items sold Gross sales Items refunded Refunds Discount:
2 PJuice 2229.080 49007.29 g.000 0.00 0.00
3 Soft drinks 719.000 35208.68 0.000 0.00 0.00
i’-lut Drinks 3049.0600 95390.58 0.000 0.060 0.08
igruits 3427.000 102008.13 0.000 0.00 0.00
6 | andwiches 2222.000 59866.47 0.080 0.00 0.00
7 Sweets 2877.000 82691.07 0.000 0.00 0.00
Igalads 747.000 3242 .87 0.000 0.00 0.00 A
Help | | OK || Cancel

Click 'OK' botton to open file.

As a result, you have opened the table with the exported sales report by category.

7 = category-sales-summary-2016-08-01-2017-02-18. - LibreOffice Calc
Insert Format Sheet Datz Window Help

< B - | - ~ - ¥ B o - = FBC_ aa s I = B ng, A,z
B-a-8 P& X0 - | Gy BEENE .
[ tharstnm €amne | i | = = — ] r + i
[Liberationsans |~/ [10 [+| A 4 A B - El - E F SE P aod b oo
| a1s |~ fw X =
S s i 5 o g s o o o Y A |
1 |Category |ltems sold Gross sales |tems refunded Refunds Discounts Net sales |Costol goods |Gross profit Margin  Taxes |
2 [Juice | 2229 49007.29 o 0 0 49007.29 39230.4 9776.89 19.95% 38.01
3 _|Soft diinks 719 35208.68 0 0 0 35208.68 28154.255 7044.42 20.01% 0.35
4 |Hot Drinks | 3049 95390.58 0 0 0 95390.58 757615/  19629.08 20.58% 48.45
5 |Fuits | 3427 102008.13 0 0 0/102008.13 81506.44)  20411.6920.01% | 66.34
[ 6 |Sandwiches| 2222 S59866.47 0 0 0] 59866.47| 47884.62] 11881 5520.01% | 17.35 |
7 |Sweets | 2877 8260107 0 [} 0 8269107 661428  16548.272001% 6181
8 |Salads | 747 324287 [} 0 0 324287 2484.5| 758.3723.39% | 44.49
[ 9 |Meas | 3 206 0 0 0 206 0 20.6100.00% 18

7.11 How to Open CSV File in Google Sheets

CSV files are used in the Back Office for exporting reports, importing-exporting items, and
clients.

For opening this type of files, you can use Google Sheets.

Go to Google Sheets and click on the button ‘Start a new spreadsheet’.

Google Sheets Q

Start a new spreadsheet

To-do list Annual budget
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g Untitled spreadsheet
= File Edit View Insert Format Data Tools Add-ons Help

-, o« Share... % .0 .ng 123 . Arial

JX New
Open... Cui+0
Import...

Make a copy...

1
2
3
4
5 Download as
&
7
8
]

Rename...

Publish to the web...

Spreadsheet settings..

& Print Ctri+P

Go to the ‘Upload’ tab of the ‘Open a file’ window and select your file from your computer.

Open a file x

My Drive Shared with Me Starred Recent Upload

Select a file from your computer

Cancel

In the Import file settings window, unselect the checkbox ‘Convert text to numbers, dates, and
formulas', and then click on the ‘Import data' button.

Import file

File

export_items (20).csv
Impeort location Separator type

Create new spreadsheet - Detect automatically ~

D Convert text to numbers, dates, and formulas

Import data Cancel
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As a result, you have opened CSV file as a table.

export_items(5) |

File Edit View Insent Format Data Tools Add-ons Help Last edit was seconds ago

|~ T o100% - 0§ % .0 .00 123- Aral . 10 - B I %iv e - H

fx | sku
A B G D E F G

1 SKU .l MName Category .Cost .Su\cl by weight .Barcode .SKU of included Quantit]
2 1001 Apple Juice Hot Drinks 144 N 10544566251001
3 . 1018 Banana Fruits 0.88 Y 10544566251018
4 | 10018 Bier Drinks 7Y
5 10019 Bier 0.5 Drinks N io018
6 1014 Black Tea Hot Drinks 124 N 10544566251014
T 1019 Cake Sweets 159 N 10544566251019
B 10000 Capuccino Hot Drinks 1N 7622210286772
a 1002 Carrot Fresh Juice ON 10544566251002
0 | 10009 Cashewnuts  Fruits 0y
11 10015 Cheesecake Sweels 4N
12 10008 Chicken Caesar Salads 53 N

Now you can edit this spreadsheet.

If you want to save the spreadsheet in the CSV format to your computer for further importing
in the Loyverse Back Office, go to ‘File’ menu, select ‘Download as’ and click on ‘Comma-sepa-

rated values’ button.

n item-sales-summary-2017-01-01-2017-09-30 ||

Flle Edit View Insent Format Data Tools Add-ons Help Last edit was secont
Share... $ % .0 .00 123-  Aral - 10 -
|I= ."
g Nm -
C D E F
Open... Ctr+0
1 E Category Items sold Gross sales Items ref
2 ) Rename... | Hot Drinks 106 1255.2
a | Make a copy... i Fruits 11251.129 25168.95
P -
I B Moveto... 3 Drinks 0.5 6
O _ ) Drinks 7 39
gl B Momiotush } Hot Drinks 102 932.08
T |1 import... ? No category 3 51
8 |4 ) Sweets 29 998.4
g ( Version history * ) Hot Drinks 83 1104 .45
10 { ¥ Tuira 1NN 1208 AR
11 | Download as * Microsoft Excel (.xlsx)
|| Publish to the web. .. OpenDocument format (.ods)
13 | -
e 11 Email collaborators... PDF document (.pdf)
Tl Email as attachment... Web page (.html. zipped)
165 |{ ¥
— ] Document details. .. Comma-separated values (.csv, current sheet)
s |1 Spreadsheet settings. Tab-separated values (.tsv, cumrent sheet)
19 || & Print Cirl+P ) Sweets 75 B85.95
20 Fevwe vomaed DIINKS 36 7164
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7.12 Using Loyverse Dashboard

Loyverse Dashboard App (Android, iOS) gives you instant access to your store's most valu-
able data. Complementing the Loyverse POS app, it puts key real-time information about your
business at your fingertips allowing you to make important decisions immediately.

To start using Loyverse Dashboard, sign in with the same email and password you use to
access Loyverse POS Back Office.

What you see right away is today’s sales summary chart: the number of receipts, net sales
figure and the average ticket size. The chart also shows a comparison to the previous day’s
data - this way you can quickly evaluate the two periods.

67.29
7 9.61

Receipts Net sales Average sale
el

Sales summary
The Coffes

5 April
Gross sales 67.29
Refunds 0.00
Discounts 0.00
Net sales 67.29
Tips 0.00
Total tendered 67.29
Cost of goods 27.25
Gross profit 40.04
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To return to the chart view, tap the Back arrow or Sales icon in the bottom menu.
You can navigate back and forth in time by tapping the arrows left and right of the date.

When you'd like to analyze a longer period, tap the date and select this week, month, or even

an entire year.

®

Today

Select period

This week

This month

This year

Custom period

If you want to set a custom time period, use the calendar
and tap the beginning and the ending dates.

Depending on the selected time period, the sales bar
chart will show data broken down by an hour, day, or
month.

If you want to analyze your sales for some particular period during each day, click “Custom
period” and turn off the toggle “All day”.

16

o

17

mn

18

29

30

y

| © Aucay

7.12 Using Loyverse Dashboard
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Then set the start and end times of the day you need.

Sun Mon  Tue Wed Thu Fri Sat

12 13 14 15 16 17 18

26 27 28 23 30 31

January 2022

© Allday »

Start 08:00 PM

End 03:00 AM

Click the “Apply” button.

Pinch the bar chart to change its scale or tap it to see the exact values for selected bars.

Scroll down to view your sales by items, categories, and employees.

ITEMS

Cake
x5

2295

(g

Capuccino
x6

(LG

11.94

Coca Cola
x5

9.95

Classic Cobb Salad
x1

7.59

Cookies

x1

© e 6

CATEGORIES

Again, if you want more details, tap the appropriate screen to drill down and tap the back
arrow to return to the main screen. In each detailed view, it may be convenient to sort the list
by tapping the sort arrow.
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7.12.1 Stock Alerts

To keep on selling, you have to make sure your store carries sufficient stock. To check the
stock status, switch to the Items tab.

Here you see items that are currently in stock, low on stock (yellow), or out of stock (red).

IM n

The symbo
office.

1 All items ~
Coffee Shop

-6 Apple
25 in stock

Apple Juice

@ Banana

p
= Banana cake

__," 28 in stock

) Beef and Chicken Satay

Berry cake

% BlackTea
@ Caesar Salad

©® -1instock
. Cake with strawberry

38 in stock

To refine the picture, you can use the filter to see only low-stock or out-of-stock items.

Allitems ~

Allitems g

Low stock

Out of stock

Banana
% 17.5in stock

B k
@ anana cake

27 in stnrl

7.12 Using Loyverse Dashboard

near item means that the “Track stock” option for this item is off in the Back
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Whenever a sale is made, and the stock gets depleted, you will receive a push notification.

“ ©00000

Devices

Alerting notifications

18:06

Dashboard

Item Banana is running low at Coffee Shop. 9 remain in

18:05

Dashboard
Itemn Apple is running low at Coffee Shop. 4 remain in
stock

755

7:55

Downloading English (US) Update

Waiting for network connection

Notification settings ~ Clear

1} O 3

If you don't like to receive instant stock alerts, turn this feature off in the Settings tab.

0 S

Stock notifications
Motify when items are low or out of stock.

Use dark theme

lvdemoi@loyverse.com

SIGN QUT

Settings

218
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In order to use the dark theme, turn the “Use dark theme” toggle on.

If you have more than one store you will see the name of current store at the top of the main

screen.

Sales
Coffee Shop

18 Januarv

Receipts Net sales Average sale

In order to see the information from a different store, click the “Store” icon at the top right of
the screen.

You will see the list of all your stores from which you can choose the needed one.

Sales

18 Januarv

Sales summary

255.67
2 (28.40

Receipts Net sales Average sale

= Select store

Coffee Shop v
Coffee Shop #2
Coffee Shop #3

Coffee Shop #4

7.12 Using Loyverse Dashboard
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7.13 How to Connect Apps from the
Marketplace to Loyverse

You can connect third-party apps to Loyverse to automate your business workflows.
There are two options how to connect apps:

1. Choose an app from the marketplace and approve its access to your account;

2. Create tokens that provide full access to your account via API.

Enter the Back Office and open the 'Apps' section.

= Sales summary

e < E] 7 Aug2020- 5 Sep 202|

l-'-ll Gross sales
0,00

- 0,00 (0%)

X Grass sales

2]

*e

L1

*. | Apps

Access tokens
@)

You have to start a trial period to use integrations features.

= Integrations

[l
Integrations
j-
Connect third-party apps to Loyverse to keep your
5 business running smoothly
GET STARTED

.o
-—

Apps P e API

é’:j:’ Sync with accounting, ecommerce, @@é} Develop custom integrations using

marketing and other apps. RS Loyverse API

e Visit App Marketplace View AP| documentation
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Once integration features are available in your account, you can go to the Loyverse
App Marketplace. Find apps that you want to connect and click the ‘Connect app’ button.

00 LOYVERSE Q Loyverse.com
Xero by Amaka E—
y Developer  Amaka
Autematically send a summary of the previous day's sales from Loyverse into Xero Category Accounting
xere
COMNEGT APP
Pricing
Free plan available
About
Customise your preferred sales summary view choosing from a wide array of formats and capture all payment transactions Support
including: tips. tax, refunds, loyalties and more @
Ip@amal
Getting started -
0 connect Loyverse to Xero
Legal
count on Am
it Loyverse a 0 accounts B rerms of service
setup wizard to activate the integration P
All done!

Follow the workflow of integration on the app developers' site.

While processing the integration, you will be asked to grant access to your Loyverse account.
The permission request form will contain the list of permissions this app needs. To confirm
permission request and proceed, click the ‘Allow’ button.

Permissions request

Xero is requesting permissions to do the following:

Read items, discounts, categories and modifiers
Read inventory information

Read customer information

Modify customer information

Create sales and refunds

Read taxes

Ready payment types

Read store information

Read POS devices information

CAMNCEL ALLOW

After that, you will be redirected to an app to continue the integration setup. Follow the steps
of an integration setup and complete it. In most cases, you will have to create an account in
another system
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All connected apps will be displayed in your Back Office in the 'Apps' section.

xer Xero

App
WooCommerce

B « ¢ E @

GO TO APP MARKETPLACE

Date connected

Sep 24, 2020

Sep 26, 2020

At any time, you can disable the application and deny it access to the account.

¢ Apps

¢ Apps

(S
"

B
o opeN APP

= App details

OPED

Disconnect app

Check Loyverse Marketplace for the apps that allow integration with different platforms:

Accounting:

* QuickBooks
+  Xero

eCommerce and marketplaces:

+  Shopify

+ WooCommerce
+  Magento

+  BigCommerce

+  Amazon

+ eBay

+ Lazada

+ Wix

+  OpenCart

+ nopCommerce
+  Google Shopping

*  Fancy
« ChannelAdvisor
+ Souq

+  Wordpress

222

Online ordering:

+ UberEats

+ Doordash

«  Grubhub

+ Zomato

+  Glovo

+  Rappi

« and many other regional players
Marketing:

*  Mailchimp

« Constant Contact
«  Connectors:
+  Google Data Studio

+  Power BI

+  Mailchimp
+  Telegram

+ Wave

+  TradeGecko
+  Google Drive
+ Google Sheet
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7.14 How to Create Tokens for API

Access to the APl is possible via https requests. Each request should contain the access key
to the Loyverse account (token).

Enter the Back Office and open the 'Access Tokens' section.

= Sales summary

* © E @

®

¢ = 7 Aug 2020 -5 Sep 2020

Gross sales

0,00

0,00 (0%)

Gross sales

Apps

| Access tokens

To create a new token, click on the ‘+ Add access token’ button.

B ¢ F Q@

& »

o

Access tokens

Access tokens give access to your Loyverse account via

the API

+ ADD ACCESS TOKEN

7.14 How to Create Tokens for API
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The form ‘Create access tokens’ will open for editing. Fill in the ‘Name' field and set the token
expiration date if needed. After clicking on the ‘Save’ button, the Access token will be created.

= Create access token

lll. o
o
Name
* Access
E Token has expiration date .
.e
-_
Expiration date
* Mar 31,2021 =
f el CANCEL

Here you can edit or delete the token and also copy the token for further use. If you delete
the token, the access to the data by this token will be suspended. By clicking on the ‘Access
tokens, you will return to the tokens list.

= Access token details

e < Access tokens EDIT MORE ~
29efe365c68edac8ab5ebfb2cdf6170d

.e Or .

- Access token

* = Mar 31, 2021
Expiration date

@ Access tokens give access to your Loyverse account via the APIL

Never share it with any third parties.

You can see created tokens and create new ones.

H EEETCN S —

The token gives unlimited

(S access to all resources
s provided by the Loyverse API.
Up to 20 tokens can be created
D Mame Expiration date
@@ for one account.
[J  Access Mar 31,2021
"
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7.15 How to See the Purchase History of
Registered Customers at the Back Office

After you have set up the customer loyalty program which connects sale records to custom-

ers, you may also want to see the purchase history of your regular customers. You can ac-
cess information about customer purchases through the ‘Receipts’ report.

In the Back Office, go to the ‘Receipts’ section.

9 < B 9 Dec2020- 7 Jan 2021 @ Allday -
lals Sales summary
All receipts
Sales by item ' 1 9
ﬂ Sales by category
WB_ Sales by employee
“/sales by payment type
g I Receipls I
Store
“ Sales by modifier
-_—
Discounts 202117:30 Coffee shi
* Taxes
2021 17:29 Coffee shy
& Shifts
8-1599 07 Jan 2021 17:29 Coffee shy

Click on the search icon.

e < @ 9 Dec 2020-7 Jan 2021 » © Alday ~
L3 All receipts
“ 19
)t
EXPORT =
=]
Receipt 0o Date Store
a5
81601 07 Jan 2021 17:30 Coffes shop
81600 07 Jan 2021 17.28 Coffee shop
1560 07 Jan 2021 17:28 Coflee shop
@
81508 07 Jan 2021 17.28 Coffee shap

M All stores =

2 Allemployees «

@ @0

Louls.

Louls

Customer Type
Mary Johnson sale
Jackie Figueroa Sale
Jackie Figueroa Sale
Jackie Figueroa Sake

Tap your customer nhame and click <Enter> on the keyboard.

