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MiPOS Provide Technical Support via Teamviewer Remote Support Software. 

(www.teamviewer.com.au) 

Customers required to Open Teamviewer Software            located on the Desktop 

and Provide YOUR ID and PASSWORD to establish the remote access.  

We encourage customers to have internet onsite or atleast a mobile hotspot. 

See website for more details on Warranty and Support, Costs and Callout Fees. 

 

 

 

 

 

 

 

1. Categories 
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 Menu >  Stock  >  Categories 

 

1.1 Add Category 

To add a new Category or a Subcategory, press   to start. 

Category Name: Unique Category or Sub Category name.  

Parent Category: Select the parent Category when creating a Sub Category. 

Otherwise leave it empty.  

Order Number: Sort order of the Category list. Otherwise Categories will load 

alphabetically. 

Display Name in Panel: Display Category name. Enabled (ticked) by default. 

Image: Choose an image for a Category. Press  to select the image from 

your storage device. Press  to save. 

In Catalogue: Display or hide all products in a Category in one go. 
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1.2 Edit Category 

Pick the Category from the list. Press  to save changes. 

1.3 Delete Category 

Remove all products and subcategories from the Category. Category has to be 

empty before delete. Then, Press  and . 

Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Products and Options 

Press  Menu >  Stock >  Products 
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List of all the Products are displayed. Select a Category on top to filter by Category. 

 

2.1 Add Products and Options 

To add a new Product or Option, press   to start. You are on the General TAB. 

Reference: Automatically filled. 

Barcode: Autimatically filled. Fill in the Barcode number, if your product has a 

Barcode Label to use on a Barcode Scanner. Press More for additional Barcodes 

available for the same product. 

Name: Unique Product or Option name. Limit characters to Letters, number and -(). 

Category: Unless Category is already auto selected, select the Category from the list. 

If the desired Category is not listed, go back to Category Setup and create one. 

Press More for additional Categories to display the product in multiple Categories. 
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Tax Category: Automatically selected to Tax Standard (10% GST). If the product is 

subject to no tax, choose Tax Exempt. 

Sell Price + Tax: Product sell price including Tax. 

Buy Price: Cost price including Tax. Otherwise leave blank. 

Order in Catalogue: Number sequence to maintain to 

arrange the product on the sales. Otherwise Products will 

load alphabetically. 

Docket Print: Unless already auto selected, Tick to enable 

and choose the correct docket printer or More for mulitple 

printer options. In a Standard Configuration, Printer2 is 

Kitchen and Printer3 is Bar printer. 

Bump Screen: Works similar to Docket Printers. 

Options (unticked by default): Indicate an option. Item such as Decaf, Medium, Mild, 

Hot. These items usually follow a main product and indicates with a * in screen and 

- - in Print Docket. Option can be chargeable or free. Example, Extra Hot (Option) & 

Sea Food (Extra). Press save .  
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Additional Information -- 

In Catalogue (ticked by default): Activate the Product to display in sales screen. 

Service Item (unticked by default): For service Items such as Delivery Charge. 

Options (unticked by default): Indicate an option as discussed above. 

Scale (unticked by default):: Automatic scale option. CAS PDII, attach scale for 

automatic weighing. 

Variable Price Product (unticked by default): When product does not have a fixed 

price. Example. Seafood products. 

Select Color (optional): Selection of Colors to choose for the background of the 

product button. 

Image Tab (optional): Choose an image for the Product button. 

Press  to select the image from your storage device. Press  to save. 
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2.2 Edit Product 

Choose the product from the list and make the changes. Change a product name, 

sell price, etc. 

Press save  when done. 

2.3 Delete Product 

To delete a Product, press  and  to confirm delete. 

FAQs. 

FAQ: Unable to delete an Product?  

ANSWER: The product most likely attached to a sales record. Best solution is to 

untick “In Catalogue” to disable it from the Sales Screen. Later you can recycle this 

product, change name price category and ick “In Catalogue” 

FAQ: I’m getting an Error. What should I do? 

ANSWER: Press Info Button on the error message. Read the content. Most likely you 

trying to duplicate and name, barcode or buy price in not entered. 

