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How to proceed to order on Self Order Kiosk 
The self Order Kiosk is another module made for restaurant where customers can order by 
their own. This module offer a UI with simplif ied controls which let the customer focus on what 

he really need (the meals). This tutorial will let you know how to configure the module and 
start using it. Before stepping in the heart of the tutorials, we’ll show you first what are the 

feautre of the module. 

Features of Self Order Kiosk 

• Allow customer to login/register before proceeding to order 

• All orders are automatically assigned to the logged customers 

• All orders send to the kitchen aren’t available at the kitchen unless the order is paid.  

• The Kiosk offer a fast category and item exploration similar to exploring folders  

• The Kiosk is compatible with ROMPOS modifiers 

• No table seat needed (might change with updates). 

How to setup Self Order Kiosk 
After the installation of the module, a new menu will be added to the ROMPOS settings. This 

menu is “SOK Settings”. 

 
This takes you to the settings page where you can configure the following op tions : 

• Order Author : ROMPOS require each order to be assigned to a user (registered on the 

system). You can then define here to which user each order will be assigned to. By default 

the orders are assigned to the master user. 

• Default Table : ROMPOS require each order to be placed on a table. You can then define to 

which table the order will be placed. This mean that you need to create at least one table on 

ROMPOS. 



• Default Timeout : Everytime the customer place an order and send that to the kitchen, he’s 

invited to order again. This popup hide and logout the customer after the timeout. You can 

then set the timeout here (in milliseconds: 1000 = 1 sec). 

• Homepage Title : This option let you define the homepage title. 

• Nexo Print URL: the URL to access to Nexo Print Server in order to print the receipt  

• Print: select which printer should be used for the kiosk 

•  

 



The Kiosk Explained 
This kiosk is divided as on the regular POS UI. On the first column (left) there is the card and 
the card controls with on top the login and the registration button.  

 
The cart has actually 2 controls : To Checkout and Cancel. To Checkout save the order as 

a quote order. Cancel basically remove all added items and disconnect the user. 
The right column has the product grid, the seats button and the breadcrumbs. Since there is 

not need to set used table, only seats are used then. Click on “Define Seats” to define how 
many people will join the party. The breadcrumbs actually let you explore more faster the 

categories opened. If your system has a multi-level categories, this might be help full to return 
to the root in just one click. 

 
If the product has a modifiers, a popup will be open with the detai ls of the modifiers which 

needs to be selected. 



 
The same rule applied on ROMPOS modifiers groups works here. Some modifiers group can 

be required or their can be skipped and some modifiers groups can be multiselectable or 
single select (for choosing size for example). 

Once the all the items are added to the cart, the customer just have to click on “To Checkout“. 



 
 

How to manage orders on ROMPOS 
 

Once you have added your items to ROMPOS, you must sell them. This tutorial will guide 

you through the sales process on ROMPOS. We will therefore begin to expose the main 
sales configurations on ROMPOS. Then, after presenting the point of sale, we will learn 

how to add a discount, to add shipping charges, to put on hold, to pay and to reset an order 
on ROMPOS. 

Getting Started With Sales 
Sales can be made in 2 ways on ROMPOS : with the cash register enabled and without. 
The cash register has the particularity to track every transaction made by a cashier during 

the day. It’s more accurate and let the cashier define the opening and the clos ing amount. 
There is also a report which let you detect wether the closing amount is exact or not. The 

main issue with is, if your have a very small store with one cashier for example, this feature 
might be more heavy for the current cashier workflow and disabling that can be more 

handy. 
The reason why we’ve mentioned these two different way to proceed to sales, it’s because 

for instance, if the cash register is enabled, the opening amount need to be set. This action 
is required before accessing to the POS, which is not the case when it’s disabled. 

Presentation of the POS (Point Of Sale) 
We won’t cover here how to handle cash registers. There is a tutorial written for that. We’ll 
rather focus on the selling process. So, let’s open the POS and explain the dif ferent 

sections. Then, on the dashboard, click on the “Open POS” menu to access it. 



 

Basically, here is how the POS looks like when the “ROMPOS” module is enabled only. 

 

The first section (1) is the cart with the cart controls. The second section (2) is the product 

grid with related controls. Once an item is clicked on the product grid, it’s automatically 
added to the cart. According to the item, ROMPOS will check if the stock remaining is valid, 

proceed to other module verification (looking for modifiers) and finally add the item to the 
cart. If an error occur during the process, you’ll be notif ied. Let’s now explain the Cart and 

the product grid. 

The Cart Explained 

On the top 
The cart has on top the left columns controls. For ROMPOS by default, a button to the 

dashboard (1) and a button to load hold orders (2). 



 

On the middle 
The following section of the cart has : 

1. The “customer selection” button : Here you have the default client and all other registered 

customers. this is necessary when the customer requests an invoice in his name.  

2. A “add customer” button : it allow you to add quickly a new important customer. 

3. A “order note” button : This button allow you to note some remarks on your order.  

4. A “shipping information” button : It necessary when the order must be delivered. 

5. a “add flash item” button. A flash item is an item which is not registered on the inventory, 

but which need to be sold. A concrete example of such items is a service. we’ll see on 

another tutorial how to add a flash item on ROMPOS. 

 

The following section is the cart himself. It’s the place where all items are added with the 
followings information : The Items names, the unit price, the quantity and the total price. 

From there you can increase (1) or reduce (2) the added quantity. 



 

Notice that the unit price can be changed, just click on it. But you can disable this option on 
the settings of ROMPOS. 

 

You can also enable the discount per item on the settings of ROMPOS. This feature allow 
you to set a single discount for each item of the cart. Click on the “Discount” button to set 

it. And the cart looks like this : 

 

At the bottom 
Down that section is the cart details. The cart details has all the information  related to the 

current cart. 

https://nexopos.com/?p=774&preview=true


 

You can also enable a fixed VAT (Value Added Tax) on the settings of ROMPOS. This 

feature allow you to set VAT rate of the cart. And the cart will look like this : 

 

You can set too several variable VAT depending on the configuration of your settings on 
ROMPOS, Don’t worry, you would learn how to do it here. So the cart will look like this : 

 

Finally, there is a cart controls, which has button to : Pay, Hold, Discount, or Cancel the 
cart. 

 

https://nexopos.com/?p=1241&preview=true


The Products Grid Explained 
The products grid has all the available items. By available items, we mean item available for 
sale and which has a stock (specially if it’s a physical item). Note that if you have items on 

the inventory but can’t see them on the products grid, then you should check : 

• if your items are available for sale 

• if the item is physical and has a provided stock (Stock >= 1) 

On the top 
The grid has on top, buttons which let you have access to the followings features : The “Full 
screen” button (1), the “calculator” button (2) and the “logout” button (3). This section might 

have more buttons according to the installed module or settings. 

 

On the middle 
The following section present a field search of items. Two options are available.  

• The “manual search” button (1) :  This button allow you to enter the SKU (Stock Keeping 

Unit), the product name, the bar code or the category on the search field. The item or the 

category entered will appear automatically on the products grid.  

• The “Automatic bar code search” button (2) : With this option, you use a code bar reader 

directly on the product labels to automatically add them to the cart. Make sure the cursor is 

always on the search field when this option is chosen. You can also enable the quick search 

on the settings of ROMPOS 

 



After, you have a section of all categories of products. Click on one of them to display all its 
items. 

 

Down that section you have the product grid herself. it’s the place all the items are 

displayed. 

 

How to add a discount on an order 
Generally, discounts are the last actions before the sale payment. In order to do it, click on 

the “discount” button, two types of discounts are available. 

• Fixed amount discount (1), this is the nominal amount of the discount you want to make to 

the subtotal amount of the order. To start, click on the “Discount” button, then on the pop-

up window, click on the “Cash” button to set the discount type. then enter the desired 

amount using your keypad or the built-in keypad. 



• Percentage discount (2), it’s a percentage of the subtotal order amount you want to reduce. 

So click on the “percentage” button and enter the percentage that you want to apply. 

Then you can either click on “ok” button to validate your action and resume the sale 

process, or  “close” button to cancel it. 

 

Once the discount applied (Fixed or percentage), proceed to the payment of the order. You 
can check the amount of the discount calculated on the details of the cart, or even cancel it 

if you want. For the illustration, we chose a percentage discount of  5% with a calculated 
amount of $ 4. 

 

How to add a shipping charges on an order 
The shipping charges are an optional action . You can add it to the customer’s invoice. On 

the top of the POS page, click on the “Shipping” button. On the pop-up window, enter the 
desired amount for delivery charges. You can add automatically the customer’s shipping 

address if he has been registered. Click on the “Options” button to do it. Then 

confirm (1) or cancel your action (2). For illustration, add a shipping charges of  $ 10.  



 



Then you’ll f ind the delivery charges on the cart details. Proceed to the payment if you  want. 