Sales Refunds
Q, Jackie *
Employes Customer Type Tatal
Louis Mary Johnson Sale 9.69

7.15 How to See the Purchase History of Registered Customers at the Back Office

225



You will see the list of receipts which are connected to the customer.

x
9 < B 9 Dec 2020 7.Jan 2021 O Aldey = - AN stores - 2 Allemployees -
ik
AN teceipls Sales 1 1 83
= Total
- 5 @s G
Cashier: Louis
-t POS POS 07
EXPORT Q, Jacke Customer Jackie Figueraa
= teifo_gal@bing com
Hece Employ * | minain
.
ah
1600 07 Jon 2021 17:29 Coftee shop Louis Jackie Figueiod Sabe _Cal-'otF't'-'! 450
7 s Cakog a8
515899 07 Jen 0201729 Coftee shop Lowis JBihE Figuerod Sale Y 35
o Cacissant 223
1508 OF Jan 2020 1728 Colter shop Lwis Jackie Figueros Sale 1= 225
@ &
111013 060 2017 2244 Coffee shop Louts Jackie Figatroa Sale
Total 1153
1257 31 Dot 201510000 Coftee shop Loy Jeciar Figueroa Sale  Cashrounding a7

If you click on a receipt row, the details will appear on the right side of the screen.

The other way to see the information about the customer is in the exported ‘Receipts’ report
file. After exporting the report and opening it as a sheet, you can filter the customers.

Choose the desired period for the report. Export it as a CSV file by clicking on the ‘Export’

button.

e < (B 9 Dec2020-7 Jan 2021 ® allday - M Al siores - L Allemployees -
s All receipts Sales Refunds
o 19 19 0
1 Z.
EXPORT = < Q.
=]
Receipt no. Date Store Employes Customer Type Tatal
a5
#1601 07 Jan 2021 1730 Coffee shop Louls. Mary Johnson Sale 9.65%
»
21600 07 Jan 2021 1729 Coffee shop Louis: Jackie Figueroa Sale 4383
o
81569 07 Jan 2021 17:29 Coffes shop Louls. Jackie Figueroa Sale 3299
Open the file in Google Sheets.
n E receipts-2020-12-09-2021-01-07{1) &+ @ &
File Edit View Inserl Format Dala Tools Add-ons Help Lastedit was seconds aqo
o @ P 005 + rpu % 0 00 123w Aral = 0 - BIXSA SHEHIE- E-il-B-Yr o@@EY-I-
Date
E A B c D E F G H l J K
—
1 |Dall !Reouin: number Receipttype  Gross sales Discounts Net sales Taxes Tips Total collected Costofgoods  Gross profit
07012021 173 81601 Sale 969 .00 969 0.00 0.00 969 275 694
30012021 1T:2 81800 Sale 4383 0.00 4383 0.00 0.00 4383 1541 28.42
4 0012021 172 81559 Sale 312499 0.00 3299 000 0.00 3299 10.90 22.09
507012021172 £-1595 Sale 11.83 0.00 11.83 0.00 0.00 11.83 10.30 153
& 002021 17:2 81597 Sale 1479 0.00 14.78 0.00 0.00 1479 587 892
00172021 17:2 8-1596 Sale 2680 0.00 2580 000 0.00 2660 10.52 16.08
B 0012021 172 81595 Sale 4451 0.00 4451 0.00 0.00 4451 129 4322
070172021 17:2 £-1594 Sale 2588 0.00 2583 0.00 0.00 2558 240 2343
W 281M272020 19:1 11-1426 Sale 13259 0.00 13259 0.00 0.00 13259 7225 60.34
V1922020 10.2 11-1425 Sale 43.02 .00 43.02 0.00 000 4302 1451 2851
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Find and select the column ‘Customer name’ and apply a filter to it.

Coffea shaop Louis
Coffee shop Louis

o @ @Y ]2 -

Jackie Figuaroa
Jackie Figueroa

Filter views
store Cashier name  |Customer ni = | Customer contai Status
Coffea shop Louis Mary Johnson [mary@mail.com Closed
coffee shop  Louis Jackie Figueroa |telfo_gall@bing. Closed

telfo_gall@bing. Closed
telfo_gall@bing. Closed

coffee shop Louis Mary Johnson |mary@mail.com Closed
coffee shop Louis John Smith johnd5GTE@gmi Closed
Coffee shop Louis John Smith johnd5678@gmi Closed
Paflas chon 1 naiie sl inhn A ERT R Clasad |

Then, click on the filter icon in the column name and select only the desired customer from
the list and apply the filter by clicking the ‘OK’ button.

ﬂ Lelp-%e 0B @Y~ 3. Y-

0 P qQ R s
POS Store Cashier name |Customer nl: Customer contac
POS 07 Sort A7 mary@mall.-?om
POS 07 telfo_gall@bing.
pos o7 SortzZ — A telfo_gall@bing.
POS 07 telfo_gall@bing.
POS 07 Sort by color * | mary@mail.com
POS 07 johnd56T8@am:
POS 07 Filter by color » |johnd5678@gmi
POS 07 johnd5678@gm:
POS 01 v Filter by condition
POS 01 ~ Filter by values
POS 01
POS 01 Select all - Clear
POS 01
POS 01 Q,
POS 16
PQS 16 (Blanks)
itk v Jackie Figueroa
POS 01
POS 01 John Smith

Mary Johnson

cancel “

]

When the filter is applied, you can see purchases made by that specified customer.

Bl v ermY-5 W

o P Q R 5 T

PO5S Store Cashier name  |Customer ni T | Customer contad Status

POS 07 Coffee shop  Louis Jackie Figueroa telfo_gall@bing - Closed
POS 07 Coffee shop  Louis Jackie Figuerca |telfo_gall@bing. Closed
POS 07 Coffee shop  Louis Jackie Figuerga|telfo_gall@bing. Closed
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8. Settings

8.1 Configuring Payment Types in Loyverse POS

When you launch Loyverse POS for the first time, it already has default presets for two of the
most common types of payment: cash and card. If you accept other methods of payment and
want to see a detailed sales report for each payment type, you can easily customize or add
other payment types.

Log in to the Back Office, click the “Settings” menu and then “Payment types”. Click the “Add
payment type” button to add a new type of payment.

= Setlings
e Settings

Features D

Billing & subscriptions

Paymant types

B« & E Q@

Loyalty
-
L Taxes

Receipt

Open tickets

o

Kitchen printers

In the Create Payment Type window, select a payment type from the drop-down list. For each
payment type you can specify a unique name, which will appear in the report. Cash is the
default payment type and cannot be changed. Save your changes when done.

= Create payment type
JL .
- ]
2= -
Check
* CANCEL SAVE
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If you have multiple stores, you can manage the availability of each payment type for each

store.

e F @

w

H

Payment type

Check

Name

Check

= Create payment type

Slores ~
Available in all stores
Shop
Store 2
SHOW LESS

At the final stage of the sale transaction in the Loyverse POS app (Play Market or App Store),
you can choose the type of payment.

230

Ticket

Carrot Fresh x 1
Cookles x 1

Fruit Salad x 1

Tax

Total

1.68

20.85

« SPLIT

20.85

Total amount due

Cash received
@ 208 m
21.00 25.00 30.00 40.00
B caro

[E cHeck

H sumup
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If there are no payment types available for a certain store in the POS, you will see a message
with a proposition to enable payment type in Back office settings.

Coca Cola x : 30.00
Americano x | 15.00
Chicken salad x 2 60.00
Hamburger x 1 32.00
Cheeseburger x 1 35.00
Discounts 10.00
Tax 16.20
Total 178.20

&«

435.57

Please enable payment types in settings

The information about the payment type will be shown on the receipt.

E Coffee shop
21 Avenue, Brooklyn, New York, NY, United States
We Love Coffes!!
Cashier: Rima
POS: POS 1
Carrot Fresh 4.99
1x4.99
Cockies 5,69
1x5.69
Fruit Salad 8.49
1x8.49
Subtotal 19.17
Sales tax, 8.75% 1.68
Total 20.85
| cad 2085 |
Recaipt currency: US Dollars
6/4/2021 13:29 #52-1009

Finally, the "Sales by Payment Type" report in the Back Office will show your sales numbers

sorted by payment type.

= Sales by payment type

e < 5] 4May2021-4 Jun 2021

hh EXPORT

ﬁ Payment type Payment transactions
®

: Card 1
= Cash 17
-

Total 18

Allday -

Payment amount

B All stores ~ 2 Allemployees ~

Refund transactions Refund amount

20.85 0 0.00
88197 o 0.00
902.82 o 0.00

Net amount

20.85

881.97

902.82

If you delete or rename a payment type, the historical data will not change: you will still see
the payment type name as it appeared at the time of purchase in all the receipts that were
synchronized before the change.

8.1 Configuring Payment Types in Loyverse POS
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8.2 How to Create, Activate and Delete POS

8.2.1 How to Create new POS

At the Back Office you can add a new POS in the 'POS devices' section.

In the ‘Create POS’ form insert the Field Name and select the Store where it will work. Don't
forget to click on the ‘Save’ button.

POS 3

Store
# Select store

232 8.2 How to Create, Activate and Delete POS



8.2.2 How to Activate POS

After you create a new POS at the Back Office, it will appear at the list of your POS devices,
with the status ‘Not Activated'.

To activate it you have to login to your new POS on your mobile device with the E-mail and
password of the store owner. After that the owner can switch the user account to a different

employee.

POS2

POS 3

A B
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Afterwards, in your Back Office, the new POS will change its status to Activated.

3 S O rosz Coffee shop Not activated
Taxes

27 ] rpos2 Cafeteria Not activated
Receipt

F -3 T ] Poss Coffee shop Activated

* Kitchen printers

o Stores
Store & POS seftings

8.2.3 How to Deactivate POS

Such a situation may occur when the mobile device with the Loyverse POS app is lost or
broken. Deactivation means disconnecting the Loyverse POS app on the device from the
Loyverse account and back office.

e
: ®
& Name
v Il POS22
2= Store
B Coffee Shop #3
» [ Activated
e | 4
@

Confirm your intention by clicking on the ‘Deactivate’ button in the dialog window.

Deactivate POS

Are you sure you want to deactivate POS?

Loyverse POS app will be deactivated on the device
assigned to this POS.

CANCEL DEACTIVATE

After that, the status of the POS will be changed to ‘Not Activated’ and you can log in to this
POS on a new device.
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8.2.4 How to delete POS

Important! Before deleting your POS from the Back Office: close all open tickets and close

shift in your POS on the Mobile device.
Also make sure that all sale records made on the Mobile device have been synchronized with
the Back Office. To do this, at the Back Office, open your ‘Receipts’ list and check your re-
ceipts. Click on the receipt and after it opens at the right check the POS name. If you have any
missing receipts, connect your mobile device to the Internet and all data from your POS will

be synchronized with the Back Office.

B » ¢ E @

@ & »

E 4 May 2021 - 2 Jun 2021

© Allday =

& All stores -

A All emipl

stomer  ChEy cake
1% 14,50

All receipts Salez

18 18
EXPORT ~
Receipt n Date Emi
28-1000 02 Jun 2027 12:06 Coffee shop O
521008 24 May 2021 19:44 Coffee shop  Cwne -
531004 22 May 2021 0810 Coffeeshop  Owner -
521007 19 May 2021 1877 Coffee shop  Owner =

Total

Caghier; Owner
POS POS 3
——
Banana 2.00

1450
Capuccing 5.30
Total 22.80
Cash 22,80

To delete POS find it in the ‘POS devices' list, enter it for editing and click the trash icon.

= Edit POS

B # ¢ F @

LH

»

Name

POS 3

Store
W Coffee shop

CANCEL

SAVE
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In the pop up window, confirm your intentions by clicking on ‘OK’ button.

Delete POS

Are you sure you want to delete POS?

Loyverse POS app will be deactivated on the device
assigned to this POS.

CANCEL OK

After you delete your POS at the back office, you will still have all of the receipts created on
this POS, if they were synchronized before the deletion. However, this POS will be deactivated
on the device.

8.3 How to Create and Manage
Multiple Stores under One Account

With Loyverse POS you can manage multiple stores under one account. Track your sales,
inventory, employees, and customers — everything you need to know in one place.

8.3.1 Adding a new store

To add a new store in the Back Office, go to Settings and click on the ‘Stores’ button. Click on
the ‘Add Store’ button to create a new store. Fill in the information about the new store and
save.

= Setlings

e e Settings
System settings
i,
Features Hama Addresz Humbsar of POS
ﬁ Billing & subscriptions
Cafereria o
‘ Payment types
Coffee shop 21 Avenue, Brooklyn, New York, NY, Uni. 3
B Loysity
- Taxes
* Beceipt
|| o Open tickets
Kitchen printers
@
@ Stores
Store & POS settings
/
Srores I
POS devices

After that, your store appears at the store list, and you can create and assign a new POS
device for this store.
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8.3.2 Iltems management

You can manage the item parameters for each store. Open your item for editing, find the
‘Stores’ section, and change the price, in-stock quantity, and low-stock notification.

e (® ADD VARIANTS
luls
Stores
- ]
B Theitemis available for sale in all stores
= Available Store Price Low stock ’;\'Jri;ir":‘é'
Cafeteria 12.50 0
2¢
-_
Coffee shop 12.50 100 3

At the item list, if you select a store filter, you will see the items available in this store and also
the ingredients that belong to composite items, available in the selected store. The item list
also shows the actual price and in stock values for the selected store.

e Caegany ack alen
+ ADD ITEM IMPORT  EXPORT  »= 2l e = Allitems - O
il all stores
Cafeteria
e [ temname Category Cost Margi In stock
. [ appie Fruits - Warisble 1569 2
=" O Appleduice Drinks - Variable 250 72
Mo Fruit - Ancinisia =

8.3.3 Employee management

You can manage your employee access to your

B ¥ & = Q@

@ 4 ¥

S/

Tim

Email

B4 falino@tafmail.com

l. Phane

Role
a» Cashier ~

POSPIN
7T 7 7 7

First login to the back office Monday, 31 May 2021

Stores  Accessto 1 store

DELETE CANCEL

stores. For this, go to the ‘Employee list’ and
choose one for editing. At the bottom of the
form, find the ‘Stores’ line and click on the down
arrow.
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Afterward, an additional window will slide down with the list of your stores. You can assign
your employee to a particular store.

-

Stores -~

[[] Accesstoall stores

[ cafeteria
o Coffee shop
@ SHOW LESS

DELETE CANCEL n

Don't forget to save changes.
8.3.4 Sales reports

In the Back office, you can see all of your sales reports by selecting a filter for all or selected
stores.

= Sales summary

e < B 6 May 2021 -4 Jun 2021 L] @© Alday - | All stores ~ | 2 All employess =
All stores
II'I' Gross sales Refunds Dilsc t $ales Gross profit
885.96 0.00 3y e 31.97 482.18
o +TZ1.96 (+440.22%) 0.00 (0%) +33 “p7 (+437.79%) +405.32 (+527.35%)
Coffee shop
Y Gross sales Hea ~  Days -
E 600,00
2
400,00
0O 200.00
@ 00 o /\_ o A—/\-—¢ o~ o

8.3.5 Customers
You can easily manage your clients at the Back office in a single list, across all of your stores

for the loyalty program.
Customers are visible, and customer points are available for redemption in all of your stores.
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8.4 How to Add Logo to the Receipts

Enter the Back Office. Click on ‘Settings’, then go to the ‘Receipts’ section.

There are two fields for entering a logo. For the logo, which will appear on the emailed receipt,
it is better to use a color image. Upload the digital logo by selecting an image file from your
computer.

Lage

Emailed receipt Prined receipt

Logo for ‘Printed receipt’ should be a black and white image. If you upload the color logo, the
system will generate a black and white picture from it.

5 " Store

Receipt settings il 4
Lego
Emailed receipt Printed receipt

0) $

Coffee Shop Coffee Shop

Header

0/500
Footer

0/500
Show customer info B )
Show comments ®
Receipt language
i ]

CANCEL SAVE

8.4 How to Add Logo to the Receipts 239



If you have several stores, select the other stores from the drop-down list at the top right-
hand corner and upload the logos for each store in the same way.

_

Shop

Shop 2

Store 3

Don't forget to save your
changes.

Now your printed logo will appear on the printed receipts as shown below:

§
\ 4

Change

BASAE, 11:38 AM

Shop

Cashier: Owner

POS: POS 1

Cake 4.58

1 %459

Green Tea 2.50

1x2.50

Croissant 1.35

1x1.35

Orange Juice 1.80

1x1.80

TOTAL 10.24

Cash rounding 0,24

Cash 20.00
10.00

#1-1040

N\ U

Logo will not be printed on receipts and bills if the
Text mode is selected in Advanced printer settings.

The logo for Emailed receipt will appear on e-receipts.

Coffes Shop

TOTAL

10.24

Cake
Green Tea
Croissant

Oranga Juice

10.24
0.24
20.00

10,00
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If you don’t want your logo to appear on the printed or emailed receipt, you can delete it in the
Back Office for the selected store.

n Receipt settings

Logo

Emailed receipt Printed receipt

Upload

8.5 How to Sign out from Loyverse POS

Note! If you make sales and sign out while your device has been disconnected from the
Internet (offline mode), you can lose your receipts.

