
USER MANUAL OF EZYPOS APPLICATIONS

TERMINAL MAINTENANCE

The EzyPOS application provides merchants with various functions to facilitate transaction management
and efficient payment processing.

1. Install EzyPOS application.

If you have an Android phone, you can download the EzyPOS app at
https://ezyshare.online/ezyshare/resources.aspx

If you don't have an Android phone, you can still access EzyPOS through its website at
https://pos.ezyshare.online

2. Create a login ID and password at the Backoffice.
(Login in the merchant portal and select the terminal option in setting module.)

1. Click on Setting

2. Click on EzyPOS Dropdown

3. Select Terminal Option

https://ezyshare.online/ezyshare/resources.aspx
https://pos.ezyshare.online


3. To add new terminal, click on create new button.

4. Fill in the necessary information and click the ‘Create’ button.

Export to Excel

Click here to Create New

The terminal detailsCan filter by Date range and by Location

1. Key in the terminal location name.
2. Select the outlet terminal.

3. Key in the terminal number here.

4. Then, click on the add button to proceed.



5. Once you add terminal number click on+ button to add “Cashier” for the terminal.

6. Enter the cashier ID or Name in the filter and click ☑ tick symbol to add the cashier in the
terminal.

Click + button

Click this tick symbol to proceed



7. Once you add the cashier, click on Yes option if the cashier is using the apps.

* If user select No at isApp, it means that the cashier can only use the website and cannot use Android
apps.

8. Then scroll to the right and fill the necessary information if needed.

Choose YES button

Fill in necessary
information



9. In the same part, the user needs to scroll to the side to key in the header and footer if necessary.
Then, click on update button to update terminal in the system.

Fill in Header and Footer (optional)

Click Update to save the information.



CASHIER / WAITER MAINTENANCE

1. First, login in the merchant portal and select the User option in setting module.

2. To add new Cashier/Waiter, click on create new button.

1. Click on Setting

2. Click on EzyPOS Dropdown

3. Select User Option

Click here to create new Cashier/Waiter

Export to Excel



3. Once clicked, the user may insert username and password to log in.

4. Once user have already entered User Name and Password, they can tick any access level needed
for the Cashier / Waiter.

2. Key in User Name and Password 1. Re-Enter the Password

1. Tick YES if the user needs cashier access.

2. Select the access level

3. If the user is a waiter or manager click YES.

5. Lastly, click create button.

4. Select the access level



5. Once the user has already clicked the create button, a new cashier or waiter will be added to the
user listing.

The user can click this action button in order to edit or delete the cashier / waiter listing.



3. Select Terminal Option

EZYPOS APPLICATION (FRONTEND)

1. Login and Activate EzyPOS App License (Cashier log in)
Go to https://ezyshare.online/ezyshare-merchantportal/production/Login.aspx and key in
your Email/ Phone Number and Password

2. Click on sub-menu to view terminal list.

1. Key in Email and Password

2. Click on Login button

1. Click on Setting

2. Click on EzyPOS Dropdown

https://ezyshare.online/ezyshare-merchantportal/production/Login.aspx


Click on this icon to view the details.

Select the terminal number and choose either to generate a One Time Pin or a QR Code.

One Time Pin QR Code

3. Choose the outlet and then click on the magnifying glass icon to view the detail.

4. Once you click on the magnifying glass icon , you will be taken directly into terminal
list detail. Choose the terminal number you want and generate the code to activate the
license.



Click the Active License button to activate.

The user can choose either one to activate.

5. After that, open EzyPOS Application and click on “Active License” button.

6. Then select whether you want to activate the license by QR Code or One Time Pin.



7. You can see the terminal number details after activating the license. (Refer Step 4) Key in the
username and password. Then, click the login button.

8. Once you log in, wait a moment until the master data is successfully downloaded. Done
button will be turn yellow once done.

Click on Login button

Key in the username and password

Once downloading is complete, the
button done will become yellow, and
the user can click done to proceed.



9. After login, the user will see this interface for the EzyPOS application. Then, click Sync Data
to sync with master data in the back office.

10. Wait until the data sync is complete.

Click on Sync Data Option

*After completion, click DONE to
proceed. Then, an attention message
will pop up to let you know that data
has already been successfully synced.



11. Next is Cashier Option.

1. Once you click on the cashier icon option, you will see a skip message. Then, click on that
skip button to proceed. But if you click on the OK button, you can also do float out and float
in before using the POS cart function.

Click on Cashier Option

Click on Skip Button



2. After clicking skip button, user will see this interface. Then click on the setting icon to choose
either want to open items, do float in, and flout out. (Open Items, Float In, and Float Out is
Optional)

3. After that, enter the float in/out amount and remark. Then click submit button to proceed.
(You may choose either one to do)

Click on this button for
the user to know the details
of the terminal.