 

How to put on hold an order on the POS 
To place an order on hold, simply click on the “Hold” button on the bottom of the POS 

page. Then you will give a name to the said order on the field provided for this purpose. 
Then click on the button “Put on hold” to validate your operation (1) or on 

the “Close” button to cancel it (2). It will be considered as an order quote (An order 
without any payment). For illustration, we named it “Commande A” 

 

To return to the pending order, click the “Hold” button on the top of the POS page. Then 

select the command of your choice, in this case the order “Commande A” (1).  You will see 
the details of the order such as its date of issue, its author and its code (2). There is no 

waiting time unless you have defined one on the ROMPOS settings. Then click on “Edit the 
order” button to resume the sale process. 



 

How to pay an order on the POS 
We have two type of payment on ROMPOS : Complete and incomplete payment. Both 

follow the same sale process with one exception. 

Complete payment 
The complete payment assume that the customer completely settles his order. Once the 

selection of the items of the customer carried out, proceed to the payment of the order by 

clicking on the button “Pay”. You will be directed to the payment page itself, which contains 
four sections : 

1. Order payment :Here you have the choice between several payment methods (Cash 

payment, credit card, check, bank transfer, coupon and cash on delivery). Single and 

multiple payment are available. 

2. In this section, the header takes the name of the chosen method of payment. this is where 

you enter the amount collected from the customer, it must be greater than or equal to the 

total amount of the order. You can do this either with your keyboard or with the built -in 

keypad. then click on the “Add” button to add it to the cart details. In the case of a multiple 

payment, successively add the amounts received from the different methods of payment 

made by the customer to the cart. Note that you can skip the third section by making a 

direct and complete payment for the order. Just click on the button “Full payment”. Then 

you will go directly to the printing of the bill. 

3. Cart details : This is the checking section of payment information such as the net amount to 

pay, the amount paid, the balance and the list of payments (single or multiple). 



4. The 4th section is used to make the payment if everything is ok (“Proceed to 

checkout” button), or to close the page and return to the cart (“Close” button). 

 

The cart details of a complete payment looks like this : 



 

The cart details of multiple payment looks like this : 



 

Incomplete payment 
As its name implies, the customer pays either part of the amount of the order (Advance 

order) or nothing (order quote). Specifically for an advance order , the amount entered on 

the field provided for this purpose is less than the amount of the invoice. And while for a 
quote order, you must put this order on hold. Note that the balance of a incomplete payment 

is negative. 



 

We will see how to make the payment for an incomplete order on another tutorial. 

How to reset an order on the POS 
To cancel an order, simply click on the “Cancel” button on the bottom of the page. You will 

just be asked to confirm your action. the whole page will be reset, you can proceed  to a new 
sale if you wish. In case you want to delete an order for which payment has already been 

made, take a look on the tutorial how to read the sales menu on ROMPOS. 
 

How to use a coupon on ROMPOS 
For a business, developing a good marketing plan is essential. Thus, the use of coupons 

during promotions is a good way for any company to increase its customers base and 
consequently its turnover. ROMPOS offers you the possibility to create discount coupons. So 

it’s handy to understand how it works, and that’s what we’ll cover today.  

How to use a coupon on the POS (Point Of Sale) 
First of all, we have to create a discount coupon on ROMPOS. And depending on your 

marketing strategy, there are several varieties of discount coupons :  



• Fixed amount coupons with or without restrictions of products or products categories . For 

this type of coupon, you set a par value. Generally this coupon applies to all products during 

major destokings. But you can restrict its use to a few products or a particular product 

category. 

• Discount coupons with or without restrictions on products or product categories. Here, a 

reduction percentage is generally applied to a few products or categories of target products 

on promotion. But you can apply it to all products. 

Once the coupon has been created, you can use it on the “POS” page. Depending on the 

options of your coupon, you can make a single payment or a multiple payment.  

 

Single payment 
This method of payment of invoices implies that the customer has a discount voucher that 
covers the total amount of his items. As an illustration, make the payment of an order whose 

total amount corresponds to a coupon of  $ 100. (Fixed amount coupon with no product 
restrictions, previously created and named “111”). Then on the POS menu, once the order 

is ready, click on the “Pay” button. 



 

Then enter the name of the coupon handed to the customer on the search field and click on 

the “Load a coupon” button. In our case it’s the coupon “111”. 



 

Once loaded, the coupon appears with all its details, you can either use it  (1) or cancel 

it (2) and choose another one. 

 

If you choose to use it, then check the cart detail and the payment list. If everything is in order, 

validate by clicking on the button “Proceed to checkout” (1). if not, you can cancel the 
payment by coupon (2) or return to the POS page (3). 



 

Therefore, you can check straightly your operation on the sale receipt.  



 

Multiple payment 
As the name suggests, this is a mix of payment methods. We will illustrate it by combining a 
cash payment and a discount coupon with and restriction of the product. The “coupon 

A211” is the good you will use in this example. It has a 5% discount on the “Moley zip 
leggings” item. Of course, it’s the item of the customer’s order. Let’s go straight to the order 

payment step. 

Add the payment by coupon : Enter the coupon’s name “Coupon a211” and use it. 



 

It’s recommended that you make the payment by coupon first in order to indicate to the 
customer the amount remaining to be paid : $ -17.09 in our case. 

 

Add the cash payment : Enter the amount received f rom the customer on the field “Payment  

amount” and click to “Add” button. 



 

According to the card details, you can remove the payment or proceed. Note that editing a 

coupon payment can’t be edited, but only removed. 



 

All these details will be reflected on the receipt. 

Troubleshooting 
An error message appears, prompting the user to check the fields when :  

• The details of a customer’s cart of items with a coupon partially or not respect all the 

conditions of use of the coupon. 

• You want to add an additional payment coupon while the amount paid by the customer is 

greater than the total amount of the bill of the cart. 
 

How to manage ready orders on ROMPOS 
If  you’re using ROMPOS for your restaurant, then you might want to know how the ready 
orders are handled. ROMPOS ship various UI and controls, which let you manage the orders 

once it has been send to the kitchen and being cooked. Before doing that, you need to know 
what are the state of the orders. We’ll explore it from the creation, till the moment it’s collected 

and served to the customer. 



What are the various order states ? 
Once an order is being placed on ROMPOS, you have the choice to send it to the kitchen 
with or without payment. Once send to the kitchen, the order takes the state “pending” which 

basically mean the order has yet been placed and it’s not yet handled by the chef. The chef 
can start cooking the meal which change the status from “pending” to “ongoing“. And if one 

of the item within the mean is ready the state will change to “partially ready” or “ready” if all 
items within the meal are ready. What we’re about to cover today is how the order should be 

managed once it has been set as ready. 

How to monitor ready orders from the POS 
Once an order is ready, it’s available from the “Ready Orders” popup available on the POS. 

 
When the ready orders popup is open, all ready orders are listed and can then be printed and 
paid. You need to click on the “Ready orders” button to proceed.  



 
Note that this popup shows all order(Dine in, Takeaway, Delivery).  You can manage ready 
orders from the table management. But the tables management only shows Dine in orders. 



 
Now you can select the table where the order has been placed to see the availables controls. 

We’ll then click on “Table A” which already have order placed above (since the timer is 
running). 

 
You need to select an order in order to see all the controls available for that order. These 

controls usually looks like this : 



 
Here are the available controls and a brief description of what they does :  

• Checkout : Open the payment popup to proceed to the payment of an order. 

• New Item: let you add more items to the order placed on that table (This action is not possible 

of the other order types). 

• Print : print the order using the regular printing. Nexo Print Server  will be supported soon 

here. 

• Change Table: to switch that order to another table 

• Details: to show the details of the order 

How to collect meals from the POS using the waiter 

screen 
the purpose of collecting meal individually, is to make sure as the order is being cooked, the 

ready items can yet be servedd to the customer. This help the waiter to provide a quicker 
service and the customer to wait less. The ready meal popup let you handle then meal 

individual and it’s available close to the ready orders button. 



 
This show all ready items for each order partially ready or completely ready. The waiter can 
then collect a meal and then server it to the customer based on the available informations. 

 
The waiter screen is also available on the dashboard, in case the waiter should’nt have 

access to the POS. 



 
Unlike the Waiter Screen available on the POS, this latest set the entire order as collected.  
 

How to merge orders on ROMPOS 
Managing a restaurant orders might be a little bit tedious when it’s time to billing various 
orders on different tables as one single order. The release 2.3.1 of  ROMPOS let you merge 

orders, and on this tutorial you’ll learn how to use it. 

Why merging orders is useful ? 
Let assume you have a customer who comes with his family, however they can’t use one 

table specially if your tables doesn’t have enough places. You’ll then split the family and 
place them on different tables. On ROMPOS, each table has a unique order handled 

differently, and it might be inappropriate to charge the customer more that once for these 

orders, so it’s required to merge all orders in order to have one single order. that’s where 
merging orders is useful. 

How use the merging order feature ? 
This feature is only available on the POS screen, so it can be used by waiter as well by 
administrators. When you have access to the POS, you can see on top the button “Merge 

Order”. 



 

By clicking on that button, a new window will be displayed where you’ll be able to see 

available unpaid orders. Only unpaid orders can be merged. 