So, before signing out from Loyverse POS, make sure that all your receipts have been
transferred to the Back Office.

To do this, go to the ‘Receipts’ section.

o

B Receipts
© shift

= Items

1°I Settings
lils  Backoffice
BE Awes

@  support

If you see some receipts that are non-synchronized (sales that are made during the time
when there was no Internet connection) and marked ‘Unsynced’, do not log out. Otherwise,
your unsynced receipts will be lost.
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=  Receipts

Monday, 19 March 2018

m 2000 #4-1002
11:40 AM Unsynced
@ ?1 .I29‘ g _f“ 0_01
1:40 AM Unsynced
@ '5.|".5r i #4-1000
416 #1-1032
=
B adam

Sunday, 18 March 2018

@ 2II.2? #1-1031
1 PM
5.16 #1-1030
8 472 PM
@ I'.IZ‘BI.I‘ #1-1029
100 FIRT.LTY

20.00

Total
Cashier. Owner

T-shirt (L / Yellow)

1 x 20.00

Total
Cash

20,00

20.00
20,00

Try to restore the Internet connection and get the list of all receipts synced.

To sign out from your account, go to Menu.
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2 ‘.-.

Apple Apple Juice

Receipts

© m @

Shift

ltems

Settings

Back office

Apps

@ &= F |

Support
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Click ‘Sign out’ button.

8.6 How to Exit from Back Office

For sign out from your account in Back office, go to menu.

By clicking on account email you will see drop down botton ‘Sign out’. Click on it.
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8.7 How to Set the Currency

By default, the system sets the currency of the account depending on the country of
registration. The owner of the account can change it.
Click on the ‘Account’ button in the Back Office's main menu.

R
Andy

e lvdemo@loyverse.com M ¥
r
[1l,  Reports
Sign out
 ltems v
Y Inventory management v
S  Employees v
- Customers
* Integrations W

Select the needed currency in the ‘Currency’ field.

A

lals Coffee shop
o .
Ivdemo@loyverse com CHANGE
Password
E CHANGE
a8 Currency
British Pound (GBP) I
* Surinamese Dollar (SRD)
Swazi Lilangeni (SZL)
Swedish Krona (SEK)
Swiss Franc (CHF)
¢ S8&o0 Tomé & Principe Dobra (STN)

Tajikistani Somoni (TJS)
Tanzanian Shilling (TZS)

@ Thai Baht (THB)

Tongan Pa'anga (TOP)

Trinidad & Tobago Dollar (TTD)

Tunisian Dinar (TND)

Turkish Lira (TRY)

Turkmenistani Manat (TMT)

Ugandan Shilling (UGX)

United Arab Emirates Dirham (AED)

Uruguayan Peso (UYU)

h

Uzbekistani Som (UZS)
Vanuatu Vatu (VUV)
Wenezuelan Bolivar (VEF)

Do not forget to save changes.

The changing of the currency will also set the corresponding currency format (with dec-
imals or without decimals and form of decimal separator) for the account.
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Now you can see the currency symbol or name in the Reports sections of the Back office.

= Sales summary

e < [ 18Jan 2022 - 24 Jan 2022 > © Allday = = All stores ~ 2 Allemployees -
’ Ill-l Gross sales Refunds Discounts
$45,614.56 $110.38 $129.54

o 505,898 62 (69.89%) 54500 (-28.96%) 85576 (31.57%)
" Gross sales
E $20,000.00
=

$15,000.00
»

$10,000.00
o

55,000.00
@

$0.00
18 Jan 19.Jan 21Jan

And also in the price and cost fields in the Back office.

4 S
B  Theitemis available for sale

soldby (@) Each () weight/Volume

' Price. Cost
$12.00 $5.00
* Leave the field blank to indicate the price upon sale
@
10021 Barcode

All the amounts and prices on the receipt are not specified by any currency, just by a number.
However, for paper receipts you can change the settings to add text (your desired currency)
at the end of the receipt.

In your Back Office go to ‘Settings’ and choose ‘Receipt’ menu. In the ‘Footer’ field, specify
your currency.
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The message will appear on each receipt as shown below.

n Coffee shop
21 Avenue, Brooklyn, New York, NY, United States
We Love Coffesll
Cashier: Louis
POS: POS OF
Dine in
Berry cake 12.50
1x12.50
Black Tea 2.39
1x2.39
Total 14.89
Card 14.89
Receipt currency: US Dollars
2/12/2021 16:29 #8-1614

8.8 How to Work with Cash Rounding

When the cash rounding is applied, the amount payable for a cash transaction is rounded to
the nearest rounding interval with specified rounding rule, whereas transactions paid in other
ways are not rounded.

Cash rounding can be used in countries where coins are withdrawn from circulation. Also

in some countries, rounding is allowed at the discretion of the merchant (for example, if the
merchant wants to reduce the amount of small change in revenue). Rounding does not affect
the amount of taxes.

Log in to the Back Office, click the Settings menu and then Payment types. Click the Cash
type of payment.

e

e o
@ ) + ADD PAYMENT TYPE
System settings

ok
Features O w
lame
o
S EEENN
Cash
=
Payment types
=] O cen
Loyalty
- O sumup
-—
Taxes
* Receipt
|| n Open tickets
@ Kitchen printers
Stores
Store & POS settings
Stores
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The form ‘Edit payment type’ will open for editing.

= Edit payment type

©

Cash

B ¥ ¢ E Q@

Cash

CANCEL SAVE

@ & ¥

You can select the rounding interval from the drop-down list. For countries with decimal cur-
rency: 0.01, 0.05,0.10, 0.50, 1.00 . For countries without decimals: 1, 5, 10, 50, 100.

=

Cash

* 0.01

0.05
e

010
®

0.50

If you set a value other than the default value of 0.01 (or 1 for countries without decimals),
you can select the ‘Rounding rule’ from the drop-down list. In other words, you cannot select a
rounding rule if you select a rounding interval of 0.01 or 1.

Cash

Rounding interva

* 1.00 -

Round to the nearest value (0.50 up)

Round to the nearest value (0.50 down)

Always round up

Always round down
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By default, the rule ‘Round to the nearest value (average value up)’ is selected, but you can

also choose:

+ Round to the nearest value (average value down)

+ Always round up
+ Always round down

You will see the explanation of how the selected rounding rule works.

E Name
Cash
-
Rounding interva
* 1.00 -

sh payment amount will round to This genomInation

e

Rounding rule

Round to the nearest value (0.50 up) -

CANCEL SAVE

Don't forget to save the setting.

Now during the sale at the POS, you can see the rounded amount in the ‘Cash received' field.

Total amount due

T-shirt x 1 20,00
S/ Fed
Apple » 1 1.29
Total 21.29 e
Cash received
(=2 2100
25.00
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If you enter the value of the received amount of cash and tap ‘Charge’, you will see the

change in the next screen with the consideration of rounding.

T-shirt x 1 20.00
21.00 4.00
Apple x 1 1.29 Total paid Change
Total 21.29
Enter email SEND RECEIPT
The receipt contains information about rounding.
= Receipts #29-1004 REFUND :
Q,  search
Thursday, May 23, 2019 21 " 29
Total
= 31553"‘ - Cashier: Alex
' POS: POS 09
69.52 #8-1565 T-shirt (Red /8) 20,00
= ;
&= so0mm 1%20.00
Apple 1.29
Wednesday, May 22, 2019 1,000 %1.29
84239 #111216 Total 21.29
A= Cash rounding 0.29
Cash 25.00
@ 23.39 #111215 Change 4.00
B2 q9:08 am
5/23/19 4:55 PM #29-1004
Tuesday, May 14, 2019
16.50 #111214
I_E_ T3 PM
17.92 #11-1213
E 410 PM
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You will also see the information about rounding in the Sales by Payment Type report in the
Back Office.

n = Sales by payment type

e < B 4Dec 2020- 2 Jan 2021 » © Allday = - All stores ~ 2 Allemployess =
III'I EXPORT
ﬂ' Payment Payment Refund Refund MNet
Payment type transactions amount transactions amount amount
‘ Card ] 22454 0 0.00 22454
B Cash 3 217.4 ] 0.00 217.41
a
Cash rounding 3 on 0 0.00 oM
* Total n 441.95 '} 0.00 441.95
ol

8.9 How to Change/Recover Your
Password for the Back Office

To change or recover your password, go to your Back Office login form: https://loyverse.com/
en/login and click "Forgot password?".

Forgot password?
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Type your Email into the Reset password form and press ‘Send’.

Now check the password recovery instructions which are sent to your email. Sometimes
emails are filtered as spam, so if it's missing from your inbox, try the spam folder. Once you're
in the email, click on the ‘Create a new password’ link.

LOYVERSE

LOYALTY UNIVERSE

Password recovery

To create a new password click on the button below

CREATE A NEW PASSWORD

If you have questions, please visit Loyverse Help Center and Loyverse Community or chat with our
consultants.
They are available 24,7 and always happy to assist.

Sincerely, The Loyverse team

The link brings you to a Set new password form with two password fields. Type your pass-
word twice to confirm, then click ‘Change password'.

- A5 LOYVERSE
Set new password
New password
After changing password, all the
_ active connection to the Back Office
CHANGE PASSWORD .
e and Dashboard app will be logout and
i you have to login again with a new
gl » password.

You'll then be referred to the Back Office.
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8.10 How to Apply Taxes Depending
on the Dining Options

In some countries, the tax on certain goods depends on the dining options. For example, if
the customer orders food for takeout, it is not taxed. But in the case of consuming the same
food inside the cafe, it is taxed.

Please be sure that the Dining Options is activated in the Back Office.

Go to the ‘Taxes’ section in the ‘Settings’ in the Back Office. Open the existing tax to edit or
create a new one.

Switch on the ‘Tax application depends on dining option'.

Tax application depends on dining option N

When dining option is:
No dining options selected

Do not apply tax to these items:
No items selected

252 8.10 How to Apply Taxes Depending on the Dining Options



Click on the ‘Select’ button to choose the dining option for which an exemption of the tax
applies.

For example, if you want your tax to apply only for ‘Dine in’, select all other options: ‘Takeout’
and ‘Delivery’.

Select dining options

[] Dine in

Takeout
!i Drelivery

CANCEL DOMNE

Don't forget to save your settings by clicking ‘Done’.

Click on the ‘Select’ button to choose items not subject to tax.

Select items

You can select the whole category or certain items that are excluded from tax.
Don't forget to save your settings by clicking ‘Done’.

After you have set the exceptions for application of your tax, you will see their short descrip-
tion. You can edit them or save changes.
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‘When dining opticn is:
Delivery or Takeout

Do not apply tax to these items:
Jitems

If you have several stores, you can select the availability of the tax for each store.

Stores

®  Available in all stores
Coffee shop

™  shop2

You will also see the information about the applied dining option in the item edit card.

During a sale, the system removes the tax from items in the ticket to which it should not be
applied according to the settings and exceptions made for the dining option, so that the
cashier does not need to remove it manually.

The cashier can also change the application of the tax to the item manually during the
sale, but this change would be applied only to the items in the current ticket.
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8.11 How to Change Language

8.11.1 Changing Language in Loyverse POS app

The language of the Loyverse POS app on your device depends on the language of the device.
Currently, Loyverse POS app supports the following languages: Albanian, Arabic, Bengali, Bul-
garian, Chinese Simplified, Chinese Traditional, Croatian, Czech, Danish, Dutch, Estonian, Finn-
ish, French, Georgian, German, Greek, Hebrew, Hindi, Hungarian, Indonesian, Italian, Japanese,
Khmer, Korean, Laotian, Latvian, Lithuanian, Macedonian, Malay, Mongolian, Norwegian, Polish,
Portuguese, Romanian, Serbian (Latin), Spanish, Swedish, Thai, Turkish, Urdu, Uzbek.

If you want to change the language for the Loyverse POS app, change the device language in
the mobile device settings.

For iOS devices, open Settings, and go to the ‘General’ section. Open the ‘Language and Region’
menu to change the language.

Settings General
|‘2 Airplane Mode About
a wi-El s Software Update
a Bluetooth
@ Cellular Data AirDrop
AirPlay & Handoff
@ Notifications
m Sounds iPad Storage
Do Not Disturb Background App Refresh
B Screen Time
Date & Time
8 Control Center Fonts
Display & Brightness | Language & Region
s Home Screen & Dock Dictionary

For Android devices, open Settings, and go to the ‘General management’ or ‘System’ section.
Open the ‘Language and input’ menu to change the language.

SETTINGS ( GENERAL MANAGEMENT

LANGUAGE AND TIME

Cloud and accounts Language and input

Date and time
Google
DUge SElungs SUPPORT

Accessibility Report diagnostic information

Marketing information
General management
guage and in d i = -

Software update Reset
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8.11.2 Setting Language in the Back office

You can choose a language for the Back Office in the Account settings. Loyverse currently
provides more than 20 different languages: English, Spanish, French, German, Russian, Portu-
gues, Polish, Romanian, Italian, Indonesian, Japanese, Korean, Chinese, and others.

The language settings of the Back Office will not influence the language of the
Loyverse POS app.

8.11.3 Receipt Language

In the Receipt section of the Back Office Settings, you can set the language on the receipt for
each store. The receipt language may vary from the POS and Back Office language and will
be applied to the printed receipt as well as emailed one and in the Receipt menu.
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8.12 How to Use Add-on Services of Loyverse POS

Trial period

Subscription to Employee management
Subscription for Advanced inventory

Subscription for Integrations
Adding payment method
Payments for subscriptions
Unsubscribing

Nogohswh=

Add-on services of Loyverse POS includes subscriptions to Employee management, Ad-
vanced inventory and Integrations.

8.12.1 Trial period

All add-on services have a 14-day free trial period. Starting a trial period does not require a
card.

To start a trial, login to the Back Office, click on the ‘Billing & subscriptions’ button from the
Settings menu.

Click on the ‘Subscribe’ buttons to start a 14-day free trial period for Employee management,
Advanced inventory or Integrations.

[ =

0 Settings Subscriptions
System settings
ks EB Fmployee management 4 day free trial SUBSCRIBE
Features M ack —,
re 1
Billing & subscriptions
=
Payment types SUBSCRIBE
——
25
Loyalty
.
-
Taxes
lay free trial SUBSCRIBE
—
= Receipt
0 Stores
Store & POS settings
You may alse be charged tax if your billing country is USA, Canada or in the EU.
Stores
Payment method
POS devices
B Mo card currently on file ADD PAYMENT METHOL
Edit your business name, add a billing EDIT BILLING DETAILS
contact ar athet information you want
to include on your invoices

For Employee management trial, you will be asked to add employees in the Employees list.
When adding an employee, a pop-up window with terms and conditions will appear on your
screen. Click on the ‘Subscribe’ button.

Subscribe to employee management

You can start a 14-day free trial without payment and credit card. After
that, there is a subscription fee of £5/month per employee. You may also
be charged tax if your billing country is UK or in the EU. You can cancel at
any time.

CANCEL SUBSCRIBE

8.12 How to Use Add-on Services of Loyverse POS 257



You will see the information about the trial expiration date. If you want to continue using the
service, after finishing the trial, activate the subscription by clicking on the ‘Activate’ button.
At any time, you can cancel the trial with the ‘Unsubscribe’ button.

Subscriptions

[EE Employee management Trial expiration date: March ACTIVATE
Manage access rights, track 06,2018
timecards and sales by employee. UNSUBSCRIBE
'@ Advanced inventory 14 day free trial SUBSCRIBE

Create purchase orders, view
inventory valuation report and
manage stock.

Likewise, for Advanced inventory trial, a pop-up window with terms and conditions will appear
on your screen. Click on the ‘Subscribe’ button.

Subscribe to advanced inventory

You can start a 14-day free trial without payment and credit card. After
that, there is a subscription fee of $25 USD/month per store. You may also
be charged tax if your billing country is UK or in the EU. You can cancel at
any time.

CANCEL SUBSCRIBE

You will see the information about the trial expiration date. If you want to continue using the
service, after finishing the trial, activate the subscription by clicking on the ‘Activate’ button.
At any time, you can cancel the trial with the ‘Unsubscribe’ button.

Subscriptions

[Ef Employee management Trial expiration date: March ACTIVATE
Manage access rights, track 06,2018
timecards and sales by employee. UNSUBSCRIBE
-‘L'é- Advanced inventory Trial expiration date: March
Create purchase orders, view 06,2018
inventory valuation report and
manage stock.

