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12/23, East Esplanade St Albans, 3021. 

(03) 9356 0800 - Mobile: 0451991613 

Email:        info@ctwest.com.au 

Website:    www.ctpos.com.au 

We provide wide range of POS solutions for small 

businesses e.g. Retail, General Shop, Restaurant, 

Pizza, Beauty/Hair Salon as well...To know more 

please feel free to contact us! 
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Introduction 
CtPosSolutions not only provides a wide range of POS solutions for the small businesses in 

affordable cost. It is really hard to manage all the records of sale, stock, employees, 

timesheets, appointments/bookings etc. 

 

Keeping in mind, we have designed a complete solution for the Salon business owners who 

can easily keep record of everything and run well organized business. 

 
For any queries, please feel free to contact us. 
(03) 9356 0800 or visit our website (http://ctpos.com.au/) 
 

 

Installation Requirements 
Operating Systems Supported 

Windows XP 

Windows Vista (x86 and x64, all editions) 

Windows 7 (x86 and x64, all editions) 

Windows (x86 and x64, all editions) 

Windows 10 (x86 and x64, all editions) 

 
Minimum System Requirements 

2 GB RAM 

1.8 GHz or faster processor 

500 MB free hard drive space 

Microsoft Internet Explorer 8.0 or higher 

SQL Server 2008 

Internet access with Broadband connection 

Microsoft Windows® 10/8/7/VISTA/XP (32-bit and 64-bit)  

 

 

 

 

http://ctpos.com.au/
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Overview (Important) 
Before getting started, take an overview of some important sections of the POS solution. It 

will help you to understand the basic feature of the system. 

 

 

I. Login page 
 

When the POS turns on for the first time, it will show you the login window. 

 

There are two account groups: Sale and Admin. A sale person is granted a Sale account to 

perform daily transactions, while an administrator has the full control of the system to 

monitor stock levels, generate reports and so on. 

 

To Start: 

¶ Click the "Password" field and a keypad will pop up. 

¶ Enter your password and click "Enter". 
 

Notes: ¦ǎŜ ǘƘŜ ŘŜŦŀǳƭǘ ǇŀǎǎǿƻǊŘ άмέ ǘƻ ƭƻƎƛƴ ŀǎ {ŀƭŜǎ tŜǊǎƻƴ ƻǊ άмноέ to for Administration 

rights. 
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II. Admin Page 

Once you entered the correct password and logged in, you will see the admin page  

which contains all the necessary menus. With Admin page, you can add/update/view the 

reports, invoices, staff, stock and all other sections. 

    

Each button on admin page will take you to the core functions of the admin page. 

 

 

III. Main (Sale page) 
This page contains all the products, services your business sells. To make the process 

simpler for you, we have written down some of the basic steps that you can follow to use 

the POS instantly. 

 

¶  At the top of the page, you can find your business name, staff name and current 
invoice number. 
 

¶ The invoice table is located on the top left corner. The invoice table: 
 

i. Insert the items to invoice using Barcode. 
ii. Allows you to make changes of quantity, price and surcharge/discount 

for each menu item. 
iii. Can add/remove extra items to/from the main menu. 
iv. Can handle up to 4 customer transactions at a time. 
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Software Features (Detail) 
Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ǿŜΩƭƭ ǎŜŜ ǘƘŜ ōǊƛŜŦƭȅ ŘƛǎŎǳǎǎ ŀƭƭ ǘƘŜ ŦŜŀǘǳǊŜǎ ƻŦ ǘƘŜ ǎƻŦǘǿŀǊŜΦ 

 

I. Main (Sale page) 
As we discussed in the overview section, main (Sale page) has really high importance. All 

sale transactions are processed and completed in this screen. 

 

bƻǿΣ ƭŜǘΩǎ ƎŜǘ started 
 

Search an item by its name or barcode 

Locate the search field   on the home screen into which you enter an item 

name. 

A list of results is shown as on the sample screen below. To select an item, click on  . If 

there is only one matching result, the item will be selected automatically by the system. 
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Alternate way: Use Barcode reader and insert barcode number into the  box.  

Alternate 2nd way: Click on  button from main screen and ȅƻǳΩƭƭ ǎŜŜ ŀƭƭ ǘƘŜ 

categories and products in the grid as shown below. 

