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For information about customer support, please visit our homepage at
http://www.treezsoft.com on the World Wide Web.

Copyright © 2011 TreezSoft Computing Sdn Bhd. All rights reserved. TreezSoft and the
TreezSoft logo are trademarks or registered trademarks of TreezSoft Computing Sdn Bhd.
Other company and products mentioned herein are trademarks or registered trademarks of
their respective companies.

The content in this user guide is believed to be accurate and reliable. This user guide is
provided for informational purposes only, is subject to change without notice, and cannot
be construed as a commitment by TreezSoft Computing Sdn Bhd.

TreezSoft Computing Sdn Bhd assumes no responsibility or liability for any errors or
inaccuracies that may appear in this user guide, and for any damages, direct or indirect,
resulting from or related to its use.
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Step 1: How to Subscribe to POS?
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To subscribe for TreezSoft Point-of-Sales system, go to TreezSoft Billing

(https://billing.treezsoft.com/). Enter your User ID & Password (The email & password when
you created your account)

@Treezsoft Billing Ng Soo Fing  Logout

Home My Profile My Subscriptions My Bills My Payments Setup Company

Subscriptions

The list below shows the companies under your subscription. Select a company and hit the Remove button to remove the company from your subscription.

Once a company is removed from subseription, you have until its expiry date to print out your reports. However, you will not be able to add,delete or modify any records.

To re-instate a cancelled company, please call support at 603-8073 7227 for assistance.

List of Companies
Mame Subscription Status Due Date Expiry Date Add-en This Month
This Month  NextMonth | InlUse | Action Ameunt Due
=3 TreezSoft Computing Sdn Bhd Subscribed 31i-Jan-2013
Add-0n : Paint of Sale 0 0 0
Add-On : Job Order 0 0

Step 1) Look for the Company you want to subscribe POS.

Step 2) Click on & icon to add a license.
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Step 2: First Time Login

Once you have finished step 1, it is time to logging into TreezSoft POS for the first time. For
first time login, you need to configure all the necessary settings so your POS will be able to
run smoothly during your business operations. To do the configuration, you are required to
login using your administrative ID (the email address you used to register TreezSoft
Accounting with)

To login, please go to https://accounting.treezsoft.com/pos

Now you have logged into TreezSoft POS. The illustrated image is the main screen you will

see.

@Treezsoﬁ Paint of Sale el

Terminal Item Search History Day-End Closing Settings Reports

Sales Sales Listing summary

Sales

This terminal is disabled due to incorrect settings. Please assign this machine as a terminal to record sales. ]

Stock Group

Qty Description Price Disc Amount -

Code Name Price

Salesperson Sub Total 0.00
Tax 0.00
Rounding Adjustment 0.00
Net Total 0.00

Cashier: Location: Terminal:

Please be noted that you will see the warning message:

This terminal is disabled due to incorrect settings. Please assign this machine as a
terminal to record sales.
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It is normal to see this warning message because your terminal has yet to be configured.
Follow the simple next instructions to configure the settings accordingly.

Step A) Go to Setting -> Location |

Terminal Item Search Customers History Day-End Closing Settings ’_
Locations 2 Users User Roles Preferences

Locations

Locations are defined in TreezSoft Accounting. To define new locations, please login to TreezSoft Accounting and access the Manage Locations under Stock.
‘You need to enable a location for POS befaore setting up a terminal.
Code =« Mame Description Code®

Branch Branch
HQ HeadQuarter HeadQuarter

Name* Branch

Description |

Phone No.
Fax No.
Email

Address

City
State
Post Code

Country R

Mote: After you have defined your layout, you will be shown the layout
everytime before recording any sales.

1. Select the location you want to enable POS with, and then mark a tick in the
checkbox (as shown in the illustration).

2. Click Save to confirm your selection.

Be informed that the locations are only definable in TreezSoft Accounting.
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Step B) Go to Setting -> Terminal Setup

@Treezsoft Point of Sale

Terminal Item Search History Day-End Closing
Locations Terminals F‘ User Roles Preference

Puchong Gateway L... ¥ Sample ¥ Logout

Terminals
Code ~ Name Receipt Template Location Code* NSG_PC
NSG_PC NSG Full Page Receipt factory outlet 1 X
Name* NSG
NTF_PC NTF Standard Receipt factory outlet 1 x
SF_PC NSF Standard Recsipt HeadQuarter % | Receipt Templste | A4 Size Receipt A
Location factory outlet 1 v
e omee (D
RECEIPT
NUMBER® 0001
PREFIX Prefx__1
SUFFIX Prefx_ 2
[7] Include address in receipt
[7] Include Company Logo in receipt
Footer Text 1 testing line 1
Footer Text 2 testing line 2
Footer Text 3 testing line 3
SALES ORDER
NUMBER* 0001
PREFIX Prefix__SO1
SUFFIX Prefx__S02
[7] Include address in sales order
[¥] Include Company Logo in sales
order

Footer Text 1 testing line footer 1
Footer Text 2 testing line footer 2

Footer Text 3 testing line footer 3

=0 =

1. Click on New Terminal to create a terminal.

2. Enter the details accordingly. Fields mark with asterisks (*) are required fields.

3. After configuring your settings, click on Save to confirm the records.

A friendly reminder: You might want to try printing out the
receipt/sales order to see how is your receipt/sales order’s
Prefixes/Suffixes/Footers look like.

