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1. Navigation Screen  Basics 

1.1.        Work Period  

1.2. POS 

1.3. Tickets  

1.4. Accounts  

1.5. Warehouses  

1.6. Reports   

 

 

 

 

2. Manage  
2.1. Products & Menus 

2.2. Order Tags  

2.3. Inventory Items & Inventory Products  

2.4.  Inventory  Recipes 

2.5. Inventory Consumption using Order Tags  

2.6. Inventory Transactions  

2.7. Inventory End of Day Records  

2.8. Accounts, Accounts Screens & Transactions  

2.9. Entities & Entity S creens 

2.10. Users 

2.11. Settings & metriK  

  



1.1  Work Period  

 

Work Periods identify your working hours. It simplifies reporting and also 
useful for tracking periodic inventory changes. 
 

 
On the left  side of the screen we can see past and current work periods. 
 
On the right side of the screen we have Start Work Period and End Work 
Period buttons which are useful for starting or ending your day/shift. You 
can also see when it was started and how long was your business open. 
 
POS Screen depends on Work Periods and can only be accessed after you 
Start Work Period. 
 
Work Periods separate your daily reports, create End of Day Records and 
create database backups. Its important  to End Work Period at the end of 
every day /shift .  
 
You can only End Work Period after all your unpaid tickets  have been paid or 
settled on a customer account. 
 



1.2. POS 

 

 

 

You can manage sales, orders, entities (tables, customers etc.) and payment 
processing from this screen. 

 

 
The POS screen will open your entity screens (table layouts, customers, staff 
etc). After selecting your Entity, you will access your Menu Categories, 
Products within those categories and Ticket screen 
In SambaPOS you can keep on top of your tickets that are registered 
through states.  

Orange indicates the order was submitted and the table is currently 
occupied. 
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fully paid yet.   

 



 

 
 

 

 

 

 

 

 

 

 

 

 

Ticket Line  Ticket Screen   Menu Categories   Products  

 

 
Like tickets, orders also contain states which indicate the situation of the 
order or ticket.  
 

New  Ĩ this order state indicates the order was added recently. Bar and/or  
W'2!&#,v& 4#,À2v ##,v,-2'$'#"v-$v2&'1v-0"#0v7#2G 
 

Submitted  Ĩ orders were submitted previously. Bar and/or Kitchen already 
know about this order or it was already served. 

Void  Ĩ indicates that the order was cancelled. Bar and/or Kitchen know 
that the order was cancelled and they return the items/ingredients back to 
stock.  

Gift  Ĩ ',"'! 2#1v2& 2v-0"#0v5 1v%'4#,v$-0v$0##v ,"v"-#1,À2v!-3,2v 1v1 *#Gv
Unlike Void, gift decreases the number of items/ingredients out of the stock. 
 
 



In Ticket screen section you can see 
certain details of your ticket.  
 
 

In this example you can see: 

 
Ticket number Ĩ # 6  
selected entity Ĩ Table: Bar 4 
current status Ĩ Status: New Orders 
 
Ticket screen also allows you to see 
Order number and who made the last 
order.   
 
Ticket screen also shows total of the 
ticket, discounts and other calculations. 

 

 

 

 



Selecting the order on the Ticket Screen we access additional functions.  
 

+ - is used to increase +1 quantity of the order 

- - is used to decrease -1 quantity of the order 

Gift Ĩ is used to give the product for free and decrease the stock for that 
item without counting it as a sale 

Void Ĩ is used to cancel already submitted orders and return the items to 
stock 

Cancel Ĩ is used to cancel new orders due to a miss click or wrong selection 

Move Ĩ selected orders are moved to another ticket but on the same entity 
(table etc) in case you want to create 2 separate bills for 2 people that sit on 
the same table 

Change Price Ĩ use the number pad to type in the price, select order and 
use this function to change the price of it individually  



1.3 Tickets  

 
In Ticket screen you can find all your tickets and filter them out when 
necessary. 

SambaPOS will use your computer's date for work  periods. 

