f:y ProSystem Limited

ProSystem™ BMS

User Manual

Intended Users: Operators, supervisors, and administrators
Prepared from application audit on April 1, 2026

https://bms.prosystem.com.bd

Table of Contents

1. INtrOdUCEION @GN0 SCOPE....uue it e e e e et e e e eeeeeanaeees 11
1.1 What This Manual COVETS........ooiiiiiiiiiiiiiee e e e 11
1.2 How to Use ThiS Manual ......ccoiiiiiiiiiiieeee et 11
1.3 Main FUNCEIONAI AFE@S .....ooiiiiiiiiiiee et e e e e e e 11

2. Access and Getting Started .......cooooo i 13
D Y 1= o 1T 1= [ o T PPN 13

PUrpose and WHhO USES [t ......cooiiiiiiiiiiee et e e et 13
HOW TO ACCESS [T ..ttt ettt e e e et e e e e e e s e e 13
Main Actions and WOrKfIOW ............euuiiiiiiiiiiie e 13
Validation and BuSiNESS RUIES ..........cciiiiiiiiiiiiiiiiiiiiieceee e 13
Security and g00d l0ZiN PraCtiCe.......cceeeiiiiiiiiiiieee e 13
2.2 FOPBOt PASSWOIA ...ouuniiiiiieeiiii et e e e e e et e e e et e e s et eeeeranes 14
Main Actions and WOrKfIOW .........c.euiiiiiii e 14
Validation and BUSIN@SS RUIES ..........uuuiiiiiiiiiiee e 14
2.3 Registration and Organization JOIN .........ccooiiiiiiiiiiiei e e 14
AVAIlable Paths .......oooiiiiiiii e 14
Organization RegiStration STEPS ......iiiiiiieiiece e 14
Join an EXisting OrganizatioN .........oiiuiiiiiii e 15
2.4 First-Time Setup EXPeCLAtioNS ......covvniiiiiii e 15
2.5 Admin Setup and GO-LiVE SEQUENCE ........coovvveiiiiieeeeeee e 15
Practical Go-Live Verification Checklist...........cooiiiiiiiii e, 16
2.6 Organization Switching and SigNINZ OUL .........ooiiiiiiiiiie e 16
Organization SWItChING..........iiii e 17


https://bms.prosystem.com.bd/

f:y ProSystem Limited

Logout and SeSSioN SAfety .......ouuuiieii e 17

3. Navigation, Search, and PermisSiONS ...........ouueeiiiiiiiiiiie e 18
3.1 MAIN SIAEDAN ..ttt e e e e e e 18
3.2 SettingSs SIAEDAN .....e e 18
3.3 Search and Filter BENAVIOr...........iiiiiiiiiiee e 18
3.4 Counters, Badges, and AlBIES.........ueiiiiiiiiiiie e 19
3.5 Permissions and LOCAtioN SCOPE......coiivuiniiiiiee e 19
3.6 Filter Reference by MOUIE ..........oueiiiiiiiie e 19
OVEIVIBW ...ttt ettt e e ettt e e e e e e e e e e bbbttt e e eeeeeeaaaaababbbbbbeeeeeeeeeeanannns 19

Y 1 (=T PP PP PPPPPPPPPPPP 20
(17=T 00 SO PP P PP 20
Item Stock Units and Manage StOCK .........ueeiiiiiiiiiiiiiee e e 20
CUSEOMIEES e e e e e e e e e e e e e e e e e eeeeeeeeeeens 21

U SIS -ttt ettt ettt ettt e et e e e e ettt e e e e e e ettt et e e e e e e e e neaeees 21
TraANSTEr REQUESES ....eiiiiiiiiiiiiittte e e e e e e e e e e e e e e e e e e e eeeeeaeaaaaaaaeeaeeeeeeeeeeeeeeesessessssnsnnnnes 21
PErTOrMANCE. ..t e e e e e e 22
SNArEA AAtA PAEES «nn e 22
4. Overview Dashboard ............ooooiiiiiiii e 23
O N ¥ g o To 1= [ g Lo I Yool YT 23
B W o VoW L =Y o oY - SRR 23
4.3 SalES SUMMAIY AT ...ttt e e et e e e e e e e e e e e e e e et aeeeeeeeeeaaaanns 23
Actions and CONTIOIS .....cooiiiiiiiiie e 23
Metrics and What they Mean...........oouiiiii e 25
Graph and click BERAVIO..........ooiiiiiiie e 26
4.4 INVENTOIY SUMMAIY AlCa....uuuuiieeeeeiiiiiiieeeeeeeeetieieeeeeeeetaat e eeeeeeersssaaaeeeeessssnnnaeeeaesssennnns 26
AcCtions and CONTIOIS .....ooiiiiiiii e e eee e 27
Metrics and What they MEaN.........oooveiiii e 27
4.5 Notification and Integration INiCators .........cooovviiiiiiiiiiiiie e 29
4.6 Permission and Visibility NOtES...........uiieiiiiiiiiiiiee e 29
SR IV Lo F= == 0 <] o PPN 30
5.1 Purpose, Daily Use Cases, N ACCESS .....uueeiiiiiiiiiiieeeeeeeeeiee e e et e e e e e e e e e eeeaans 30
CommoN day-t0-day SCENAMIOS .......uiiiiieeeiiieeee et e e e e e 30



f:y ProSystem Limited

5.2 Sales List and Work Queue Management.............uuuieeeeiiiiiiiiiiie e 30
Main actions from the liSt .........oooiiiiiiiii e 30
How to use the list operationally..............uoiiiiiiiiiii e 31
Common filters and what they are useful for...........coooiiiiii e, 31