Likewise, for the Integrations trial, a pop-up window with terms and conditions will appear on
your screen. Read the Terms o Third-Party Integration, and agree with them by selecting the
check box. Click on the ‘Subscribe’ button.

n Subscribe to integrations

You can start a 14-day free trial without payment and credit card. After
that, there is a subscription fee of $9 USD/month per store. Third-party app
developers may charge additional fees. You may also be charged tax if
your billing country is UK or in the EU. You can cancel at any time.

| understand that use of integrations is subject to Terms of Third-
Party Integration

CANCEL SUBSCRIBE
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You will see the information about the trial expiration date. If you want to continue using the
service, after finishing the trial, activate the subscription by clicking on the ‘Activate’ button.

At any time, you can cancel the trial with the ‘Unsubscribe’ button.

8.12.2 Subscription to Employee management

Subscriptions

Employee management
EB .
Manage access rights, track
timecards and sales by
employee.

'\;‘ Advanced inventory 14 day free trial
Create purchase orders, view
inventory valuation report and
manage stock.

* Integrations Trial expiration date:
Connect accounting, 16 Jan 2021
ecommerce, marketing and
other apps.

When you click on the ‘Activate’ button at the ‘Billing & subscriptions’ section, a pop-up win-
dow will appear to inform you about the subscription conditions. Select your pricing plan and

click on the ‘Continue’ button to start your subscription.

If you have not yet added a payment method, you will be redirected to the Add payment

Activate employee management

Manage access rights, track timecards and sales by
employee.

Select your pricing plan:

O £5/month per employee

O £30/year per employes

Enter coupon code

You may also be charged tax if your billing country is UK
ar in the EU.

You will be charged automatically at the start of each
billing peried until you cancel.

= Mo card currently on file

CAMNCEL

method form.
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After you finish the subscription process at the ‘Subscriptions’ box, you can see the informa-
tion about your active subscription for Employee management.

Subscriptions

[E§ Employee management $5.00 USD per month UNSUBSCRIBE
1 employee Next billing date: March 06, 2018
$5.00 USD per employee
Change plan

l Advanced inventory Trial expiration date: March 06, ACTIVATE
Create purchase orders, view inventory 2018

valuation report and manage stock. UNSUBSCRIBE

You may also be charged VAT if your billing country is in the EU.

8.12.3 Subscription for Advanced inventory

Click on the ‘Activate’ button for ‘Advanced inventory’ in the ‘Billing & subscriptions’ section to
start a subscription.

On the pop-up window, choose the desired pricing plan and click on the ‘Continue’ button.

Activate advanced inventory

Create purchase orders, view inventory valuation report
and manage stock.

Select your pricing plan:

O $25 USD/month per store

O $250 USD/year per store

Enter coupon code

You may also be charged tax if your billing country is UK
or in the EU.

You will be charged automatically at the start of each
billing pericd until you cancel.

B No card currently on file

CANCEL

If you have not yet added a payment method, you will be redirected to the Add payment method
form.

After you finish the subscription process at the ‘Subscription’ box, you will see the information
about your active subscription for Advanced inventory.
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£25.00 USD per store
Change plan

Subscriptions
Advanced inventory $25.00 USD per month
1 store Next billing date: March 20,2018

= MASTERCARD 7711

You may also be charged VAT if your billing country is in the EU

Payment method

Edit your business name, add a billing contact or other information you want to
include on your invoices

Invoices

Service

February 20,2018 Advanced inventory (1)

Amount

$25.00USD

Ly
pof

8.12.4 Subscription for Integrations

Click on the ‘Activate’ button for ‘Integrations’ in the ‘Billing & subscriptions’ section to start a
subscription.

On the pop-up window, choose the desired pricing plan and click on the ‘Continue’ button.

Activate integrations

Connect accounting, ecommerce, marketing and other
apps.

Select your pricing plan:

() $9 USD/month per store

(O $90 USD/year per store

Enter coupon code
Third-party app developers may charge additional fees.

You may also be charged tax if your billing country is UK
ar inthe EU.

You will be charged automatically at the start of each
billing period until you cancel.

= No card currently on file

CAMNCEL CONTINUE
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If you have not yet added a payment method, you will be redirected to the Add payment method
form.

After you finish the subscription process at the ‘Subscription’ box, you will see the information
about your active subscription for Integration.

8.12.5 Adding payment method

Click on the ‘Add payment method’ button to add your card information.

() Settings Subscriptions
Systermn setting:
|"'|"' EH Employee management 14 day free trial SUBSCRIBE
Features Manage access rights, frack fimecard:
a and zales by employee
Billing & subscriptions
_\9_ LY Advanced invenioey Trial expiration date; 05 ACTIVATE
Payment types 7 Create purchase ordens, view Invemtary pr 202
valuation repon and mansge s1ock UNSUBSCRIBE
27
Layalty
. gg 'Megrations 14 day free tial SUBSCRIBE
- _— Connect accounting, ecomrmens
marketing and other apps
* Receipt
o Payment method
0 St.orep.s seftings B Mocard cumentty on file ADD PAYMENT METHOD
Storss Editt your business name, add a billing contact or EDIT BILLING DETAILS
other information you want to include on your
Inwoices:
POS devices

Fill in all fields and click on the ‘Save’ button. All information will be verified. If any information
is missing or incorrect, a pop-up message will notify you what needs to be corrected.

= Add payment method

e E Q@

Card nurmber

). = 5111 1111 1101 7711
E Expiration date
E 05722
-
» g m
* Country of business registration
@ United States -

CANCEL | SAVE
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If all the information is correct, your card will appear as a payment method.

n——

0 Settings
System setting
ks
Features
o
Billing & subscriptions
=
Payment types
="}
Layalty
= Tanes
* Receipt
e (© Stores
Store & POS settings
@
Stores
POS devices

Subscriptions

[Eg Employes management Trial expiration date: 04

Manage access rights, track timecard: Apr 203

and sales by employes

Y Advanced inveniony Trial expiration date: 06

Crests pur:

valuat

* Integrations 14 day free trial
Coannect acoaun '.I"l_J ECOMIMernce,

marketing and other apps

Payment method

B wsarm

Edit your business name, add a billing contact or
other inforrmation you want 1o include on your
Iroices

SUBSCRIBE

DATE PAYMENT METHOD

EDIT BILLING DETAILS

8.12.6 Payments for subscriptions

Now, all fees for your subscribed plans will be automatically charged to your bank card that is

entered in the ‘Payment method'.

All your payment history, as well as warnings about failed payments, will be shown in the

‘Invoices’ box of the ‘Billing’ section.

Invoices
Date

Dec 1, 2017

MNov 1, 2017

Service

Employee management (5)

Employee management (5)

Amount
s2500 [
s2500 &

You may also be charged VAT if your billing country is UK or in the EU. You can
cancel your Employee management subscription at any time by deleting extra
employees in the ‘Employee list’ section. However, please note that the paid
amount is non-refundable and non-transferable. Therefore, if you delete any em-
ployees before the paid period ends, the paid amount cannot be refunded and
may not be transferred to be used for another employee.
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8.12.7 Unsubscribing

When your trial or subscription period has finished, everything in the Back Office will be
locked except for the ‘Billing & subscriptions’ section. For those using it as a trial, the Back
Office will become locked immediately after finishing the trial period if you do not take any ac-
tion. For those who are already subscribed and the subscription period has ended, the system
will allow you to continue using the service in debt for 7 additional days. If during this time,
you do not pay for the subscription, the Back Office will be locked on the 8th day. To continue
working in the Back Office, you have to choose to ‘activate’ the subscription or ‘unsubscribe’.

If you click ‘Unsubscribe’ from the Employee management, all your employees will be deleted
from the Employees list except for the owner, and you can continue using the Back Office.

1 [ S ————

Settings

System seflings

Billing & subscriptions

Stores
Store & POS settings

t‘«

Employee management subscription expired today.
Please activate subscription 10 continue using the service

Subscriptions

EF Employee management tial ended on: Febmuary 1
Manag o ghis, 1rach 2008

ards and sales by employes

Y& Advanced inventory

Payment method

B Nocnedit card cusrently on file

Edit your business name, add a billing contact or other information
you want 1o inchude on your invorces

Or you can delete some employees by yourself by going to the ‘Employee list’ section in the

Employees menu and pay for the remaining number of employees.

H EE

Employee list
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If you click ‘Unsubscribe’ from Advanced inventory, you will see the warning message about
the loss of access to the Advanced inventory features.

B Setllngs A Advanced invertory subscription expired 27 days age.
e vsborm! sattings Please activate subscription to continue wsing the service
Features -
o Subscriptions
Billing & subecriplions " ) R
o—
Payment types
B
Advancad Irventony Trial ended on ACTIVATE
-“' Create purchase arders, view inverttory 05 Apr 2022
valustion report and manage stock
* Receipt ‘ Inf egrations 14 davy Free trial SUBSCRIBE
Connect accounting, ecommerce,
& 4
° Q Stores
Store & POS settings
@ Payment method
Stores
B Mo card curently on file ADD PAYMEMT METHOD
FOS devices
Edit your business name, add a billing contact or EINT BILLING DETAILS
alher information you wan 1o include on your
INVCICes

Click on the ‘Unsubscribe’ button to continue.

Unsubscribe from advanced inventory

Unsubscribing will result in a loss of access to all advanced
inventory features including: purchase orders, stock transfers

and inventory valuation report.

CANCEL UNSUBSCRIBE

In the locked state, the user also has access to the ‘Stores’ and ‘POS devices’ section in the
Settings menu to manage (delete) stores.

Unsubscribing will cancel any outstanding debt for the subscription.

The system transfers the previously paid amounts to the customer’s credit account
when:

+ changing the pricing plan to a lower one in the middle of the billing cycle

+ reducing the number of employees and/or stores in the middle of the billing cycle
+ unsubscribing in the middle of the billing cycle

You can use the money from your credit account for the paid services of Loyverse POS.
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8.13 How to Manage Account

Settings in the Back Office

Every Loyverse user (owner and employees) with access right to the Back Office has a page

with account settings.

To access the account settings, click on the ‘Account’ button in the Back Office's main menu.

A

e

Alex

Ivdemo@loyverse.com < = 104
Renoet Account
ity Spor Gros
Sales summary Blanioat 2.7
-21.7
Sales by item
Sales by category Gross sales

Sales by employee
2.50
Sales by payment type

Receipts 2.00

You can see the account profile form. You can change the Email, password, timezone, and
language of a user interface for Back Office. Business name changes and deleting account
options are available only for the account owner.

Business name
Coffee shop

e F Q@

Email

Ivdemo(@loyverse.com CHANGE

Password

CHANGE

Timezeone
(UTC+01:00) Amsterdam, Berlin, Bern, Rome, Stockholm, Vienna «

Ul language
English v

Delete account DELETE
You can permanently delete your Loyverse account

and all its data

The Timezone settings affect the time for
sending a low stock notification. The time
zone for the owner and each employee may
vary.

Each user can set his/her interface language
for the Back office, and it will not affect the
interface language of other users of the same
account.

Changing Email, password, and deleting
accounts require password confirmation for
security reasons.

Deleting the account will unsubscribe from all paid services and email newsletters.
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8.14 How to Increase the Font Size on Android Devices

It is possible to increase the font size of the text in the Loyverse POS app on Android devices
by increasing it in the device settings.

The built-in functionality of Android implements this option; therefore, some words may
be displayed incorrectly in some languages.

For Android devices, open Settings and go to the ‘Display’ section. Open the ‘Screen zoom
and font’ or ‘Font size’ menu.

SETTINGS Q DISPLAY
3 Connections Brightness
Wi-Fi, Bluetooth, Data usage, Airplane mode
o A *
) Sounds and vibration
Sounds, Vibration, Do not disturb
Auto brightness
El MNotifications Adjust the screen brightness automatically based on the current
? Block, allow, prioritize lighting conditions.
F Display Screen mode
3 Erightness, Home screen Adaptive display
1 Wallpaper Screen zoom and font
E Wallpaper Medium, Medium, Default
- Advanced features Home screen
iy Multi window
Icon frames
(U\. Device maintenance Icons with frames
~  Battery, Storage, Memary
Status bar
38 o
Default apps, App permissions Screen timeout

Change the font size of your device.

Screen zoom and font

[ Connections
) Sounds and vibration
Notifications

[+ Display

SCREEN ZOOM

Small
L

FONT SIZE

Tiny

FONT STYLE -
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After saving the device settings, the font size of the text in the Loyverse POS app will change.

S Ticket 8

Q Lo AN Dinein -
A 3 {  Cake with strawberry x 1 14.00
o 1 @B  Cashew nuts x 3.000 45.00

3 Beef and Chicken Sa... x1 12.03

! T 6.22
Cake with
strawberry

Total 77.25

Cheesecake

"“

1

- —

Chocolate
sausage

FRUITS SWEETS COFFEE & TEA BREAKFAST LEiaRLE
After
= Allitems - Ticket 2
Dine in b

Cake with strawbe.. x 1 14.00
Cashew nuts x3.000  45.00

Beef and Chicken... x1 12.03

Tax 6.22
Cake with
Strawhie

Total 77.25

Chocolate
Eclair Dessen sausage

FRUITS SWEETS COFFEE&TEA  BREAKFAST H BAYE S

Deleting the account will unsubscribe from all paid services and email newsletters.
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To have a bigger font size of the items’ names, choose the list option in the application set-

tings ‘Home screen item layout'.

- All items - g Ticket

PR = Apple Juice

s Banana

@ Banana cake

@ Beef and Chicken Satay

e Berry cake
ﬁ- Black Tea

Cake with strawberry

w

Capuccino

1 variant

4.00

6.20

6.50

1.20

4.40

6.00

7.70

4.00

PAGE 1

Delivery

OPEN
TICKETS

CHARGE
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9. Hardware 15

9.1 Supported Printers

Please pay attention not only to the printer model but also on the interface through
which this model works. If some model of the printer works with one interface, it may
not work through another interface.

9.1.1 Supported Printers for Android
Receipt printers compatible with Loyverse POS on Android devices:

Star TSP650I11 / TSP65411BI (Bluetooth);
GP-58130IIC (Bluetooth);

GP-L80250II (Ethernet);

GP-58130IIC (Ethernet);

GP-U80300I (Ethernet);

Star TSP 100 / TSP143I1ILAN (Ethernet);
Star mc-Print3 (USB, Bluetooth, Ethernet);
Epson TM-T20II (Ethernet);

Epson TM-88IV (Ethernet);

Epson TM-T88V (Ethernet);

Epson TM-m30 (USB, Bluetooth, Ethernet);
Posiflex Aura 6900 (Ethernet);

Xprinter XP-Q200 (Ethernet);

XPrinter XP-Q800 (Ethernet);

Star mPOP (Bluetooth);

EastRoyce ER-58A (Bluetooth);
EastRoyce ER-80A (Bluetooth);

Sam4s GIANT-100D (Ethernet, USB);
Seiko RP-F10 LAN (Ethernet);

Seiko MP-B20 (Bluetooth);

Seiko MP-B30 (Bluetooth);

Citizen CT-E651ET(Ethernet);

Citizen CT-E651BT(Bluetooth);
Bematech LR2000 (Ethernet).

However, for Android, you can try to connect another model, not from the Supported printers
list. But be aware that not every printer may work with Loyverse POS!

How to Set Up Other Printers in Loyverse POS

Loyverse POS also works on Android POS terminals SunMi and iMin that have built-in receipt
printers.
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9.1.2 Supported Printers for i0OS

These are general requirements for a receipt printer to be compatible with Loyverse POS on
iOS devices:

support ESC/POS protocol;
have Ethernet, Bluetooth or USB (Bluetooth and USB only recommended models)
interface.

Consult printer manual or manufacturer website to see if your receipt printer fits these re-
quirements. If so, the printer may work with Loyverse POS, however, there might be special
cases. To be 100% sure, please use a printer from the list of recommended models below:

Star TSP654I1BI (Bluetooth);

Star mPOP (Bluetooth);

Star TSP 100 (Ethernet);

Star TSP143IIILAN (Ethernet);

Star TSP654IILAN (Ethernet);

Star SP742 (Ethernet) Note: this is matrix printer, it can print only kitchen orders and can-
not print bills and receipts;

Star TSP143l1IU (USB);

Star mC-Print3 (USB, Bluetooth, Ethernet);
Star SM-T300i (Bluetooth);

Star SM-S210i (Bluetooth);

Epson TM-T20II (Ethernet);

Epson TM-T88VI-i (Ethernet);

Epson TM-m30 (Ethernet);

Epson TM-m30 (Bluetooth);

Epson TM-P20 (Bluetooth);

Sam4s GIANT-100D (Ethernet);

Seiko RP-F10 LAN (Ethernet);

Citizen CT-E651ET(Ethernet).

9.2 How to Set Up an Ethernet Printer in Loyverse POS

For an Ethernet printer to work with Loyverse POS (Android, i0S), you will need the following:

Smartphone or tablet with the Loyverse POS app

Ethernet printer, supported by the Loyverse POS app (see the list of Supported Printers)
Wi-Fi router

Ethernet cable

Plug one end of the ethernet cable into the 100/10 Base port of the printer, and the other end
into the LAN-port of the router.
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Then in the Loyverse POS app, go to Settings.

