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Getting Started 

 

Assign New Cashier 

 

 
 

Type in a new business date for a new starting business, click on [YES] button to confirm new 

business. 

 

 
 

Confirm the business date by click the [F10] button or press function key [F10] to proceed. 
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The VPOS main menu screen will appeared after accept the business date as below, type in 

cashier ID by pressing the button number (touch screen) or use keyboard’s (keyboard based) 

follow by cashier’s password, press [YES] button to continue. 

 

 
 

System will prompt out a message asking user to confirm whether this cashier need to sign in as 

a cashier for this terminal if no cashier found for this terminal. 

 

Press [F10] button or function key [F10] to continue to sign in this cashier or [Esc] to cancel. 
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System will then prompt out another message asking user to enter opening fund, if cashier need 

to put in some float as an opening fund, press [F10] to continue, else press [Esc] to cancel. 

 

 
 

Different type of paid in description will prompt out, click on the [OPENING FUND] button to 

enter your fund. 
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Type in the value of opening fund by using numbering button or keyboard, press [YES] to accept. 

 

 
 

Click on [F10] button to accept or [Esc] button to reject. 
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Cashier management 

 

Cashier management function allow cashier to perform either [PAID IN] or [PAID OUT] action, 

e.g : 

 

Cashier need to withdraw 300.00 to paid some expenses, then [PAID OUT] action will applied. 

If cashier need to deposit in some cash note or coins into the drawer, [PAID IN] action will 

applied. 

 

Action  

[Sales Entry Screen] – Press [F8] function key or click on the button as below screen to start this 

function. 

 

 
 

 

 

 

 

 



VPOS Front End User Operation Manual 

 

 Page 8 

 

 

 

 

 

 

A cashier verification screen will prompt out, 

type in cashier ID and password, click on [YES] 

button to continue or [No] button to Exit. 

 

 

 

Select [PAID IN] or [PAID OUT] button. 

 

 
 

Click on the description to continue for the action. 
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Open Drawer 

 

This function allow cashier to open cash drawer, each time cashier open drawer, system will 

record into a log file for audit purposes. 

 

Action  

[Sales Entry Screen] – Press [F1] function key or click on the button as below screen to start this 

function. 

 

 
 

Key in the cashier’s ID and password to accept and drawer will kick out automatically. 
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Sales Entry 

 

Adding New Sales transaction 

 

To add in a new sales item use the following method:- 

 

1. Scan your product barcode 

2. Type in manually 

3. Normal Searching by Product [Down arrow key] 

4. Advance Searching by Product [Ctrl + F7 function key] 

 

 
 

If users wish to change the default quantity before scan, press [F6] function key or press the 

button shown in the above screen [B]. 

 

 

Voiding Sales transaction 

If users wish to void those transaction already saved, use keyboard up or down arrow key to 

highlight the transaction and press keyboard [Delete] key. 

 

B 
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Edit transaction’s quantity 

If users wish to edit the quantity for those transaction already saved, use keyboard up or down 

arrow key to highlight the transaction and press keyboard [Space Bar] key, and a screen will 

prompt out as shown at below. 
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Click on the Edit quantity and press [ENTER] to execute, type in a new quantity value and press 

[OK] to save. 

 

 

Edit transaction’s Unit Price 

If users wish to edit the Unit Price for those transaction already saved, use keyboard up or down 

arrow key to highlight the transaction and press keyboard [Space Bar] key, and a screen will 

prompt out as shown at below. 

 

 
 

Click on the Edit Unit Price and press [ENTER] to execute, type in a new price value and press 

[OK] to save. 

 

 

Apply Item level Discount 

If users wish to apply item level discount for those transaction already saved, use keyboard up 

or down arrow key to highlight the transaction and press keyboard [Space Bar] key, and a screen 

will prompt out as shown at below. 
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Click on the Line discount and press [ENTER] to execute. 

 

 
Select the discount type user wish to apply, press [ENTER] button to save. 
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Apply Item additional remark 

If users wish to apply item additional remark for those transaction already saved, use keyboard 

up or down arrow key to highlight the transaction and press keyboard [Space Bar] key, and a 

screen will prompt out as shown at below. 