5.3 Creating a Sale from Start to Finish..........ccooooiiiiiii e 31
Standard OPerating SEQUENCE. ........ceiiviiieeeeeee et e e e 31
PractiCal USE CASES .......eeeiiiiieiiiiiie ettt e e e e e ettt e e e e e e e e e 32
Important data to get right at entry time......c.oooviiiieiiiii e 32
Page-level search and item lookup inSide Sales..........oeviiiieiiiiiiiiiee e 32
Serial number allocation, FIFO guidance, and the serial-number modal............................ 32

5.4 Understanding the Sale Detail WOrkSpace ............ueeeeeiiiiiiiiiiiee e 33
Main areas Of TNE PAGE ....cooieiiiiieee ettt 33
Examples of when users return to the detail Page ............oouviieeiiiiiiiii e, 34

5.5 How Sales Calculations WOrK...........uuueeeiiieiee e 34
Step 1: Build the live item STate . .....eee e 34
Step 2: Build the live charge and live payment state ..........cccoooeiiiiiiiiiiiiiiiiiiieeieeeeee 34
Step 3: Build the item subtotal ........cooovviiiiie 34
Step 4: Apply discounts iN @ StHICt OrdeI.......uueiiiiieii e 35
Step 5: Calculate VAT or tax after discount handling ...........ccoovviviioiiiiiiiiiiiiieeeee, 35
Step 6: APPIY OTNEI CRAIZES ... 35
SEEP 7: APPIY FOUNAING....eeieiiiee et 35
Step 8: Calculate paid amount and balance due............ccocooiiiiiiiiiiiiiiiee e, 35
Append-only correction model for items, charges, and payments............cccoeeeeiiiiiiinnn.... 36
Billing specification under the system's default rules ...........c.ccooeiiiiieiiiiiiiiii e 36

SR I =10 0 1= o PP SPPPRPN 37
Y o 1[0 MU <R of- LT ORI 37
Operational steps to add @ PAYMENT........iiiiieiiiiee e 37
IMPOrtant PAYMENT FUIES ......iiiiiiiiee e e 37
What users should verify before confirming a payment ............cccooeeiiiiiiiiiin e 37

5.7 Editing or Deleting Payments with Full Auditability ..........c.ccooeiiiiiiiiiiiineee, 38
HowW payment @dit WOTKS ........oouuiiiiiiee e e 38

How payment deletion WOIKS ...........uiiiiiiie e 38



f:y ProSystem Limited

Special note for balance PAYMENTS.........viiiveiiiiee e 38
5.8 Adding Charges, Discounts, VAT, Delivery Fees, and Rounding ...........ccccccovvveeeeiiiieennnnnn. 38
TYPICAl USE CASES.....oeiiiiieee ettt e et e e e e e e e et e e e e e e e eeat e e eeeeesesstaaeaeaeeeeans 38
Operational steps t0 add @ Charge.......cuuiiiiiiieiiiie e 39
Important charge BENAVIOrS .........oooiiiiiee e 39
What users should verify before confirming acharge .......ccccooovvviieiiiiiiiiiiieiiecn 39
5.9 Editing or Deleting Charges with Full Auditability ........ccccooovviiiiiiiiii e, 39
HOW Charge edit WOIKS .......eiiiii e e 39
HOoW charge deletion WOTKS..........oiiviuiiiie e 40
What the system preserves during charge correction .........ccocoovvieeeiiiiiieiiiiiieeeiieeeeeenne, 40
5.10 Sale Status Lifecycle and Stock EffECtS .........ovviiiiiiiiiiiec e, 40
What happens when status Changes ...........uvuiieiiiiiiiiiee e 41
5.11 Scheduling, Fulfillment, and Real-World Scenarios............cccoeeeiiiiiiiiiiieeiiiiiiiceee e 42
Scenario: immediate COUNTEr SAIE ........uuuiiiiiee e 42
Scenario: deposit now, fulfillment later.......cccooeveiieiieiiiii e 42
Scenario: request PeNdiNg dECISION ........coovvviiiiiiiieiiiee e 42
Scenario: delivery diSPatCh........o..eeiiiii e 42
5.12 Notes, System Notes, and Event HiStOry ........cooovveiiiiiiiiiiiiiec e, 42
5.13 RetUrns @and EXCRANEZES ....coouvniiiiieeeeeee e e eeaans 43
What the system checks before a return . .......cooooviiiiiiiiii e, 43
Operational steps for a return or eXChange ........ccccoooiiiiiiiieei i, 43
What happens iNterNally........cooiiriiiii e e 43
Practical return and exchange SCeNArioS............uviiiiiiiiiiiiiiie e 43
5.14 Receipts, Printing, and Sharing ............oiiiiiiiiiiiiiie e 44
Manual email and SMS SeNdiNG FUIES .........uiiiiiiiiiceee e e e eeeaes 45
When sale messages are generally SEBNt........coooivveiiiiiiiiiiie e 45
What the email usually CONTAINS.......oouvuiiii e 45
What the SMS UsUally CONTAINS .......iiiiiiiiiie e 45
5.15 Reports, Reconciliation, and Good Audit Practice.............oeeeeeiiiiiiiiiiiiiiiieeee e, 46
SAlES SUMMEAIY REPOIT ..uuiiiiiiiiiie et e e e e e e e e e 46
Detailed SaleS REPOIt......ccoi it e e e aaaas 46