 

From here you can search order using the order code and select all orders you would like to 
merge. Once done, you can select the order type used for the new order as following.  



 

For dine in orders, you’ll have to select the table and the seat used. You can only select 
available seats. 



 

The next step is to select the customer. 

 

After having merged orders, you’ll see the order type selected.  



 

All what you have to do now, is to confirm the merge and wait for the process to be 
complete. And that’s all. 

Proceeding to checkout from the merging orders 

window 
You don’t have to close this windows if you would like to proceed to checkout. This windows 
let you print invoice as well. 



 

 
How to use registers on ROMPOS 
The follow-up of the cash register is a very important step for most shop owners. If your 
shop owns it, you can follow the activity of this latter by using the cash registers on 

ROMPOS, and this is what we will show you in this tutorial. 

What is a register? 
A minimalistic register is a device made of one keyboard, a calculator, a printer and a 

secured till. 



 

A register is particularly a solution for managing sales per employees. Using registers allow 
to control each transaction made by a cashier on the store that’s why a register is linked to 

an employee as a workstation. 

How to create a register in ROMPOS? 
First you’ll need to enable the registers in registers settings. There is a lot of parameters on 

this interface. You can learn about it here. To enable registers, first click “Settings > 
Checkout” you will get this: 

 

https://nexopos.com/how-to-setup-nexopos/


Choose “yes” for the “use cash registers” option. Now that you have made reg ister 
available, you have to learn how to add a register. On the side menu click “Registers > 

Add a register” this is what you should get: 

 

 

You have to fill three fields : 

• Checkout : The name of the register to add 

• State : There is two state for the register : 

• Close: the register is usable and shall be open by a user with cashier privileges 

• Locked : the register is unusable 

• Description : A descriptive text for the register 

Now that you have created a register you can list the registers by clicking “Registers > 

Register list“: 

Using registers 
This view is cool but the better one is the view of the cashiers. When connected as a 

cashier the register list look like this: 

 

 

The cashier can now select an open register and work with it in the Point of sale. The 

cashier have to enter the open amount: 



 

After making a transaction in the Point Of Sale, the cashier have to close the register:  

 

When closing register, the cashier have to enter the closing amount: 

 

Now that the register is working the administrator can view the register history :  



 

You can also note that when a register is used by one user another one canno t use it. Like 
int this case logged in as the admin we can’t use the register opened by  the cashier: 

 

 

 

How to use the search field on the point of sale UI 
The Point Of Sale (POS) is the most used User Interface (UI).  It’s basically where the cashier 

should sell your products and he has to be efficient. The POS comes with many features 
which include the search field. However, the search field is not a regular field which can be 

used out of the box. There is a configuration required and this is probably the reason why 
many are confused as to the use of the search field. 



Today, we’ll covert all about the search field on the Point of Sale Screen of ROMPOS. Let’s 
get started. 

What makes the search field so special? 
The search field is made to let you search an item in two ways : 

• An indication (The first letters) of the item name, barcode, SKU, category name. 

• A strict search of the item barcode or SKU 

The first use case is estimative and can be used to have a set of results (a list of items which 
might match the search result). Usually, this leads to filtering the shown items on the POS. 

The second, more restrictive case allows you to directly view the desired product and then 
add it to the shopping cart. Thus, there are two ways to configure the search field of your 

POS: Automatic search and manual search. 

Configuration of automatic search: Use of a bar-code 

reader 
Beforehand, two conditions are necessary to activate the automatic search of the products: 
the activation of the option of the quick search then the activation of the auto submission. 

Concretely, auto-submission allows you to use your barcode reader to identify and place 
labeled products on the shopping cart. Thus, you’ll not have to click anymore on the search 

field for any use of your barcode reader. One of the important advantages of the auto 
submission feature is that it can be used if the barcode reader does not automatically submit 

the decrypted code. 
The activation of this option is very simple, you must enter in the menu settings of your 

application (1), then click on the sub-menu “Checkout” (2), then select the tab “Searches”  
(3). Once on this page, you’ll have two fields to fill out, one to activate the quick search and 

the other to activate the auto-submission. Finally, you just have to save your settings (4). 
 

Once on the POS user interface, it’s still possible to use the manual search when the 
automatic mode is activated. To do this you simply switch between the search button (1) for 

manual mode and the barcode button (2) to return to automatic mode. They are located to 
the left of the search field. 

 

Configuration of manual search: Use of bar search. 
This configuration is the default value of ROMPOS. if you have set up the automatic search, 

you can switch to manual search as well. To do this, simply follow the same steps as 



configuring the automatic search. All you need to do is change the fields required for this 
purpose. Of course, this change will be permanent. 

You’ll be able to indicate either the name, the category, the bar code or the SKU for more 
precision. When you have a fairly large quantity of items, we advise you to  activate at least 

the quick search. 
 

How to create an item on ROMPOS 
For a business, such as a clothing store, buying, selling and tracking stock flow are really 

important. Saving items on ROMPOS is then a required step. This feature helps you to store 
your items, so that it can be used for sale, for supply and even on reports. For this tutorial, 

we’ll see how to create, delete and edit an item on ROMPOS. In bonus, we’ll see how to add 
a flash item. 

How to create an item on ROMPOS 
In order to create an item, you need to access to the dashboard, click on 
the “Inventory” menu, a drop down will appear, then click on “Add Item”. 

 

You can also add an item from the “Items List” page, just click on the “Add items” button. 

 



 

The item creation page has 4 tabs, which have fields where some are required. Here are the 

tabs available: 

1. Identif ication. 

2. inventory. 

3. Price. 

4. Features. 

For this tutorial we’ll create an item named :  “Moley’s zip leggings”. 

 

 

Tab : Identification 
On this tab, you must fill in the following mandatory fields : 

1. Category : “Leggings”. 

2. Item name : “Moley Zip Leggings”. 

3. SKU  (Stock Keeping Unit) which is a unique reference code (number + letter ) for the item 

: “LEGGINGS04”. 



It’s important to note that more than one item can have the same SKU.  The other fields are 
optional.  

 

Tab : Inventory 
On this tab, the required fields are : 

1. The state, here you choose whether the product is available for sale or not. 

2. The item type defines whether the item is physical or digital.  

3. And the “Stock management”. If enabled, the item stock will be deducted on each sale.  

 

 

In our example, we made the following choices: “On sale” for the item “State”, “Physical  

item” for the “item type” and “Enabled” for the “Stock management’ option. 

 



 

Tab : Price 
This tab contains all the fields related to the financial value of the product. It is also possible 

to manage the discount, which can have a start date and an end date. If a tax applies to an 
item, you can select it and define whether the tax is inclusive or exclusive. For our product, 

the selling price is set to $ 17.99. 

 

Tab : Features 
Here we just specify the color of the product : “Black”. But you can set other characteristics 

such as “Weight”, “Height”, “Width” and “Description” depending on the nature of your item. 
You can also download an image for illustration. This image will be shown on the POS (Point 

of Sale). Once you’re done, you can use the tree available buttons : 

1. “Save” button, which save the item and allow you to proceed with the data entry.  

2. “Save and go back to the list” button, which save the item and takes you back to the items 

list. 

3. And “Cancel” button, which reset the form and takes you to the items list. 

 



 

When you click on the “Cancel” button, you have to confirm your action. 

 



 

Once on the “Items List”, you can check that the item has been saved. Enter it in the search 
bar and click on the “Search” button. You’ll f ind the new product created with all his 

characteristics. 

 

 

How to delete an item on ROMPOS 
In order to delete an item, you need to access to the item list which shows all the items 

available. This page allow you to delete items in 3 different ways. You should note that, for 
all these cases, you’ll always have to confirm your action. 

How to bulk delete items 
Make a simultaneous selection of all the items on the table (1) then click on “Delete 
selected” button (2). Also note that you can display more entries on the table if you want to 

delete more items. 

 



 

How to delete multiple items 
Here, you can delete one or more items from the table. 

 

How to delete single item 
By clicking on the “Options” button on the far right of your page, you have the “Delete 
Items” option to delete an item. 



 

  

How to edit an item on ROMPOS 
We’ll show you how to edit an product. In order, you must go to the  “List of items” page. 

Make a quick search for the product to edit, for example the “moley’s zip legging” item. 
Click on the “Options” button and select the “Edit Item” option. once on the page, make 

any changes that you think are necessary. 

 

 

After having made your modification, don’t forget to save that by clicking on “Save” button. 

 



 

 

Add a flash item on the POS  
 
Adding quickly a new item for sale can be very helpful. Imagine a situation in which you find 

yourself facing a customer with an unlabeled item or no longer found in the point of sale 

product search field, this feature allows you to quickly register this product or the product 
stock of products and switch to sales, waiting for audits later.   

