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1.0 Login Page 

Login page is the default page when the user launches the ODOO. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User must login by entering the Email Address and Password. After Entering the correct 

credentials, click the Login button to enter ODOO.  

 

There is only One Type of user with Access Rights. This is the Admin. It has its own user rules. 

Please see 7.0 Settings in the User's Manual. 
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2.0 Sales Orders 

In the main menu , click Sales. User should be navigated to the Dashboard submenu page. 

 

Click the Sales Order submenu under Sales menu. Page will display the list of transactions that 

have been made. Among  the information displayed are the Order Number, Order Date, 

Customer, Salesperson and Payment Status. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Create button will allow the user to make a new sales order and Import button will allow the 

user to transfer the data table of another user's. 
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2.1 Creating New Sales Orders 

Click the Create button under the Sales Orders label on the Sales Orders page. 

 

 

 

 

 

 

 

 

 

 

 

Create new Sales Order page should look like on the image below. 

 

 

 

 

 

 

 

 

 

 

Note: colored text boxes are required fields. 

 

User will be asked also to enter or choose the following fields (some of the fields optional): 

●​ Choose Customer. 

●​ Choose Order Date. Current date is the default value for order date. 
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●​ Choose Payment Status. 

●​ Choose Expiration Date. 

●​ Choose Pricelist. Public Pricelist (php) will automatically display after selecting the 

customer. 

 

 

 

 

 

  

 

 

 

 

 

○​ Order Lines tab. This is the default tab on the Sales Order page. 

○​ Click the Add an item option to add item of the order list. After choosing product 

some of the items details should be automatically populate. 

●​ Users will be asked to enter or choose the following fields: 

○​ Choose Product. 

○​ Description label. Whatever you choose on the Product it will automatically 

display its description in this field 

○​ Enter Ordered Qty. 

○​ Delivered label. This field will automatically display its content after finishing the 

transaction or after the product has been delivered. 

○​ Invoiced label. This field will automatically display its content after finishing the 

transaction or after the product has been invoiced. 

○​ Unit of Measure label. This field will automatically display its content depending 

to the product’s unit of measurement. 
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○​ Unit Price label. This field will automatically display its content depending to the 

product’s unit price. 

○​ Choose Taxes. 

○​ Subtotal label. This field will automatically display and solve for the sum of its 

product’s subtotal. 

 

To Add another item, just click the Add an item option and repeat process on the Order Lines 

tab above. 

  

 

 

 

 

 

 

 

 

 

 

Click the Save button under the Sales Orders label to save the created sales orders product and 

click the Discard button otherwise. 

 

Click the Confirm Order button to continue with the Sales Order transaction  and click the 

Cancel Order button otherwise. 
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Click the Delivery option with a truck icon at the upper right section of the ordered page. 

 

 

 

 

 

 

 

 

 

 

 

Click the Send To Kitchen button. This sends the product orders to the kitchen. 
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Click the Validate button. This is to validate that the products are received successfully. 

 

 

 

 

 

 

 

 

 

 

Please see image below is the Validation Modal, modal will appear after clicking Validate 

button. 

 

 

 

 

 

Click the Apply button to complete the Sales Order Transaction. 
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2.2 Creating new Customers 

Click the Customers submenu option under the Sale Menu. User will be navigated to the 

Customer page. Customers page contains the list of Spanish Town’s customer list. Please see 

image below. 

 

Click the Create button to create new customer. Create customer page will load and please see 

image below. 

 

Choose between Individual or Company. (The forms to be filled will change according to the 

customer type the users chose.) 

 

2.2.1 Individual  
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User will be asked also to enter or choose the following fields.(Individual). 

●​ Enter Name. 

●​ Choose Company. 

●​ Address Label 

○​ Enter Street. 

○​ Enter Street 2. 

○​ Enter City. 

○​ Choose State. 

○​ Enter Zip. 

○​ Choose Country. 

○​ Enter Website. 

○​ Choose Tags. 

○​ Enter Job Position. 

○​ Enter Phone Number.  

○​ Enter Mobile Number. 

○​ Enter Fax number. 

○​ Enter Email address. 

○​ Choose Title. 

○​ Choose Language. 

 

Click the Save button to save the created new Customer and click the Discard otherwise. 
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2.2.2 Company 

 

 

 

 

 

 

 

 

 

 

 

User will be asked also to enter or choose the following fields.(Company). 