How to read the reports COrreCtly ......oiiiimniiiiii e 46



f:y ProSystem Limited

6. Items, Stock, and INVENtOry CONTrol .........cooivviniiii e 47
6.1 Purpose and Inventory Operating Model ..o, 47
Recommended inventory operating SEQUENCE. ............uuiiiiieieeeiiiiiiiiieeeeeee e e e e 47
6.2 Items List, Item Detail, Variants, and Catalog Maintenance ..........ccccccveeeeivvieeeiiiineenennn. 48
A TT BT - Tot i o T PO P UURP SRR 48
What to review on the item detail PAGE .......cooevvviieiiiiiiieec e 48
Catalog rules that affect operations [ater..........coouuiiiiiiiiiii e 48
Item list filters and what they Mean ...........oeiiiiiiiii e 48
6.3 Stock Unit Statuses and What They MEaN..........oouuviiiiiiiiiiiiee e, 49
o Yo Lo g T o Lol SRR 50
Standard add-stock WOrKFIOW...........coiiiiiiii e 50
What the system validates ON SAVE........ccoviiiiiiiee e e 50
The review modal and what users should check .............cccccciiiiiiiiiiiiii e 50
What happens after a successful stock addition............ccccoooiiiiiiiiiiiiiiee e, 51
Example stock-addition SCENAIIO .......coiiiiiiiiei i e e e eeeaes 51
6.5 Serial Number Entry and Scanning Methods ..........cccooovviiiiiiiiiiiiiiiieee e, 51
Operational NOtes fOr SCANNING .......oiiiiiiiie e 52
What the serial-number modal allows users t0 do.........coooviiiiiiiiiiiiiiiiiiiiieeeee, 52
6.6 Manage Stock: Transfer and Removal Workflow ...........ccoooovveeiiiiiiiieiiiiieeeeeeee, 53
Operational steps for manage StoCK ........coovvveiiiiiii e 53
Validation rules during manage StoCK.............ooeeiiiiiiiiiiiee e 53

If the action is deletion or stock removal ... 53
The review modal and what users should check .................., 53
EXAMIPIE USE CASES . cevveniiiiiieeeiiiee ettt e et e et e e e e e e e reeeeeeateeseraeeeaees 54
6.7 Immediate Transfer WorkfloW............ooooiiii e 54
What happensinanimmediate transfer .........o.oovviiiiiiiiiii e 54
WHEN TO USE T ...eeeiiiiieee ettt e e e e e e e e et eeeeaeas 54
6.8 Approval-Based Transfer WorkfloW ............oouoiiiiiiiiiii e, 54
What happens at dispatch time.........ccoooiiiiiiiii e 54
Why this matters operationally .............viiieiiiii e 54
6.9 Transfer Request Review, Approval, Rejection, and Bulk Actions..............ccoovviieeeeeeinn, 55
Transfer reqUESE FILEIS.........o i e 55



f:y ProSystem Limited

Single-request review WOrkflOW ..o 55
How the approval serial modal WOrKS.........ccooovviiiiiiiiiiiiiiee e 55
What happens when serials are approved ............oooouuiieieiiiiiiiiiicee e 55
What happens when serials are cancelled back to source ..........ccoooeeeiiiiiiiiiiieeiiiiiii, 56
What happens when serials are rejected as damaged, lost, or other failure ..................... 56
ReqUESE SEAtUS OULCOMES ...uuniiiiiiiieiiie et e e e e e e e s eaens 56
BUIK @CTIONS ..t e ettt e e e e e e e e e e e 56
What users should check in approval and cancellation review modals ..............ccovveennn.... 56
6.10 Transfer Scenarios and Practical GUIdANCE..........cccoeeiiiiiiiiiiiiiiiiiieee e 57
Scenario: urgent branch replenishment without approval.........cccocoooviiiiiiiiiiiiini. 57
Scenario: formal dispatch to another location with receiving control ...............cccccoceee. 57
Scenario: part of the shipment arrives, part doesnot ..............cceiiiiiiieeeee, 57
6.11 Inventory Ledger, Reports, and Accountability .............ooouviiiiiiiiiiiiii e 57
Key ledger transaction tYPES .....vueiiiiiiieieiee e 57
Why the ledger is dependable........ ..o 57
HOW t0 USE FEPOIES WEIL....oueeiiiiiiiiiiie e e e e 58
INVENtOrY WOIKDOOK STFUCTUIE......iiiiiiiciiie e 58
Transaction and adjustment reporting StrUCtUIE........ccooivveiiiiiiiiie e, 58
6.12 Categories, Subcategories, Tags, and LOCAtioNS...........ooeeivvieiiiiiieeiiiieeeeeeeee e, 58
6.13 Creating and Editing Master Data.........cooovvviiiiiiiieiiie e 59
Create Or @It ITEML. . et e e e e e e e e e e e e e e 59
Create or edit category and subCategOory .........vveieeiiiiieee e 60
Create OF EAIE LA . cuuu i e e 60
Create or edit I0CAtION ..c..eeeiiieeee e 61
Validation, naming standards, and downstream effects...........cccooeeeiiiiiiiiiiieiiiiiiiiiieee. 61