In order to add a new item, you must first enable this feature in the ROMPOS settings. (Follow 
the link above to find out more) Thus once configured, the Point of Sale looks like as follows: 

 

Then click on the “+ item” button to add to the cart. You will be directed to a pop-up window. 
You will have to fill three fields: 

The item name : For example “zzz” 
The unit price : For example “$ 30” 

The quantity : For exemple “200” 
Once the fields are filled, confirm your new addition by clicking on the “Add product” button 

or the “Close” button to cancel it. 

https://nexopos.com/?p=181


 

Now you can proceed with the sale of the item as it has been automatically added to the cart . 
You can also add a discount, or a delivery charges to the cart if necessary. Discover how to 

do on the tutorial dedicated to the management of orders. 

https://nexopos.com/?p=411
https://nexopos.com/?p=411


 

Troubleshooting 
An error message appears, prompting the user to check the fields when : 

• You create a product with a Barcode or SKU (stock keeping unit) already in use, the creation 

will fail. 

•  While setting up a product, if you forget to fill in one of the required fields, the creation will 

fail. 

• Also, it’s not possible to delete a product if it has already been sold. A solution would be to 

indicate that the item is no longer available for sale on the “State” f ield of the “Inventory” tab 

of the item editing page. (See the “How to edit an item on ROMPOS” section). 
 



How to proceed to a stock taking on ROMPOS 
Inventory is a procedure that allows you to periodically check the stock of your products. In 
general, you’ll perform the first check at the beginning of your activities. And then, depending 

on the frequency, you’ll make a comparison between the physical count of your stock and 
that found on the computer. In view of all the above, it’s important for you to know how to 

make a stock taking, how to make a stock adjustment and how to handle defective products. 
It seems a bit confusing, isn’t it? Don’t worry, we’ll treat this theme in three parts. In a previous 

tutorial, we showed you how to create an item. Today, we’ll see how to supply it. It’s the 
subject of the first part. 

Where to make the stock taking on ROMPOS 
Accessing to your stock taking page is quite simple. In the “Inventory” menu, on the left side 
of your screen, click on the “New supply” sub-menu. 

 
Your Stock taking page contains two required fields, a html table, a drop down menu and a 

confirmation button. 

• The first required field (1) is a search field that allows you to search for the barcode, the Stock 

Keeping Unit (SKU), or the name of the item to which you want to supply. 

• The second required field (2) let you assign the current operation of your stock taking to a 

procurement. In fact, you must previously create a procurement to see this latter appear on 

the field. You’ll know how to create a supply further down in the tutorial. 

• The html table (3) where appears the item chosen with his characteristics. Naturally, the 

barcode and the item name are displayed. But  the others characteristics such as the 

purchase price and the quantity must be set. Furthermore, the total price is automat ically 

displayed. 

• The drop down menu (4) let you set a provider for your stock taking. 

• The “Complete Operation” button (5) let you confirm the current action of the stock taking. 

https://nexopos.com/how-to-create-an-item-on-nexopos/


You can add as many products in stock as you want on the HTML table. But this  method 
seems a little tedious when you want to stock a lot of products. In this case, we recommend 

that you edit for example an Excel file and import it in .csv format on ROMPOS. Follow this 
link to learn how to import items on ROMPOS. 

 

Practical case of stock taking 
As stated previously, the first thing to do is to choose the item to stock. So, enter the first 

letters of your item and a search engine will make suggestions. For this example, we’ll enter 
the first letters of the  “Sequin cropped bomber jacket” item. 

 
As soon as the results appear on the html table, you can set the purchase price and the 
quantity. Also, the total price will be automatically displayed. For the illustration we’ll 

set €  35 for the purchase price,160 for the quantity and the displayed total price  will be € 
5,600. 

https://nexopos.com/how-to-import-items-on-nexopos/


 
From then on, you can assign this operation to a specific supply. You have the possibility to 

create a supply or to set an existing supply. We’ll use the two options to show you how to do. 
In the first case, we’ll set an existing supply : “Charlotte Russian 2017”. So, enter the first 

letters of your procurement, a search engine will make suggestions. Then click to your choice 
to add it. 

 
In the second case, we’ll click to “Add” button to create a procurement named “Winter 
collection 2019”, and click to “Create Now” to validate your action. Then, click 

to “Search” button to choose your  procurement newly created. After, don’t forget to add 
complementary information about your new procurement on the “Supply” sub menu. 



 
Once the procurement has been set, you can now choose the provider on the drop down 

menu. If no providers appear, please follow this link to learn how to create a supplier on 
ROMPOS. In our case, we’ll choose the “Zara limited” provider. After that,  you must click 

on the “Complete Operation” button to finish your current operation of stock taking. A pop 

up window will appear asking you to confirm your action, click on the  “Ok” button. 

 
So, you can print the supply receipt who will appears after your confirmation. This receipt 

contains all information about your stock taking like the total price and the quantity provided. 
Note that you can search for additional information about your new stock in 

the “Supplies” submenu. You can follow this link below to learn how to manage supplies. 

https://nexopos.com/how-to-manage-a-supplier-on-nexopos/
https://nexopos.com/how-to-manage-a-supplier-on-nexopos/
https://nexopos.com/?p=1500&preview=true


 
 

How to import items on ROMPOS 
When you get started with ROMPOS, you might have some file that you want to import on 
the system. ROMPOS has a build-in which let you import item from a CSV on the system. 

That’s what you’re going to learn in this tutorial. 

Importing CSV file on ROMPOS 
In the meantime, ROMPOS support only the CSV format. We might add an additional 

format, but if you have an XLS file, it must be converted into CSV. There is a tool out 

there that you can use to convert an XLS file into CSV. 
When you have to CSV ready, access to the Inventory > import items from CSV 

https://convertio.co/xls-csv/
https://convertio.co/xls-csv/


 

On that UI, you’ll see a field where you should select your CSV file. You don’t have to follow 
a schema. After having selected your file, you need to define whether the f ile is comma-

separated or semi-colon separated. 



 
Then the system will parse it and unveil all columns within. The next thing to do is to make a 

match between the system columns and the columns available on the files.  
Some columns are required, and the import can’t run properly if they are missing: name, 

purchase price, sale price, quantity.  

 



 

As you might notice, there are many columns available. Some columns are unnecessary, 

and it’s up to you to choose which one you would like the system use.  

Using the import options 
Before running the importation, you must take a look at the import options :  

 

All products are available for sale by default 
Enabling this option will make all imported items available for sale. It might be required to 
make a supply according to the item type (physical or digital).  



All products are natural by default 
This option will turn all items into natural (physical) items. Basically that means all items will 
have stock. 

All products have inventory management enabled by default 
This option speaks about himself. For all-natural items, it’s obvious to have the inventory 
management enabled by default. 

The remaining amount is equal to the quantity available by default 
If there is a column for a quantity. That column will be used to fill the remaining quantity 
field. 

Added imported files to the current stock 
This option let you import item when you have some existing item on the system. You can 
choose to update the existing item or to overwrite it.  

 

When you have correctly configured the settings, you can proceed and click on “Import”. If 
the import is successful, there will be a message displayed. 

Assigning procurement & suppliers 
Usually, the import feature is helpful when it comes to import products supplied. That’s why 
we’ve added 2 new fields that help you to either assign the import to a provider and to 

procurement to have them grouped.  

 
Once you’re done, click on import and check if it’s successful.   
 



 

How to manage store access on ROMPOS 
ROMPOS is a computerized store management system. Indeed, it allows you to 

simultaneously control the commercial activity of several stores of different nature. And 

depending on the degree of responsibility of each employee, you (the owner) can control 

access of each. 

How the multi stores feature works on ROMPOS 
The multistore feature helps any owner of a chain of stores to handle everything within a 

single application and then a single database. ROMPOS offer a multistore feature which 

basically let you create an unlimited store as long as your server can handle it.  

How to create customers on ROMPOS 
The customers are the main interested by your services and products. You should then be 

able to handle these latest on ROMPOS while proceeding to an order. We’ll show you on this 
tutorial how to create, modify and delete customers. 

How to create a customer 
There are two ways to create customers on ROMPOS : from the POS and from the 

dashboard. We will explain both methods. 

From the POS Screen 
Creating a customer from the POS is used when the customer has not been previously 

registered. So on the POS page, click on the “Add a customer” button. 

 

A pop-up window will open. We advise you to fill only the field on the top reserved to the name 
given to the customer (1) and to quickly confirm your action by clicking on the button “Add a 

customer” (3) or to cancel it (4). You will complete others informations about the customer 
on the “customers list” later. But you also have the option to fill in the fields related to the 

following tabs: Basic Information, Invoice Information, and Delivery Information (2). 
For exemple, we’ll quickly add the customer named “Daemon John” 



 

Once the customer creates, add it to the order information by clicking on the 

button “Customer Account” (This is the default account defined for customers). 

 

From the dashboard 
Creating a customer from the dashboard is similar to creating a customer on the POS Screen. 
So to start, on the menu “Customers” click on the menu “Add a customer”. 

 

On the customer creation page, you will see the following tabs: Basic information, billing 

information, and shipping information. All these tabs each have fields to fill. So you fill them 
according to the information that your customers will provide you. 