Page | 6



S@_ TreezSoft

Step C) Go to Setting -> Users

C-i) List of Users

@TTEEZSOft Point of Sale Puchong Gateway L... ¥ Sample ¥  Logout

Terminal Item Search Hifﬁory Day-End Closing Settings
Locations Terminals Users bS Preference I

List of Users

You can maintain all your internal or external users here.
You will assign access rights to them based on their rele in every company which they have access to.
Click on the User ID to view their assigned rights or change their password.

71 User ID Name No. of assigned companies Type Status Last activity on
[F] | sample Sample 5 Administrator Active  Jul 11, 2012 17:39:01
D sample2 sample2 1 User Active Jul 11, 2012 19:37:45

{ | Page |1 |ofi| b bf |

&

Displaying 1-20f 2

[ rev | osetesamcsinr |

As illustrated is the List of Users screen. It will display all the users you have created in
TreezSoft.

Click on New User to setup a user.

1. If you want to edit a user, click on the hyperlinked username.

2. To delete user(s), tick on the checkbox next to him and then click Delete selected
user(s).

This action is irreversible so please consider carefully.
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C-ii) Manage User Details / Create User

@Treezsoft Point of Sale Puchong Gateway L... ¥ Sample ¥  Logout

Terminal Item Search History Day-End Closing Settings Reports

Locations Terminals Users User Roles Preference

User Details

Enter the User's name, user ID and password. Assigned to

Name® Company Name Location Role

X
User ID*

User ID are unique throughout TreezSoft and
cannot be changed once the user signs in to
TreezSoft,

Password™

Password is case-sensitive and must be at least 6
alphanumeric characters. Please ensure the user
logs in and change their password immediately.

[ This user no longer in use.

Set as Administrator?
[ Administrator User
As an administrator, the user has full access rights to all companies. The

user also is allowed to access My Account to add user, and manage
account details.

o | oo

1. Enter the desired name, user ID and password into the particular fields. Fields mark
with asterisk (*) are required fields.

2. Assign the user to the specific company and his roles on the right section (As
illustrated with the red arrow).

3. If you want to assign more than one company to the user, click Add line to add
additional companies to him.

4. If you want to assign the user as administrator of TreezSoft POS, tick the checkbox
which is below of the “Set as Administrator?” (As illustrated with the black arrow).

5. Click on Save to confirm your records.
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Step D) Go to Setting -> User Roles

D-i) Manage User Roles

@Treezsoft Point of Sale Puchong Gateway L... ¥ Sample ¥ Logout

Terminal Item Search History Day-Egd Closing Settings 1
Locations Terminals Users User Roles 2 r

Manage Users Roles

Set up roles in each of your company.
Every user you create is assigned one role in each company. This role is based on the permissions you give them.

| Role Description

[F] | Manager Role User has full access to all POS modules.

[ | Supervisor Role User has full access to all sales related modules.

[ | Cashier User has full access on cash sales, sales order, item search and terminal summary report module only.

&

| Page |1 of1 | Displaying 1-3of 3

New User Role Delete selected role(s)

After setting up users, you shall then proceed to manage the user roles. As illustrated above
is the list of User Roles defaulted by the system. It will also display other user roles you have
created in TreezSoft POS. (Be noted that all copy(s) of your TreezSoft POS will share the
same user roles. Redefining new roles are not required.)

1. Click on New User Role to setup a user role.

2. If you want to edit an existing user role, click on the hyperlinked user role type.

3. To delete user role(s), tick on the checkbox next to it and then click Delete selected
role(s).

Deleting a user role is irreversible so please consider carefully.
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D-ii) Creating a New User Role

@Treezsoft Point of Sale

Terminal Item Search History
Locations Terminals Users
User Role

Role®

Description

Allo Module name .«

=

Daily Sales Report
Day End Closing
History

Item Sales Summary Report
Ttem Search

Location

Manthly Sales Report
Preference

Sales

Sales

Sales

Sales

Sales Summary Report
Terminal

Top Selling Items Report

e

User

Setall to Fullaccess  Set all to Mo access

T %

User Roles

Day-End Closing

Preferences

Specify the user role and access rights within TreezSoft Point of Sale.

Set*ﬁss rights on each module for this role. To do this, dick on the chedkbox at the Allow column.

