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COMPANY SETTING 
(Before you start using the system, you MUST set up your company information.) 

 

 

 

 

SETTING UP YOUR COMPANY INFORMATION 
- Go to company in BACK OFFICE. 

- Type password (Default is 1234). 

- Click on COMPANY. 

- You have to type Name, Address, Phone Number, and Business Hours. 

- Type appropriates other information (Optional). 

- POINT RATIO is a percentage which is calculated automatically for the amount of 

the money that a customer uses in your store. 

(If you set 5%, and a customer use $10, you will give $0.50 back to the customer.) 

- Click on SAVE. 

- Click on EXIT. 
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SYSTEM SETTING 
(System has been pre-set, you don’t need to change any) 

 

 

 

- Go to BACK OFFICE. 

- Go to System. 

- Generic/Text Only has been selected. 

- If you want to print all the time, check on Receipt Print.  Otherwise, it wouldn’t 

print every time you make a sale. 

- Click on SAVE. 

- Click on EXIT. 
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INVENTORY - SERVICE 
(There are three sections for inventory) 

 

 

SERVICES: for services you’ll provide to customers. 
(You have to put a category first before you put a service name. You can put 3 categories) 

 

1) Setting up Categories 
- Click on Category Input. 

- Click on ADD. 

- Type Category Name. 

- Click on SAVE. (you can save up to 3 categories) 

- Click on EXIT. 

- Now, you can set up services. 

 

2) Setting up Services 
- Click ADD button in services in Inventory. 

- Click (S) button for category search. 

- Select appropriate category. 

- Type the name of service, description and price at least. 

- Type appropriates other information. (optional) 

- Click on SAVE. (you can put 48 services for each category) 
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INVENTORY - PRODUCT 
 

 

 

 

Product: for Products you’ll sell to customers. 

(You do not need to setup the category for product.) 

 

- Setting up Products. 

- Click ADD button in Products in Inventory. 

- Type the name of Product, description and price. 

- Scan Product ID using product barcode or Click (A) button for auto creation. 

- Type appropriates other information. (Optional) 

- Click on SAVE. 

(You can put 48 products, and those will show up on Sales Screen) 
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INVENTORY - GIFT CARD 
 

 

 

 

Gift Card: for Gift Certificate Card you’ll sell to customers. 

(You don’t need to setup the category for Gift Card.) 

 

- Setting up Gift Card. 

- Click ADD button to add a new Gift Card in Inventory. 

- Type the name of Gift Card, Description and Price at least. (ex. $5, $10, $50, etc.) 

- Type appropriates other information. (Optional) 

- Click on SAVE. (You can put 48 Different types of Gift Card) 

- Click on EXIT once to finish. 
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INVENTORY - Changing or Updating 
 

 

 

 

The way of changing information is same with Service, Product,  

and Gift Card 
 

- Click Find/View button. 

- Select Service or Product you want to change. 

- Click on Select button. 

- Change or Update information. 

- Click on SAVE. 
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EMPLOYEE 
 

 

 

Employee Creation 
- Click on BACK OFFICE from the main  

   Screen. 

- Click on EMPLOYEE button 

- Fill out Employee’s Info. 

(Name, ID, Address, Phone Number, etc) 

Password is required for CLOCK IN/OUT. 

 

 

Schedule 
- You may choose Employee’s Schedule. 

(It will show up the hours same as your 

Store Hours; If you’re setting up for your 

full time employee, you don’t need to put 

any.) 

- Click on Schedule on the top. 

- Change the time for each day. 

- Click on SAVE. 

 

 

Find & View 
- Click on BACK OFFICE From the main. 

- Click on EMPLOYEE button. 

- Click on FIND/VIEW 

 

Change & Update 
- Find the employee on the list. 

- Change the information you want. 

- Click on SAVE. 
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CUSTOMER 
(Customer Record is one of the most vital records used throughout POS System.) 

 

 

 

Creation 
- Click on BACK OFFICE from the main. 

- Click on Customer. 

- Click on ADD on the bottom. 

- Fill the form out. 

 (Name, Address, Phone Number, etc.) 

 

** Important ** 

You have to put a customer number 

(ex. Put Birthday, last 4 digits of phone number, or 

If you have a membership card, you will be able to 

type or scan/swap the card) 

 

VIEW/FIND 
(There are four ways to find a customer) 

 

- Click on BACK OFFICE From the main. 

- Click on Customer. 

- Click on FIND/VIEW on the bottom. 

- Now you can search by their Last Name, 

First Name, Phone Number, or Customer 

ID. 

- If you have the customer that you like to 

view, click on the customer, and then 

click on SELECT button. 

- Now you are able to change or update 

the information. 

- You can also delete the customer info by 

clicking DELETE button. (If the customer 

made a sale, you will not be able to 

delete the customer) 

- Service & Purchase Histories will show 

up on the list. 

 

** Important ** 

Whenever you change info, you must click on SAVE. 

Otherwise, all the information won’t change.  
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VENDOR 
 

 

 

 

Vendor Creation 
- Click on BACK OFFICE from the main. 