 

 
 

Click on the Line Remark and press [ENTER] to execute, type in the remark and press [ENTER] to 

save as below screen. 
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Hold / Recall Bill 

If users wish to hold or recall bill, press [Ctrl+F8] function or press the button as show at below 

screen. 
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Press [Hold] button to hold the bill or [Recall] button to recall as below screen. 
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Payment 

 

Settlement by Cash 

 

To perform settlement by Cash, from the sales entry screen, press function key [F9] or press the 

button show at below screen. 

 

 
 

A Payment Settlement screen will show as below 
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Type in the collected value manual or press the fast cash note button as show as above. 

Click [ENTER] key or [PAY] button to settle. 

 

Settlement by Other Payment Mode 

 

If cashier need to settle payment other than cash mode, click on the function key [Ctrl+O] or 

press button as below screen. 
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Select other payment mode as cashier need to apply by using keyboard up and down arrow key 

to choice, press [ENTER] key to apply. 
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Apply Bill level discount 

 

If cashier need to apply bill level discount, click on the function key [Ctrl+D] or press button as 

below screen. 

 

 
 

 
Select the different type of bill level discount by using keyboard up and down arrow to choice 

and press [ENTER] to apply. 
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Others 

 

Reversal Bill 

 

Reversal Bill means, if cashier need to cancel those bill already perform settlement, system will 

then create a new bill receipt number with all the transaction in a reverse way. 

 

Action  

[Sales Entry Screen] – Press [Ctrl+F6] function key or click on the button as below screen to start 

this function. 
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Press the [Reverse] Button and a remark screen will prompt out asking user to key in reason of 

reversal. 

 

Re Print Bills 

Select or highlight those bill user need to reprint , click on the button [Reprint] to print. 

 

 

Sales Agent 

If user wishes to add in sales agent for this bill, Press [F3 function] key or pressing the button 

shows below. 
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Key in the Salesman ID and press [YES] to save. 

 

Tour Leader 

If user wishes to add in Tour Leader for this bill, Press [F12 function] key or pressing the button 

shows below. 
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Promoter 

If user wishes to add in Promoter for this bill, Press [F11 function] key or pressing the button 

shows below. 
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Member 

If user wishes to add in Member for this bill, Press [F12 function] key or pressing the button 

shows below. 
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Main Function 

Press [F1] function key or click on the button show below to execute main function. 

 

 
 

Alt + 0 Show Details Details listing for each transaction line 

Alt + 1 Back Office Execute Back office System 

Alt + 2 POS Report Execute Front End POS Report 

Alt + 3 Member enquiry Perform member enquiry 

Alt + 5 Log Files Viewing audit log 

Alt + 6 Forex Table Foreign Exchange table 

Alt + Q Stock Enquiry Perform Stock Enquiry 

 

 

 

Alt + 0 Show Details Details listing for each transaction line 

 

Click on the function key [Alt + 0] and below screen will appeared, tick on those detail user 

wanted to show out in front of the screen. 
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Alt + 1 Back Office Execute Back office System 

 

Please Refer to Back End user manual 

 

 

Alt + 2 POS Report Execute Front End POS Report 

 

Click on the function key [Alt + 2] and below screen will appear. 

 

 
 

Select those reports by clicking the category as above screen. 
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Alt + 3 Member enquiry Perform member enquiry 

Click on the function key [Alt + 3] and below screen will appear. 
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Alt + 5 Log Files Viewing audit log 

Click on the function key [Alt + 5] and below screen will appear. 

 

 
 

Alt + 6 Forex Table Foreign Exchange table 

Click on the function key [Alt + 6] and below screen will appear. 
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Alt + Q Stock Enquiry Perform Stock Enquiry 

Click on the function key [Alt + Q] and below screen will appear. 

 

 
 

 

Cashier End Shift 

Perform Cashier End Shift by press the button show below. 

 



VPOS Front End User Operation Manual 

 

 Page 31 

 

 
 

 

 
 

Open up the cash drawer and count number of different note and coin, then key in into the 

system as show above, press [YES] to continue. 
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Day End Process (EOD) 

Every End, Cashier have to perform Day End Process at end of day, or else transaction business 

date will not bring forward to a new date. Perform only once a day only. 

 

 
 

Press the button as above screen, 
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Confirm the business date, press [YES] to start process. 