Enter the Amount and
Remark, then click Submit.



4. If the user doesn’t want to use the setting option, just login like usual, click Cashier, click
Skip at Attention message, and click Search.

5. Then, key in the item name/ code and click the search icon button.

2. Once you key in, click this icon to search

Then, click on Search button to
add the item.

Click on SKIP button

1. Key in the item name or item code

3. Click this icon to filter. User can filter by
category and department.

The user can choose whether or not to use a scanner. Just
click the Scan Item button to scan the barcode.



6. After that, find the item that you want and click the [+] button to add the item quantity in

the cart. The net total will also show.

7. After determining the quantity of the item, click on cart tab. Here you will see the item detail
and net total.

Click the [+] button to add the
item quantity in the cart.

In the CART section, you can see the
item details, price, and quantity.

Below, you will see the net total of the item.



8. To edit the item quantity. Click on the quantity number, and a prompt message will pop up
to edit the quantity. Click Submit once you're done editing.

9. To settle the transaction and payment method, the user needs to click the payment button
to pay.

Click here for Edit
Quantity

Click Submit to proceed.

Click the payment button to pay.



10. Then, select the payment method that the customer wants. As for this tutorial, we will use
Cash payments.

11. After that, enter the cash amount in the field, and then click the “Proceed” button.

1.Enter the amount

2. Click here to proceed



12. Once you click proceed, the receipt will be auto generated, user also can click re-print
to print the receipt again.

13. The user can also Void Items, click on the ‘Cart’ section, click onMinus ( - ), and enter the
credential of the supervisor, and click submit to proceed.

Second, key in Username and
Password to proceed with the
void item.

First, click the minus



14. Otherwise, user also can at click Item column and click at ‘Void’ button. Then click
Submit to proceed.

15. Next, users can also do price changes. Just using the same interface (can refer to number 13),
click on the item column, and then click on Apply. Then insert the price that the user wants
to change.

Click at the Void button.

Then, insert a supervisor credential to
proceed with the void item.

First, click Apply at price row.

Second, insert a supervisor credential to
proceed with the price change item.



16. Not only that, users can also get discounts on all items that they want. Using the same
interface, click the Apply button in the Discount row and insert the supervisor credential
to proceed.

The third is to insert a price change
amount. Then click Submit.

As can be seen, once you click the submit
button, the total you entered is already changed
here. Click Done to proceed. Then, you can make
payments like usual.

First, click Apply at discount row.

Second, insert a supervisor credential
to proceed with the discount item.
Then, click Submit.



17. As can be seen, once you click the Submit button, the total discount that you entered is
already changed here. Click Done to proceed. Then, you can make payments like usual.

Then, key in the amount that the user needs to
discount, and click Submit to proceed with that
amount. The user can also discount by amount
or by percentage.



18. Next,Waiter section.

19. Click on the available table. The user can check table status based on the color stated.

Click on Waiter button here

Click the available table



20. Next, click on the new order button to continue.

21. Then select the number of the guest.

Click this button to add new order.

Select the number of the guest

Click next button to proceed



22. Search the product in the field or search by the category.

23. Once you find the item, click on the item column.

Search the product here

You also can search the product by category

Click the product
selected



24. Next, select the modified option for the item and key in the quantity.

25. After adding items to your order, you will go back to the item page. You can add more items
before proceeding to place your order. If done, just click on the cart icon to view the item.

1.Select the modified option

2.Adjust the quantity

3.Once done, click
add to order button.

Click this icon
to proceed



26. In this section, it will show the item that was added. Click on the item to edit or delete.

27. Then, to edit, click the blue button, and to delete, click the red button. Once done, click the
place order to proceed.

Click the item to edit or delete

Click place order button to proceed

Click the Red button to delete.

Click the Blue button to edit.



28. After the Place Order button gets pressed, that table will become Grey, which is already
occupied. But the user can also edit and generate bills with a click at the table selected
before.

29. Then, the interface will turn like this. The user may click one of these buttons in order to
complete the customer order. (All this will be printed for user reference.)

Click the table back to
modify or do billing.

Click the “Edit Order” button to edit or add a new order.

Click the "Add Guest No" button to add a number of customers.

Click the “Transfer Table” button in order to change the table.

Click “Billing” button to give the bill to the customer.

Click the “Split Bill” button to separate the bill for the customer.

Click “Settle billing” button to make the payment.

Click “Cancel Order” button to cancel the order.

Click the “Edit Order” button to edit or add a new order.

Click the "Add Guest No" button to add a number of customers.

Click the “Transfer Table” button in order to change the table.



29 (i) Example of Edit Order.

(i) After clicking the ‘Edit Order’ button, the user will see an interface like below (refer to the
below picture). Then, the user can choose which item they need to add on or reduce.

First, click the “Edit Order” button
to edit or add a new order.

The user can choose all menus
using a search engine.