. CUSTOMET IMANAZEMENT ..eeiiiiiiieeieeie et e e e e e et e e e et e e e e eaeeseeaneeeens 63
7.1 PUIPOSE @GN ACCESS ...oevveeeieiiee ettt e e e e e e e e e et e e e et e e s e e e e s e e e senans 63
7.2 CUSTOMEE LIST...eeieiiiiiieiiiiie ettt e e e e e ettt e e e e e e e e et eeeeeeeas 63
IMLIN ACCTIONS .ttt e et et ettt ettt ettt ettt 63
COMMON FIEEIS ettt e e e e et e e e e e e e e e e e e 63
7.3 Creating and Editing CUSTOMEIS........ooouiiiiiieiiieeeeee e 64

Main Data CaptUrE........oovueeiiiiiieiiece ettt e e e et e e e e e e e e eaeee 64



f:y ProSystem Limited

DUPHICAtE PreVENTION ...viiiii et e e e e eeees 64
7.4 CUSTOMEr DEtail PAge....oueeiiiiieeeeeee e e 64
1Y T Y=Y 1 o] o PO 64
HEAAEN ACTIONS ..ttt e et e e e e e e e e s 65
7.5 Customer Balance and LOYalty.........oooouuuuiiiiiiiiiiee e 65
Balance BENaVIOr ........uiiiiiiiiiii e 65
(WX 1L aY A <] o b= 1V o | ORI 65
7.6 REPOIS @NA EXPOIES...cooviiiiiiieiiiiee e e e e e e e e e e e e eaaans 65
7.7 COMMUNICATION ACTIONS ..ttt e ettt e e e e e e e e et eeeeeeeeas 66
Dedicated EMail MOdUIE ........oooiiiiiiii e 66
Dedicated SMS MOAUIE.......cooiiiii et e e e e e e e 66
What customer messages generally contain............oouiiiiiiiiiiiiiiie e 67

8. USEI IMAN@EEMEBNT ... oottt et e et e e e e e e e e et e e e e et e e e sab e eateeeearans 68
8.1 PUIMPOSE QN ACCESS ..oovvnniiiriieeeeiiiee et e et eee e e et e e e tee e e s e ee e e s teeeseaaeeseatneeeertneeserannns 68
S O =T Y/ o TSP 68
8.3 USI LISt ettt et e e e e e e e e e e e eeeeas 68
8.4 Creating and EdItiNG USEIS ... coovvuniiiiie e 68
Main Data CaptUrE.......coouueeiiiii e e e e e e e e e e s eaaeeeaee 68
Editing @n @XISTING USEI ..covveeiiiiie et e e e e et e e et e e e e e eeaan 69
IMPOrtant BUSINESS RUIES ......coiviiiiiieie et 69
User conflict resolution and itS PUIPOSE ......oeeiiiiiiiiiiieee e e 69
8.5 USEI DA PAZE c.vvniierieieeeeee e 70
8.6 Passwords, Status, anNd PreferEnCeS. ......oo..v e 70
8.7 JOIN REGUESES.....oviiiiiiie et ettt e e e e et e e s e 70
9. Shared BUSINESS Data.....ccoeeiieiiiiiiiiiiieiee e e e e e e e e e e e e e e e e eeees 71
1o I R T T =L TSP 71
o I A <Y = 0 1= ) A 71
1o RN CT<To] =1 ={={ o V-SSR 71
IR o Tor- 1 (o 1 PSPPSR 71
Sales channel and stock management behavior..........ccooovvvveeiiiiieii i 72
9.5 Categories, Subcategories, anNd TAgS ... .coeeeiiiiiiiiiiee e 72
O Y=Y w4 RO PPRPRRPINt 73



f:y ProSystem Limited

O R Y LY Yol olo 1 | o | 73
What This Page CONTaAINS. .......oiiiiiiieiieii ettt e eeeaan s 73
Bt DELAlS ..ot e e e e e e e 73
UPate PasSWOIA........uuiiiiiiieeiiiii et et e e et e e et e e e e ea e e s eraeeaeees 73
OPeratioNal GUIANCE .........uuiiei et 74

10.2 OrZaNIZatiON coovueeiiiie et e e e aaa 74
HOW This Page IS STrUCTUIEA.........iiieiiiiiiee e 74
DEtails Card .....cooeeeeee ettt e e e e e e e e e e e 74
Inventory Management Card ........ooouuiiiiiiieeiie et 74
IMPOrtant INVENTOIY RUIE......cooviiiiiie e 75
SENAING CAN ..ot e e e e e e e e e e e e e e e e et 75
Y =Tol V[ 1 AV - o I TSNP 75
OPerationNal GUIANCE .........uuiee e e e e 75

