
RETAILXPRESS POINT OF SALE 

HANDBOOK 

 

ADDING INVENTOY 

 

Click on INVENTORY and then PRODUCTS 

 

 

 

 

 

 

 

Click ADD NEW buƩon and then Fill out the highlighted areas. 

Click on icon to choose code 
1000 for tax exempt and 1001 for 
taxable. 



 

If you are adding price breaks fill out the highlighted. The records shown are example for price 
breaks for 1 , 3, 6 items 

 

 

 

 

 

 

 

 

How to search for an Item and edit. Go to INVENTORY and PRODUCTS. 

Click on SEARCH and enter KEY WORD. Select item. If you need to edit item Click on Edit  

 



 

 

 

 

How to change item from taxable to non-taxable. 

Select item, click edit and Follow the steps then click save.  

 

 

 

 

 

 

 

 

 

 

 

 



 

HOW TO ACCESS POINT OF SALE SCREEN 

Counter Sale 

Follow the highlighted steps. SALES and COUNTER SALE 

 

 

 

 

 

 

 

 

 

 
 



Basic point of sale selling.  - Follow the numbered steps 

AŌer step 3 repeat the process to add more items 

 

Step 1, Click on Lookup of press F12 buƩon 
Step 2, Enter keyword to search for items and then double click to select 
Step 3,  Enter  QuanƟty and press enter key 
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TENDERING INVOICE 

 

Follow the numbered steps. 

 

Step 1, Click on tender of press F12 buƩon 
Step 2, Enter amount of money tendered 
Step 3, Click on Complete or press the enter key 
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Click YES or press enter key to complete and print invoice. 

 

 

 

 

 

 

 

 

 

 

 

 



Reprint Invoice.  Follow the numbered steps. User name OpƟmus, password Abc123 

Select lookup Follow the numbered steps. User name OpƟmus, password Abc123 
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Step 1, Click on reprint of F9 Key 
Step 2, Select Lookup/Search by POS 
Step 3, Click on Complete or press the enter key 
Step 4, Enter invoice number, click conƟnue or enter aŌer invoice is found 
Step 5, Click print 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Refund Invoice.  Follow the numbered steps. User name OpƟmus, password Abc123 
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Step 1, Click on refund of F10 Key 
Step 2, Enter username and password 
Step 3, Enter the full invoice number and click on load 
Step 4, click on the check box for each line item you want to refund 
Step 5, Double click the quanƟty cell and enter the amount you are refunding 
Step 6, Click conƟnue. 
Step 5, Print Refund 
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Cashier Count.  Checking off the cashier 
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Step 1, Click on uƟliƟes 
Step 2, Click on count 
Step 3, For the Cards tender secƟon, enter your count the amount column 
Step 4, For the Other tender type secƟon, enter your count in the amount column 
Step 5, Click save and print the cashier balance form 
 
 
 
 



 
 
Cashier reconcile 
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Step 1, Click on reconcile draw 
Step 2, Click on draw lookup 
Step 3, Select draw then click conƟnue 
Step 4, Click conƟnue to open cashier reconcile drawer 
Step 5, Enter amount counted in the reconcile column 
Step 6, Click print for the Cashier draw reconcile edit list 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to view daily summary report.  

This report is to be used to see daily sales per tender type and tax figure 
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Adding User 
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