●​ Enter Name. 

●​ Choose Company. 

●​ Address Label 

○​ Enter Street. 

○​ Enter Street 2. 

○​ Enter City. 

○​ Choose State. 

○​ Enter Zip. 

○​ Choose Country. 

○​ Enter Website. 

○​ Choose Tags. 

○​ Enter Phone Number. 

○​ Enter Mobile Number. 

○​ Enter Fax number. 

○​ Enter Email address. 

○​ Choose Language. 
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Click the Save button to save the created new Customer and click the Discard otherwise. 

 

After Creating Customer (Company): 

 

 

 

 

 

 

 

 

 

 

After Creating Customer (Individual): 
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2.3 Creating new Quotations 

Click the Pendings/ Quotations submenu under the Sales menu.  

 

 

 

 

 

 

 

 

 

 

 

 

Clicking the Quotations submenu under Sales menu will load the page on the Quotations page 

shown below.  
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Click the Create button under the Quotation label. Create Quotation page will load. 

 

 

 

 

 

 

 

 

 

 

 

User will be asked also to enter or choose the following fields: 

●​ Choose Customer. 

●​ Choose Payment Status. 

●​ Order Date - The Present date will automatically appear. 

●​ Choose Expiration Date. 

●​ Pricelist - Public Pricelist (php) will automatically display after selecting the 

customer. 
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Click the Add an Item option to add items or product. 

 

 

 

 

 

 

 

 

 

 

 

 

User will be asked also to enter or choose the following fields: 

●​ Choose Product. 

●​ Description - Whatever you choose on the Product it will automatically appear in 

this field. 

●​ Enter Ordered Qty. 

●​ Unit of Measure - Will automatically display its content depending on the 

product’s unit of measurement. 

●​ Unit Price - Will automatically display its content depending on the product’s unit 

price. 

●​ Choose Taxes. 

●​ Subtotal - Will automatically display and solve for the sum of its product’s 

subtotal. 
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Click Confirm Order to continue the process and click Cancel Order otherwise. 

 

 

 

 

 

 

 

 

 

 

 

Click the Delivery button with a truck icon at the upper right section of the page. 

 

 

 

 

 

 

 

 

 

 

Note: Same Instructions can be applied to Creating Sales orders. 
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Click the Send To Kitchen button. This sends the product orders to the kitchen. 

 

 

 

 

 

 

 

 

 

 

Click the Validate button. This is to validate that the products are received successfully. 

 

 

 

 

 

 

 

 

 

 

Please see image below is the Validation Modal, modal will appear after clicking Validate 

button. 
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Click the Apply button to complete the Sales Order Transaction. Quotation Process is complete 

and status is displayed as Done. Image screen should look like below. 

 

 

 

 

 

 

 

 

 

 

2.4 Generating Invoice 

Click the Invoice Reports submenu option under the Sales menu.  Generate Invoice Report 

modal will display. 
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User will be asked to execute the following fields (some of the fields are optional): 

●​ Select Start Date. 

●​ Select End Date. 

●​ Click Filter By Name. 

●​ Enter Name. 

●​ Click Select by Year. 

●​ Select Year. 

●​ Click Select by Month. 

●​ Select Month. 

Click the Print button to download the Invoice Report according to the entered filtered option. 

The generated invoice report will be downloaded automatically. 

 

Click the generated invoice report file name button left of the screen to open the generated 

invoice report.  Please see page 17 for the sample generated invoice report. 

 

Click the Cancel button to close the Generate Invoice Report and the report is not downloaded 

automatically. 
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Then the PDF form of generated report sample data. 

 

3.0 Point of Sale 

In the main menu , click Point of Sale. User should be navigated to the Dashboard submenu 

page. 
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The Dashboard page will display different terminals with POS including information such as its 

last closing date and cash balance. Select a terminal and click the New Session button to begin. 

 

3.1 New Session 

When New Session button is clicked, the session’s page is displayed.  

Clicking the Set Open Balance option with the money icon opens the modal shown below. The 

user may set the opening balance there. 
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Click the Open Session button. This sets the session’s status to In Progress.  

 

After the session is opened, to use begin/continue using POS click Continue Selling button, 

otherwise click End of Session button.  
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The POS page will, by default, display the available tables as shown on the image below.  