10.3 RECEIPT ANA BArCOUE ....covviiiiiiieeeee e et e e e e e e e eaaes 75
GeNEral BENAVION ... e e e e e e 76
Print Agent Installation on WINAOWS ..........ooeiiiiiiiiiiiii e e 76
S YCTol=] T o) f - o H RPN 76
Receipt Configuration After Agent Installation..........ccooooiiiiiiiiiiiii e 77
BarCOde Card.... ...ttt e e e e ettt e e e e e e e e e e 77
Barcode Configuration After Agent Installation.............cooveeiiiiiiiiiiiie e 77
Barcode Preference Card .........oooo i 77
Print Agent Troubleshooting and Operational NOtes.............ceeeeiiiiiiiiiiiie e, 78
OperationNal GUIdANCE .......oiiiiee et e e s 78

104 EMQIL oot e e et e e e e e e e 78
HOW The PAg8 WOIKS ... ettt e e e e et e e e e e eeaaaaaneeeeeaeenes 78
SIMTP CONTIGUIAtION ...oeviniiiii et e e 78
Microsoft Graph ConfigUuration...........coviiiviiiiii e 79
OPerationNal GUIANCE .......oiiiieeeeeee e e 79

10,5 SIS ettt e e e e e e e e e bbbttt e et e e e e e e e e e aanneaeeeee 79
HOW ThE PAgE WOTKS ...ttt e e e e e e e e e et e eeees 79
ProVIder FIIAS. ... .. ettt e e e e e e e e e e 79

Location-SPecific SENAEI IDS ........coiviieieiiee e 80



f:y ProSystem Limited

OPeratioNal GUIANCE .......oiiiiee et e e 80
10.6 PAYMENT GatBWAY ...uuniiiiiiiiieiiiie ettt e et e e e e e e e e e et eeeeabeeeeeateeesaaaeaeees 80
HOW The PAgE WOIKS ...ttt et e e e e e e e e eeaans 80
POFEWaIlET ...t e ettt e e e e e e e 80
SSLCOMIMIBIZ. ettt e e e e e e e e e e e e e e e e e e e e e e e et et e e e ettt ataabttbnteanaae 80
0] T o EO OO O PP PP PPPPPPPPPPPPRN 81
OPEratioNal GUIANCE .......iiiieeeeeee e e 81
10.7 NOTIICATIONS .t e e et e e e e e e e e e 81
AdmMIn NOTIFICATIONS ..ceeiiiiiiii e e e 81
Customer NOTITICATIONS ... e e e 81
OPeratioNal GUIANCE .......oiiieeeieeee e et e e 81
10.8 PrOmMOTIONS ..ottt ettt e e e e e e et e e e e e e e e e 82
HOW ThE PAgE WOTKS ...ttt et e e e e e e e e e eeaaas 82
FIQE DISCOUNT. ...ttt e e e e e e e ettt e e e e e e e e s e naebeeeeeee 82
LOYAItY REWAIA ... i e e e e ettt e e e e e e e eaaaeneeeeaeeeasnnnaaeeaeennes 82
PrOmMO COOB. ...ttt e e e e e e e e e e e e e e e e 82
OPEratioNal GUIANCE .......oiiieee e 83
10.9 Settings Shortcuts t0 Shared Data ...........ovviiviiiiiiiiie e 83
SAIES SNOTTCULS ...ttt e e e e e e eeeee e as 83
CUSTOMET SROTTCUTS .ot e e et e e e e e e e e e e 83
INVENTONY SROMTCULS .ovvuieiieeeeee et e e e e e e e e e eeaaes 83
SEANCH AN RBUSE ..ot eee e 83
12, AAITIoONAl TOOIS...cciiiiiiiiiiiiiitt e e e e e e e e e e e e e e e e e e et e et eeeeeeeeeeeaeeaeeaeeeanaaes 84
11, P OrMANCE ettt e e e e e e e e e e e e e 84
12.2 INVENTONY ASSISTANT eeiiiiiie e e e e e et e e e e e e e et e e e e e e rara e 84
11.3 COMPOSE EM@Il ... et e e e e aaas 84
11,4 COMPOSE SIMIS ..o e et e e e e e e e e e et e e e et eseaaeeeens 85
I or- ol o Yoo [o) i il - =IO 85
11.6 Print Helper Pages and Receipt HEIPersS ........eeiiiiiiiiiiiiee e 85
11.7 Downloads and EXPort WorkfloOWS...........ovviiiiiiiiiii e 86
12. PermisSioNs REFEIENCE.........uiiiiiiiiiee ettt e e e e e ettt e e e e e e e e e e eaans 87
12,0 SalES PEIMMISSIONS .....eiiiiiiieieeei ettt e e e e e e e ettt e e e e e e e e s et 87



