
FlashPOS User Manual (Admin Side) 
 

 

 

 



Contents 
Log In ..................................................................................................................................................... 5 

Dashboard ............................................................................................................................................... 8 

Category.................................................................................................................................................. 9 

Adding Product Categories .................................................................................................................. 9 

Editing Product Categories ................................................................................................................ 11 

Deleting Product Categories .............................................................................................................. 12 

Product .................................................................................................................................................. 13 

Adding Product ................................................................................................................................. 13 

Editing Product.................................................................................................................................. 15 

Deleting Product ................................................................................................................................ 16 

Stock Entry ........................................................................................................................................... 20 

Loading Products ............................................................................................................................... 20 

Delivery ............................................................................................................................................ 22 

Waste ................................................................................................................................................ 23 

Ending ............................................................................................................................................... 25 

Save Stock Entry ............................................................................................................................... 27 

Synch Stock Entry ............................................................................................................................. 28 

Print Stock Entry ............................................................................................................................... 29 

Export to File .................................................................................................................................... 29 

Payment Type ....................................................................................................................................... 31 

Adding Payment Type ....................................................................................................................... 31 

Editing Payment Type ....................................................................................................................... 33 

Deleting Payment Type ..................................................................................................................... 34 

Transaction Type ................................................................................................................................... 35 

Adding Transaction Type .................................................................................................................. 35 

Editing Transaction Type ................................................................................................................... 37 

Deleting Transaction Type ................................................................................................................. 38 

Employee Type ..................................................................................................................................... 39 

Adding Employee Type ..................................................................................................................... 39 

Editing Employee Type ..................................................................................................................... 41 

Deleting Employee Type ................................................................................................................... 42 

Employee Role ...................................................................................................................................... 43 

Adding Employee Role ...................................................................................................................... 43 



Editing Employee Role ...................................................................................................................... 45 

Deleting Employee Role .................................................................................................................... 46 

Employee .............................................................................................................................................. 47 

Adding Employee .............................................................................................................................. 47 

Editing Employee .............................................................................................................................. 49 

Deleting Employee ............................................................................................................................ 50 

Employee Users .................................................................................................................................... 51 

Adding Employee User ...................................................................................................................... 51 

Sales Summary Report .......................................................................................................................... 53 

Printing ............................................................................................................................................. 54 

Print Preview ..................................................................................................................................... 55 

Exporting File.................................................................................................................................... 55 

Order Sales Inquiry Report .................................................................................................................... 58 

Printing ............................................................................................................................................. 59 

Print Preview ..................................................................................................................................... 60 

Exporting File.................................................................................................................................... 60 

Sales Inquiry Report .............................................................................................................................. 63 

Printing ............................................................................................................................................. 64 

Print Preview ..................................................................................................................................... 65 

Exporting File.................................................................................................................................... 65 

Product Masterlist Report ...................................................................................................................... 68 

Printing ............................................................................................................................................. 68 

Print Preview ..................................................................................................................................... 69 

Exporting File.................................................................................................................................... 69 

Employee Masterlist Report................................................................................................................... 72 

Printing ............................................................................................................................................. 72 

Print Preview ..................................................................................................................................... 73 

Exporting File.................................................................................................................................... 73 

Remittance Entry ................................................................................................................................... 76 

Load .................................................................................................................................................. 76 

Edit ................................................................................................................................................... 77 

Save .................................................................................................................................................. 78 

System Settings ..................................................................................................................................... 79 

Dark Mode ........................................................................................................................................ 79 

Background Image............................................................................................................................. 80 



Browse Background Image ................................................................................................................ 80 

Theme Color ..................................................................................................................................... 82 

System Backup .................................................................................................................................. 83 

System Restore .................................................................................................................................. 84 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Log In 
How to Login to FlashPOS System Admin Side? 

Step 1: Go to your USB Drive ex. D: 

 

Step 2: Double Click run.bat file. 

 

 



Step 3: If asked to link the USB to your computer, click Yes. 

 

Step 4: Click OK. 

 

 



Step 5: Read BMWare Software Development License Agreement then click “I Accept”. 

 

Step 6 : Default User Account/Password: admin / admin

 



Dashboard 
This Screen will display your Sales Record. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Category 
Use to add new Product Categories to show in the Cashier Side 

How to use Product Category Maintenance? 

 

Adding Product Categories 
Step1: Click Add Category button. 