 

3.2 Using Point of Sale 

Click on a table to add items. It should display the shopping cart and list of products as shown 

on the image below. 

To add an item in the shopping cart click on an item. 
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User may choose to execute the following options found in the shopping cart (some are 

optional): 

​ Note option. 

​ Bill option. 

​ Transfer option. 

​ Split option. 

​ Guests option. 

​ Discount option. 

​ Enter Quantity/Discount/Price. 

​ Payment option. 

Each option will be explained in the following pages. 

 

3.2.1 Note 

This enables the user to add a note to the order. 
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3.2.2 Bill 

This option generates a a bill the user can print. Information of the order is displayed 

such as the item, quantity, price, value and the total. 

 

3.2.3 Transfer 

This redirects the user back to the available tables page. User may switch between 

different orders from other tables. 

 

3.2.4 Split 

This “splits” the order items into separate payments and orders. The selected items and 

their quantity from the order is relocated to another separate order. 
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3.2.5 Guests 

User can enter a number of guests seated at a table. 

 

3.2.6 Discount 

An order can avail of a discount. The user can manually enter a discount percentage or 

select a discount program provided. This affects the total amount of the order. 

 

3.2.7 Enter Quantity/Discount/Price 

To change the quantity of an item, click on the Qty button. The button will then highlight 

in green meaning it is the active button. Click on the item in the shopping cart and then 

click on the corresponding number buttons to change quantity. 

 

To change the avail a discount for a specific item, click on the Disc button. The button 

will then highlight in green meaning it is the active button. Click on the item in the 

shopping cart and then click on the corresponding number buttons to avail a discount 

percentage. 

 

To change the price of an item, click on the Price button. The button will then highlight 

in green meaning it is the active button. Click on the item in the shopping cart and then 

click on the corresponding number buttons to change the item’s price. 
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3.2.8 Payment 

Click on the payment button to open the Payment page shown below. Select a payment 

method and enter the amount tendered. 

 

Click the Validate button on the upper right to validate the order and continue to the 

next order. The amount of change is shown and the user has the option to print the 

receipt. 
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To exit out of the POS page click the Close button on the upper right corner and then 

click Confirm to go back to the Point of Sales Dashboard page. 

 

To resume the session, click the Resume button found in the Dashboard page of Point of 

Sales.  

 

3.3 Closing Session 

To end a session click the Close button for that session found at the Point of Sale Dashboard 

page.  
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It will display that session’s information such as the opening and closing balance, difference, 

summary by payment methods, transactions and other criteria. 

 

Click the Validate Closing & Post Entries button to validate and record all transactions of the 

session. This changes the status of the session to Closed & Posted and ends the session. 

 

3.4 Orders 

Select the Orders submenu under the Order menu. A list of orders from the POS is displayed 

with their Receipt Reference, Customer, Order date, Salesman, Total, Status and Session in this 

page for viewing. 
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To view the sessions, select the Sessions submenu under the Orders menu. The Sessions page 

will display a list of sessions with their Session ID, Responsible, Opening Date, Closing Date, and 

Status for viewing. 
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4.0 Purchases  

In the main menu , click Purchases. User should be navigated to the Purchase submenu 

page.  

Click the Requests for Quotation submenu under Purchases menu. Page will display the 

Request for Quotation list table. Requests for Quotation is the default page of Purchase menu. 

 

4.1  Request for Quotation 

Click a certain request for quotation reference on the quotation table list. The Purchase order 

detail page should be displayed. 

​  
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4.1.2 Purchase Order Details 

Purchase Order Details will look like on the image below. 

 

The following buttons below and an explanation of its function: 

1.​ Click the Edit button.  User can successfully edit the data in Purchase order 

details 

2.​ Click the Create button. Clicking create button will successfully create/ add new 

Purchase order 

3.​ Click the Send RFQ by Email button. Click Send RFQ by email will open a modal 

for composing email and the user will have the option to add content for the 

email creation. 
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4.​ Click the Print RFQ button. Clicking the Print RFQ button will successfully print 

the RFQ 

5.​ Click the Confirm Order button. Clicking the Confirm Order button will 

successfully Confirm the Purchase order details 

6.​ Click the Cancel button. Click Cancel button will successfully cancel the created 

Purchase Order 

7.​ Products tab, add product/ item on the product table. Products is a default 

displayed in Request for Quotation tab and product/item are being added. 