 

 

Once the item(s) are successfully added to the invoice table. It will be shown like this. 
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Search an item via its category 

On the top right of the home screen, you can find all main categories coloured in green. A 

category contains a list of sub-categories, and each sub-category has a list of corresponding 

items. Please select step-by-step Category > Sub-category > Item to find an item and add it 

into the invoice. 

Update (Quantity, Extra, Discount)  

ω ¢ƻ ŜŘƛǘ ƛǘŜƳ ǉǳŀƴǘƛǘȅΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛǘŜƳΩǎ ǉǳŀƴǘƛǘȅ όǿƘƛŎƘ ƛǎ ŦƻǳƴŘ ƛƴ ǘƘŜ column) 

and input the quantity from the numeric keyboard. 

ω ¢ƻ ŎƘŀƴƎŜ ǘƘŜ ǇǊƛŎŜ ŦƻǊ ŜŀŎƘ ƛǘŜƳΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ƛǘŜƳΩǎ ǇǊƛŎŜ όǿƘƛŎƘ ƛǎ ŦƻǳƴŘ ƛƴ ǘƘŜ  

column) and enter a new price. 

ω ¢ƻ ŀŘŘ ǎǳǊŎƘŀǊƎŜκŘƛǎŎƻǳƴǘΣ ŎƭƛŎƪ ƻƴ ƛǘŜƳΩǎ ǇŜǊŎŜƴǘŀƎŜ όǿƘƛŎƘ ƛǎ ŦƻǳƴŘ ƛƴ ǘƘŜ  

column) and enter the percentage discount (%). 

Make Payment 
To finish a transaction, you can either issue a sales invoice or a service receipt. To do so: 

¶ Select a transaction you wish to finalise.  

¶ To apply a discount on the invoice, enter the discount amount either by percentage 

or money into corresponding fields. 

¶ Enter the amount of money paid by customer into Pay. Balance and Change are 

calculated automatically and displayed on the screen. You can also use these 

following shortcuts: , , , ,  and   
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for quick input. 

If customer pays, exact amount then simply click on  button. 

¶ Select a payment type. It can be , , , or . 

If customer requires an invoice for a past transaction later on, you can re-print it in . 

If you would like to issue a receipt (thermal paper size), select   . To issue an invoice 

(A4 size), select . For sale orders, select . To print a quote, select .  

 

To ŘƛǎŀōƭŜΣ ŀƭƭ ǘƘŜ ǊŜŎŜƛǇǘ ǇǊƛƴǘƛƴƎ ōǳǘǘƻƴǎ ŎƭƛŎƪ ƻƴ άtǊƛƴǘ hŦŦέ  button. 

Reprint a recent invoice, service 
The POS system allows you to reprint the last 5 invoices and services. To do so, follow steps 

below: 

From the Home page, click on  button. The system will display latest invoices and 

sale orders on the screen, as shown below: 
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See how easy it is to operate the software! 

Delete Item 

You can delete any item from the invoice list before payment using the cross  button. To 

remove all the items from the invoice table click on the dustbin  icon. 

 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ŀƴȅƻƴŜ ƻŦ ǘƘŜǎŜ όƻƴŜ ƛǘŜƳ ƻǊ ŀƭƭύΣ ȅƻǳΩƭƭ ƎŜǘ numeric pad on the screen 

where you enter your staff ID to confirm the deletion. 

 

 

Open Till 
In normal operation, the system will open the till automatically once payment is made 

during checkout. In other circumstances, if you need to open the till, you can click on the 

open till  button and enter your admin password shown below. 
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Add a customer into the invoice 

¶ From the home page, click on  button. 

¶ Fill in customer details as shown below: 

 

 

¶ Click  to save.   

Add an existing customer: 
By searching a customer by their name/phone: 

¶ From the Home page, click on  button.  

¶ Enter customer name or phone, then press Enter. 

 

Select customer from the search results by clicking on  next to that customer.  

Select customer from List:  

¶ From the home page, click on  to display the customer database.  



14 | P a g e 
 

 

You are allowed to select a customer for invoicing by clicking on  next to that 

customer.  