Shift

= Items

* Settings
[il.  Backoffice
B3 Aees

@ Support

Create a printer by tapping on the ‘+" button.

=R Printers

ﬂ General

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail.com

SIGN OUT °

Type the title of your printer in the ‘Name' field and select your printer model from the drop-
down list.

< Edit printer SAVE

Name

Pos

Star TSP1431IILAN (Ethernet) |

Star mPOP (Bluetooth)
Epson TM-T 201l (Ethernet)
Epson TM-T88V (Ethernet)
Posiflex 6900

XPrinter XP-Q&800

GP-5813011C
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Fill in the ‘Printer IP-address’ field that you can find in your printer's network configuration
report (details: Troubleshooting When Setting Up an Ethernet Printer).

<  Edit printer SAVE

MName

Pos

Printer mode!
Epson TM-T20II (Ethernet)

Printer IP-address

Print receipts and bills

Print orders

5 PRINT TEST

Some printers have the ‘Search’ button to search for the IP address of your printer automati-
cally. If your Ethernet printer has it, just tap it without filling in the ‘Printer IP-address’ field.

< Edit printer SAVE

Name

Pos

Frinter mode!
Star TSP143IIILAN (Ethernet)

Printer IP-address

Print receipts and bills

Print orders

5 PRINT TEST

In the following pop up window, you will see the search result with the printer model and its IP
address. Tap on it to select the IP-address and then close the window.

Search for a printer

TSP143 (STR_T-001)
192.168.126.101
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Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

If a test receipt prints out successfully, then your printer is set up correctly.

. LOYVERSE

LOYALTY UNIYERSE

Test receipt

3.03.2017 15:56

Choose the settings for your printer depending on how you want to use it. Don't forget to save
all settings at the end by tapping the ‘Save’ button.

Print receipts and bills

Print orders

Automatically print receipt
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Now you can see your printer in the list. Nice work!

=  Settings Printers

Printers & Pos

Star TSP1431IILAN (Ethernet) Receipts and bills

General

9.3 How to Set Up Bluetooth Receipt Printer with Loyverse POS

This guidance applies to printers on our supported printers list.

First, you have to pair a printer with your mobile device.
Turn on your printer. In your mobile device, go to Settings > Bluetooth, and turn the ‘Bluetooth’
on. A Bluetooth device search will begin, and you will see your printer on the list.

Push the ‘Pair’ button on your printer.

On your mobile device, choose your printer's model from the list of ‘Devices’. After a few
seconds, the ‘Not Paired’ status will change to ‘Connected’ or ‘Paired’.
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Then, in the

Loyverse POS app, go to Settings.

ﬁ Sales

El  Receipts
©  shift

= Items

£ Settings
[il,  Backoffice
B Aees

@ Support

Create a printer by tapping on the '+ button.

=  Settings Printers

&

o

Printers

General

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail.com

SIGN ouT

Type the title of your printer in the ‘Name' field and select its model from the drop-down menu.

< Edit printer SAVE
MName

k.i.tchen

| Star TSP65411B (Bluetooth)

Star TSP1431IILAN (Ethernet)
Star mPOP (Bluetooth)
Epson TM-T20Il (Ethernet)
Epson TM-T88V (Ethernet)

Posiflex 6900

XPrinter XP-Q800
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Tap the ‘Search’ button to search for your printer.

n < Edit printer SAVE

Name

kitchen

Printer mode!
Star TSP654IIBI (Bluetooth) b

Eluetacth printer

Choose the device

Print receipts and bills »

Print orders »
5 PRINT TEST

In the following pop up window, you will see the search result with the printer model. Tap to
select and close the window.

Searching bluetooth printer

Star Micronics

CANCEL

Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

n < Edit printer SAVE

Name

kitchen

Printer model
Star TSP65411BI (Bluetooth) -

Bluetocth printer
00:12:F3:1E:27:BF
Print receipts and bills »
Print orders »

| 5 PRINT TEST |

If a test receipt prints out successfully, then your printer is set up correctly.

LOYVERSE

LOYALIY UNIVERSE

Test receipt
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Choose the settings for your printer depending on how you want to use it. Don't forget to save
all settings at the end by tapping the ‘Save’ button.

< Edit printer SAVE

Bluetocth printer
00:12:F3:1E:27:BF
Print receipts and bills .
Print orders .
Automatically print receipt
& PRINT TEST

Printer groups
Kitchen »

- i |

Now you can see your printer in the list. Nice work!

=  Settings Printers

(=] Printers = Kitchen
Star TSP65411BI (Bluetooth)

o General

9.4 How to Set Up a USB Printer with an iOS Device

For a USB printer to work with Loyverse POS on iOS, you will need the following:

iPad or iPhone with the Loyverse POS app

+ USB printer, supported by the Loyverse POS app on iOS devices (currently only supports
Star TSP143l1IU (USB) and Star mc-Print3 (USB) models. Other USB printers will not work.
See Supported Printers list)

+ Lightning cable - please use a genuine cable manufactured by Apple or one that is MFi
certified

Connect the Lightning cable to the USB Type-A port of the printer.
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Connect the other end of the cable to the smartphone/tablet.

shift

= ltems

* Settings
lils  Backoffice
B Aees

@ Support

Create a printer by tapping on the ‘+’ button.

Settings Printers

=] Printers

ﬂ General

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail.com

SIGN OUT °
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Name your printer in the ‘Name' field and select the model of your USB printer from the
‘Printer model’ list.

< Create printer

N

Printer

No printer

Image Printer

Star TSPG541IBI (Bluetooth)

Star mPOP (Bluetooth) .-

Star TSP14311IU (USB)

- Star TSP143IILAN (Ethernet)

Star mC-Print3 (USB)
Star mC-Print3 (Bluetooth)

Star mC-Print3 (Ethemet)

Crae CAATANNG (DI

Tap the ‘Search’ button to search for your printer.

n < Create printer

Mame

Printer

Printer model

Star TSP143I1IU (USB) >

USB printer m

Print receipts and bills \_‘

Print orders K_(
&5 PRINT TEST

In the following pop up window, you will see the search result with the printer model. Tap to
select and close the window by tapping ‘OK'.

USB printer

® TSP143I1IIUGY
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Tap the ‘Print test’ button to test your printer's connection with the Loyverse POS app.

E € Create printer

Hame

Printer

Printer model

Star TSP1431IU (USE) -
USE printer

TSP143IIIU GY
Print receipts and bills @
Print orders (L

If a test receipt prints out successfully, then your printer is set up correctly.

LOYVERSE

LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56

Choose the settings for your printer depending on how you want to use it. Don't forget to save
all of the settings at the end by tapping the ‘Save’ button.

< Create printer

Name

Printer

Printer model
Star TSP14311IU (USB) =

USB printer

TSP1430IU GY SEARCH

RCH
Print receipts and bills C

Print orders

Automatically print receipt

& PRINT TEST

Now you can see your printer in the list. Nice work!

&  Printers _  Printer
TSP143IIU GY Receipts and bills
[ Customer displays
Payment types
0 General
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9.5 How to Set Up a USB Printer with an Android Device

For a USB printer to work with Loyverse POS, you will need the following

+ Smartphone or tablet (with OTG support) with the Loyverse POS app

+  USB printer, supported by the Loyverse POS app (should support ESC/POS protocol, see
also a list of Supported Printers)

+ USB type A to type B cable (goes together with the printer)

« USB OTG adapter or cable

« USB Hub if you want to connect several printers

Plug one end of the USB cable into the USB port of the printer, and the other end into the
female USB connector of an OTG adapter or cable. Then, plug the micro-USB end of the OTG
adapter or cable into the micro-USB port of your mobile device, and wait for the system to
recognize the printer.

If you want to connect several printers, connect them via the USB Hub. The USB Hub con-
nects to your mobile device through a USB OTG adapter or a cable.

Then, in the Loyverse POS app, go to Settings.

Sales

L ]
E Receipts
C]

Shift

Items

Settings

Back office

Apps

@ B E |&#

Support

Create a printer by tapping on the ‘+" button.

=  Settings Printers

=) Printers

¢ General

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail. com

SIGN OUT °
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Name your printer in the ‘Name' field and select ‘Other model’ from the ‘Printer model’ list.

|

Select ‘USB’ in the ‘Interface’ field.

< Edit printer SAVE
|

Mame

Pos

Printer model
Other model -

Interface

Ethernet

Bluetooth

80mm .

Now, select your printer from the drop-down menu. USB Printers are named in USB:VID-PID
format. VID stands for Vendor ID, and PID is the Product ID.

€  Create printer SAVE

Name

Pos

Frinter mode|
Other model 2

Interface
Use -

USE printer

|
USB:8137-8214

Paper width
80 mm -
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Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.

If a test receipt prints out successfully, then your printer is set up correctly.

LOYVERSE

LOYALIY SNIVERSE

Test receipt

3.03.2017 15:56

Choose the settings for your printer depending on how you want to use it. Don't forget to save
all of the settings at the end, by tapping on the ‘Save’ button.

Print receipts and bills

Print orders

Automatically print receipt
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Now you can see your printer in the list. Nice work!

n Settings Printers

&  Printers = Pos
Other model

Receipts and bills

o General

9.6 How to Set Up Other Printers in Loyverse POS

Loyverse POS works with receipt printers on the Supported Printers list. However, for Android,
you can try to connect to models that are not on the Supported Printers list. But be aware that
not every printer may work with Loyverse POS!

These are the general requirements for a receipt printer to be compatible with Loyverse POS on
Android devices:

support ESC/POS commands that are the same as Epson printers;

+ have either Ethernet, WiFi, Bluetooth or USB interface;

+ support the status commands or similar functions to check that the transmitted data has
been completely printed.

Consult the printer manual or the manufacturer website to see if your receipt printer fits these
requirements. If so, the printer may work with Loyverse POS; however, there might be special
cases.

Connect or pair your printer with a mobile device

For Ethernet printer: connect your mobile device to the Wi-Fi router and connect your Ether-
net printer to the router via an ethernet cable (details: How to Set Up an Ethernet Printer in
Loyverse POS).

For Bluetooth printer: pair a printer with your mobile device (details: How to Set Up Bluetooth
Receipt Printer with Loyverse POS).

For USB printer: connect your mobile device to the USB printer via a USB cable and OTG
adapter or cable (details: How to Set Up a USB Printer with an Android Device).

Then, in the Loyverse POS app, go to Settings.

ﬂ Sales
=] Receipts
®©  shift
= Items

| * Settings

lils  Backoffice

B s
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Create a printer by tapping on the ‘+' button.

&  Printers

£ General

=

You have no printers yet

To add the printer, press the (+) button

agmaili@gmail.com

SIGN OUT

Name your printer in the ‘Name’ field and select ‘Other model’ from the drop-down list of printer

model.

Select your printer interface in the ‘Interface’ field.

Interface

Ethernet

Bluetooth

uUse
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For Ethernet printer, fill in the ‘Printer IP-address’ field, which can be found in your printer's
network configuration report (details: Troubleshooting When Setting Up an Ethernet Printer)

<  Create printer SAVE

Name

Pos

Frinter model

Other model v
Interface

Ethernet >

Printer IP-address

For Bluetooth printer, tap the ‘Search’ button to search for your printer and in the following
pop-up window, select your printer.

n <  Edit printer SAVE

MName

kitchen

Printer mode|

Star TSP65411BI (Bluetooth) *

Eluatooth printar

Chaose the device

Print receipts and bills »

Print orders »
% PRINT TEST

Searching bluetooth printer

Star Micronics

CANCEL
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For USB printer, select your printer from the drop-down menu. USB Printers are named in
USB: VID-PID format. VID stands for Vendor ID, and PID is the Product ID.

E €  Create printer SAVE
Mam

Pos

Printar model

Other model »

Intertace

USB -

USE printer

USB:8137-8214

Chose the paper width of your printer.

n Paper width

B0 mm

58 mm

ML e GGy S

Tap the ‘Print test’ button to check your printer’s connection with the Loyverse POS app.

Print receipts and bills »

Print orders »

# PRINT TEST

If a test receipt prints out successfully, then your printer is set up correctly.

LOYVERSE

Qo
ll
] LOYALTY UNIVERSE

Test receipt

3.03.2017 15:56
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Choose the settings for your printer depending on how you want to use it. Don't forget to save
all settings at the end by tapping the ‘Save’ button.

Print receipts and bills

Print orders

Automatically print receipt

Now you can see your printer on the list. You are ready to start selling and printing receipts or
orders.

Settings Printers

&  Printers & FPos
Other model

Receipts and bills

o3 General

9.7 Using Kitchen Printers with Loyverse POS

Cafes and restaurants use kitchen printers to inform the cooking staff what to prepare from
an order.

9.7.1 Configuring Loyverse Back Office

Log in to the Back Office, navigate to the Settings menu, Features section, and switch on the
‘Kitchen Printers' slider.
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Click the Kitchen Printers menu and create a printer group.

ADD PRINTER GROUP

Give the printer group a meaningful name. A printer group typically corresponds to the printer
location - bar, kitchen, kitchen station, etc. Therefore, the recommended practice is to use the
printer location as the printer group name.

Tick item categories that should be included in this printer group and save your selection.

3 et

Harme

Bar

Categores prmted on thes prnter group

o B ¥ e E Q@
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9.7.2 Setting Up the Loyverse POS App

Using the Loyverse POS app, assign an actual printer to a certain printer group.
Open the Settings menu and select the printer you will use to print the orders for the kitchen
or add a new one. (How to set up Star ethernet printer in Loyverse POS)

ﬁ Sales

E  Receipts
©  shift

= ltems

0L settings
[ils  Backoffice
B Aees

@ Support

Printers - Printer for bar
& S B psan TMm30 (Bluetoath
O Customer displays
- Prints
= TSP

B8 Payment lypes

ﬂ General

demo@loyverse com

Ivde "
SIGN OUT °
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Specify that this printer will print orders. Switch on “Print orders”, select the proper printer
group and save your settings.

<  Edit printer SAVE

L Et

Printer for bar

Priviter micdded

Epson TM-m30 (Blustoath) -

Blistooth pinbed

Epson TM-m30 (Bluetooth) SEARCH

Print receipts and bills

Print orders ()

5 PRINT TEST

Printer groups

Bar [ @

Now, when a customer orders, the kitchen printer automatically produces a ticket with the list
of items to prepare. If you use open tickets, the kitchen ticket will print as soon as you save
the open ticket.

#0215-01-02
Ticket - 01:48 PM

15.02.2017, 13:49
Ownear, posé

1 x Luncbox

1 x Sandvich
Ketchup

"t tablel
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If you correct an open ticket by deleting or adding an item, the kitchen printer will print a corre-
sponding ticket.

#0215-01-02
Ticket - 01:48 PM

15.02.2017, 13:50

Uwnar, pos2

1 x Sandvich
Ketchup

** tabhlel

#0215-01-02
Ticket - 01:48 PM

15.02.2017, 13:51
Owner, pos2

1 x Colla Burger

** tabled

You can reprint the kitchen orders (for iOS only). To do this, open the saved ticket and tap

‘Reprint order’ from the three dots menu.

All items ~

ake wit

Strawbeiiy fRRRcinG

—
= o e
ot

Four Cheese
Pizza

JUICES

Table5 @  Void ticket

Dine in o

| q_:'. Reprint order |

Vd Edit ticket

Print bill

Carrot Fi

Classic Col

4

»2  Assign ticket
Chocolate

b Split ticket
Croissant »
Mave ticket
Four Chees

|
ph Open cash drawer

Green Tea
r Sync
Hearty oxti
Tax 539
an
SAVE CHARGE

The kitchen printer will reprint the ticket with the mark ‘Reprint’.

294

** REPRINT ***

*=* Kitchen ***

#0731-13-02
Table 5

/3118, 1:44 PM
Alex, POS 03

1 x Carrot Fresh

1 x Classic Cobb Salad

1 x Chocolate truffle dessert
1 x Croissant

1 x Four Cheese Pizza

1 x Green Tea

1 x Hearty oxtail soup
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You can reprint the kitchen orders for 2 hours after closing the open ticket from the Receipts

section.

= Receipts #13-1090

Q

@

B

®

®

]

Tuesday,

Enter receipt number
31 July 2018

4m
145 PM

7172
1:42 PM

70.84
141 PM

2098
1:40 PM

11.85
111 PM

30.20

1:09 PM

#13-1090

#13-1089

#13-1088

#13-1087

#8-1325

#8-1324

4211

Total

Order Table 5
Cashier: Alex

POS: POS 03

Carrot Fresh
1 x8.00

Classic Cobb Salad
1 x7.59

Chocolate truffle dessert
1x850

Croissant
1x225

Print receipt

Send receipt

8.00

7.59

8.50

225

Four Cheese Pizza 499
1x4.99

#8-1323

11:59 AM o, Taa

9.8 Troubleshooting When Setting Up an Ethernet Printer

When you cannot set up an Ethernet printer with Loyverse POS, it's a good possibility that
either the printer is experiencing a hardware issue, or you have a network related issue. We
always recommend testing the printer for hardware issues before testing the network.