8.​ Deliveries and Invoices tab. Click the Deliveries and Invoices tab will display the 

deliveries and invoices details. 
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4.2 Purchase Orders 

Click the Purchase Orders submenu under the Purchase menu. User will be directed to 

Purchase Orders page and will also display the purchase orders list if available. 

​ ​ ​  

4.2.1 Create Purchase orders 

Click the Create button. It will display the following fields for creating new Purchase 

orders. 

​  
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The following buttons found above and an explanation of its function: 

1.​ Click the Save button. Clicking  Save Button will successfully save the Purchase 

Order. 

2.​ Click the Discard button. Clicking the Discard button will cancel or discard the 

creating new Purchase order 

3.​ Click the Send RFQ by Email button. Clicking the Send RFQ by Email will displayed 

a modal for compose Email 

4.​ Click the Print RFQ button. Clicking the Print RFQ button will download as .pdf 

5.​ Click the Confirm Order button. Clicking the Confirm Order button will 

successfully confirmed the purchase order 

6.​ Click the Cancel button. Clicking Cancel button will successfully cancel the 

creating new Purchase Order 

Users will be asked to enter or choose the following fields: 

7.​ Choose Vendor. 

8.​ Enter Vendor Reference. 

9.​ Choose Order Date. 

10.​Choose Currency. This is automatic when Vendor is selected. 

11.​Enter Products. Products should be entered on the products tab 

12.​Click the Deliveries & Invoices tab. Screen will load the invoices and delivery 

details. 

13.​Click the Add an Item option on the Products tab. Clicking the Add an Item will 

display the following fields below. These fields will populate automatically after 

the user chooses an item on the product option list.  

a.​ Product 

b.​ Description 

c.​ Scheduled Date 

d.​ Quantity 

e.​ Product Unit of Measurement 

f.​ Unit Price 
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4.3  Vendors 

Click the Vendors submenu under the Purchase menu. Page will display the available vendors 

on the vendors page. 
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4.3.1 Create Vendor 

Click the Create button under the Vendors label. Page will display the following fields for 

creating a Vendor account. 

​

 

User will be asked to enter or choose the following fields:  

1.​ Click the Camera Icon/ Profile option. User can upload it’s company profile 

picture. 

2.​ Choose Individual or Company option. 

3.​ Enter Company name. 

4.​ If the Individual option is selected, choose Company option. 

5.​ Enter Address with the following fields below: 

a.​ Street 

b.​ Street2 

c.​ City 

d.​ State 
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e.​ Zip 

f.​ Country 

6.​ Enter Website link. 

7.​ Choose Tags value. 

8.​ Enter Job Position name. 

9.​ Enter Phone number. 

10.​Enter Mobile number. 

11.​Enter Fax number. 

12.​Enter Email address. 

13.​Choose Title value. 

14.​Choose Language option. 

 

Click the Save button to save the created new vendors and click the Discard otherwise. 

 

4.4 Products 

Click the Products submenu under the purchase menu. Page will display the List of products 

that are available. 
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4.4.1 Create Products 

Click the Create button under the Products label. Page will display the following fields for 

creating a new Product. 

​ ​ ​

 

 

Users will be asked to enter or choose the following fields. 

​ Upload product image by clicking the camera icon. The uploaded image should 

display the preview after the successful upload. 

​ Enter Product Name. 

​ Choose option value whether the item is Can be Sold or Can be Purchased. 

General Information tab. This is the default tan on create product page (some of the 

fields are optional). 

​ Choose Product Type. 

​ Choose Internal Preference. 

​ Enter Barcode. 

​ Choose Internal Category. 

​ Enter Cost value. Value cost of the product created. 
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​ Choose Unit of Measure for the product. 

​ Choose Purchase Unit of Measure value. 

​ Choose Control Purchase. 

​ Choose Bill option. 

 

Inventory tab. The page will display the inventory details of the added products. 

Sales tab. The page will display the sales details of the added products. 

Variants tab. Page will display the variants of the added product on the list. 

Notes tab. Page will display the notes pertaining to the created products. 

 

Click the Save button to save the created new products and click the Discard otherwise. 

  

4.5 Product Variants 

Click the Product Variants submenu. Page will display the Product Variants details for each 

created product on the Product Variants table list. 
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4.5.1 Create New Product Variants 

Click the Create button under the Product Variants label. Creation of Product Variants 

fields are displayed on the image below. 