FAQ: I need to create Medium, Mild, Hot, Falours etc. How do I create an Option? 

ANSWER: Creating option is as same as Creating a Product, explained above. 

Additionally, you need to tick “Option” to tell the system that the product you have 

just created to be treated as an option. See Point 3. For more details. 

3. Automatic Options to POPUP 
 

Example 1: In a Restaurant, when selecting “Poter House Steak”, options are 

Medium, Mild, Well Done with a Choice of Chips or Salad and Extra Mushroom 

Sauce, Garlic Source. These options, extras or choices when paired with a Product, 

automatically POPUP. 

Example 2: In a Café, when selecting “Coffee”, options are Types of Milk, Extra 

Shots, Number of Sugars, etc. These options, extras or choices can be paired to the 

main Product. When the Products is selected, paired options are automatically 

POPUP. 

Pre-requirements: Options, Extras and Choices needs to be created as products first, 

with “Option” ticked.  
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Press  Menu >  Stock >  Products 

 

Goto Options TAB. All Options created are displayed here to choose. 

Select the Main Product. In this case, it’s the Stake or the Cappuccino. From the list 

on the Left hand side. 

Start selecting Options list in the middle. Use  to delete incorrect options or 

delete the whole selection to start new. 

Duplicate option available to copy Options list of the current item to a new item 

typing the Product ID and press  to copy over. 

ADD (Tick) to Auto add the selected option to the Items List. Garlic bread of a Meal 

Deal is such an example. 

Change prices of the option and press Enter to customize price of an options. 

Press save  when done. 
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FAQs. 

FAQ: My Items are everywhere. How to rearrange the Products on the Sales Screen? 

Answer: Goto “Order in Catalogue” in Product Setup and use numbers to arrange the 

products as the number sequence. Ex. 1, 2, 3 …. 

There is a similar feature for Categories. 

FAQ: I’m getting an Error. What should I do? 

ANSWER: Press INFO button of the Error Message. Read the description for more 

information. Duplicate content for Name, ID or Barcodes are not allowed. 

FAQ: The Product does not print on Order Docket. What should I do? 

ANSWER: You have not selected a Order Print on that Product setup. Unless already 

auto selected, Tick to enable and choose the correct docket printer. In a Standard 

Configuration, Printer2 is Kitchen and Printer3 is Bar printer. 

Notes: 
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4. Popular System Screens 

4.1 Login Screen 

 

 

Check Software Date & Time.  

Change it from System Clock. 

 

Different Authority Levels 

Admin | Manager | Employee 

You may create individual staff logins based on these roles. 

 

Press Exit to exit from MiPOS. 
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4.2 Table Layout 

Press Unlock and Press Locked Table 

Press Assign, then press Table to change the ownership 

 

Warning! Delete All Current Orders. Only Available for Administrator Login 

Manual Open Drawer         Logoff 

Take Reservations 

Press Ready and then Table to highlight “ready to leave” Tables with a Green Tick 

Select Different Table Layout 

 

Select Tables 

Indicate active Bump Screens Menu   
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4.3. Sales Screen 

Select Customer or Add or Edit Customer | Enter a Name for a walking Customer 

           See Customer Sales History 

                 Split Bills 

                           Delete Complete Order Before Print 

                                      Move or Merge Tables 

                                                 Return to Table Layout 

                                                              Send Orders to Print  

                                                                           Take CC Surcharge  

Total Discount | Line Discount : Press % value and discount opton button 

Add Line Comments or Special Notes using a Virtual Kaybaard      Print Check Docket 

 

Long view of Items List Categories Sub Categories       Products 



MiPOS Point of Sale Systems | https://www.mipos.com.au                All your rights reserved 14 

 

Delete Line               Lookup Item  Make Item FREE 

Edit Line Item                                                       

                                                     Toggle Print Status NO – SENT (able to reprint) 

Choose the Table Number                                              Manual Table Number 

Display Selected Customer | Voucher        

 

Menu Categories        Product Items 

Menu Options 

Sub Categories 

Press PAY to Cashout 

Select Quantities : Press the number, then press the item button or used to enter 

the value of the discount or surcharge before press the discount/surcharge buttons. 