13

14

10

f:y ProSystem Limited

12.2 CUSTOMEr PeIrMISSIONS...ccii ittt e e e e e e e e e e e e eeaaeeeeas 88
12.3 Item and StOCK PermisSioNS........oooiiiiiiiiiiiiiiiiiiii e e e 89
12,4 USEI POIMIISSIONS. e e e e e e e e e e e e e e e eeeeeeeeeens 91
12.5 WebSite PErMISSION ......ceiiiiiiiiiiiiiiiieeiee ettt e e e e e e 92
12.6 SEtEiNGS PEIMISSIONS «..ciiiiiiieiie et e e et e et e e e et e e e e eat e e e eaaaeaeees 92
12.7 Task-to-Permission QUICK IMAtriX ........coeiiiiiiiiiiiiiiiiiiiiiiere e e e e e e e e e e eee e 94
. Best Practices and TroubleshOOting..........oouueiiiiiiiiiiie e 99
13,0 BT PraCliCOS. .ttt e e e e e e e 99
13.2 High-Risk Changes and Their Operational IMmpact ...........ccoeivviiiiiiiiiiiiiieeeeeeeeeees 99
13.3 Common Problems and Checks ..............ccoiiiiiiiiiiiiiiiiiee e 100
13.4 What Common Failures Usually MEaNn ............uvviiiviiiiiiiiieeie e 104
13.5 WhHen t0 ESCAlate ......ueiiiiiiiiiiiiii e 106
13.6 Support and Third-Party Integration ASSiStanCe ..........cccceovviiiiiieeeeeeiiiiiieee e 107
Vo] 1= o Lo I G PSPPSR URPTSORNt 108
14.1 Status REFEIENCE ... .uuieiiiiiiii ettt e e e e e e e e e ettt e e e e e e e e e e e aenanes 108
14.2 COMMON TEIMS ..ottt ettt e e e e e e ettt ettt e e e e e e s sttt e et eeeeeesananannnes 109
14.3 Daily Operating CheCKlist..........oiiiiiieiiic e 109



f:y ProSystem Limited

1. Introduction and Scope

ProSystem BMS is a business management system designed to manage sales, inventory, customer
records, users, locations, and operational settings for an organization. This manual is written for day-to-
day users, supervisors, and administrators. It explains the screens, actions, workflows, validations, and
business rules that are available in the current application.

1.1 What This Manual Covers

How users sign in, reset passwords, register, and join an organization
How navigation, permissions, badges, filters, and landing pages affect daily work
How to use Overview, Sales, Items, Stock, Customers, Users, Performance, and Promotions

How shared business data such as charges, segments, geotagging, categories, tags, and
locations supports the main workflows

How settings pages control organization details, print behavior, messaging, payment
gateways, notifications, and other reusable configuration

How supporting tools such as compose email, compose SMS, scan handoff, print helpers,
and downloads fit into routine operations

1.2 How to Use This Manual

Read sections in order if you are learning the application from the beginning
Use the table of contents to jump directly to the module you work with most often

For each module, review the purpose, access path, common actions, filters, and business
rules before using advanced actions

Pay special attention to notes about permissions, location scope, and configuration-
dependent behavior because these determine which buttons or fields appear for each user

Use the permissions appendix together with the module chapters when troubleshooting
missing menus or disabled actions

Important: Menu visibility depends on permissions, current system setup, and whether inventory tracking
or related modules are enabled. Two users in the same workspace may not see the same navigation items

or actions.

1.3 Main Functional Areas

11

Overview: High-level operational summary with quick access to reports, alerts, and follow-
up work

Sales: Sale creation, request handling, scheduling, payments, returns, exchanges, receipt
printing, and reporting
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Items and Stock: Item master data, variants, bundles, stock receiving, stock movement,
transfers, serial numbers, and inventory reporting

Customers: Customer profiles, purchase history, balance, loyalty, segmentation,
geotagging, communication, and optional customer records such as prescriptions,
measurements, or service notes

Users: User accounts, join requests, passwords, permissions, location access, landing page
settings, and activation state

Settings: Organization rules, message providers, payment gateways, print behavior,
promotions, notifications, and reusable master data
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2. Access and Getting Started

2.1 Signing In

The sign-in flow uses two steps. First the application identifies the account, then it prompts for the

password.

Purpose and Who Uses It

All users begin here, including counter staff, inventory operators, supervisors, administrators, and
support-level users.

How to Access It

Open the application root sign-in page (https://bms.prosystem.com.bd)

Enter a phone number or email address in the first step

Click Next, then enter the password in the second step

Main Actions and Workflow

The first step confirms that the entered phone number or email matches an account and
prepares the next step for that account

The second step displays the recognized account context and accepts the password

If the user belongs to more than one organization, the sign-in flow can reuse the most
recently used organization context for faster access

After a successful sign-in, the application redirects the user to the preferred landing page
when one is configured, or to /overview as the default start page

Users can also sign in using Google as a passwordless authentication option

Validation and Business Rules

The first step accepts phone number or email
The password step only appears after a successful identification check

Some accounts can reuse the most recently used organization context during the sign-in
process

If the account exists but does not yet have access to an organization, the user is redirected
into the join or registration flow after authentication

Security and good login practice
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Users should sign in only with their own account so every payment, stock movement,
approval, and report action remains traceable to the correct person

On shared counters or warehouse devices, users should confirm the displayed username
and active organization before processing live work
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The system can sign users out automatically after inactivity. When a warning appears, users
should save in-progress work immediately if they need more time

Users should avoid leaving an authenticated session open on a shared device, especially on
Sales, Users, or Settings pages where sensitive actions are available

2.2 Forgot Password

The password reset workflow is email based and uses a 6-digit one-time password.