Testing hardware issues

Check that the paper is loaded and that there are no paper jams.

+ Check the cable connections; both power and ethernet cables going from the printer and
Wi-Fi router.
Ensure that the printer and router power indication lights are on.

+ Verify that the printer has no flashing lights or Red lights since this usually occurs with
malfunctions.

Network related issues

1) Check if your mobile device is connected to the Wi-Fi network provided by the Wi-Fi rout-
er, plugged into the receipt printer.

In the settings on your mobile device check the network you are connected to.

% T al 94% W 552PM

Settings WiFiDirect MORE

© wi

o Bluetooth

a Airplane mode
Mobile hotspot and tetherin

@ ! pot 9 ’:a Lab
Data usa

m g =L Class
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If not connected to your Wi-Fi router, choose your Wi-Fi network to connect to it.
2) Next, verify that the receipt printer and the router are on the same subnet.

On your receipt printer, you need to print a network configuration report by following these
steps:

« Turn the printer's power switch off

+ Hold down the FEED button located on the front of the printer

«  While continuing to hold the FEED button down, turn the power switch on

« The lights should flash for a few seconds, and then one or two pages should print out with
a configuration report

* You can now release the FEED button

You can find the IP address of your printer under the "Current IP Parameters Status" section
(underlined by orange below).

YRl Iy

Network Configuration
BRRRRRR AR BB

MAC Addr : 00:11:62:07:17:EA

IP Address :0.0.0.0
Subnet Mash :0.0.0.0
Default Gateway :0.0.0.0
DHCP :ENABLE

“"user” Login Password :"guest"”
“root” Login Password :"#sssssss”
9100 Multi Session :ENABLE
Disconnect Message :ENABLE

BERRRRERRR IR R R AR R Rk
Current IP Parameters Status

L N R TR T TN e

IP Address : 192. 168, had (DHCP)

Subnet Mask : 255,256,2656.0

Default Gateway : 192.168.126.1

1. IP address of receipt printer

Then, you have to check the IP address of your router network. It is possible to do on your
mobile device, connected to your router’s Wi-Fi.
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On Android mobile devices, go to Settings, and in the ‘About device’ menu, tap Status and
check the IP address line.

Status

SIM card status

IMEI information

Wi-Fi MAC address
DO:87E2:34:56:04

Bluetooth address
Unavailable

Unavailable

Serial number
RF20003LMAE

Up time
0:18:44

2. IP address of your router

On Apple mobile devices go to Settings and just tap your active Wi-Fi connection.

Settings & Wi-Fi Office
Q, Settings

Forget This Network

| Airplane Mode ")
. &.‘ IP ADDRESS
= Wi-Fi D e
L ———

B} sietootn on [ oiress 1921681708
@ celuiar pata Subnet Mask 255.256.255.0
Carrier Router 192.168,57.254

NS 88888844

B Notifications

Search Domains

3. IP address of your router

Compare the two IP addresses: receipt printer 1 and router 2 or 3.

Both of the first three groups of numbers should be the same. If they are not, that means the
two devices are on the different subnet.

You have to change the IP address either at the receipt printer or at your router. How to do it,
refer to user manuals of these devices or contact your network administrator.

4th groups of numbers have to be different.

Loyverse POS communicates with an Ethernet receipt printer via port 9100. If your
printer has been set to another port, change the printer settings to port 9100. Refer to
user manuals of a printer for information on how to do this.
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9.9 Connecting Built-in Printers on Sunmi Devices

Loyverse POS app for Android is compatible with built-in printers on Sunmi devices.

The list of supported Sunmi devices:

*«  Sunmi V1
«  Sunmi V1S
«  Sunmi V2

+  Sunmi V2 pro

« Sunmi T1 mini

« Sunmi T2 mini

« Sunmi D2 mini
Sunmi T2 (Note: The second screen on this device will not work as the customer display
(CDS).)

+  Sunmi S2 (Note: The second screen on this device will not work as the customer display
(CDS).)

« Sunmi M2

To connect internal printer on SUNMI device, start the Loyverse POS app and go to Settings.

ﬁ Sales

B Receipts
@®  stift

= Items

0 settings
lil.  Backoffice
B aees

@ Support

Create a printer by tapping on the ‘+’ button.

=  Settings Printers
rinters

=

You have no printers yet

To add the printer, press the (+) button

agmail@gmail com

SIGN OUT °
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Type the title of your printer in the ‘Name’ field and select SUNMI from the drop-down menu
of printers models.

]

Sunmﬂ

Printer model
- Epson TM-T88V (Ethemet)

Epson TM-m30

|| Sunmi

Posiflex 6900
XPrinter XP-Q800

GP-581301C

GP-UB03001

Select ‘Paper width’ of the printer.

Tap the ‘Print test’ button to test your printer’s connection with the Loyverse POS app.
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If a test receipt prints out successfully, then your printer is set up correctly.

LoYVeRsE

LR IOETY UNINERSE

Test receipt

3.03.2017 15:56

Choose the settings for your printer, depending on how you want to use it. Don't forget to save
all of the settings at the end, by tapping on the ‘Save’ button.

Print receipts and bills
Frint orders

Automatically print receipt

Now you can see your printer in the list.

& Printers —  Sunmi
SUNMI Receipts and bills, Orders

O  Custemer displays

0 Genersl

It is impossible to connect and print receipts from other mobile devices at the built-in
printer of Sunmi device.
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9.10 How to Set Up Kitchen Printer
for Each Kitchen Station

Before Setting Up: The ‘Use Kitchen Printers’ option should be activated in your Back Office
(see Using Kitchen Printers with Loyverse POS), and printers should be set up in the Loyverse

POS app (see How to set up Star ethernet printer in Loyverse POS).

If you want to set up a separate kitchen printer for each kitchen station, create printer groups
and assign categories to them in the Back Office.

= Create printer group

Pizza

Categories

B ¥ ¢ E Q

[0 Dessens

Deinks

k

[0 Fruits
Hat Drinks
0O Juice
[:] Meals
[ MNocategory

O soloas

[0 Sandwiches

[0 Swests

omen. [
= Create printer group

Bar

Categories

owen, [5]
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On the Loyverse POS app, assign each printer to its own printer group.

< Edit printer

Printer for pizza

Peinaer model

Epson Th-m30 (Bluetooth)

tuetaeh printer
Epson TM-m30 (Bluetooth)

Print receipts and bills

SEARCH

Print orders D
& PRINTTEST

Printer groups

Bar

B DELETE PRINTER

€  Edit printer

Printer for bar

Printer modet

Epson TM-m30 (Bluetooth)

Blustooth printes

Epson TM-m30 (Bluetooth)

Print receipts and bills

Print orders

Printet groups

& PRINT TEST

BAVE

SEARCH

O

Bar

©|

§ OELETE PRINTER

Now, when a customer orders, two kitchen printers produce tickets with the list of items from
their categories.

302

4 cheese pizza « |
05.00

coca-cola
25.00

Tax (included)

#0225-01-13

26,02.2017, 18:55
BigBass, POS-1

1 x 4 cheese pizza

#0225-01-13

25,02.2017, 18:55
BigBoss, POS-1

1 x coca-cola
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9.11 How to Set Up Multiple Kitchen
Stations to Share One Printer

Before Setting Up: The ‘Use Kitchen Printers’ option should be activated in your Back Office
(see Using Kitchen Printers with Loyverse POS), and printers should be set up in the Loyverse

POS app (see How to Set Up Ethernet Printer in Loyverse POS).

If you want to print tickets from multiple kitchen stations with one printer, create a few printer

groups and assign categories to them in the Back Office.

= Create printer group

Pizza

B ¥ ¢ E Q

a

bk

0
O
(]

Categories

Desserts

Deinks

Fruits

Hat Drinks

Juke

Meals

Mo categary

Salads

Sandwiches

Swestle

owa. [7]

Bar

Categories

cuea [
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On the Loyverse POS app, assign each individual printer to both printer groups.

€ Edit printer SAVE

Kitchen

it moe

Epsan TM-m30 (Bluetooth) v

Blltoath printer

e —

Print receipts and bills

Print orders o
& PRINT TEST

Printer groups

Bar ©

Pizza (:l

B DELETEPRINTER

Now, when a customer orders, the kitchen printer will create two tickets for both kitchen sta-
tions with their own list of items.

**Pizzat
#0225-01-13
1824 co Al B 033% @ = .l il # 360
25.02.2017, 18:55
& Ticket [ - H BigBoss, POS-1
4 cheese pizza 105.00 1 x4 cheese pizza
105.00
coca-cola 25.00 — /
-
T | \ **Drinkables®"*
ax (included)
— #0225-01-13

25.02.2017, 18:55
BigBoss, POS-1

1 x coca-cola
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9.12 How to Connect Kitchen Printer Bell (Buzzer)

A bell (buzzer) can be connected to your kitchen printer to attract the attention of the cooking
staff to the printed order.

Most of the receipt printers have a special cash drawer socket, usually of RJ11 type. Refer to
your receipt printer and kitchen printer bell (buzzer) manuals to make sure they are compat-
ible. As long as they are, and the receipt printer is supported by Loyverse POS, such kitchen
printer bell (buzzer) can be used with Loyverse POS as well.

Before connecting a bell, make sure that your kitchen printer has been paired with Loyverse
POS. Also in the Back Office settings, the ‘Use Kitchen Printers’ option has to be on, and the
printer group has to be created with the associated categories of items.

In your printer settings in the POS switch on the ‘Print orders’ option and some printer groups.

If you use the printer to ‘Print receipts and bills’ and ‘Print Orders’, the RJ11 socket will
work only to open the cash drawer and will not work to ring the bell.

€ Create printer SAVE

Printer

Prmtar maie
Star TSP143IILAN (Ethernet) -

Printer 1P addre:
Print receipts and bills
Print ord ( )
5  PRINT TEST
—
Bar
Pizza
o [® J

Find the RJ11 socket on your receipt printer.
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Plug the bell (buzzer) cable into the socket.

Turn on the printer and tap ‘Print test’ to make sure that all the settings are correct.

€& Create printer SAVE

Printer

Printar meads

Star TSP1430ILAN (Ethernet) -

Printer IP-addres;

168.198.1.1 m

Print receipts and bills

Print orders C'
& PRINT TEST

Printet groups

Bar

Pizza

Kitchen ()

The kitchen printer bell (buzzer) will ring before the test order is printed.

After all the settings are completed, the kitchen bell (buzzer) will ring every time the order is
printed in the kitchen. Also, the bell (buzzer) will ring when the printed order is cancelled.
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9.13 Supported Barcode Scanners

Loyverse POS for Android works with scanners supporting HID protocol. You can use scan-
ners with Bluetooth interface or USB scanners via a USB OTG adapter/cable.
Loyverse POS on 10S devices supports only following scanner models:

Socket Mobile 7Ci

Socket Mobile 7Qi

Socket Mobile S700

Socket Mobile S740

Socket Mobile S800

BCR-POP1 - mPOP scanner only connected through mPOP printer

9.14 How to Connect a USB Barcode Scanner
to an Android Device

If your Android smartphone or tablet supports a USB on-the-go, or OTG, you can use a USB
barcode scanner with the Loyverse POS app.

To use a USB scanner with Loyverse POS on an Android device, you will need a USB OTG
adapter or cable. It has a female USB connector on one end and a male micro USB connector
on the other.

8

First plug the USB barcode scanner to the female USB connector of an OTG adapter or a
cable.

Then plug the the micro-USB end of the OTG adapter or cable into the micro-USB port of your
mobile device and wait for the system to recognize the scanner.

~
\

[
+-

ADD

42.00

Now you can add barcodes to your items and sell items with a barcode scanner.
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9.15 How to Setup Motorola CS3070
(Bluetooth) Barcode Scanner

Press the scan button (+) to wake the scanner.

Press and hold the Bluetooth button (round button) for five seconds. The scanner beeps and
the Bluetooth button starts blinking quickly to indicate that the scanner is discoverable by the
host.

On your mobile device, turn on Bluetooth and let it search for devices. You will see your scanner
in the list.

Your device (Galaxy Tab S2) is currently visible to nearby devices.

£S$3070:16091522506849

Select the CS3070 from the discovered device list. The Bluetooth application will prompt you
to scan the pass key it generated.

. ORISR SIS Bluetooth pairing request

Enter 261860 on CS3070:16091522506849 to pair,

then tap Return or Enter.

Scan Numeric Barcodes corresponding to the pass key, one by one, then scan the Enter code.

I

7
8

9

5
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The Bluetooth button blinks slowly to indicate that the scanner is paired with the host.

Settings SEARCH Bluetooth

@ Wi-Fi on ®

o Bluetooth Your device (Galaxy Tab S2) is currently visible to nearby devices.

Paired devices
e Airplane mode
CS3070:16091522506849

Connected as input device

@ Mobile hotspot and tethering

Available devices

Now, in your Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with a bar-
code, this item will be added to the ticket.

9.16 Socket 7Qi/7Ci (Bluetooth) Barcode Scanner Setup

9.16.1 Connecting scanner to Android Mobile Device

When working with the Loyverse POS app on your Android Mobile Device, the Socket 7Qi/7Ci
(Bluetooth) scanner should be connected in the Human Interface Device (HID) Basic Mode.

Power on the scanner and configure it to the connection mode by scaning this barcode:

#FMBOOF 400008

Turn Bluetooth on in your device. Go to Settings > Bluetooth. A Bluetooth Device search will
begin.
You will see your scanner in the list.

SEARCH Bluetooth

SCAN
S§ NO ations |
- ]

@) ponotdisturt

Your device (Galaxy Tab 52) is currently visible to nearby devices.

@ Display Paired devices
@ Advanced features L1 ipad &
Available devices
@ Users
| D) socket CHS [83D35F]
[

Configure the scanner to Human Interface Device (HID) Basic Mode, as Keyboard class de-
vice, by scanning this barcode:

g i

#FNBOOF40001#
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The scanner icon will be changed to the keyboard.

Bluetooth

R )

@ ponotdisturd
Your device (Galaxy Tab S2) is currently visible to nearby devices.

@ Display Paired devices

@ Advanced features 0 iPed &

@ Users

@ Wallpaper

Available devices

| Socket CHS [83D35F]

Tap on your Socket scanner in the list of Devices. After a few seconds, the “Not Paired” sta-
tus will change to “Connected” or “Paired” and the scanner Blue LED will start blinking every 3
seconds, confirming the connection.

Bluetooth

© wiFi on ]

6 Bluetooth Your device (Galaxy Tab S2) is currently visible to nearby devices.

Paired devices

e Airplane mode
Socket CHS [83D35F] P

Connected as input device

@ Mabile hotspot and tethering

Now, in your Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with a bar-
code, this item will be added to the ticket.

9.16.2 Connecting scanner to Apple iOS device

When working with the Loyverse POS app on the Apple iOS device Socket 7Qi/7Ci (Bluetooth)
scanner should be connected in Application Mode.

Power on the scanner. To change the profile to Application Mode, scan this barcode:

BRI

#FMB00F40002%
Turn on Bluetooth on the Apple device. Go to Settings > Bluetooth.
The bluetooth device search will begin.

Settings Bluetooth
Q, Settings
Bluetooth
Airplane Mode (J S ———
a Wi-Fi DEVICES .
Socket CHS [83D35F)
%  Bluetooth
@ Cellular Data
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Tap on your Socket scanner in the list of Devices found. After a few seconds the “Not Paired”
status will change to “Connected” or “Paired” and the scanner’s blue LED will blink every 3
seconds, confirming the connection.

MY DEVICES

Socket CHS [83D35F] Connected (i)

Now in you Loyverse POS app, go to the ‘Sales’ menu. When you scan the item with the bar-
code, this item will be added to the ticket.

9.17 Supported Cash Drawers

Loyverse POS can support printer-driven cash drawers, which means a cash drawer is con-
nected to a printer, which in turn is connected to Loyverse POS. Therefore, you can use any
cash drawer which can be driven by your receipt printer. Please consult cash drawer manual
or manufacturer website to see if your cash drawer is compatible with your receipt printer.

Receipt printer and cash drawer should have the same voltage of power supply 12 or
24 V. If they have different voltage they will not be compatible.

9.18 How to Connect a Cash Drawer

A cash drawer connects to your receipt printer, and is triggered to open automatically when
you finish a cash sale.

Most of receipt printers have a special cash drawer connector, usually of RJ11 type. Refer to
your receipt printer and cash drawer manuals to make sure they are compatible. As long as
they are, and given the receipt printer is supported by Loyverse POS, such cash drawer can be
used with Loyverse POS as well.