A particular field should get your attention, this is the “Assign to a group” f ield in the “Basic 
information” tab. Indeed, it allows you to classify your customers according to their order of 

importance. We’ll show you on another tutorial how to create customers group.  



 

You can save by clicking the “save” button on the top right. 
 

 

How to modify a customer 
We’ll show you how to modify a customer. In order to do that, you must go to the  “Customers  

List” page. Make a quick search for the customer to edit, for example the  “Daemon  
john” customer. Click on the “Options” button and select the“Edit customers” option. 

once on the page, make any changes that you think are necessary. 
 

 

 

After having made your modification, don’t forget to save it by clicking on “Save” button on 
the top right. 



How to delete a customer 
In order to delete a customer, you need to access to the Customers List which shows all the 
customers available. This page allow you to delete customers in 3 different ways. You should 

note that, for all these cases, you’ll always have to confirm your action. 

How to bulk delete customers 
Make a simultaneous selection of all the customers on the table (1) then click on “Delete 

selected” button (2). Also note that you can display more entries on the table, if you want to 
delete more customers. 

 

How to delete multiple customers 
Here, you can delete one or more customers from the table. 
 

 



How to delete single customer 
By clicking on the “Options” button on the far right of your page, you have the “Delete 
customer” option to delete a customer. 

 

How to set a defaut customer on ROMPOS 
Setting a default customer is required before proceeding to sale on ROMPOS. The step to 
proceed is in fact very simple. You should first make sure to have a customer available that 

you’ll use as default customer and head to the customers setting to assign the default 
customer by default. 

 
You might maybe wonder what is the “default customer” ? The default customer is the 
“walking customer”, usually it’s a customer who proceed to a purchase and don’t want to 



share his informations. So the system will use that customer and assign the placed order to 
this latest.  

Troubleshooting 
An error message appears, prompting the user to check the fields when :  

• You create a customer already in use (The creation fail).  

• Entering data for a customer, if you forget to fill in the required field (The creation will fail).  
 

How to create a table on ROMPOS 
In the restaurant industry, good table management improves the flow of incoming and 

outgoing customers, and significantly increases the reputation of any res taurant. It’s therefore 
essential for you to master the availability of your tables in real time. But first of all, it would 

be advisable to know how to create a table on ROMPOS and also how to edit and delete it.   

How to create a table on ROMPOS 
In general, you divide the tables in your restaurant not only according to the available space, 

but also to the table plan you have defined. So, you make combinations of tables with one or 
more seats. Then the tables are spread over one or more areas. Also to faithfully reproduce 

your table plan, ROMPOS offers you the possibility to create areas with as many tables as 
you want. 

As you might understand, before moving on to create a table, you must first assign it to an 
area. But sometimes, you don’t need to create areas for your tables. You can disable the 

Areas first on the restaurant settings. Thus, If it’s your case, move directly to the creation of 
table section. 

Creating an Area on ROMPOS 
To assign a table to an area, you must first create that area. To do this,  please click on the 
sub menu “Areas” of the “Restaurant” menu. Then click on “Add Area” button. 

 



Once on the “Add Area” page, give a name for your new area, and add a description if you 
want. At the bottom, you have three options : save your entries, cancel your entries, or save 

and go back to list of areas. 
 

 
If you clik on Save, you can proceed to another creation. However if you click on “Save and 

go back“, that will takes you to the list which looks like this : 

 

 
Now we can move to the creation of the tables themselves. 

Creating a table on ROMPOS 
To create a new table, click on the “Tables” sub menu on the “Restaurant” menu. Then 

click on the button “Add  tables”. 



 

 
Let’s explore the creation page. The “Add tables” page has five fields, 4 are mandatory. 

1. The field “Name” which is a mandatory field. It allows you to name the table. 

2. The “Area” f ield where you assign that table to an area. It’s a mandatory field if the Area 

feature is enabled on the restaurant settings.  

3. The “Maximum seats” f ield : Here you set the available seats for the table. It’s a mandatory 

f ield. 

4. The “Status” f ield define if the table is available, reserved, in use or out of use. It’s mandatory 

f ield. 

5. The “Description f ield. As its indicates, you can give a description or additional information 

on the table you are creating. 
Otherwise, you have action buttons such as the button “Save” to save your data and move 

to a new data entry. You have too the “Save and return to the list” button to save and go 

to the list of tables. And also the “Cancel” button to reset form. 
 



While it may be important to know how to create a table, it is also useful to know how to make 
changes and delete tables. 

How to edit a table on ROMPOS 
It may happen that you have to edit your table plan, for example because of an extension of 
your structure. On ROMPOS, the modification of   table is quite simple. So just click on 

the “Options” button of the table you want to edit. Then click on the opt ion “Edit tables”. If 
you have a lot of entries, you can search from the search bar for the table you want to edit, 

and therefore, make any changes that you think necessary. Don’t forget to save your 
changes. 



 
In addition, you should notice that you also have the option of changing the  names of your 

Areas. You just have to click on the “Options” button of the area to edit and select the “Edit 
area” option as shown below. This modification has no influence on your tables. 

 

How to delete a table on ROMPOS 
To delete a table on ROMPOS, you must click on the “Options” button and select 
the “Delete tables” option on the table of your choice.    



 
 

How to assign an order to a table on ROMPOS 
In this tutorial, we suppose that you know how to create an order on ROMPOS. Thus, when 

you are on the “Open POS” menu i.e the Point Of Sale menu, you can assign an order to a 
table in two ways. Either you click on the “Dine in” button in the row of action buttons at the 

top of the page or you click on the “Kitchen” button at the bottom of the page, then on the 
popup window, choose the “Dine in” option. 

Both ways lead to the table selection menu. it should be noted that in the case you choose 
the “Dine in” way, it’s possible to set the table before taking the different orders of the 

customers. Then, you can pass the orders at the “Kitchen”. It’s not available for the “Kitchen” 

way. 



 

Assign an order to an available table on ROMPOS 
Generally, you’ll do it for incoming customers. Thus, you’ll select an appropriate table for your 

customers on your table selection interface. In our example, we’ill assume that we have table 
areas. The interface below shows areas. Area 1, for example, has two tables, one having 

four seats (Table A) and the other one seat (Table D). 



 
Suppose we assign the orders of three customers to Table A. Once the table selected, you 

must set the number of people for that table. For this case, we’ll add three people on the four 
possibilities of the table.

 
After that, you will be redirected to the POS interface where you can place orders at the 

kitchen. You’ll have a message inviting you to confirm your action. And an invoice of the order 
will be printed automatically. 



 
You can also see the difference between an empty table and a busy table through : 

• The time of use of the different tables 

• The icons representing the tables. 

 



You can also view information about the assigned table status like the list of orders, the 
number of occupied seats, the cooking delay… 

 
Note that, for those who don’t need areas, you can delete it on the ROMPOS settings. 

When you disable it, the table selection interface seems like this : 

 
Then select a table to assign an order. And choose the number of people for the selected  
table. 

 

How to track cashiers working time on ROMPOS 



What is required for the Session Tracker 
In order to use this feature, you need to have the registers enabled. This can be made from 
the checkout settings on ROMPOS Settings. 

 

How to enable the Session Tracker 
After having enabled (and saved the settings) the registers, 2 more options will appear under 
the registers options. 
 

 

You should also define after how many minutes a cashier is assumed as inactive. Once set, 
everytime a cashier is detected as inactive, the time of that cashier will stop and he’ll have to 

continue the session. 



 

How to check Session Report 
The session report let you know how many time a cashier (worker) has been active during a 
specific time range. This report also include the opening amount, the closing amount and the 

expected amount. 



 

The expected amount is the amount that should be available at the closing of the register. 

This doesn’t include the expenses, but only the sales (total of complete orders). We might 
extend this to partially paid orders as well. 

To get started, you need to select the cashier, then the register and a time range for the 
report. 

 
If a cashier hasn’t worked during a specific day, obviously the table will be empty. Here is 

how the report looks like. 



 

How does the cash flow report works on ROMPOS 
Preserving the financial health and even the profitability of a business is crucial. It depends 

on the ability of its promoter to carefully control the inflow and outflow of money from its 
general treasury. Performing such task manually, especially when you are understaffed, 

proves to be a daunting task. To help you focus on the basics such as the service you offer, 
ROMPOS created a feature that automatically and accurately reports on your general 

treasury activity: The cash flow report. Thus, the understanding of this report will be the 

subject of our tutorial. 

Cash flow report overview 
On the strictly accounting side, the cash flow analyzes the balance of income and 

expenditure over a given period. In terms of revenue, it’s the result of sales realized, 
services rendered or even donations received by the company. Since the expenses are 

generally related to the exploitation (Electricity, rent, taxes, wages of the employees …).  
And at the end of a period of one month, for example, you have the balance that happens to 

be the difference between the revenue realized and the expenditure made. Generally, the 
cash flow report covers one year. As you can see, this report can be seen as the barometer 

of your business activity. 
ROMPOS, therefore, has functionality that meets all the characteristics mentioned above. 