 

 

 

Inside the Tickets screen you can find a variety of filters and selectors to 
help you find what you are looking for whether that be a table, ticket 
number, customer or even a ticket note. 

Once you locate your ticket you can press Display to see orders inside that 
ticket. Its possible to Re-Open Paid Ticket to make further modifications. 

*   NOTE: Re-Opening and modifying old paid tickets could result in changes 

to your already closed Work Periods & reports.   *  



1.4 Accounts  

 
Accounts can be managed in this section.  

 

 
In the Accounts section you can see all your account screens, account types, 
transactions and details. Like in classic accounting every account has a Debit 
and Credit and Balance to it. 

 
You can select any account and press Account Details which is on the right 
side of the screen.  



 
This allows you to see time and date stamped transactions. With some 
Account Types it will also allow you to create additional document 
transactions. 
 
In this example we can settle Customer account with Cash or Credit Card 
document payments. Choosing a transaction line you could also use a 
function Find Ticket to see more details.  

 

 

 

 

 

 

 

 

 

 

 

 

 



1.5 Warehouses 

 

You can manage and see warehouses, stocks and consumptions. 

 

  
In Warehouses section you can see all your stock items, their measurement 
units, what is in stock from previous days, recent purchases, cost per unit, 
consumptions and inventory predictions. 

On the right side of the screen you have Display Cost button and Purchase 
Transaction. 

 

We will further explain these below. 
 
 
 
 
 



 
Purchase Transaction opens a screen in which we can create stock 
purchases. In this screen you can have your document number, supplier, 
currency and description of the purchase. 
 
This screen also has 5 columns by default. Name of the item, quantity you are 
purchasing, measurement unit (liters, cans, bottles, packages etc.), Price per 
unit and total price. 
 
On the right side we have 4 buttons. 
 

Close Į Closes the screen and brings you back to your Warehouse screen. 
 
Add Ĩ Adds a new line for selecting the item you bought from your suppliers, 
quantity and price.  
 
Delete Ĩ deletes the selected line. 
 
Save Ĩ saves the transaction and puts your input in stock.  

 

 

 



1.6 Reports  

 
 

In this section you can see and filter all your reports.  
 

 

 

On the left side you can see all your reports. Each one of them provides you 
with different details or summary. 
 



 
Above the visual part of the report we have two kind of filters. This is where 
you can find your drop down menu for different timelines such as Today, 
Yesterday, Past Week, This Month etc.  
 
On the right side you have a custom filter in which you can put in your own 
Start and End date. 

 

Refresh Ĩ after updating your date filter you can press Refresh and reports 
will fetch all the information within that date range  

Print  Ĩ will print the selected report and date range (ask your reseller if you 
want to print them in A4 format ; you will need a A4 printer ) 

Save Į will save a report in an .xps (Windows version of PDF) format  
 
 

 

 

 

 

 

 

 

 

 



2. Manage  

 

This section allows management to change or modify almost every aspect of 
the POS.   

 

2.1  Products & Menus 

You can add a new product or change the existing one in Product List. To get 
there go to Manage > Products > Product List 

 
On the right side you can Add Product, Edit Product, Delete Product or 
Batch Create Products 



 

 

By adding a new product you are declaring that products name, group it 
belongs to and portion(s). 
 
If you are using barcode scanner you can save the code in the Barcode 
section.  
 
* Depending on your setup you might or might not have Custom Tags. * 
 
 
Press Save to create or make changes to the product. 

 

 



 

Batch Create Products allow you to quickly create a batch of products.  
 
#Coffee Ĩ  #  ',"'! 2#1v%0-3.v'2v #*-,%1v2-GvU$v2&#v%0-3.v"-#1,À2v#6'12uv
SambaPOS it will create group with that name. 
 
Products are written without the hashtag. Last number in the line will be 
saved as the price of the product. 
 
#Alcohol  
Ouzo No 7 5 
 
Example above will create a new product called Ouzo No 7 with the price of 
5$ that belongs to Alcohol group. 
 