(i) Then, click on the cart to see the current order, and click on the item column to update the
item. The user can also do a discount on an item and can choose whether they want to use the
discount by amount or percentage.

First, click at item column.

Second, the update item will appear for the
user to do a discount. The user can insert a
discount by amount or percentage, depending
on your shop. Click Update Order to proceed.

Last but not least, after clicking
on the Update Order button, the
user may proceed with a new
price that is already stated (price
after discounting). To proceed
with the order, click the ‘Place
Order’ button.



29 (ii) Example of Add Guest No.

(ii) After the user clicks on add guest no, you will see the add guest no interface, where you can
add or remove customers.

Click the "Add Guest No"
button to add a number
of customers.

Click theMinus (-) and
Plus (+) buttons to add
and reduce the number of
customers.



29 (iii) Next example is Transfer Table.

(iii) After the user clicks on the transfer table, the system will show you which table is still
available and can be transferred.

Click the “Transfer Table”
button in order to change
the table.

Click the Add button to
confirm the change.



29 (iv) Example of Cancel Order.

(iv) After clicking Cancel Order, a message will pop up as a reminder for the user to cancel the
order. When the user clicks on the Void Cart & Cancel Order button, users will be taken back to
the home page of the Waiter Order.

Click “Cancel Order”
button to cancel the
order.



30. Once the user clicks ‘Settle Billing’ button, the customer can choose the payment type they
want. And once payment has been made, the system will automatically generate the bill.
The user can also reprint the bill.



31. Next is Day End Closing.

32. Once you click the option, you will see the day-end closing listing report. Click at End Day
Closing to proceed closing.

Click on Day End Closing Option

Click End Day Closing
to close the sales.



33. The user can select the report they want to view and then click the View button. Then, the
user will see the dismiss, re-print, exchange item, and refund buttons.

34. Users can also exchange items on the End Day Closing page. Once the customer has already
completed their payment, you just need to go to the Day End Closing page, click on the View
button, and click on the Exchange Item like below.

Click at View button.

Click at Exchange Item button.



35. Once you click on the Exchange Item, an error message will pop up like this to make sure you
do the right thing. Click at Exchange Item to proceed.

36. Insert Supervisor Credential to proceed exchange.

Click at Exchange Item button.

Key in the username and password of
the supervisor credential.



37. After you insert the supervisor credential, you will see the early product that you bought.
Click on the product that you wanted before (example in the first picture) and find another
product that you want to exchange (example in the second picture).

38. You need to remember that items need to have an insufficient price, if not, the system will
pop up an error message if the balance is not insufficient.

Click at item column.

Then, choose here what item the
customer wants to change. After
done, user can click ‘View Cart’
to proceed payment.



39. Then, after you choose done, you will see this interface, like below. Click proceed to proceed
with the exchange, or just click on the item column if you still need to choose another item.

40. After clicking proceed, the user will see this interface (refer picture as below), and the
receipt will auto-print for you.

Click Proceed button
to continue payment.



41. Next is when you want to do a refund. Click the ‘Refund’ button on the same page that you
did to exchange the item. (Refer to number 27.)

42. After clicking the refund button, an error message will pop up. To proceed, just click the
refund button.

Click Refund button.

Click Refund button.



43. Once the refund button was clicked, the user needed to key in their supervisor credential in
order to proceed with the refund. After you key in and click submit, the receipt will be
automatically printed out.

44. Once refund was done, status receipt you do early will change from ‘POSTED’ to
‘REFUNDED’.

Insert Supervisor Credential



45. Next is View Close Report.

46. User will be taken directly to View Close Report Section. Here, you can click on dropdown
button to view the report details.

Click on View Closing Report Option

Click on the drop-down button to
show the status of the report.



47. Last but not least is Setting section.

48. Once you click the Setting button, you will see this interface. Then click the Printer option to
set the printer.

Click on Setting Option

Click on Printer Option



49. When you click the printer section, an interface like this will pop up, and you can choose
which printer you need to use from the list. (If you have a Wifi printer, go to the wifi section.)

50. After already choose, system will be show you option whether want to add printer, cancel
or printer.

Click on WIFI column.

Key in the printer’s name, printer remark,
and printer IP. (p/s: You can click on the
feed button at the printer and press the
button on off at the same time to get the IP
address of the printer.)

Then, click test print to see if the printer
paper comes out or not. Then click 'Add
Printer' to proceed using.



51. Users can also update their EzyPOS for the latest version in the settings section. Click on
the Settings and click on App Update.

52. Not only that, users can also refresh their EzyPOS for the latest product in the settings
section. Click on Settings and click on Fresh Download.



53. Other than that, the user also got an Open Item function. This function allows you to set a
price for an item that you forgot to set or to enter a new price and new product.

Click at open item
button to proceed
create new price and
product.

Click add item to
added.