 

​  

Users will be asked to enter or choose the following fields. 

Upload product image by clicking the camera icon. Uploaded image should display the 

preview after the successful upload. 

Enter Product Name. 

​ Choose option value whether the item is Can be Sold or Can be Purchased. 

General Information tab. This is the default tan on create product page (some of the 

fields are optional). 

​ Choose Product Type. 

​ Choose Internal Preference. 

​ Enter Barcode. 

​ Choose the Internal Category. 

​ Enter Cost value. Value cost of the product created. 
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​ Choose Unit of Measure for the product. 

Choose Purchase Unit of Measure value. 

​ Choose Control Purchase. 

​ Choose Bill option. 

 

Inventory tab. The page will display the inventory details of the added products. 

Sales tab. The page will display the sales details of the added products. 

Notes tab. The page will display the notes pertaining to the created products. 

 

Click the Save button to save the created new products and click the Discard otherwise. 

 

5.0  Inventory 

Click the Inventory menu option. Page should loaded on the Inventory Dashboard page. 

Dashboard page is the default page after clicking the Inventory menu option. Dashboard 

Inventory have 3 section the Receipt, Delivery Orders and Manufacturing boards. It should look 

like the screen below. 
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5.1  Operations 

Clicking the All Transfer submenu option under the Operations menu. The page will display the 

Stock Operation details of the products. 

 

 

5.1.1 Click Stock Reference Number 

Clicking the Stock Reference Number a modal  will display the stock reference number’s 

details. 
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Click the Validate button to validate the Stock Operation transactions.  

Click the Print button to download the Stock Operation transactions and click the Cancel button 

to cancel the stock operation for the transaction. 

 

 

5.2 Inventory Control   

Inventory Control menu has the following submenu options: Products, Product Variants, 

Reordering Rules, Inventory Adjustments, Scrap, and Lots/Serial Numbers. Each submenu will 

be explained on the following pages. 

 

5.2.1 Products 

Click the Products submenu under the Inventory Control menu. Page will load to the 

products page and all products are listed in this page. 

 

 
Training Manual​​ ​ ​ ​ ​ ​ ​ ​ ​ ​ 43 



 
 

 

 

5.2.1.1 Create Products 

Click the Create button under the Products label. The page will display 

the following fields for creating a new Product. 

​

​

​  
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User will be asked to enter or choose the following fields: 

●​ Upload product image by clicking the camera icon. 

Uploaded image should display the preview after the 

successful upload. 

●​ Enter Product Name. 

●​ Choose option value whether the item is Can be Sold or 

Can be Purchased. 

●​ General Information tab. This is the default tan on create 

product page (some of the fields are optional). 

●​ Choose Product Type. 

●​ Choose Internal Preference. 

●​ Enter Barcode. 

●​ Choose Internal Category. 

●​ Enter Cost value. Value cost of the product created. 

●​ Choose Unit of Measure for the product. 

●​ Choose Purchase Unit of Measure value. 

●​ Choose Control Purchase. 

●​ Choose Bill option. 

 

●​ Inventory tab. The page will display the inventory details 

of the added products. 

●​ Sales tab. The page will display the sales details of the 

added products. 

●​ Variants tab. The page will display the variants of the 

added product on the list. 

●​ Notes tab. The page will display the notes pertaining to the 

created products. 

Click the Save button to save the created new products and click the 

Discard otherwise. 
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5.2.2 Daily Inventory 

Click the Daily Inventory submenu option under the Inventory Control label. Page will 

load to the Daily Inventory page and table will list all product inventory details. 

 

5.2.3 Product Variants 

Click the Product Variants sub menu under the Inventory Control menu. Page will 

display the Product Variants details for each created products on the Product Variants 

table list. 
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5.2.3.1 Create New Product Variants 

Click the Create button under the Product Variants label. Creation of Product 

Variants fields are display on the image below.​  

User will be asked to enter or choose the following fields: 

●​ Upload Product Image by clicking the camera icon. The uploaded 

image should display the preview after the successful upload. 

●​ Enter Product Name. 
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●​ Choose option value whether the item is Can be Sold or Can be 

Purchased. 

●​ General Information tab. This is the default tan on create product 

page (some of the fields are optional). 

●​ Choose Product Type. 

●​ Choose Internal Preference. 

●​ Enter Barcode. 

