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Chapter 1: Restaurant Settings 

The first task of setting up Restaurant POS is completing your Restaurant profile. Tap 

Settings > Restaurant 

 

You can setup Name, Email, Currency and Decimal Place. Ensure anything entered 

here is appropriate for public consumption, and their formats are correct. The email 

entered here will be the default email when you send report on W&O POS. 
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Chapter 2: Setting Up Your Menu 

2.1 Setting Up Your Table Group 

You can manage Table Group by Add, Update and Delete. You can assign Receipt 

Printer to Table Group supporting multiple printers. You cannot delete Table Group if 

the order is using and has not closed yet. 

2.2 Setting Up Your Table 
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You can manage Table by Add, Update and Delete. You can arrange Table 

Sequence by tapping the icon on right side and dragging them to wherever position 

that you want. 

 

Tap on the bar of each table and you can assign it to different Table Group. You 

cannot delete Table if the order is using and has not closed yet. 

 

2.3 Setting Up Your Category 
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You can manage Category by Add, Update and Delete. We also provide Import and 

Export to help you easily creating categories. You can set Background Color and 

Position of the category but cannot delete Category if the order is using and has not 

closed yet. 

 

2.4 Setting Up Your Item 

 

You can manage Item by Add, Update, Duplicate and Delete. We also provide Import 

and Export to help you easily creating items. On the Item detail screen, you can 

assign Modifier, Kitchen Note, Printer, Kitchen Display and Tax. Kitchen Name is 

used in kitchen printout. You cannot delete Item if the order is using and has not 

closed yet. 
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You can change the sequence of the items by pressing it and dragging it to wherever 

you want. Also, Cost and Stock QTY fields will disappear once you set up the 

inventory function, and you can manage them in the Inventory Management. (Chapter 

15) 

 

2.5 Setting Up Your Modifier 

 

You can manage Modifier by Add, Update and Delete. We also provide Import and 

Export to help you easily creating modifiers. Modifier is used to adjust the price of 

Item. 
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When tapping the add icon on the upper right corner, you can go to the page for 

setting up new modifier group. After inputting all information, you can tap Save to save 

the new group. 

 

To enable these settings, you have to assign them to your menu in the item screen; 

otherwise, you cannot see these modifiers in the ordering screen. 
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2.6 Setting Up Meals 

2.6.1 Setup Meals by Modifiers 

 

First setup Modifier Group 
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Then assign Modifier Group to Item. 

 

 

 

2.6.2 Setup Meals by Combination Discount 
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First setup Combination Discount, then taking order. When you are ordering ñEndive 

& Orangeò and Coffee. The Coffee will be auto discounted at 20% off. 

 

 

2.7 Setting Up Your Kitchen Note 

 

You can preset Kitchen Note. The Kitchen Note will show on kitchen print out. 
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To enable these settings, you have to assign them to your menu item in the item 

screen; otherwise, you cannot see these kitchen notes in the ordering screen. 

 

 

 

2.8 Setting Up Your Void Reason 

 

You can preset Void Reason. When Void Item or Void Order, you can choose from 

them.  
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2.9 Setting Up Your Price Schedule 

 

You can manage Price Schedule by Add, Update, Delete, Enable and Disable. The 

Price Schedule is used to adjust price of specific Item at specific day and time. 

Remember to tap the switch on the bottom to enable your price schedule. 

 

2.10 Setting Up Your Discount 

  

You can preset Discount with percentage or amount. Tap the amount icon and you 

can change to percentage. 
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2.11 Setting Up Your Surcharge  

 

You can preset Surcharge with percentage or amount. 

 

2.12 Setting Up Your Tax 

W&O POS supports menu prices Include Tax or Exclude Tax. Here shows how to 

setup Include Tax. 

1. From the Menu, go to Settings>Menu>Tax. 
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2. Input Tax Name and Tax Rate. And Choose Item Price Includes Tax. 

 

3. Then assign Tax to Menu Item 
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4. When you close the order, the tax is included in the menu price. The tax amount is 

showing for reference. 

 

Here is how to setup Exclude Tax. In the Setup Tax, choose Item Price Excludes Tax. 
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Then when you close the order, the tax is excluded in the menu price. The tax amount 

is calculated and adds to the total amount. 

 

 

2.13 Setting Up Your Payment Method 
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You can manage Payment Method by Add, Update and Delete. If the Open Drawer is 

checked, the cash drawer will be opened when you close Order.  The Default 

Payment Method will be used when you make Quick Pay. You can also setup 

Rounding. 