CƻǊ ΨŀŘŘ ƴŜǿΩΣ ΨŜŘƛǘΩΣ ŀƴŘ ΨŘŜƭŜǘŜΩ ŦǳƴŎǘƛƻƴǎΣ ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǎŜŎǘƛƻƴ оΦ 

 

View All Categories, Sub Categories OR Items 

Click on  button from main screen and ȅƻǳΩƭƭ ǎŜŜ ŀƭƭ ǘƘŜ ŎŀǘŜƎƻǊƛŜǎ ŀƴŘ ǇǊƻŘǳŎǘǎ ƛƴ 

the grid as shown below. 
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When you click button, this button will take you to the next page, which 

display all the sub categories like this. 

 

 

To view all the item(s) of specific category, click on category/sub category first. 
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Note: You can add items into your invoice (shopping) list from this page as well. 

 

 

Handle Multiple Customers 
The system allows you to undertake multiple customers simultaneously to minimise 

possible delay.  To switch between transactions, please follow the steps below: 

 

When you first start the system, the default selected block is SALE 1. All the products/items 

will remain inside the block until you make the payment. 

¶ Green colour represents empty or available blocks. 

¶ Orange colour represents currently selected block. 

¶ Gray colour represents filled blocks. 
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Admin Features (Detail) 

 

1. Customer 
As its name suggests, this section is used to maintain your customer database. You are able 

to perform the following tasks: add a new customer, update customer details, remove 

customer and add customer to invoice table. 

To access the customer list, click on customer icon   on admin screen. 

 

Add New Customer 

ω Enter customer name, phone and address into the boxes and click  Add. 

ω New customer will be on the screen. 

Update Customer Details 
ω Find the customer you would like to update details. 

ω Click on  Edit button which locates next to that customer. 

ω !ƭƭ ŎǳǎǘƻƳŜǊ ŘŜǘŀƛƭǎ ŀǊŜ ǎƘƻǿƴ ƛƴ ǘƘŜ ŎǳǎǘƻƳŜǊǎΩ ŘŜǘŀƛƭǎ ŀǊŜŀΦ 

ω Make changes and click submit to save. 
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Delete a customer 

Find the customer and click on  

 

View All Customers 
ω Click Show all to display a list of all customers onto the screen. 

 

Add a customer into main (sale page) invoice 
ω Find the customer from the customer list. 

ω Click  next to that customer. 

ω View customer details which is displayed on the Home Screen. 

2. Categories 
In this section you have few categories added by default. All these main categories will be 

considered as GROUPS. Each group/category can have multiple subcategories and items. 

To access the categories list, click on categories icon   on admin screen. 

 

Search a Category  

¶ Under Search section, input category name into the search field and click  

¶ View a list of results displayed on the screen. 

 

Search Sub Category   

¶ To search any sub category, first click on add/edit  button next to the main 

group/category and then Under Search section, type category name into the search 

field and click . 

¶ View a list of results displayed on the screen. 
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Add new sub Category 
¶ After selecting group category, type sub-category name into the field and click 

. 

¶ View the new sub category displayed on the screen. Please note that category items 

are displayed in alphabet order. 

 

Update Sub Category name 
¶ After selecting group category, select the sub category using mouse click and then 

type new name in the sub category field. 

¶ After making changes click to save. 

 

Delete Sub Category 
¶ Find a category from the list. 

¶ Click  next to that category to delete that category from the system. 

 

3. Stock 
Stock menu   is used to manage stock items. It incorporates supplier, invoice number, its 

cost and sale prices, quantities, barcodes, category, product code and description. 

To access the stock list, click on stock icon   on admin screen. 

 

Add Stock 
The following image illustrates steps to add a new item into stock: 
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Once the product is added into the system, the user can perform these 

following tasks: 

 

Update Stock 

 

4. Select Supplier 

and Invoice No.   

1. Enter Product 

Name. 

2. Select an 

appropriate 

Category for 

the product 

item.   

3. Enter product 

barcode if necessary.   

5. Enter ǎǳǇǇƭƛŜǊΩǎ price 

(Ex price), sale price 

(Sale 1) and quantity 

(Qty) of the product.   
6. Click on to add 

the product into the 

system.   

1. Search a product by 

its name or barcode.   

2. Select an item from 

search results. 

3. Update details of 

the item and click on 

 to make 

changes. 
