 



Step 2: Enter Category to be added along with the BG color and Font Style. 

 

Step3: Click Save. 

 

 

 



Editing Product Categories 
Step 1: Click the Category you want to edit and click Edit Button then Input edit details. 

 

Step 2: Click Update. 

 

 



Deleting Product Categories 
Step 1: Click the Category you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

 

 



Product 
Use to add new Product to show in the Cashier Side. 

How to use Product Maintenance? 

 

Adding Product 
Step 1: Click Add Button and Input product details. 

 



Step 2: Click Save. 

 

Step 3: Click OK. 

 

 

 



Editing Product 
Step 1: Click the Product you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

 

 



Deleting Product 
Step 1: Click the Product you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

 

 

 



Product Image 
Step 1: Click a Product and click Edit Button 

 

Step 2: Click Browse. 

 

 

 



Step 3: Locate the image you want to add. 

 

Step 4: Click Open File. 

 

 

 



Step 5: Click Update. 

 

Step 6: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Stock Entry 
A Stock Entry let’s you record your Item Inventory. 

How to use Stock Entry? 

 

Loading Products 
Step 1: Click Load Button. 

 



Step 2: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Delivery 
Step 1: Double Click the Product that you want input Delivery. 

 

Step 2: Input Quantity. 

 

 

 



Step 3: Click Ok Button. 

 

Waste 
Step 1: Double Click the Product that you want input Waste. 

 

 

 



Step 2: Input Quantity. 

 

Step 3: Click Ok. 

 

 

 



Ending 
Step 1: Double Click the Product that you want input Ending. 

 

Step 2: Input Quantity. 

 

 

 



Step 3: Click Ok 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Save Stock Entry 
Step 1: Click Save Button. 

 

Step 2: Click OK. 

 

 



Synch Stock Entry 
Step 1: Click Synch Button. 

 

Step 2: Click OK. 

 

 



Print Stock Entry 
Step 1: Click Print Button. 

 

Step 2: Input Print Report.  

Step 3: Then click Print Button. 

Export to File 
Step 1: Select File Type 

Step 2: Click the (…) Button. 

 



Step 3: Enter File name and Click OK 

Step 4: Click Export Button 

 

Step 5: Click OK 

 

 

 

 



Payment Type 
How to use Payment Type Maintenance? 

Adding Payment Type 
Step 1: Click Add Button. 

 

Step 2: Input Payment Type and Description. 

 



Step 3: Click Save. 

Step 4: Click Ok. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing Payment Type 
Step 1: Click the Payment Type you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

Step 3: Click OK. 

 



Deleting Payment Type 
Step 1: Click the Payment Type you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

Step 3: Click Ok. 

 



Transaction Type 
How to Use Transaction Type Maintenance? 

Adding Transaction Type 
Step 1: Click Add Button. 

 

Step 2: Input Transaction Type Description. 

 



Step 3: Click Save. 

Step 4: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing Transaction Type 
Step 1: Click the Transaction Type you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

Step 3: Click OK. 

 



Deleting Transaction Type 
Step 1: Click the Transaction Type you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

Step 3: Click OK. 

 



Employee Type 
How to use Employee Type Maintenance? 

Adding Employee Type 
Step 1: Click Add Button. 

 

Step 2: Input Transaction Type Description. 

 



Step 3: Click Save. 

Step 4: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing Employee Type 
Step 1: Click the Employee Type you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

Step 3: Click OK. 

 



Deleting Employee Type 
Step 1: Click the Employee Type you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

Step 3: Click OK. 

 



Employee Role 
How to use Employee Role Maintenance? 

Adding Employee Role 
Step 1: Click Add Button. 

 

Step 2: Input Employee Role, Description and Access. 

 



Step 3: Click Save. 

Step 4: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing Employee Role 
Step 1: Click the Employee Role you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

Step 3: Click OK. 

 



Deleting Employee Role 
Step 1: Click the Employee Role you want to delete and click Delete Button. 

 

Step 2: Click Yes. 

Step 3: Click OK. 

 



Employee 
How to use Employee Maintenance? 

Adding Employee 
Step 1: Click Add Button. 

 

Step 2: Input Employee Information. 

 



 

Step 3: Click Save. 

Step 4: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Editing Employee 
Step 1: Click the Employee you want to Edit then click Edit Button and input edit details. 

 

Step 2: Click Update. 