Description
Allow to access Daily Sales Report
Allow to perform Day End Closing
Allow to access Sales history
Allow to access Sales Summary Report
Allow to access item search
Allow to manage Location
Allow to access Monthly Sales Report
Allow to access preference
Allow to access Terminal Sales
Allow to overwrite price
Allow to void Sales
Allow to refund money
Allow to access Item Sales Summary Report
Allow to setup Terminal
Allow to access Top Seling Items Report

Allow to manage users

Laptop Servicing ... ¥

Ng Soo Fing ¥ Logout

»

m

1. Enter the desired Role name and description. Field(s) mark with asterisk (*) is

required field.

2. To set access rights on each module for the role, tick the checkbox at the Allow

column. (As illustrated with the red arrow)

3. To set either full access or no access to the role, click on the hyperlinked text. (As

illustrated with the black arrow)

4. Click on Save to confirm your selections.
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Step E) Go to Setting -> Preferences

Terminal [tem Search Customers History Day-End Closing Settings ’LE

Locations Terminals |sers IJser Roles Preferences 2

Preferences

These settings are shared across zll terminals of the company.

Business Type

Choose a Business Type that suits your business as each Business Type & having its customized sales screen that
handles the daily sales operation. Business Type is not allow to change i you have sales that not ywet post in Day-End
Closing

Business Typs™ Retail Business

Tax Type

Set whether the tax amount is based on the selling price (Tax BExclusive) or included in the sslling price (Tax inclusive}
Type* Tax Exclusive b

Accounting

Please set the default COA for posting to TressSoft Accounting
Rounding Adjustment Account® | 5000000 e

Top-Up

Tick this check bo[df] to enzble top-up festure. Then, specify the posting sccount and payment name
Account 4453/000 et

Payment Name Credit Bzlznce

Payment Types

Type™® Mame® Account®
Cash Cazh 3010/010 X
Credit Card VISA 3010050 =
Cradit Card ACER 3010/050 =
Credit Card DINERS 3010/050 x
Chegus CHEQUE 3010020 X
Credit Card MASTER 3010050 =

Preferences are where you setup your Business Type and Accounts posting. This is a very
important step because the setting in this screen will determine where the sales will be
posted to.

The account codes are all linked up with TreezSoft Accounting, so you do not have to define
new account codes. Click on the dropdown arrow you will find an exactly same set of
account codes here.
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Business Type:
e There are two types of business types:
a) Retail business: Select this if your business is a retail business
b) Massage/Spa Business: Select this if your business is a massage/spa business
Tax Type:
e Set if all the selling prices are tax inclusive or exclusive
Accounting:
e To set the account which rounding adjustments will be posted to
Top-up:
e To set the account which credit top-ups will be posted to
Payment Types:

e To set the accounts which payments will be posted to
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Step 3: Nearly Finish!

To complete the setting up of the terminal; you are required to do these final steps:

@Treezsoﬁ Point of Sale Sample Company

Terminal Item Search History Day-End Closing Settings Reports

Sales Sales Listing Surmmary

Sales

This terminal is disabled due to incorrect settings. Please assign this machine as a terminal to record sales. l

Stock Group Al

Qty Description Price: Disc Amount _

Code Name Price

Salesperson Sub Total 0.00
Tax 0.00
Rounding Adjustment 0.00
Net Total 0.00
Cashier: Location: Terminal:

Step 1) Click on the company name

I Sample Company

Switch Company - Assign Terminal

Step 2) A popup (As illustrated above) will be displayed, click on Assign Terminal to assign
this computer as the POS terminal for this location.

Switch Company - You can switch from current company to the other (if you assign more
than one companies to the current user ID) by clicking on it, to view the reports or history.
However once you switch to a company different than the currently assigned terminal. You
will not be able to perform any sales until you switch back.
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Assign Terminal

To assign this computer as a terminal, please select the location and
terminal it represents,

To setup a terminal, please go to Setting > Terminals

Location: | HeadQuarter |V’ |

Terminal: | Terminal 1 | 0 |

Clear Settings “ Cancel

Step 3) After clicking on Assign Terminal, you will see this popup window. Enter the Location
and the Terminal you want to assign with. Click OK to confirm and proceed.
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Hardware Requirements

Barcode Scanners

Almost any barcode scanner will work as long as it can read code-128 and is programmed to hit

return (enter) after scanning each item.

Receipt Printers

The recommended receipt printer for TreezSoft POS is the Optimus C2008 using the Firefox browser,

the Chrome browser or the Safari browser. Although this is the recommended printer, you can try your

own to see if it will work correctly. (Make sure to set margins to 0 and remove any headers/footers).

Cash Drawers

The only types of cash drawers that are possible to support (that open automatically) are the ones
that connect to a receipt printer such as MK-410. This is because we require the RJ11 cable

(telephony port) to trigger the cash drawer to come out automatically.
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