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1.Install 

First, open the browser, type the official website:  

https://www.otpos.com 

Then click on Download page and find Otpos for Retail, click on 

Download button, download the latest installation version. 

After the download is complete, then run the installation package file 

Otpos Desktop. Retail. Setup.v2.xx.exe. You only need to click few Next 

buttons and you will install the software successfully on your computer. 

 

After the installation, you will see the shortcut key of the software on the 

desktop of your computer, double click on it then you can run Otpos for Retail. 

 

 

 

 

 

 

 

 

2.Sign In/Sign Out 

2.1.Sign In 

If this is the first time to run the program, you need to set the data link 

http://www.otpos.com/
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parameters of the system. Click on Setup Database link to open the 

configuration window. 

 

If you are using a stand-alone version, use the system's default SQLite 

database directly. If you have more than one register, you can choose to use 

the MySQL database, fill in the link parameters for the database. Then click 

the Initialize and Save button to create a data sheet and some initialization 

data. 
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After the database is set up, the program returns to the login window 

again. Enter username, password (default account: admin, password: 

1234); 

Select the language, such as English, Chinese Simplified, etc. 

 Click Sign In to access the POS system's main window. 
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Note: If you select Remember me, the next time you log in to the POS 

system, the system will automatically fill in the account number and password. 

You can also click on the eye icon to display the password you entered. 
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2.2.Sign out 

Once you have entered the POS system, you can exit the system by 

clicking on the Sign Out icon in the lower left corner. 

 

3. Dashboard and Left menu bar 

The menu bar on the left of the main window is the most commonly used 

shortcut for easy operation. 



 

 9 

 

 

4. Menu 

Click on ſ on the left side of Menu to expand all menu options. 
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5.Settings 

Before we start using the system, we have to allow the environment to be 

set up, such as store information, item categories, and ticket printers. 

5.1.Terminal 

You can edit the information (Name, Location Printer, Phone, Scanner, 

Scale) of the POS terminal device that you are currently using to make it 

better, dont forget to click Save. 
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Here, we only choose barcode scanner and weighing equipment that 

support OPOS window, if your equipment is not this kind, then donôt choose 

anything. There are barcode scanners that are ñplug in and playò so you donôt 

need to set it up. 

5.2.Store 

On this page you can set up the store contact information and mailing 

address, and upload your company logo and ticket logo, as well as the 

signature for the invoice. 

5.2.1.Add 

If you're using a stand-alone version of the software, click the Edit button 

directly behind the default store to edit the current store, and if you're multiple 

stores, click Add in the upper right corner to create a new store. 
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Create and edit window, you can edit the name information of your store, 

and set up the note for the receipt. For example, Welcome to my store or 

Thank you for shopping. Those greetings will show on the bottom of the 

receipt. After that click Save button. 

 

5.3.Printer 

The Printer window is mainly used to set up our POS terminal printers 

such as receipt printers and label printers. 

First, click Add in the upper right corner to enter the printer device 

information setting window; 
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First, we want to give the printer an easy to remember name, like Receipt 

Printer. Then select the window type of the printer, such as Ethernet window, 

USB window, RS232 COM window, etc. Then we choose the width of the 

printing paper. There are two common widths on the market, one is 80mm 

and the other is 58mm. 

If your printer supports the cash drawer window and is connected to the 

cash drawer, you need to select the connect cashdrawer option. 

Last, click Save button on the top right. 
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5.4.Categories 

Category window, you can define the name and type to set, and specify 

the method of how to calculate the profit. 

Click Add a Category on the top right. 

 

Improve information such as Name, How to Calculate Gross Profit, and 

Description. There are three ways to calculate gross profit. The first is the 

conventional algorithm, which uses the sales price to subtract the cost price; 

The second one to calculate gross income is using a ratio, such as lottery 

ticket sales 

Click Save button to save it. 
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5.5.Dictionary 

In the Dictionary window, you can set the size, color, brand, and 

expenses of the item. 

Click Add Dictionary on the top right, open the creation page. 

In the Type selection box, we select the type such as size, type S in the 

Name box, then enter another S in Value. Just like that, we can create M, X, 

XL, XXL and etc. 

 

5.6.Supplier 

In the Supplier window, create the name and contact information of the 

supplier of the item. 

5.6.1.Add Supplier 

In Supplier, click Add Supplier button at the top. 
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Enter the supplierôs Company Name, Address, First Name, Apartment, 

Last Name, Town/ City, Phone, State / Province, Email Address, Country, 

Postal Code. 

Click the Save button in the upper right corner to save. 

 

 

5.6.2.Print 

In the Supplier list window, click the Print button above to print out all the 

suppliers in the current list. 
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5.7.Items 

In the Items window, we can scan the codes of the items, define the 

classification and sales price, and also set tax and inventory information. 

5.7.1.Thumb View 

Thumb View, refers to the way of displaying thumbnails. 
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5.7.2. Create a new item 

In the Items list window, click the Add an Item button in the upper right 

corner to open the create new item window. If you just make a small 

modification to a item that already exists, such as color or size, you can click 

the Dupl button and create a new item. 
































