●​ Choose Internal Category. 

●​ Enter Cost value. Value cost of the product created. 

●​ Choose Unit of Measure for the product. 

●​ Choose Purchase Unit of Measure value. 

●​ Choose Control Purchase. 

●​ Choose Bill option. 

 

●​ Inventory tab. The page will display the inventory details of the 

added products. 

●​ Sales tab. The page will display the sales details of the added 

products. 

●​ Notes tab. The page will display the notes pertaining to the 

created products. 

 

Click the Save button to save the created new products and click the Discard 

otherwise. 

 

5.2.4 Reordering Rules 

Click the Reordering Rules submenu option under the Inventory Control menu. Page will 

load to the Reordering Rules table. The table will list the rules for every product.  
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Reordering rules functionality is when the product quantity reaches the minimum 

quantity value, it will automatically create a purchase order and send an email to the 

admin that the product stock is low. 

 

Click the Reordering Rules Details it will display the product details where the minimum 

and maximum quantity are set by the admin or manager to indicate that the stock limit.  

 

Click the Edit button. Admin can update the Rules on the Reordering Rules screen for 

each product or item. 
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5.2.4.1 Create Reordering Rules 

Click the Create button under the Reordering Rules. Create page will load and it 

should look like the screen below. 

 

User will be asked to enter or choose the following fields. 

●​ Enter Name. 

●​ Select Product option. 

●​ Enter Minimum Quantity value. 

●​ Enter Maximum Quantity value. 

●​ Enter Quantity Multiple value. 

Click the Save button to save the created Reordering Rules and click the Discard 

otherwise. 
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5.2.5 Scrap  

Click the Scrap submenu option under the Inventory Control menu.  Scrap page table list 

will display all the company loses.  

 

5.2.5.1 Create Scrap Transaction 

Click the Create button under the Scrap label. Create Scrap page should look like 

the screen below. 
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User will be asked to enter or choose on the following page (some of the fields 

are optional): 

●​ Choose Product. 

●​ Enter Quantity. 

●​ Choose Unit of Measure. 

●​ Enter Source Document. 

●​ Choose Expected Date. 

Click the Save button to save the newly created scrap transaction and click the 

Discard button otherwise. 

 

5.2.3 Stock Moves 

Click the Stock Moves submenu option under the Reports menu. Page will 

display the stock move of each products in the system in table list form. 
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6.0 Baking  

In the main menu , click Baking. User should be navigated to the Manufacturing Order 

submenu page. 

Manufacturing Order submenu page is the default page after clicking the Manufacturing menu. 

It’s also display all the manufacturing orders list on the table. 

 

Note: Clear the default filter on the Search field to view all the Manufacturing Orders list on the table list. 

Search field is located at the upper right corner of the Manufacturing Orders page. 

 

6.1 Create Manufacturing Order 

Click the Create button under Manufacturing Orders label. Page should display the create 

manufacturing order page and it should looks like the screen below. 
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User will be asked to enter and choose the following fields. 

●​ Choose Product. 

●​ Choose Quantity To Produce. 

●​ Choose Bill of Material.  

●​ Choose Deadline Start. 

●​ Choose Responsible person.  

●​ Choose Source value. 

​  

●​ Consumed Materials Tab. Is the default tab for the product creation on the 

Manufacturing Order page. It will display the raw materials for the product 

production. 

●​ Finished Product tab. Tab will display the finished product after manufacturing. 

●​ Miscellaneous tab.  Tab will display the availability of the raw materials for 

manufacturing on the finished product. 

 

Click the Save button to save the Manufacturing Order and click the Discard option otherwise. 

 

6.1.1 Manufacturing Order Steps 

After saving the Manufacturing Order, user will be asked to check the availability of the 

product’s raw material. The Manufacturing Order page should look like the screen 

below. 

 

Step 1 

Click the Check availability button. This button will check for the product raw material 

availability.  

Both the message “Raw materials not available!”  and the check availability button 

should disappear if all materials are available and items are ready for production. 

Steps 2 
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Click the Produce button to start the production process of the product. Produce modal 

should be displayed. 

 

Click the Record Production button to record that the product are already in production 

and click the Cancel button if production should be stopped or on hold.  
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Steps 3 

After tapping the Record Production button, the user needs to mark the product as 

done. Users will be asked to click the Mark as Done button to finish the Manufacturing 

Order procedures. 