Step 3: Click OK. 

 



Deleting Employee 
Step 1: Click the Employee you want to delete and click Delete Button. 

 

Step 3: Click Yes. 

Step 4: Click OK. 

 



Employee Users 
How to use Employee Users Maintenance. 

Adding Employee User 
Step 1: Click an Employee and then click Edit Button. 

 

Step 2: Input Employee’s username, password and role. 

 



Step 3: Click Update. 

Step 4: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sales Summary Report 
This screen summarizes a business's sales activities. 

How to use Sales Summary Report? 

Step 1: Click Filter Button. 

 

Step 2: Select Start Date and End Date. 

 



Step 3: Click Ok. 

 

Printing 
Step 1: Click Print Button. 

 

 



Print Preview 
Step 1: Click the Print Preview Button. 

 

Exporting File 
Step 1: Select file type. 

 



Step 2: Click the (…) Button 

 

Step 3: Enter File name and Click OK. 

Step 4: Click Export. 

 

 



Step 5: Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Order Sales Inquiry Report 
This screen helps you track and review sales transactions. 

How to use Order Sales Inquiry Report? 

Step 1: Click Filter Button. 

 

Step 2: Select Start Date and End Date. 

 



Step 3: Click Ok. 

 

Printing 
Step 1: Click Print Button. 

 

 



Print Preview 
Step 1: Click the Print Review Button. 

 

Exporting File 
Step 1: Select file type. 

 

 



Step 2: Click the (…) Button 

 

Step 3: Enter File name and Click OK. 

Step 4: Click Export. 

 

 



Step 5: Click Ok. 

 

 

 

 

 

 

 

 



Sales Inquiry Report 
This screen helps you track and review completed sales. 

How to use Sales Inquiry Report? 

Step 1: Click Filter Button. 

 

Step 2: Select Start Date and End Date. 

 



Step 3: Click Ok. 

 

Printing 
Step 1: Click Print Button. 

 

 



Print Preview 
Step 1: Click the Print Review Button. 

 

Exporting File 
Step 1: Select file type. 

 

 



Step 2: Click the (…) Button 

 

Step 3: Enter File name and Click OK. 

Step 4: Click Export 

 

 



Step 5: Click Ok. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Product Masterlist Report 
This screen will display all of the products in your database. 

 

Printing 
Step 1: Click Print Button. 

 

 



Print Preview 
Step 1: Click the Print Review Button. 

 

Exporting File 
Step 1: Select file type. 

 



Step 2: Click the (…) Button 

 

Step 3: Enter File name and Click OK. 

Step 4: Click Export 

 

 



Step 5: Click Ok. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Employee Masterlist Report 
This screen will display all of the Employees and their information. 

 

Printing 
Step 1: Click Print Button. 

 

 



Print Preview 
Step 1: Click the Print Review Button. 

 

Exporting File 
Step 1: Select file type. 

 

 



Step 2: Click the (…) Button 

 

Step 3: Enter File name and Click OK. 

Step 4: Click Export 

 

 



Step 5: Click Ok. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Remittance Entry 
This screen will help you track and review the Remittance Report from the Cashier. 

How to use Remittance Entry? 

 

Load 
Step 1: Choose specified date and click the Load Button. 

 



Edit 
Step 1: Double Click the Denomination you want to edit. 

 

Step 2: Input the Quantity. 

 

 

 



Step 3: Click Ok. 

 

Save 
Step 1: Click Save Button. 

 

 



System Settings 
A software control panel that enables the user to configure the appearance or actions in the System. 

How to use System Settings? 

 

Dark Mode 
Step 1: Toggle the Dark Mode button to turn it off or on. 

 



Background Image 
Step 1: Choose background image in the list. 

 

Browse Background Image 
Step 1: Click Browse Button. 

 

 



Step 2: Locate and choose desired file. 

 

Step 3: Click Open File. 

 

 

 



Theme Color 
Step 1: Click the check button. 

 

Step 2: Choose desired theme color. 

 

 

 



Step 3: Click Ok. 

 

System Backup 
Step 1: Click Backup Button. 

 

 

 



Step 2: Click Ok. 

 

System Restore 
Step 1: Choose Backup File to Restore. 

 

 

 



Step 2: Click Restore Button. 

 

Step 3: Click Ok. 

 

 

 



Step 4: Click Ok again to restart the system. 

 