Before connecting a cash drawer, your printer should be paired with Loyverse POS using the
Print Receipts and Bills option in your app settings.

Find the cash drawer socket on your receipt printer.

9.17 Supported Cash Drawers & 9.18 How to Connect a Cash Drawer 311



Plug the cash drawer cable into the socket.

Turn the printer on and ring up a cash sale using the Loyverse POS app. The cash drawer will
open when the sale is completed.

—\

L]

A cash drawer also opens when:

« Arefund receipt is printed for cash refunds only

+ Opening shifts for employees to enter the initial cash amount

+ Closing shifts for employees to calculate the final cash amount

«  ‘Pay In’ and ‘Pay Out’ actions performed to put money into or take from the cash drawer
+ Using the ‘Print test’ option to test your printer's connection with the Loyverse POS app

Cash drawers APG: Vasario 1416 and Vasario 1616 should be connected with receipt
printer only through the cable CD 102 A.
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9.18.1 How to open cash drawer without making a sale

You can set the right to open cash drawer without making a sale for your employee group. Go
to ‘Access rights’ menu at the ‘Employee’ section in the Back Office and open the group for
the editing. Check the box ‘Open cash drawer without making a sale’ in the ‘POS’ section.

Name

Cashier

POS )

Ermployess can log in to the app using perscnal PIN
code

B v ¢ F @

View all recsipts
When this option is disabled, a cashier can view the last 5 receipts

a

Apply discounts with restricted access

Change taxes in a sale

»

PPerform refunds

&

Manage all open tickets

Void saved items in open tickets

@

View shift report

Open cash drawer without making a sale

Reprint and resend receipts

Manage items

Change settings

Access 1o live chat support

a0 0eem0c00O00OmO

Don't forget to save.

You can find the ‘Open cash drawer’ button in the three vertical dots () menu at the Sale
screen of your POS.

(] Clear ticket

& Printbil

7
-
5

Edit ticket

Assign ticket

Split ticket

Move ticket

b Open cash drawer

W

Syne

The button ‘Open cash drawer’ is displayed only if there is at least one printer connect-
ed with the option ‘Print receipts and bills’.
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9.19 How to Use Loyverse KDS Kitchen Display

Please refer to the Loyverse KDS setup guide and make sure you Loyverse KDS app is
configured properly and test orders appear on kitchen display.

Now that you have Loyverse KDS set up, customer orders will appear on your kitchen
display(s) as tickets with the list of items to prepare.
The first line of a ticket header contains either ticket number or ticket name for saved open
tickets. Then there is time since the order was created and server's name.

Ticket Open ticket
Ticket number Open ticket nam
#0328-02-02 = tablel
Waiting time and employee name,
03:10, John 00:05, John
Quantity and item name
1xFarro 1 xFarro
1 x Cavatelli 1 x Cavatelli
1 x Cavatelli 1 x Cavatelli
Item modifier .
medium well done

no salt

Item comment
- not sait

1 x Mushroom Risotto

1 x Roasted Tomato
Soup

1 x Roasted Fingerling
Potatoes
no saft

Long ticket break
Continued —

» Continued

2 x Mushroom Risotto

1 x Lobster Bisque

{ake away

'

Ticket comment

If there are item modifiers and/or comments, they will be listed just under the item name. The
ticket comment is shown in the footer.

Long tickets break down to several pieces so you can still see the entire ticket on one screen

without scrolling.

As time passes, ticket header color will change from green to yellow to red, indicating orders
that are almost or already late. The time period can be adjusted in Settings.
If you edit an open ticket and void an item, KDS will display the voided item in the ticket in red

strikethrough font.

If you edit an open ticket, adding an item, it will be shown as a new ticket.

Voided (1)

1xApple, Pineapple,
or Tomato Juice

Foak b

1x Cavatelli

1 x Shrimp & Stone-
Ground Creamy

Grits

1 x Sampler of Spring
Rolls

Continued —

» Continued table9
06:52, John

1x Roasted Tomato

Soup 1 xTuna Tartare*
1x Local Heirloom 1 x Shrimp & Stone-
Tomato Salad Ground Creamy
Grits
1 x Crispy Chicken
Livers 1 xOysters
Rockefeller
1xCheese

1 x Mushroom Risotto

1 x Crispy Chicken
Livers

to go

table3

00:42, John

1 x Cavatelli
Medium
no salt

1 xPenne

1 xOysters
Rockefeller
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If you tick an item at the ticket, it will become strikethrough; you can use it to indicate that it is

already cooked.

Table 4

04:37, Rima

Takeout

1 x Chicken burger
Srall

1 x Ghicken burger
Double

1 x Croissant

Tap on the ticket header to mark it complete when all the items are done.
To recall a closed ticket tap on the clock icon and tap the ticket you wish to recall.

To clear the entire list of completed tickets, tap ‘Clear’.

< Recall

Completed in 05 minutes, 03 seconds

tablel
20:36:16, John

Completed in 05 minutes, 29 seconds

table2
20:38:25, John

Completed in 07 minutes, 25 seconds

table5
20:41:33, John
Completed in 05 minutes, 10 seconds

tabled
20:39:48, John
Completed in 0T minutes, 54 seconds

table6
20:45:13, John
Completed in 05 minutes, 53 seconds

table8
20:48:38, John

Completed in 08 minutes, 43 seconds

table2
20:52:06, John
Completed in 05 minutes 18 seconds

CLEAR
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9.20 Kitchen Display System Configuration Guide

This guide will show you how to configure Loyverse KDS. To learn more about working with
kitchen display systems, please read How to Use Loyverse KDS Kitchen Display.

Cafes and restaurants use kitchen display systems (KDS) instead of kitchen printers to in-
form the cooking staff what to prepare from an order.

To configure:

1. Install Loyverse KDS app on a separate tablet, and place it in the kitchen, in landscape
mode.

2. Specify device name in systems settings.

IMPORTANT: Make sure that both POS and KDS devices are connected to the same wifi

network.

3. Configure Loyverse KDS app.
4. Create a printer group in the Back Office.

5. Pair kitchen display with Loyverse POS

That's it, you are ready to go!
9.20.1 Install Loyverse KDS app

Download the Loyverse KDS for iPad (the recommended version of iOS is 11.0 or higher)

or Android (5.0 or higher) tablet. Although the minimum requirement is 7" display, it is rec-
ommended to use at least a 10" tablet for better visibility. The tablet should be positioned in
landscape mode.

9.20.2 Specify a device name

Your Loyverse KDS app will inherit the device name. The default device name is not very infor-
mative, thus it is recommended (but not mandatory) to give your device a name reflecting its
location — Kitchen, Bar, etc.

To configure the device name on an iPad, go to Settings > General > About. Tap the first line,
which shows the name of your device. Rename your device, then tap Done.

Settings < General _About_
’: Airplane Mode Name — Kichen
B8 wiF
B Bluetooth Network
Sefiutar Dat Songs
Videos
Notifications Photos
B Control Center Applications
Do Not Disturb Capacity
Available
Display & Brightness Carrier
Wallpaper Model
Bl Sounds Serial Number DMPPQZRZGEY
'-; s Cellular Data Number
[ Touch ID & Passcode itiiddes
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To configure a device name on an Android tablet, go to Settings > About device. On the next
screen, tap Device Name, rename your device and tap OK.

Download updates automatically
e GDDﬂl Download software updates automatically when connected to a Wi-Fi .
network. You will still be able to use your device during the download.
9 Backup and reset Scheduled software updates
off
Language and input
Status
‘iew the SIM card status, device IMEL and other information.
o Battery
Legal information
o Storage
Device name
(® Accessories Kitche
e Date and time Model number
SM-TEIS
User manual
o Software info
View the currently installed Android version, baseband version, kernel version, build
. number, etc
@ Developer options
i Battery info
@ About device View your device's battery status, remaining power, and other information.

9.20.3 Configure Loyverse KDS app

Launch the app and log in with the same login and password as you use for Loyverse POS app.

LOYVERSE KDS

coffee@gmail.com

Settings

Help

To use sound notifications, turn the ‘Order notification sound’ option on and choose a sound
from your device. The sound will be played each time a new order appears.
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You will also want to adjust the time intervals after which the ticket headers will change its
color to warning (yellow) and late (red). Default values are 4 minutes (240 seconds) and 7
minutes (420 seconds).

Order notification sound o

Sound
hangouts_incoming_call

Time for wamning color (seconds)
240

Time for late color (seconds)
420

Sign out

9.20.4 Create a printer group

Loyverse POS treats kitchen display as a kitchen printer, therefore the Back Office configura-
tion for a kitchen display is the same as for kitchen printers.

Log in to the Back Office, navigate to the Settings menu and switch on the "Kitchen Printers"
slider in the "Features” section.

& Hitchen printers
‘Send oroers to kitchen printer or display. Leam mone

Click the "Kitchen Printers" menu and create a printer group.
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Give the printer group a name. Tick item categories that should be included in this printer
group and save your selection.

Edit printer group

Kitchen

Categaries

Calegaries prnted on Hhs primter group

0 Clathes

O

Desserts

Dirink=

4]

Fruits

Hot Drinks

Jdubce

A 8 3 B3

Heals

4]

Mo category

Pirzra

(%]

Salada

Sandwiches

Sweets

.

9.20.5 Pair kitchen display with Loyverse POS

First, make sure that all mobile devices with Loyverse KDS and Loyverse POS are connected
to the same Wi-Fi router.

Then launch Loyverse POS and go to Settings > Printers.

&  sales
B Receipts
@]

Shift

Items

Settings

Back office

Apps

Q & E &

Support
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Tap the ‘+' button to add a kitchen display as a printer.

Settings Printers

&

&

Printers

General

agmail@gmail.com

SIGN OUT

=

You have no printers yet

To add the printer, press the (+) button

Enter your kitchen display name into the ‘Printer name’ field and select Kitchen Display from
the drop-down menu.

Kitchen display

Star TSP1431ILAN (Ethernet)
Star TSP654IILAN (Ethernet)
Star SP743LAN (Ethernet)
Epson TM-P20 (Bluetooth)
Epson TM-m30 (Bluetooth)
Epson TM-T20Il (Ethernet)
Epson TM-m30 (Ethernet)
Epson TM-T88VI (Ethernet)
Other model (Ethernet)

Kitchen display

Tap the ‘Search’ button to search the network for available kitchen display devices.

< Edit printer SAVE

320

Mame

Kitchen display

Printer model

Kitchen display

Kitchen display IP address

SEARCH

Print orders

©
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Select the appropriate kitchen display from the list of discovered devices and click OK.

Searching kitchen display

Bar

If automatic discovery fails, you can manually enter the IP address of the kitchen display device.

n Printer model
Kitchen display =

Hitchen display IP address

192.168.1.

Print orders

[ sswon |
«©

Then switch ‘Print orders’ on, select a printer group and tap the ‘Print test’ button.

< Edit printer

SAVE
Kitchen display

Kitchen display

Kitchen dispiay IP° address

Print orders

% PRINT TEST

Kitchen ()

@ DELETE PRINTER

If you see a test order appear on the kitchen display, you have configured Loyverse KDS correctly.

E

00:22, John

Test order

1 xTest Item

Save your settings and enjoy!

If no test order appears, re-check the device network
settings or chat with our support team.
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9.21 Troubleshooting When Working with KDS

9.21.1 Separate Router

Often problems of losing the connection between Loyverse POS and KDS appear when there
are many other Wi-Fi connections to the same Wi-Fi router.

We recommend having separate router with Wi-Fi connection only to the mobile device with
Loyverse POS App and mobile devices with KDS App.

9.21.2 Assign a static IP address to the kitchen display tablet

Connect your device to the same WiFi network as the device with Loyverse POS is connect-
ed to, and make sure the connection is working. Then change your network settings DHCP
(automatic) to static (manual).

On an Android tablet, go to Settings > WiFi, tap and hold the active network, then tap 'Manage
network settings'. Tap 'Show advanced options' and scroll down to IP settings, then change
'DHCP' to 'Static'. Tap 'Save'.

My_WiFi_Network

IP address
192,168

Show advanced options

IP settings

DHCP

'

Gateway
192.168.08

Network prefix length
24

DNS1
8.8.8.8

DNS 2

On an iPad, go to Settings > WiFi.
Write down the IP address, Subnet mask, Router values that are in Automatic IP configuration
mode.

Settings < Wi-Fi TP-Link_2DFC_SG
Forget this Network

Apple Arcade Free for 3 Months

Aeraplans Made Private Address [ @)

0AIFGFESDOBA

- Usinga privats addross helps rsduce
@ v Not Connected Low Data Mode

@ rotications

B sond Config

09 oo notoistus de

B sceentim Subnet Mask
Rou

[E) ceneral

3 control Centre

Display & Brightness.
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Then click on the Automatic button.

IPWa ADDRESS

Configure |P

1P Address

Autamatic

1921

AT |

G6B.1.156

Switch the configuration mode to the Manual and enter values from Automatic IP configura-
tion into respective fields. Then, tap the ‘Save’ button.

Settings

Apple Arcade Free for 3 Months

Apple TV+ Free Year Available

Aeroplane Mode

TP-Link_2DFC_5G

Bluetooth on

VPN Mot Connected

Matifications

S iped

& TP-Link_2DFC_SG

Configure IPv4.

Automatic
Manual

BootP

MAHUAL IF

I? Address

Subnet Mask

Router

182.168.1156

255.266.255.0

19216811

In the same way, switch the DNS settings from automatic to manual mode.

Settings

Agroplane Made

TP-Link_2DFC_BG

Bluetooth On

VRN Mot Connected

Motifications

Sounds

Do Nat Disturk

Screen Time

General

Caontral Centre

Display & Brightness

Home Screen & Dock

Accessibility

EGBEEE-} GEGe® ac

& Wi-Fi

TP-Link_2DFC_5G

Auto-Join

Private Address

Wi-Fi Address

Usin,

Low Data Made

Low Data Mode halps

cing, are paused.
PV4 ADDRESS

Canfigure IP

IP Address

Subnet Mask

Router

DNS

private address helps reduce tracking of your iPad acrass differant Wi-Fi networks.

iPad data usage over your mobik
n Low Data Mode Is turned on, sutomatic

OANFGFES

work or spacifi
updates and background tasks,

Manual

192.168.1.156

Canfigure DNS

Automatic

HTTP PROXY
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And add the DNS server value. For example, you can use the value 8.8.8.8 for Google OpenDNS.

Automatic

Manual

DNS SERVERS
© 8888

€ Add Server

SEARCH DOMAINS

€ Add Search Domain

Now you have set your iOS to work in the static IP address mode.

324

Settings

Aeroplane Mode
Bluetooth On
w VPN

Mot Connected

E Maotifications
m Sounds

Do Mot Disturb

B Screen Time

@ General
@ Control Centre

Display & Brightness

u Home Screen & Dock

il Accessibility
Wallpaper
B3 siiasearch

€ Wi-Fi

Forget this Network

Auto-Join

Private Address
'Wi-Fi Address

Using a private address helps raduce

Low Data Mode

Low Dat

Cenfigure IP

IP Address

Subnet Mask

Router

DNS

Configure DNS

r IPad data usage over your mobile

TP-Link_2DFC_5G

0AFBFEB00:BA

tracking of your iPad across diffarent Wi-Fi natworks.

or specific Wi-F

Mode is turned an, automatic nd background tasks,

192.168.1.156

265.255.255.0

192.168.11
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10. Payment

10.1 How to Work with Credit Card Payments

You can use any credit card processing system with Loyverse POS, without integration
between them.

Loyverse POS can register payments made through a card processing system that is installed
and operated separately.

On the final stage of the sale transaction, Loyverse POS gives you a choice between credit
card or cash. But it does not connect to the credit card terminal itself and does not transfer
the amount of purchase to the terminal. Therefore, at the card terminal, you need to enter the
amount of sale manually and process the payment. Next, charge it to Loyverse POS by
tapping the ‘Card’ button.

Dine in

Carrot Fresh x 1 499 20 - 8 5

Total amount due

Cookies x 1 5.69

Fruit Salad x 1 8.49 Cash received
=3 20.85 CHARGE

25.00 30.00 40,00 50.00

Tax 1.68

Total 20.85

B caro

The information about payment and card type will be shown on the receipt.

The Coffee
21 Avenue, Brooklyn, New York, N, United
States
Order: #0303-01-05
Cashier: Alex
POS: POS 1
Carrot Fresh 4.99
1x4.99
Cookies 5.69
1x56.69
Fruit Salad 8.49
1x8.49
Subtotal 19.17
Sales Tax 8.75% 1.68
Total 20.85
' Card 20.85 '
3.03.2017 13:35 #2078
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In the back office in the 'Sales by Payment Type' menu, you can find the report about credit
card sales.