  

 



MiPOS Point of Sale Systems | https://www.mipos.com.au                All your rights reserved 15 

 

4.4 Payment Screen 

 

Cash           

Cheque       Print Receipt 

Card (EFTPOS)     Auto Print Order Dockets 

  

 

           Select Currency for Balance to display 

              Complete the transaction: OK 
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5. Close Cash 

Press  Menu >  Close Cash 

 

Review Days Collection 

Cash Flow and Sales Report by Category 

Close Cash Report – Auto Email Close Cash Report 

Manual Email Close Cash Report (Optional) 

Print Collection Report 

Important: Close MiPOS on any other terminals when you are on a Multi Terminal 

setup. Only work on Main POS Terminal to carryout Day and Tasks. 

Restart MiPOS Software on this Terminal when done. 
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6. Receipt Setup 

Press  Menu >  Maintenance >  Receipt Setup 

 

Receipt Information 

Display Button size on Sales Screen                     Text Amount Display on Button 

Upload Logo 

Upload Footer Image, such as Promotions 

Printing Options for Receipt and Docket on Payment Page 

Receipt Email support Extensions List (.com, com.au, @gmail.com,   

Email Close Cash. Multiple Emails separated by ”,” 

* After making change, Press save  and restart MiPOS Software. 
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7. User Setup 

Press  Menu >  Maintenance >  Users 

 

7.1 Add New User/Operator 

To add a new User, press   to start. Enter the Name and Select the Role. Then 

Press save  to confirm add. 

7.2 Edit or Delete User 

To Edit, Select the user first. You may change Name, Role or Reset Password. 

To delete a User, press  and  to confirm delete. 

7.3 Reset a Password 

Select User and press Password Button. You may enter a new password or press OK 

to reset the password to None. 
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8. Edit Sales & Refunds 

8.1 Edit Sales 
For rasons such as correcting wrong type of payment or change content of the sale 

without changing the Receipt Number. Usually done within a short period of time, 

usually on the sale day, beofe going through a Close Cash.  

Press  Menu >  Edit Sale 

 

 

FAQ: I want to Edit a Sale, but Edit Sale button is not accessiable. Why? 

Answer: Edit Sale function is available for Sale before Close Cash Process (Point 5). 

Sales are Locked after Close Cash to avoid reporting errors. See 8.2 Refunds. 
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8.2 Refund Sales 

Refunds is a new type of Transaction generated to refelect refunds seperately. 

These transactions are displayed as a separate record on Close Cash (Point 5) and 

does not effect the Original Sale. 

Press  Menu >  Edit Sale 

 

Recent Tickets usually shows upto 20 recent transactions. Goto Search and Select a 

Date Range for access Sales in the Past. 

 

Press Pay to Refund via a choice of refund method, such as Cash or Card. 
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9. Additional Attachments to MiPOS Systems 

9.1 Customer Display 

MiPOS Provide 10inch LCD Customer Display attached to POS Terminals. You may 

advertise promotions on this screen and display customer purchase. 

 

9.2 Bump Screen 
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9.3 iPAD Terminals 

 

  

iPAD are use as Order Taking Devices. 

This system does not depend on Internet. 

Software will be installed on an iPAD supplied by you. 

Notes: 
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10. Database Backup 

 Menu Button >  Configuration – Backup & Reset (TAB) 
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Press BACKUP and locate an External USB device to store the backup file of the 

system database. You will get a reminder to backup every 30days from the last 

backup. 

Save file name as DDMMYYYY 

Notes: 
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FAQs. 

FAQ: Why does the Cash Drawer keeps opening every second without stopping? 

Answer: Check if you have any pending printout stuck on the Printer. Go to Devices 
and Printers in Windows Operating System to check this. Do not leave printer 
switched off during Sales. 

Remove any Keyboard/Mouse and usb receivers from the POS Temrinal and test. Do 
not leave anything stuck/continuely being pressed the Keyboard. 
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