 

●​ Click the Post Inventory option to hold the product production. 

●​ Click the Scrap button to scrap the created manufacturing order and order 

should be displayed at the Scrap submenu page on Manufacturing page. 

 

Click the Unreserve button to force the availability of the product raw material to not available 

and manufacturing order will wait for the product raw material to be available again. 
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6.2 Scrap  

●​ Click the Scrap submenu under the Operations menu. 

●​ Click the Scrap on the Dropbox modal. 

 

Users should be navigated to the Scrap page and display the table list. Products listed here are 

the products from production losses. 

 

6.3  Products UOM  

Click the Product UOM submenu option will display the following options: Attributes , Attributes 

Values and Unit of Measure.  

 

6.3.1 Attributes  

Click the Attributes submenu option. Attributes table list will be displayed. 

 

6.3.2 Attributes Values  

Click the Attributes Values submenu option. Attributes value table list will be displayed. 
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6.3.3 Unit of Measure 

Click the Unit of Measure option. User should be loaded on the unit measurement table list. 

Page should look like the screen below. 

 

 

6.3.3.1 Create Unit of Measure 

Click the Create button under the Units of Measure label. Create Unit of Measure 

page will be displayed. 
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User will be asked to choose the following fields. 

●​ Choose Unit of Measure. 

●​ Choose Category. 

●​ Choose Type option. 

●​ Check the Active checkbox. 

●​ Choose Rounding Precision value. 

Click the Save button to save the newly created unit of measurement and click 

the Discard button otherwise. 

 

6.4 Products 

Click the Products submenu under the Master Data menu. Page will display the List of products 

that are available. 

 

6.4.1 Create Products 

Click the Create button under the Products label. Page will display the following fields for 

creating new Product. 
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​ ​ ​  

 

The user will be asked to enter or choose the following fields: 

●​ Upload product image by clicking the camera icon. Uploaded image 

should display the preview after the successful upload. 

●​ Enter Product Name. 

●​ Choose option value whether the item is Can be Sold or Can be 

Purchased. 

●​ General Information tab. This is the default tan on create product page 

(some of the fields are optional). 

●​ Choose Product Type. 

●​ Choose Internal Preference. 

●​ Enter Barcode. 

●​ Choose Internal Category. 

●​ Enter Cost value. Value cost of the product created. 

●​ Choose Unit of Measure for the product. 

●​ Choose Purchase Unit of Measure value. 

●​ Choose Control Purchase. 

●​ Choose Bill option. 

 

●​ Inventory tab. Page will display the inventory details of the added 

products. 

●​ Sales tab. Page will display the sales details of the added products. 

●​ Variants tab. Page will display the variants of the added product on the 

list. 

●​ Notes tab. Page will display the notes pertaining to the created products. 

 

Click the Save button to save the created new products and click the Discard otherwise. 
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6.5 Bill of Materials 

Click the Bill of Materials submenu underMaster Data menu. User will be navigated to Bill of 

Materials page and Bill of Materials table list will be displayed. 

 

6.5.1 Create Bill of Material  

Click the Create button under the Bill of Materials label. Page will load the bill of 

material creation page. 
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The user will be asked to enter or choose the following fields. 

●​ Choose Product. 

●​ Choose Product Variant. 

●​ Enter Product Quantity.  

●​ Choose Quantity Measurement. 

●​ Enter Reference. 

●​ Choose BOM Type. 

 

●​ Components tab. Click the Add new option to add product components. 

●​ Miscellaneous tab. Will display the miscellaneous product bill of material. 

●​ ByProducts tab. Click the Add new option to add byproducts items. 

 

Click the Save button to save the changes and click the Discard button otherwise. 

 

6.6 Manufacturing Orders 

Click the Manufacturing Orders submenu under the Reporting menu. Page will load the report 

data about the manufacturing orders.  
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7.0  Settings  

In the main menu , click Settings. User should be navigated to Dashboard page with a 

summary of the settings for the system. 

 

7.1  Create User Account  

Click the Users submenu under the Users menu. It should display a list of users of the system. 
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Click the Create button under the Users label. Create account page for the user should be 

displayed. 

Note:  Change password option is a requirement. Admin is required to add password for created account. 

 

Access Right tab, Admin will be asked to enter or choose the following fields (all fields are 

required): 

●​ Enter Name. 