Now, to access it, you must follow this path on your dashboard: Reports> Cash Flow. 
When you click on the “Cash flow” sub-menu, you’ll briefly see a window showing the 

loading of the report data. 
 



 

How the cash flow report works 
By default, the results displayed are those of the year outstanding. But you have the 

opportunity to view the results from previous years. For this, it’s sufficient to indicate the 
year on the field (1) provided for this purpose. Then click on the “View report” button. In 

addition, you have the possibility to print the report by clicking on the button  “Print”. 
On the table (2) of the results proper, you have on the header a line indicating the different 

months of the year. Then two intermediate lines indicating the entries (Incomes) and the 
exits (Spending) money. Finally, a line indicating the final balance (Incomes – Spending). 

In addition, the last column of the table gives the annual summary in terms of revenue, 
expenditure, and balance. Also, note that this balance may be negative. As is the case in 

our fictional example. Indeed no entry was made in March. But there are expenses of  $ 
11480. 

It’s important to note that the expenses created in  ROMPOS’s “Expenses” menu are taken 

into account in the cash flow of this table. 

 

How to understand the detailed report 
The detailed report is a statistical document presenting the details of the sales made during 
a given period. Thus, it gives you among others information on the daily, weekly, monthly or 

annually turnover. But also interesting details on the invoices issued (Amounts and invoice 



numbers), the list of items sold and much more. So, to understand the importance of t his 
report, we’ll show you where to find it and explain how it works. 

Where would you find the detailed report? 
To find the detailed report, you need to access the “Reports” menu. And then, click on 
the “Detailed report” submenu. 

 
The Detailed report page contains three fields. Two of them allow you to set the period of 
analysis. And the last one, the display format. Once completed, you can display the results 

on a table by clicking on the “Display Results” button. 

1. The “Start date” f ield indicates the beginning period of the report. 

2. The “End date” f ield indicates the end period of the report. 

3. The “Choose format” helps you to set the display format (Detailed or condensed). 

Besides, you can print the detailed report by clicking on the “Print” button. 

 



Detailed report elements explained 
For example, we’ll limit to the analysis of  June 30, 2019. To do so, we’ll set the start date to 
June 30, 2019, and the end date to June 30, 2019. We’ll choose the detailed format to 

better appreciate the information. When you click on the button “Display results” several 
tables will display. 

The list of bills is the first table. It contains information about the date issue, the ID, and the 
total amount of the entry. And also details on the items purchased. Here we have two bills 

saved. The first bill (1) is made on June 30, 2019, at 11:34 Am. His ID is 3T3MD5 for an 
amount of $ 18.04. On the second bill (2), the “sweet & Spicy Nuts” item has been 

purchased 2 times.

 
The Order analysis is the second table. It summarizes the number of completed, refunded 
or partially reimbursed orders. Also it displays their amounts. Here, all the bills are 

completed. 

 
The Analysis of payment is the third table. It allows you to summarizes the different 
payments methods of the analysis period. Thus for the June 30, clients paid by cash ($ 

20.75) and by credit card ($ 18.04). 



 
The Other stats is the fourth table. It gives you some interesting information like the 

average amount of orders (1) or the average price per items (2). 

 
The “Sales by staff” is the fifth table. It essential if you want to know the sells percentage 

per employee. In our case, all the sells were made by one person named “admin”. 

 
So you can print the report if you want to archive it. Click on the “Print” button to perform 

your action. Depending on your browser, a dialog box will be displayed. Make all the changes 
that will suit you, then start printing. 

 



 
 

How does the inventory tracking report works on 
ROMPOS 
 

ROMPOS isn’t just a point of sale. It also has the advantage of having many features including  

reports. One of them is the inventory tracking report. It’s very helpfully for all Shop owner in 
order to check his stock in real time. Today, we’ll see how the inventory tracking report works.  

Inventory Tracking Report : presentation and how it 

works 
We’ll cover this tutorial in two parts. In the first part, we will present the inventory report. And 
in the second, we’ll talk about how it works. 

Presentation 
First of all, the inventory tracking report allows you to view the flow of the incoming and 
outgoing inventory, for a specific time range with the value of the stock. You can access it 

from the aside menu of ROMPOS. So, on the “Reports” menu, click on the “Inventory 
tracking sheet” sub menu. 



 
Once on the stock tracker page, you will see two (02) fields to fill as well as two buttons and 

a table where the results are displayed. 

1. The “Start date” f ield  allows you to set the starting date of tracking. 

2. The “End date” f ield allows you to set the ending date of tracking. 

3. The “Generate report” button allows you to display the results on the table below. 

4. The “Table” where the results are displayed. Thus, for each category of product, you’ll have 

on the one hand the indications on the quantity of the incoming stock (It’s the stock to sell) 

and the numerical value of this stock for the period followed. And on the other hand the 

quantity of outgoing stock (This is the stock sold) and the cash value of this stock for the 

monitoring period. 

5. The “Print” button let you print the inventory tracking report of the specific period. 



 

How it works 
The operating principle of the stock inventory report is quite simple. Once you have chosen 
the follow-up period, you can generate the report. If there is not results, then you probably 

haven’t made any supplies or sales of any products included on the shown categories. You 
should also understand that only child categories directly related to the products are visible 

in this report. (For more explanation please follow the link on how to create a category). 
So, you can define the period of analysis. For this case, we’ll set three (3) months (November 

1st to February 1st). You can either write it on the field provided for this purpose or se lect a 
date on the calendar. Then click on the “Generate Report” button. 

 
Initial analyzes show that for this period, there was no inbound stock. However, there were 
sales for the same period. For example, the sale of  12 pairs of shoes worth € 515.88. 

https://nexopos.com/how-to-create-categories-on-nexopos/


 
And for printing, you can either click on the “Print” button or use “CTRL+P” keyboard 
shortcut in your browser (Chrome, Firefox). 

 

 
 

How to understand the best sales report 
It’s important for any restaurant owner to know which of his menus are the most popular. The 
same goes for a shop owner with his best-selling items. Thus, he can focus on supplying 

these target products. It will also be able to improve or customize the offer of these targeted 
products to increase its turnover. As you’ll have understood, the analysis and understanding 

of such a report are precious for any businessman. And it’s for these reasons that we have 
integrated this report with the ROMPOS features. And the purpose of this tutorial will be to 

show you how it works. 

The best sales report: Presentation and how it works 
We’ll show you the report f irst and then we’ll show you how it works.  



Presentation 
The best sales report is a document that allows you to see the evolution of the best sales 
made over a given period (at least 24 hours). Since then, you’ll be able to target the best-

selling products as well as their peak sale period. This will allow you to anticipate your 
supplies. 

To access this report, you must click on the “Reports” menu on the left side of the 
dashboard. Then enter the submenu “Best sales” as shown below : 

 

 
The Best sales page contains three required fields. When you complete it, click on 
the “Display results” to display results in a chart area. 

1. The “Start Date” f ield indicates the beginning of the period of the report.  

2. The “End Date” f ield indicates the end of the period of the report. 

3. The “Filter by” f ield allows you to set the results in terms of turnover or terms of quantity.  

4. The “Chart” area displays the results. On the abscissa axis, we have the period concerned 

and on the y-axis the quantity made or the turnover made. 

You’ll discover the evolution of the sales made over a given period. Besides, you can 
perform a qualitative analysis by displaying the results by items sold, categories of items 

sold, or deliveries. You have also an option to empty the cache. (This option allows you to 
enter the parameters of a new analysis without having to manually delete the parameters of 

a previous analysis). 
 



 

How it works 
For example, we’ll simulate sales made between June 29, 2019, and July 3, 2019. To begin 

with, we’ll set the start date and the end date of the analysis period. You can either write it on 
the field provided for this purpose or select a date on the calendar.  

 

 
You can then base your analysis on the number of sales or the turnover. When you set it, the 

results are directly displayed. If you left the “Filter by” f ield by default, you must click 
to “Display Results” to display the results. And it should be noted that the results may differ 

based on the chosen analysis. thus, for our example, we’ll show you the results according to 
the number of sales. 

Finally, the results are displayed as curves on the chart. On the top, you have three tabs who 

each one displays its results. The chart displays the results according to items by default. 



(You can view the results of the others tabs by clicking on them). Just below, you have the 
caption. It indicates the color of the curve of each item sold on this period. In terms of 

quantity’s items sold, the “Pastrami” menu is the best with 3 menus sold on July 2, 2019. 
 

 
Since the chart shows you the curves of 5 items sold, it possible for you to restrict the display 

at 2 items for example. This allows focusing on the best-sold items. So, just click on the items 
you wouldn’t appear. 

 
 



 

 

 

How to use the incomes and losses report on 
ROMPOS 
One of the most popular activity reports on ROMPOS is incomes and losses. While 
summarizing a large amount of data, it provides you with relevant information about your 

business. And one of the main things to remember is the calculation of your gross profit 
margin in terms of sales to the day, month and year. It is therefore very important for you to  

know how this great tool works, and especially how to get the most out of it. Hence, this will 

be the object of this day’s tutorial. 