Sales by payment type
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10.2 How to Accept Credit Cards with
Loyverse POS and SumUp

Loyverse POS merchants can accept credit card payments via SumUp and available to
customers in 30+ countries: Austria, Belgium, Brazil, Bulgaria, Chile, Cyprus, Czech Repubilic,
Denmark, Estonia, Finland, Greece, Hungary, Ireland, Italy, Latvia, Lithuania, Luxembourg,
Malta, Norway, Poland, Portugal, Slovakia, Slovenia, Spain, Sweden, Switzerland, The
Netherlands, United Kingdom, United States.

Before connecting a card reader, you have to create an account in SumUp and receive the
device. Integration with Loyverse POS works on the card reader SumUp Air TE000.

10.2.1 Connecting Card Reader

10.2.1.1 Creating a payment type

Log in to the Back Office, click the ‘Settings’ menu and then ‘Payment types.' Click the ‘Add
payment type’ button to add a new type of payment.

10.2 How to Accept Credit Cards with Loyverse POS and SumUp

o Settings
System settings

| Payment types |

4 AD
ik i
Features
Name
& O
Billing & subscriptions O
L Cash
*
Card
5 O
Loyalty
= D Sumlp
o Taxes
* Receipl
| o | Stores
Siore & POS s=ttinos

@

Stores

POS devices

= Create payment type

@

SumUp ~

e E Q@

W

SumUp

Collect tip »

CANCEL

In the Add Payment Type window, select a
‘SumUp’ payment type from the drop-down
list and tap ‘Connect account’ button.
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Enter Email and Password from your SumUp account.

Login

Your email address

Your password

Forgot your password? Create an acoount

Accept permissions request by clicking on ‘authorize’ button.

authorize

You will see the connected account message, click ‘Save’ button.

* B v & E Q@

o

= Edit payment type

Payment type

SumUp W

Name
SumUp

Account loyverseuk@sumup.com' connected. Disconnect
To configure card reader go to the settings menu in the Loyverse
POS app.

Collect tip
Available only with Loyverse POS for iOS v. 2.18 or newer

] CANCEL  SAVE
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10.2.1.2 Connecting with iOS devices

Then launch Loyverse POS and go to Settings > Payment Types.

S

i © m &

Pt g;

o
g
i

i

@ B F
{1

Tap the ‘Sumup’ button for account settings.

=  Settings Payment types
= Sumup

Printers
1 |_: n 1o system

Customer displays

Payment lypes

¢ 0 0 @

General

In the ‘Payment methods’ screen tap ‘Air’ button for set up.

Payment methods

Please choose your preferred payment methods.

SMS Payments

Card Reader
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The application will start
Cancel searching for SumUp card
readers.

Scanning for card readers

The application will show
Cancel the last three digits of the
found device. Tap
‘Connect’ button.

P N
~a——

Compare the last digits of the serial number on the
terminal's back

T T

The application will ask

Cancel you to confirm the pairing
request on your card read-
er by pressing ‘OK’ button.

Connecting to your card terminal.

If prompted please confirm the pairing request on your iPad
AND on the card reader.
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After you complete request, you will see information that card reader is connected. Tap ‘Done’
button.

Connected!

Now you are ready to accept card payments.
10.2.1.3 Connecting with Android devices

To connect SumUp card reader to Android devices make a test sales and select Sumup
payment type.
You will see an invitation to download the Sumup app. Tap ‘Download app’ button.

Sumup app not found
Please install Sumup application and try again

CANCEL | DOWNLOAD APP

You will be redirected to Google Play to SumUp app. Install the app to your device and launch it.

For using the SumUp App on Android devices, the required operating system is
Android 6.0 or higher.
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& Google Play Q
SumUp App - Credit Card Reader
SumUp
Business

INSTALL

41% a M+
16K reviews 13 MB Rated for 3+ @ Downloads
AEOERUCAR DayERIS 4 Fast & easy Wansactions Digital receipts

You will see the welcoming screen of SumUp app. Tap the ‘Get Started’ button.

3 sumup:

Accept card payments
with the SumUp App

M LSESE
W) &Pay

GET STARTED

Is my tablet compatible?

Enter Email and Password from your SumUp account.

Password ©

Forgot password

Don't have an account? Sign up

You will see an invitation to make payment through SumUp app.

£0.00

Description (optional)
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Now you can close this app and go to accept payments through Loyverse POS.

SumUp works only with mobile devices which turned on geolocation.

10.2.2 Processing Payments
10.2.2.1 Payment
Add items to the ticket and press ‘Charge.

Select the SumUp payment type.

Mojito x 1 T94
Total 7.94 Total amount due
Cash received
10.00 20,00 - 50.00 ‘ 100.00
B sumup

Loyverse POS will wait for a response from the card reader, and you will see an invitation to
tap, insert or swipe card on the card reader.

Please tap, insert or swipe card
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Tap, insert or swipe customer card on the card reader. If the card needs the pin entry, give

card reader to a customer to do that. If a card needs a signature, let customer sign on the
iPad’s screen.

Cancel

X TEsT

| agrea 10 pay the amount above 10 the
mentioned merchant.

Tap ‘Pay’ button.
If the transaction is successful, Loyverse POS will display final screen with the paid amount.

Mojito x 1 7.04 794

Total paid

Total 7.94

B4 Enter email SEND RECEIPT

5 PRINT RECEIPT

" NEW SALE
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In case of an error in the transaction, Loyverse POS will show an error message.

&

Dismiss

Tap ‘Dismiss’ button, and you will return to selecting payment type screen. You can ask the
customer to choose a different type of payment (for example ‘Cash’) or try another card.

10.2.2.2 Refund

You can only refund the whole amount of card transaction. The card reader is not used in the
refund process.
At Loyverse POS go to ‘Receipts’ menu, and tap needed receipt.

Tap ‘Refund’ button.

= #8-1250 REFUND

Q  Enter receipt number
Thursday, 31 May 2018 7‘ 94
Total
g5 7% #81250
1624 Cashier Alex
9,02 #81249 o 7.94
& e :"ﬂu
=5 f:'f: #81248 Total 7.94
AMEX 2000 (Swiped) 7.94
Reference # TEGVYZX9G2
s o i . Signature Verified
e oA 31/05/2018,16:24 #81250
2429 #81246
= 15:35
2080 81245
16:31
13.83 #B8-1244
w 153
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Select all items of the card payment from left ticket to move them to the right-side ‘Refund
receipt’ list and tap ‘Refund’ button.

10.2.2.3 Reports

You can view the total number of transactions performed with the SumUp payment type. In
the back office, select the ‘Sales by payment type’ report.
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10.3 How to Accept Credit Cards with
Loyverse POS and PayPal Zettle

Loyverse POS merchants can accept credit card payments via PayPal Zettle and it is avail-
able to customers in USA, Brazil, Denmark, Finland, Great Britain, Italy, Mexico, Norway, Spain,
Sweden, and the Netherlands.

Before connecting a card reader, you need to create an account in PayPal Zettle and receive
the device. Integration with Loyverse POS works on the card reader Zettle Reader 2.

10.3.1 Connecting the Card Reader

Log in to the Back Office, click the ‘Settings’ menu and then ‘Payment types.' Click the
‘Add payment type’ button to add a new type of payment.

o Settings -
System settings AP TSRS
Features Siams
Billing & subscriptions -
[] cash
| Payment types |
Loyalty
. D SumUp
P Taxes
* Receipt

|E| Stores

Store & POS sellings

B ¥ ¢ F Q@

Stores

POS devices

In the ‘Add Payment Type’ window, select the ‘Zettle’ payment type from the drop-down list.
Save your changes when done.

Payment type
=
h Zettle >
E Name
Zettle
*e
-
Collect tip »
’. Available only with Loyverse POS for i0OS v. 2.19 or newer
* CANCEL SAVE
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Then launch the Loyverse POS and go to Settings > Payment Types.

¥  sales

B  Receipts
@©  shift

= ltems

£ Settings
lil,  Backoffice
B2 Aeps

Tap the “Zettle’ button for account settings.

. Settings Payment types

Printers Zettle

Account settings

Customer displays

Fayment types

General

¢ 0 0O >

In the ‘Choose account’ window, confirm the access right to sign in to the Zettle account from
Loyverse POS by tapping on the ‘Continue’ button.

Choose account

"LPOSDev" Wants to Use

“izettle.com” to Sign In
This allows the app and website to
share information about you.

Cancel Continue

Add account
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Enter the Email of your Zettle account and tap the ‘Next’ button.

E Cancel & login.zettle.com aA &

Zettle

by PayPal

Enter your account email

‘ 1 Email ‘
< > 0

Enter the password of your Zettle account and tap the ‘Login’ button.

. Cancel & login.zettle.com AN

Zettle

by PayPal

Email

Change

‘ £ Password ‘
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You will log in to your Zettle account. Tap the ‘Card readers’ button.

B Close Settings Sign Out
BN [
| Izettle shop

Hardware

@ Card readers >

Others

@ Support pages b3

@ General terms and conditions b

m Acknowledgements >
Zettle SDK v3.2.0

Select your type of card reader.
AESIEE=——————.__—
n &« Connect card reader

Select your card reader

Zettle Reader 2

e >
o000 @ 1 reader detected
00
4 oo~
5- Zettle Reader N

Bluetooth

Follow the instruction on the screen: start your card reader. The system will detect your card
reader. Tap on it to select.

Cancel Zettle Reader 2

Start and select your reader

If you don't see its number, tap on the power button

v
o n a
Detected card readers (@
|
286 >

L1l
o000
eee®
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Confirm the connection to the card reader by comparing code and pressing the green button
on the card reader.

Cancel

143 579

i

5]
o«
(4]

Compare and confirm

Confirm that this code matches the one on your card reader by
pressing the green button

Now your card reader is connected.

[l eSS

286

7N
([ v )
L

You're all set!

Your card reader is paired and ready to use

You are ready to accept card payments.
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10.3.2 Processing Payments
10.3.2.1 Payment

Add items to the ticket and press ‘Charge’.

Tap the “Zettle’ button selecting payment type.

Loyverse POS will wait for a response from the card reader, and you will see an invitation to
tap/insert card on the card reader.

Tap/Insert card

@ (o] Gry
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Insert your cards with a chip into the bottom slot of the card reader and give it to the customer
to enter the PIN.

£1
Waiting for PIN

If the transaction is successful, Loyverse POS will display the ‘Transaction is successful’ screen.

= - I

Coffee x|

1.00

Total paid

Total

B Enter email SEND RECEIPT
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In case of an error in the transaction, Loyverse POS will show an error message.

Declined

Payment declined, please use a different card,

Tap the ‘Dismiss’ button, and you will return to the ‘select payment type’ screen. You can ask
the customer to choose a different type of payment (for example ‘Cash’) or try another card.

10.3.2.2 Refund
You can refund the ticket fully or partially. The card reader is not used in the refund process.

In the Loyverse POS, go to the ‘Receipts’ menu, and tap on the desired receipt.
Then tap ‘Refund’.
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Select all items on the receipt that were paid via card (on the left side) to move them to the
‘Refund receipt’ list (on the right side), and tap the ‘Refund’ button.

Receipt #1-1004 Refund receipt
Tap item to refund Tap item to cancel refund
Coffee x1 1.00 Coffee x1 1.00
- Total 1.00
Total 1.00
=

At the ‘Refund payment’ screen, check the refund details and type the ‘Confirm refund’ button.

H o—————

#10-10C Cancel Refund payment

to refund

th milk x 1

ded) - £ 1

1 £ of total amount 1 £ will be refunded

#Date 5 Aug 2021, 18:03

= card eese 65525 @D

Confirm refund
| REFUND 1.00
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Enter the password from the Zettle account in the ‘Password’ field and tap ‘Confirm’.

Cancel & login.zettle.com

‘ & Password

Confirm

Forgot password?

10.3.2.3 Reports

You can view the total number of transactions performed with Zettle. In the Back Office, se-
lect the ‘Sales by payment type’ report.

= Sales by payment type

e < [ Jul7, 2021- Aug 5, 2021 © Alday - & allemployees -
l'.'l'. EXPORT
o Payiment typs Payment transsctions Payirsent vt Predurnd transactions Refund amourt Met st
h Card 5 4.00 4 200 200
E Cash 1] 18383 n 1noas 35
-

(Cazn rounding ! 017 I 07 oo
* Zellle 18 128.00 o0 9500 33,00
a Sumup z 10317 22 B84 67 1650
@ Taltal m 419.00 1 292.00 127.00
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10.4 How to Add Tips to Payments
Made through Card Readers

Some of the card processing systems integrated with Loyverse POS have the possibility to
set up tips that the customers can add to the payments.

Currently, this functionality is available for SumUp, PayPal Zettle, Yoco, and KICC card readers
for iOS devices.

10.4.1 Setting up tips in the Back Office

You can configure the tips that will be displayed on the POS when you choose this payment
method.

To do this, go to the Settings menu in the Back Office, click ‘Payment Types’ and then click on
the desired card payment type.

0 Settings

Features

[] Hame

Billing & subscriptions
[ Cash

Payment types

B v ¢ E Q@

Loyalty

[] card
O

SumUp

Taxes

Receipt

Open tickets

@ &4 ¥

Kitchen printers

Stores

Store & POS settings
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Turn on the selector ‘Collect tip’. Enter the predefined percentage values of tips.
You can also enable the option ‘Allow custom tip amounts’ that allows customers to choose
the tip amount other than the predefined percentage values.

= Edit payment type

Lok

o

h Surnip w

2
Surnllp

L1

L L]
Account loyverseuk@sumup.com connected. Disconnect

* To configure card reader go to the s#ttings menu in the Loyverss
POS app

* Collect tip @
fvailable only with Loyverse POS for i0S v. 2.18 or newer
10.00
15.00
20.00
Allow custom tip amounts ..
i CAMNCEL SAVE

Save your changes when done.
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10.4.2 Selecting Tips during Payments

At the POS after selecting the card payment type, you will see the tips selection screen. The
cashier can select the tip amount desired by the customer by selecting one of the predefined
tips amount in percentage (its actual value will be shown below the percentage).

Fried chicken x 2 89.00
Americano x 1 15.00 2 1 8' 2 2
Total amount due

Caesar Salad x 2 = 60.00
Hamburger x 2 36.00 Add a tip
Kiwi coctail x 1 12.00 10% 20% 30%

21.82 4364 £5.46
Discounts 9.00
Tax 1522

CUSTOM TIF AMOUNT
Total 218.22
NO TIP

If the ‘Custom tip amount’ is selected, the cashier can enter the tip value. Tap the ‘Charge’
button to continue payments through the card reader.

Fried chicken x 2 89.00
Americano x 1 15.00 3 03 . 6 8

Total amount due
Caesar Salad x 2 © 60.00 (283 68 + 20.00 tip)
Hamburger x 2 36.00

Tip amount
Kiwi coctail x 1 12.00 20.00| CHARGE
Discounts 9.00
Tax 15.22
&] 0 Next
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After finishing the transaction, on the final screen, you will see the total amount paid with the
receipt total and the tip value under it in parentheses. Tap the ‘New sale’ button to finish the
sale.

Coca Cola x 2 30.00
Americano x 1 15.00 303*68
Total paid
Chicken salad x 2 60.00 (283.68 + 20,00 tip)
Hamburger x 1 32.00 Points earned; 4.50
Cheeseburger x 1 35.00
Enter email SEMD RECEIPT
Discounts 10.00
Tax 16.24
% PRINT RECEIPT
Total 283.68

' NEWSALE

10.4.3 Tips on the customer display

If you have customer display (CDS) connected to your POS, the customer will be able to
choose the tips from the predefined percentage values or enter a custom amount on the
screen. Tips are currently shown only on CDS app on iOS devices. It will be available for
Android devices soon.

Add a tip

Loyverse Cafe

Cashier: John Doe

10% 20% 30%

21.82 43.64 65.46

example@mail.com

“ L

NOTIP
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If a customer selects the custom tip amount, he/she can enter the amount and then tap the

‘Pay’ button to continue the payment through the card reader.

<  Enter tip amount

Loyverse Cafe

Cashier; John Doe 20.00

PAY 895.39

example@mail.com

L]

1 3
4 9
7 9

After finishing the transaction, the receipt information with tips will be shown.

Ticket Takeout

Loyverse Cafe Icecream sandwich x 1 15.00

Cashier: John Doe Jelly bean x 1 15.00

Ice cream x 1 15.00

Pancake x 1 15.00

s it Coffee x 1 15.00
Vanilla, Milk

Subtotal 75.00

Taxes 4.88

Tip 20.00

Total 99.88

Remaining 49.94
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10.4.4 Tips at Reports

You can also see the total amount of tips per employee in the Sales by Employee Reports in
the Back Office.

Also, tips will be shown in the exported files of Receipts and Payment types and also in the
Shift report on POS.
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