- Click on VENDOR. 

- Click on ADD. 

- VENDOR ID number will appear. 

- Fill the form out. (Name, Address, Phone Number, etc.) 

- Click on SAVE. 

 

View Vendor 
- Click on BACK OFFICE. 

- Click on VENDOR. 

- Click on FIND/VIEW on the bottom. 

- You can change any information same as others. 
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PASSWORD CHANGE 
 

 

 

 

 

Changing Password 
- Click on BACK OFFICE from the main screen. 

- Click on PASSWORD. 

- Type the OLD Password. 

- Type New Password. 

- Type New Password again to confirm. 

- Click on OK button. 
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CLOCK IN/OUT 
 

 

 

 

 

Clock In 
- Click on CLOCK IN/OUT from the main screen. 

- Choose the employee by click Search button or type the ID number and Click Enter. 

- Click on CHECK IN. 

- Input the employee’s password. 

- Click on OK. 

 

Clock Out 
- Click on CLOCK IN/OUT from the main screen. 

- Choose the employee by click Search button or type the ID number and Click Enter. 

- Click on CHECK OUT. 

- Input the employee’s password. 

- Click on OK. 
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APPOINTMENT 
 

 

  

 

Making Appointments 
- Click on APPOINTMENTS from the main. (Also, Click APP from the SALE screen) 

- From the employee’s name section, Click on starting time and estimated ending 

time. 

- Small screen will appear to put a customer’s information. 

- Choose Services on the menu. (ex. Manicure, Cut, etc.) 

- You can just click on SAVE to finish the reservation. 

- If the customer came, you would click Waiting button on the appointment section. 

To make changes on the appointments 
- Click on APPOINTMENT from the main screen. 

- Click on the appointments that you made before. 

- Click on BOOK button on the top. 

- Confirm that by clicking YES or NO if you made a mistake. 

- Make changes and click on SAVE button. 

To cancel the appointments 
- Click on APPOINTMENT from the main screen. 

- Click on the appointments that you made before. 

- Click on DELETE button on the top. 

Making sales from Appointments 
- Click on APPOINTMENT from the main screen. 

- Click on the appointments that you made before. 

- Confirm that by click YES or NO if you made a mistake. 

- Make changes if customer decided to do more service.  

- If it’s not simple, Click on TENDER button and Finish the sales. 
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SALES 
 

 

 
 

Making Sales 
- Click on SALES from the main screen. 

- Type Employee ID and Enter or by clicking on the icon (Magnifier) choose an 

employee. 

- Now, SCAN/SWAP the membership card or Search CUSTOMER by clicking on the 

icon (Magnifier) and you can search by Phone Number or Name. 

- First choose the category NAIL, PRODUCT, or GIFT CARD Select an appropriate 

services. 

- You can change the quantities by clicking the numbers on the left screen. 

 

GIFT CARD 
- If a customer is purchasing a GIFT CARD, Click GIFT CARD Category on the right 

corner of the bottom.  Select purchase Price and Scan/Swap the Gift Card or type 

the Gift Card Number. 
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SALES 
 

 

 

 

TENDER 
- Click on TENDER button to finish the sales. 

- Select one of the payment methods. (CARD, CHECK, GIFTCARD, CASH, and House 

ACCOUNT) 

- If the customer wants to pay by two different types of payment, you can simply 

input the number on the column and click on next type of payment. 

- You will see a balance which will be automatically calculated when you click on the 

2nd type of payment. 

- You may use all 5 types of payments. 

- You can just cancel the sales, simply by clicking CANCEL button. 

- For tips, a customer can leave the TIPS on card, check, or gift card.  Just type the 

amount of the tip into the tip box underneath to each payment type. 

 

ETC 
- When the names of the payments are colored blue, it means that is not being used. 

- When it colored red, it means that is being used. 

- When you unselect a type of payment methods, the amount will turn onto zero. 
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SALES 
 

 

 

VOID 
- Click the Void Receipt Button on the Sales Screen. 

- Select the sales Group# you want to void, then Click the Void button. 

- Ask you again that you want to void, then click the “Yes”. 

- Ask you the receipt. If need, click “Yes” or otherwise “No” 

 

Receipt Print (Rcp Prt) 
- Click the Void Receipt Button on the Sales Screen. 

- Select Date you find, then select the customer 

- Select the Sales Group# you want to reprint 
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REPORT 
 

 

  

  

 

View Report 
- Click on REPORT from the main screen. 

- Enter your password. (Default is 1234) 

- Choose one of the selections. (ex. SALE, EMPLOYEE, CUSTOMER, and others) 

- TODAY is set as default, you can change it by clicking (C) “Calendar” button. 

- When you click on PREVIEW, you will see the report on the screen. 

- Click on PRINT button on the top to print the current page. 

 

Customer Report 
- You can also view Customer List. (Birthday, Anniversary, and more..) 

- If you want to see customer by birthday, just click Customer by birthday and select 

the month and click PRINT/VIEW. 