●​ Enter Email Address. 

●​ Choose Company Position. 

○​ Inventory Personnel option. Inventory Personnel can only access the 

Purchases and Inventory menu. Personnel can request and create 

purchase orders and can view the inventory details of the company 

products.  This user is restricted to see the Sales, Manufacturing and 

Settings menu. 

○​ Manager option. Managers are overseeing the whole process in the main 

store and it’s supervising the store and purchases that are needed . The 
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only restriction for the manager's account is that this personnel cannot 

add users on the company which only the admin can do. 

○​ Admin option. Admin can access all the Menu options. There is no 

restriction in an administrator’s account because it’s overseeing the 

whole process of the company or ventured business. 

 

Preferences tab,  Admin will be asked to enter or choose on the following fields (fields are 

optional). 

On Localization label choose the following option: 

●​ Choose Language. 

●​ Choose Timezone. 

On Messaging and Social label enter or choose the following option: 

●​ Choose Email Messages and Notifications. 

●​ Choose Alias. 

●​ Enter Signature. 

Click the Save button to save the created new user and click the Discard otherwise. 

 

 
Training Manual​​ ​ ​ ​ ​ ​ ​ ​ ​ ​ 65 



 
 

 

7.2  Create Company 

Click the Companies submenu under the Users menu. Page should be loaded to Company list 

page. 

 

 

Click the Create button under the Companies label. Create Company page should be displayed. 

 

 

 

Admin will be asked to enter or choose the following fields. 

●​ Enter Company Name. 

●​ Enter Company Tagline. 

 

In the General Information tab , Admin will be asked also to enter or choose the following fields 

(some of the fields are optional). 

 

Address Label​ 

●​ Enter Street. 

●​ Enter Street 2. 

●​ Enter City. 

●​ Choose State. 

●​ Enter Zip. 
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●​ Choose Country. 

●​ Enter Phone Number. 

●​ Enter Fax number. 

●​ Enter Email address. 

●​ Enter Tax ID number. 

●​ Enter Company Registry. 

●​ Choose Currency medium. 

●​ Choose Bank Account option. 

●​ Choose Sales option. 

●​ Choose Purchase option. 

●​ Choose Account option. 

●​ Choose Stock option. 

 

Website Label  

●​ Enter Company Website. 

 

Click the Save button to save the created new user and click the Discard otherwise. 

 

7.3  Load Translation 

Click the Load Translation submenu under Translations menu. Load a Translation modal will be 

displayed.  
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Click the Language option. A language list option will be displayed the user may select from.  

Click the Load button to save the changes and click Cancel button otherwise. 

 

7.4 Scheduled Actions 

Click Dashboard to be redirected to the Dashboard page. On the lower right click the Activate 

the developer mode link. This will enable the developer menus to appear. 
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Select the Scheduled Actions under the Technical menu. This opens the Scheduled Actions page 

with a list of scheduled actions. 
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Click the Create button.  

 

The Create a new Scheduled Action page should look like as displayed  on the image below. 

 

​  
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7.4.1 Create Auto Change Quantity Action 

 

When in the Create Scheduled Actions page the user will be asked to enter and choose 

the following fields: 

●​ Enter Name - name this field Auto Change Quantity. 

●​ Choose User - by default, Administrator is selected. 

●​ Active Option - select it to be Active. 

●​ Enter Interval Number - input the number five (5) in this field. 

●​ Choose Next Execution Date - by default, it the the current date. 

●​ Repeat Missed Option - this is optional. 

●​ Choose Interval Unit - select Minutes. 

●​ Enter Number of Calls - input a negative one (-1). 

 

Click Save button to save this action or Discard button if otherwise. 

​  

​  
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7.4.2 Create Auto Produce Order Action 

 

When in the Create Scheduled Actions page the user will be asked to enter and choose 

the following fields: 

●​ Enter Name - name this field Auto Produce Order. 

●​ Choose User - by default, Administrator is selected. 

●​ Active Option - select it to be Active. 

●​ Enter Interval Number - input the number one (1) in this field. 

●​ Choose Next Execution Date - by default, it the the current date. 

●​ Repeat Missed Option - this is optional. 

●​ Choose Interval Unit - select Minutes. 

●​ Enter Number of Calls - input a negative one (-1). 

 

Click Save button to save this action or Discard button if otherwise. 

 

 

-- End of Document -- 
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