How the incomes and losses report works 
First, we’ll show you how to access this report. To do so, you must follow the fol lowing path 

on your dashboard: Reports> Incomes and Losses. When loading the page, it displays the 
information on the current day by default. 

 

 
Regarding the operation now, two fields are available to you. They serve to delimit the period 
of analysis of your activity. And once completed, click on the “Load” button to display the 

results. 

1. The “Start Date” f ield indicates the beginning of the period of the report. Click on it to display 

the calendar and set the date. 

2. The “End Date” f ield indicates the end of the period of the report. Click on it to display the 

calendar and set the date. 

A table displays the results. The latter presents the sales of items made over the selected 
period. You also have other equally astute buttons. One to print your report and the other to 

export your report as a CSV file. 
 



The Incomes and Losses report explained 
As its name indicates, this report reveals revenue related to the sale of items or services over 
a chosen period. Indeed the gross sales prices per item are displayed (1). In addition, the net 

sales price is taken into account (2). Indeed, if a discount is made for a specific item (3), a 
deduction of  the amount of the discount is made on the gross sale price of the product. And 

the discount is made either as a percentage or a fixed amount. And simultaneously the buying 
prices of the different items sold are given (4). In the end, for each item sold, the difference 

between the net selling price and the buying price is calculated to find the gross profit  (5). 
Other more or less important information is revealed in this report. We have:  

• The date of issue of the invoice of the order. Indeed all orders are displayed in chronological 

order. 

• The identif ication code of the order. This is the code generated when editing the invoice 

• The name of each item sold by order 

• The category of each item sold. 

• The stock management unit of each article sold: This is the unique identif ier given to each 

article. 

• The quantity of each item sold makes it possible to count the items sold . 

All this information can help you easily find an item sold or a particular order. You can also 
check the exact number of items sold over a period. Also over a given period, the report can 

generate the gross turnover, the net turnover, the total discounts, and the realized profit. 
For our example, the period is from 10/07/2019 to 15/07/2019. The gross turnover (Gross 

Sales Price) is $ 57.28. Since no discount has been noted, the net turnover (Net sales price) 
is the same ($ 57.28). The buying price of the items sold is $ 80. Unfortunately, the profit is 

negative ($ -22.72) because the buying price of the items sold is higher than the net sales 
price. 

 
 



How to manage expenses categories on ROMPOS 
When you create an expense on ROMPOS, it’s mandatory to associate it with a category. 
Because it is useful to classify your expenses in order to have a clear and orderly distribution 

of expenses. Thus, the creation of new categories of expenses depends on the nature of the 
different invoices that you establish over a given period. The creation process wi ll, therefore, 

be the main object of this tutorial. We’ll also see how to delete and edit an expense categor y. 

How to create an expense category on ROMPOS 
We’ll show you how to access the “Add a category” page firstly. Then, after explaining the 

creation process, we’ll check the created expenses categories. 

Access to the “Add a category” page 
To start, click on the “Expenses” menu, then go to the “Add a category” submenu. 

 
You can also do it on the “Categories” interface by clicking on the “Add categories of 
invoices” button. 

 

 

The creation process of a category 
Let’s go to the creation process. The “Add a category” page has two fields. 

1. The field “Name” which is a mandatory field. It allows you to name the category of the 

expense. 

2. The “Description f ield. As indicated, you can give a description or additional information on 

the category you are creating. 



Otherwise, you have buttons such as the button “Save” to save your data and move to new 
data entry. You have also the “Save and return to the list” button to save and go to the list 

of categories. And also the “Cancel” button to cancel your data entries. 
As an example, we’ll create the “invariable expenses” category. In this case, the invariable 

expenses collect the charges which little fluctuations over a given time like the annual  rent of 
a shop for example. 

 

 

Checking expenses categories created 
Here, you can now check the list of saved expenses categories in the categories” submenu. 

Enter the name of the category on the bar search to check it. 

 

 

How to delete an expense category on ROMPOS 
In order to delete an expense category, you need to access to the categories list which shows 

all the expenses categories available. This page allows you to delete expenses in 3 different 

ways. You should note that, for all these cases, you’ll always have to confirm your action. 

How to bulk delete expenses categories 
Make a simultaneous selection of all the expenses categories on the table (1) then click 

on “Delete selected” button (2). Also, note that you can display more entries on the table if 
you want to delete more expenses categories. 



 

How to delete multiple expenses categories 
Here, you can delete one or more expenses categories from the table.  

 

How to delete a single expense category 
By clicking on the “Options” button on the far right of your page, you have the “Delete 

Categories of invoices” option to delete an expense category. 

 

How to edit an expense on ROMPOS 
We’ll show you how to edit an expense. In order, you must go to the  “Expenses List” page. 

Make a quick search for the expense to edit. For example the “Computers  



equipment” expense. Click on the “Options” button and select the “Edit invoice” option. 
Once on the page, make any changes that you think are necessary.  

 
After having made your modification, don’t forget to save that by clicking on 

the “Save” button. 
 

How to manage expenses on ROMPOS 
ROMPOS offers a lot of features essential to the smooth running of your business. One of 
these features is the ability to manage expenses related to your activity (Water, electricity, 

equipment). As part of this tutorial, we’ll show you how to create, delete and edit an expe nse 
on ROMPOS. 

How to create an expense on ROMPOS 
To create an expense on ROMPOS, You must first create expense categories. A good 
distribution of expenses facilitates accounting analysis. In this section, we’ll show you how to 

access the “New Expense” page. Then, after explaining the creation process, we’ll show you 
how to check the created expenses. 

How to access to the “New Expense” page 
To start, click on the “Expenses” menu, then go to the “New Expense” submenu. 

 
You can also do it on the “Expense list” page by clicking on the “Add invoice” button. 
 



 

Creation process 
Let’s explore the “New expense” screen. This latter has seven fields. Some of which are 

required. 

1. The field “Name” which is a mandatory field allows you to name an expense. 

2. The “Invoice price” f ield is also a required field. Here, you must set the invoice’s amount.  

3. The field “Category” which is mandatory also allows you to classify your expense in a 

heading which you’ll have previously defined. 

4. The “Reference” f ield is usually the identif ier number of the expense. It’s not mandatory but 

remains an important element for search on the list of expenses. 

5. The “Description” f ield allows you to provide more information. 

You also have buttons such as the “Upload a file” button that allows you to load a supporting 
document. Then you have the button “Save” to save your data and move to new data entry, 

the button “Save and return to the list” to save and go to the list of expenses, and finally 
the button “Cancel” to reset your data entries . As an examp le, we’ll create an electricity bill 

that we’ll classify in the category of variable charges. 
 



 

Checking expenses created 
Here, you can now check the list of saved expenses on the “Expenses list” screen. Also, 
note that you can click on the supporting document to enlarge it. 

 

 

How to delete an expense on ROMPOS 
In order to delete an expense, you need to access to the expenses list which shows all the 
expenses available. This page allows you to delete expenses in 3 different ways. You should 

note that, for all these cases, you’ll always have to confirm your action. 



How to bulk delete expenses 
Make a simultaneous selection of all the expenses on the table (1) then click on “Delete 
selected” button (2). Also, note that you can display more entries on the table if you want to 

delete more expenses. 

 

 

How to delete multiple expenses 
Here, you can delete one or more expenses from the table. 

 

 

How to delete single expense 
By clicking on the “Options” button on the far right of your page, you have the “Delete 
invoices” option to delete an expense. 



 

How to edit an expense on ROMPOS 
We’ll show you how to edit an expense. In order, you must go to the  “Expenses List” page. 

Make a quick search for the expense to edit, for example, the “Computers  
equipment” expense. Click on the “Options” button and select the “Edit invoice” option. 

Once on the page, make any changes that you think are necessary.  

 
After having made your modification, don’t forget to save that by clicking on the 

“Save” button. 

Troubleshooting 
An error message appears, prompting the user to check the fields when : 

• You create an expense with a name already in use, the creation will fail. 

•  While setting up an expense, if you forget to fill in one of the required fields, the creation will 

fail. 
 

How to read the expenses report on ROMPOS 
The expense report is essential for any store owner since it allows him to evaluate expenses 

related to his business over a given period. Thus, depending on the turnover achieved over 



the period, he can easily determine whether he realizes profits or not. So, to learn how to 
read the expense report, we’ll f irst show you where to find it. And then, explain all the elements 

of this report. 

Where would you find the expenses report? 
In order to find the expenses report, you need to access the “Reports” menu. And then, click 

on the “Expenses report” sub menu. 

 
The Expenses report page contains two required fields. Once completed, the results are 
displayed on a table. 

1. The “Start date” f ield indicates the beginning period of the report. 

2. The “End date” f ield indicates the end period of the report. 

3. The “Table” displays the results. Here, you’ll f ind the amount and some informations for the 

involved period. 

In addition, two buttons are available. One of them allows you to display the results (Load 

button). Another one helps you to print the report (Print button). 
 