 

2.14 Setting Up Your Invoice Number  
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You need to setup Initial Invoice Number. The Prefix and Suffix cannot be empty, and 

the length of Order Number is no more than 13 digits. The Invoice Number will 

increase by 1 when you make new Order. 

Distinguished from the Order Number, the Invoice number is shown to the customers, 

thus you can find it in the ordering and ordered screen, the receipt, and the Orders 

screen. 

 

2.15 Setting Up Your Order Number 

 

You need to setup Initial Order Number. Order Number is designed for concisely 

representing the order. In this way, the employees in your company could recognize 

the order quickly. Thus the Order Number can only be found in KDS, ordering and 

ordered screen, and seen by the employees. The length of Order Number is no more 

than five digits. The Order Number will increase by one when you make new Order. 
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Chapter 3: Manage Employee 

3.1 Setting Up Your Staff 

 

You can manage Employee by Add, Update and Delete. The password must be 

unique. 
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When enabling the Use Staff Salary option in the Settings -> Advanced -> Others, you 

can see the field called Hourly Pay in the Staff screen. Once you input the hourly pay, 

you can see the salary of the staff in the Clock screen. 

3.2 Setting Up Your Role Permission 

 

The Role Permission is used to manage Employee permission. Once you check the 

check box, it means that the staff can see and use this function. 
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Chapter 4: Time Clock 

4.1 Time Clock 

 

You can use Time Clock to Clock in/out or log in. For example, if you want to clock in, 

you can enter the password and click the Clock. 

4.2 Time Clock Report 

 

You can search Time Clock by date and employee. You can also update Time record 

when there is mistake.  
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The duration of work is from ñclock inò to ñclock outò. 
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When you input number in Settings -> Advanced -> Others -> Auto Clock Out, it 

means you enable the auto clock out. Once a staff forgot to clock out, a record with 0 

work hours will be created in the Time Clock screen. It is used to remind staff to clock 

out after the work. 

 

If you enable the Use Staff Salary in Settings ->Advanced ->Others, and input the 

hourly pay in the Settings -> Restaurant -> Staff, you can see the salary of staff in the 

Time Clock screen. Salary = Work Hours * Hourly Pay 
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Chapter 5: Order 

5.1 Table Status 

The table icon has different colors, and each of them represents different order 

statuses. The following list the statuses and their trigger conditions. 

 

When the table turns to yellow, it means this table has had one or more orders. 

When the table turns to red, it means some items of the order have been held. 

When the table turns to green, it means the receipt of this order has been 

printed. 

When a dot appears on the table icon, it means the kitchen has finished some 

items, and the items or the order in KDS have been closed. 
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5.2 Ordering 

5.2.1 Hold 

 

You can use Hold to change the item status shown in the KDS (Chapter 6, 5), when 

the customer does not want to have the item served so early. 

When the item is tapped, an item menu will show up. You can also hold the item from 

the item menu 
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When you disable Print Hold Item When Ordering in Settings -> Advanced -> 

Ordering, the hold item will not be printed when you place your order. It will be printed 

only when you fire them. 

5.2.2 Category/Item Style 

When using small tablet, you may find that the screen cannot show the categories and 

items together completely. To solve this problem, in settings -> advanced -> Ordering 

-> Category/Item Style, you can change the way how the item and category show. 
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5.2.3 Course 

 

You can arrange the Course for item when placing an order. After you send the order 

to kitchen, the item printed on the kitchen receipt was arrange as the course you set. 

5.3 Ordered 

5.3.1 Quick Pay  

 

You can use Quick Pay to close order quickly with default Payment Method. 
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5.3.2 Void Order  

 

You can Void Order with a reason you set before. (Chapter 2.7) 

 

5.3.3 New Order 

 

You can create another Order within same table. 
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5.3.4 Split Order 

 

You can split order to two orders by choosing Item. 

 

5.3.5 Transfer  

 

You can transfer Order to another Table. 
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5.3.6 Combine 

 

You can combine two orders into one order. 

 

5.3.7 Print Order 

 

You can print Order without price in Order Printer. 
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5.3.8 Print Receipt  

 

You can print the receipt here before the customer pays the order. 

 

5.3.9 Print kitchen 

 

You can reprint the order in Kitchen Printer. 