Main Actions and Workflow

1.

AN A

Open Forgot Password from the sign-in page
Enter the registered email address

Receive a 6-digit OTP by email

Enter the OTP

Set a new password and confirm it

Return to sign-in with the email prefilled

Validation and Business Rules

The email must belong to an existing user account

The OTP is six digits and expires after a limited time window
Users can resend the OTP after the resend cooldown

New password and confirmation must match

The reset flow returns the user to sign-in so the new password is tested immediately in the
normal login path

2.3 Registration and Organization Join

Registration supports two entry paths: creating a standalone user account or creating a new organization
and its first admin account.

Available Paths

Create a User Account: Creates a personal account first, which can later be linked to an
existing organization through the join-request flow

Create a New Organization: Captures organization details, setup choices, and plan
information, then creates the first administrator for that organization

Organization Registration Steps

1.
2.
3.
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Select Create a New Organization
Enter organization information and, when needed, administrator information

Choose inventory setup and initial locations
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Select a subscription plan

Complete the registration and sign in

Join an Existing Organization

Users without an attached organization are redirected to the Join an Organization page

The page lets the user search organizations, submit a join request, and view pending
requests

Authorized users review those requests from the Users module and decide whether the
requester should be added

After approval, the user becomes part of the organization user list and can receive
permissions, a landing page, and a default location

2.4 First-Time Setup Expectations

If the account already belongs to an organization, the user goes straight into the
application after authentication

If the account does not belong to an organization yet, the user must join or create one
before the main modules become available

The first day of setup usually includes checking location access, default location, landing
page, and whether the user can see the correct modules

Users should confirm that print settings, payment methods, stock access, and
communication permissions match their job role before beginning live work

2.5 Admin Setup and Go-Live Sequence

A new organization should be configured in dependency order. This reduces day-one failures such as
missing stock workflows, hidden buttons, wrong receipt output, missing payment options, or users logging
in successfully but being unable to work.

1.
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Create the organization and first administrator. Sign in with the first admin account and
confirm the organization opens correctly.

Complete Settings > Organization first. Save the organization identity, logo, BIN, Mushak
number, Terms & Conditions, sending status, security policy, and inventory policy.

Decide inventory mode before building operational data. If the organization will use stock
control, keep organization-level inventory tracking enabled from the start so items,
receipts, transfers, and reports are tested in the same mode that will be used live.

Create locations and review location behavior. Set the code, name, sales channel, and
stock-management behavior carefully, and ensure there is a clear receiving plan before the
first stock addition.

Confirm stock-addition readiness. Before the first stock addition, either mark a default
staging area or train users to choose the receiving location on every Add Stock entry.
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12.

13.

14.

15.

16.
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Configure Receipt and Barcode on the real devices. Check receipt print method, printer
selection, paper size, barcode printer, label size, and barcode preference using the actual
hardware that will be used live.

Build core master data. Create categories, subcategories, tag types, tags, and any other
catalog structure needed before bulk item creation begins.

Create reusable sales setup. Configure charges, notifications, and promotions before live
selling so operators do not improvise commercial rules during the first transactions.

Configure integrations. Complete email, SMS, and payment gateway settings before
promising receipt delivery, notifications, or gateway collection to customers.

Create users and assign access. Set landing page, default location, permissions, and sales
location scope for each role.

Create a small test catalog. Add sample items, variants, tags, and prices first so the
organization can test selling and stock work before the full catalog is loaded.

Run a controlled test sale. Test item selection, customer selection, payment entry, receipt
printing, Save as PDF, Share, and manual email or SMS sending.

Run a controlled stock addition. Test Add Stock with serial numbers, receiving location
selection, staging fallback behavior, and barcode printing after save.

Run a controlled transfer. If more than one stock-managed location exists, test both direct
transfer and approval-based transfer, including approval or rejection handling.

Check reports before go-live. Review Overview, sales reports, inventory reports, and
transfer reporting to confirm that the sample transactions appear correctly.

Go live only after the tests match real operations. If a test fails, fix the setup first instead
of training staff around a broken configuration.

Practical Go-Live Verification Checklist

Each live user can sign in, land on the correct page, and see only the modules they need

The sales team can create a sale at the correct location and record the expected payment
types

The inventory team can add stock with serials and move stock between locations where
required

Receipt and barcode output match the real printers, paper, and label sizes
Email, SMS, and payment integrations work with real test data

Overview and report downloads reflect the test transactions exactly as expected

Go-live rule: If inventory tracking will be used in the real business, do not skip the stock-addition and
transfer tests. Those two tests usually reveal the most expensive setup mistakes before live stock is

affected.