Expenses report elements explained 
In order to explain the expenses report elements, we’ll simulate expenses dur ing a random 
period (Learn how to create an expense). Thus, the following table presents the expenses 

entries over a period from 01 February to 30 March. Moreover, note that some of these 
expenses weren’t made during the period. So, we advise you to save the expense invoices 

as they are done. Indeed, this lets you to have a precise follow-up. 

https://nexopos.com/?p=195&preview=true


The most important element is the total amount of expenditure f or the period: $ 11480. It 
should also be noted that, for the first entry of the table, $ 120 corresponds to the amount of 

the water bill in February. 
 

 
So you can print the report if you want to archive it. Click on the “Print” button to perform 
your action. Depending on your browser, a dialog box will be displayed. Make all the changes 

that will suit you, then start printing. 
 

 
 

How to monitor the cashiers activities on ROMPOS 
Cashiers are responsible of selling goods in return for a payment (usually). Often on 
groceries stores, they are assigned to a register where they can execute their daily task : 

• Count money in cash drawers at the beginning of shifts to ensure that amounts are correct 

and that there is adequate change 

• Receive payment by cash, check, credit cards, vouchers, or automatic debits 

• Issue receipts, refunds, credits, or change due to customers. 
During their working session, the store owner will need : to have an overview of what are 

the sales made by the cashier; the amount entered at the beginning and the end of the shift 

in comparison with the expected amount. In this tutorial, we’ll show you how to track the 
cashier activity in detail on ROMPOS. 

https://nexopos.com/how-to-use-registers-on-nexopos/


How to enable the user session monitor on ROMPOS 
In order to use that feature, you need to access to the checkout settings (a sub menu of 
ROMPOS Settings). Then once on the checkout settings, click on “registers” tab. 

 

 
From here, you need to make sure the registers feature is enabled. Enabling the registers 

enable new settings such as “user sessions” and “cashier idle time“. Here is in what both 
consist : 

• Enable Users Sessions : helps you to compute working time of a cashier. This is useful if 

you pay your cashier based on their working time. 

• Cashier Idle Time: let you determine after how many minute the working time counter 

should stop, basically because of inactivity of the cashier. 

Once you’ve set that, you’re ready to read the dedicated report.  

How to monitor the working hours and more 
ROMPOS ship a dedicated report which let you see the working hours of a cashier and 
what is the closing balance entered by the cashier along with the expected amount based 

on the sales made. Let’s access to the report. Click on Reports then  User History Report. 



 
This report is quite easy to understand. The report let you select for which  cashier would 

you like to display the report. So you can select a cashier, a register and a time range.  
 

 
Once set, click on “Generate Report“. This should create a section of boxes with daily 
informations such as follow : 



 
The report can also show when the user is working or not. 

 

How to use the kitchen screen on ROMPOS 
The kitchen screen is the UI where the chef can see incoming orders and manage them. By 

managing, we mean changing the state of the meal from “pending” to “ready“. This tutorial 
will let you know all what you need to know about the kitchen screen. 



Who can use the kitchen screen ? 
Basically the chef and the administrators can have access to the kitchen screen. However, 
you can use the permission manager module to grant the access to others roles as well. 

The configuration has been made this way to ensure a fair and balanced permission 
attribution. 

How to enable the kitchen screen ? 
You need to make sure that the kitchen screen is not disabled on the kitchen settings. You 
need to access to “restaurant settings” from ROMPOS settings. 

 
Now from the restaurant settings, you need to search for the option “Disable Kitchen 

Screen” and make sure it’s set to “No”. 

 
Once that you’re set, make sure to save your settings. 

How to use the kitchen screen 
Once that the kitchen screen is enabled, you’ll be able to access to is on the restaurant 
menu available on the dashboard. Click on “Restaurant > Kitchen View“. 

 
Note that if that option doesn’t appear on your system, then probably the kitchen view has 

been disabled in favor of multiple kitchens view explained here. 



How does the kitchen works ? 
If an order is placed from the POS, wether it’s a paid or not paid orders, that order will be 
send to the kitchen. You have the choice using the permission manager to disable sending 

to the kitchen in order to force a payment of an order before it’s being cooked at the kitchen. 
Once the order is send to the kitche, you have access to the kitchen features which are the 

same wether you’re using a single kitchen view or a multiple kitchen view. 
 

 

• Order Code : This is the reference of the order. It can either be a random code or a date 

with a number sequence. 

• Order Type: this is the acutal order type. It can be “Dine in”, “Take away” or “Delivery” 

• Order Details : this section hold specific informations about the order. For example, if the 

order is a Dine in order, the place where the order has been placed will be shown. 

• Order Items : list all the items choosed by the customer including the modifiers. 

• Order Controls: list all actions which can be performed over the item. 

Start cooking a meal or item 
Each order items can be cooked individually. In order to start cooking an item, you need to 
select that (click hover the row), and the line will be hightlighted in blue. 

 



 
Now you can click on “Cook” to start cooking the meal. Doing that will change the state of 
the order from “pending” to “on going“. And this information will be reflected when the 

waiter/cashier check the table history. Once the cooking is ready, you need to select the 
same item again and click on “Ready“. 

 

 
  

How does the split print works on ROMPOS 



Why using multiple printers for a Restaurant 
in terms of separation of concerns, it’s usually recommended to split large tasks into small 
ones. The purpose of using multiple printers is to assign a specific task to a specific kitchen. 

You may then have a kitchen responsible of preparing drinks, another one for pizza.  

How to use multiple printers with ROMPOS 
The multiple printers go along with the kitchen view which might be used with or without the 

printers. So the first thing to check is to verify if the multiple kitchens option is enabled. This 
options is called “Hide Areas and Rooms” which option should be set to “No”.  

 

Once you’ve set that, you’ll have to assigna printer to a kitchen on the same page, but on 
the right side. 

 



The last step on the setting will be to define which Printing option would you like to use. 
Even if you assign a printer to a kitchen, it won’t work perfectly if the printing options are not 

set correctly. So, from the printing options, you’ll have to selection the option “Kitchen 
printers” in order to use kitchen printers rather than the default one. 

 

Categories split for each kitchens 
In order to split orders send to the kitchen, you need to assign which categories are  handled 

by which kitchen. Basically that means, if you would like a kitchen to receive all drinks 
proceeded from the POS, you need to assign the categories under which the d rinks items, 

are linked. We assume here that it’s the category “Drink” or “Juices” . 

 

You can assign unlimited category, but make sure to avoid assigning an already assigned 
category to any kitchen. Once you’re done, save you setting and that’s all.  
 

How to manage ready orders on ROMPOS 
If  you’re using ROMPOS for your restaurant, then you might want to know how the ready 
orders are handled. ROMPOS ship various UI and controls, which let you manage the orders 

once it has been send to the kitchen and being cooked. Before doing that, you need to know 
what are the state of the orders. We’ll explore it from the creation, till the moment it’s collected 

and served to the customer. 

What are the various order states ? 
Once an order is being placed on ROMPOS, you have the choice to send it to the kitchen 

with or without payment. Once send to the kitchen, the order takes the state “pending” which 

basically mean the order has yet been placed and it’s not yet handled by the chef. The chef 
can start cooking the meal which change the status from “pending” to “ongoing“. And if one 

of the item within the mean is ready the state will change to “partially ready” or “ready” if all 
items within the meal are ready. What we’re about to cover today is how the order should be 

managed once it has been set as ready. 

How to monitor ready orders from the POS 
Once an order is ready, it’s available from the “Ready Orders” popup available on the POS. 



 
When the ready orders popup is open, all ready orders are listed and can then be printed and 
paid. You need to click on the “Ready orders” button to proceed.  



 
Note that this popup shows all order(Dine in, Takeaway, Delivery).  You can manage ready 
orders from the table management. But the tables management only shows Dine in orders. 



 
Now you can select the table where the order has been placed to see the availables controls. 

We’ll then click on “Table A” which already have order placed above (since the timer is 
running). 

 
You need to select an order in order to see all the controls available for that order. These 

controls usually looks like this : 



 
Here are the available controls and a brief description of what they does : 

• Checkout : Open the payment popup to proceed to the payment of an order.  

• New Item: let you add more items to the order placed on that table (This action is not possible 

of the other order types). 

• Print : print the order using the regular printing. Nexo Print Server  will be supported soon 

here. 

• Change Table: to switch that order to another table 

• Details: to show the details of the order 

How to collect meals from the POS using the waiter 

screen 
the purpose of collecting meal individually, is to make sure as the order is being cooked, the 

ready items can yet be servedd to the customer. This help the waiter to  provide a quicker 
service and the customer to wait less. The ready meal popup let you handle then meal 

individual and it’s available close to the ready orders button. 



 
This show all ready items for each order partially ready or completely ready. The waiter can 
then collect a meal and then server it to the customer based on the available informations. 

 
The waiter screen is also available on the dashboard, in case the waiter should’nt have 

access to the POS. 
 



 
Unlike the Waiter Screen available on the POS, this latest set the entire order as collected.  
 