Specially, you need to enable Receipt Printer, Order Printer and Kitchen Printer in 

settings->Device; otherwise, you could not see these three buttons 
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5.3.10 Fire 

 

When holding some items, you can see Fire button on the ordered screen, which 

means it is time to serve this item, the status of this item on the KDS will change as 

well. 

 

5.3.11 Guests 

 

Tap the Person icon on the upper right corner, you can update the number of guests. 
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5.3.12 Customer 

 

You can select the saved customer, or input a new customerôs name here. 

 

5.3.13 Search 

 

Tap the Magnifier icon on the upper right corner, you can search for the item you want 

by its name. 
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5.3.14 Minimum Charge 

 

You can set up Minimum Charge in Settings-> Dine in. The minimum charge can be 

calculated by number of guest or whole order. If you input zero in the Minimum 

Charge field, it means that you disable the minimum charge. 

 

When you select manually enable minimum charge, the button called minimum 

charge will show up on the order screen. You can manually input the amount of 

minimum charge. 
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Once the total price of the order is less than the minimum charge, the POS will 

automatically add the fee called minimum charge to the amount. 

 

5.3.15 Hold/Retrieve (Take Out) 

 

Specially, in the take out screen, you can hold the order, once the customers want to 

pay latter.  
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By tapping the retrieving button, you can delete the order you hold, or retrieve the 

order. 

 

5.4 Item 

5.4.1 Ordering 

 

You can change the status of the item by tapping the item on the ordering screen. 
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If the item has been held, click the hold button again and the status of being held will 

be canceled. 

 

5.4.2 Print Kitchen 

 

You can Reprint the selected Item in Kitchen Printer. 

5.4.3 Void 

 

You can void the selected Item. 
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5.4.4 Discount 

 

You can apply discount to the selected Item. When the item is discounted, you cannot 

modify its price. 

 

5.4.5 Price 

 

You can update the price of the selected Item. 
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5.4.6 Transfer 

 

You can transfer the selected Item to the closed Order. 

 

5.4.7 Mark/Unmark 

 

You can Mark/Unmark Item. You can use the function in different use cases. For 

example, you can mark the item is already served. 
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5.5 Payment 

5.5.1 Surcharge 

 

You can apply Surcharge to the Order. 

 

5.5.2 Gratuity 

 

You can apply Gratuity to the Order. 
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5.5.3 Discount 

 

You can apply Discount to the Order. 

 

5.5.4 Tax 

 

You can exclude Tax or include Tax. 
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5.5.5 Note 

 

Receipt Note is printed in Receipt. 

 

5.5.6 Email 

 

You can send the receipt to Customer. If you selected a saved customer, then the 

Email address will be automatically input. 
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5.5.7 Mixed Payment Methods 

 

Customers may pay in different methods. In this case, you can enter partial amount 

for Cash, them enter remaining amount to Visa. 

 

5.5.8 After payment 
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If you want to confirm before close the order, you can enable it in Settings -> 

Advanced -> Payment -> Confirm Payment. 

 

Also, you can change which screen to go after payment, in Settings -> Advanced -> 

Payment -> Action After Closed Order. 
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Chapter 6: Other Functions 

6.1 Unpaid 

 

You can see all the unpaid orders in here. Specially, the Delivery orders and Tab 

orders can only be paid in this screen. You can also quickly Void, Print and Pay order. 

  

You can search the order you want according to its invoice number 

. 
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6.2 Expense 

 

First, you should set up the Item, add category and add expense item. 

 

Then you could add expense. Specially, when you check the pay in/out, this expense 

will be recorded in pay in/out. 

 

6.3 Pay In/Out 
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First, you should check the total amount of your cash in the register, and input it as 

your start cash. 

 

Then, when cash transaction occurs, you should tap pay in or pay out to record your 

operation. 
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When tapping the Cash Close Out button, the POS will show the transactions of cash 

today. 

 

6.4 Receipt  

 

You can view the orders, which have been paid, voided or refunded in here. 
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By tapping the order, you can delete, refund, update, print the order and send the 

receipt to the customer. 

 

When refunding an order, you can select which item you want to refund, and edit its 

price.  



49 

W&O Restaurant POS 

 Copyright © 2011 - 2018 Android Application Development Hong Kong. All Rights Reserved 

 

After selecting item, you can choose the refund method.  

 

Once you finish the refund process, a new refund order will show up in the receipt 

screen. 

 

 

 










































































