2.6 Organization Switching and Signing Out

Users who belong to more than one organization can change their working context without creating a
new account. Signing out ends the current session completely.

| 16
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Organization switching

The organization switcher changes the active working organization for the current user
account

After switching, the menu, permissions, landing page, locations, reports, customers, sales,
and stock context all reload for the selected organization

This is important because the same person can have different permissions, different default
locations, and different responsibilities in each organization

Before creating a sale, moving stock, approving a transfer, or editing settings, users should
confirm they are working inside the correct organization

Logout and session safety
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Use Logout when finishing work, handing a device to another person, or changing shifts
Logging out clears the current authenticated session so the next action requires a fresh
sign-in

On shared devices, logging out is an important protection against accidental stock edits,
payment collection, message sending, or permission changes under the wrong name

If a session expires automatically, the user should sign in again and confirm the active
organization before resuming work
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3. Navigation, Search, and Permissions

3.1 Main Sidebar

The primary sidebar is assembled dynamically from the current organization setup and the current user's
permissions. This means the application menu is not fixed. Different users may see different sections,
different badge counts, or different shortcuts.

e Overview is the general entry point for logged-in users

e Accounts typically contains Sales and Customers

e Inventory typically contains Items

e HR can contain Performance and Users

e The active page is highlighted so users can confirm which module they are working in
before taking an action

3.2 Settings Sidebar

The Settings area uses a separate sidebar so configuration work is clearly separated from transaction
work. It groups pages into General, Integrations, Sales, Customers, and Inventory categories.

e General: My Account, Organization, Receipt and Barcode

e Integrations: Email, SMS, Payment Gateway, and future integrations

e Sales: Notifications, Charges, Promotions

e Customers: Geotagging, Segments

e Inventory: Categories, Tags, Locations

e These pages usually follow a card-based edit, save, and discard pattern so users can review
configuration before committing it

3.3 Search and Filter Behavior

e Most list pages combine a text search box with one or more filters such as status, duration,
location, category, or customer attributes

e Changing filters updates the result set, the list totals, and the exported report content
when export is available from the same page

e Settings pages generally rely on direct record editing rather than large result lists, so they
use less page-level filtering

e Transactional lists use infinite scroll, so users can continue loading results as they move
down the page

e Mobile layouts usually move filters into a drawer or action sheet to keep the working area
usable on smaller screens

18
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3.4 Counters, Badges, and Alerts

The Sales menu can display the current count of request sales
The Items area can display the count of pending transfer requests that need approval work
The Users area can display the count of pending join requests

Overview cards and module headers often link these counts directly to the filtered page
where follow-up work should happen

Badge counts are meant to help users prioritize operational tasks such as approvals,
requests, and pending reviews

3.5 Permissions and Location Scope

Permission control is central to the application.

Sales permissions can be location scoped, so a user may be allowed to work in one branch
but not another

Customer, item, user, and settings permissions control module visibility and action buttons

Some pages are visible only when several conditions are met. For example, Performance
depends on Users access plus Sales or Items access

Admin users and ProSystem support users have broader access than ordinary staff accounts

When a page loads but important buttons are missing, the cause is often a missing action-
level permission rather than missing page access

Location scope affects selling, payment editing, stock movement, and reporting visibility
when the organization operates more than one branch

Operational tip: If a user cannot see a module, cannot open an action menu, or is redirected back to
Overview, verify both the general permission and any location restriction before troubleshooting further.

3.6 Filter Reference by Module

The application uses filters in slightly different ways on each module. Some pages use fixed filter chips,
some pages use search plus sort only, and some pages mainly rely on direct record editing. The points
below describe the current filter behavior that users should understand before exporting data or
interpreting summary numbers. In general, active filters work together, so the list and any linked totals
narrow down to records that match the combined selection.

Overview
[ ]
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Duration: controls the period used for cards, graphs, breakdowns, and report downloads

Changing the duration changes the meaning of every number on the page, so users should
confirm it before comparing performance, taking screenshots, or downloading
management reports

When reviewing trends, users should keep the duration stable while comparing branches,
channels, or users so the totals remain comparable
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Search: finds sales by invoice number, customer name, customer phone, and similar typed
sale references. Phone-style searches also match common Bangladesh number formats

Status: filters sales by workflow state such as Draft, Request, Scheduled, Confirmed, Sent,
Complete, or Deleted so teams can work one queue at a time

POS: this filter combines selling location and fulfillment style in one control; it can isolate
one branch, one sales channel, or operational flows such as Walk-in and Delivery

Geotagging: filters sales by the customer or sending location geography through city and
area selection, which helps with route planning, local campaign review, and area-level
demand analysis

Items and Sizes: narrows sales to those containing selected items or variants, which is
useful when reviewing demand, returns, complaints, or stock pressure for a specific SKU or
size

Payments: filters by payment method and, where relevant, card or MFS method detail so
cash, bank, card, and digital collection patterns can be reviewed separately

Duration: filters the sale list and the summary totals to the selected time window, so users
should confirm it before reconciling cash, comparing periods, or interpreting balance
figures

When several sales filters are active together, the sale list, the summary numbers above it,
and export output all reflect that narrowed slice of activity rather than the whole sales
book

Search: finds items by title, SKU, barcode-related identifiers, and indexed catalog matches

Category: narrows the catalog to one or more top-level product groups so users can work
one merchandise family at a time

Subcategory: narrows the list further within the selected or relevant category group to
make item review, stock work, or price checks more precise

Location: limits stock-aware views to selected stock-managed locations, which means the
visible stock totals represent only those selected stock locations

Alert: highlights stock conditions such as expired, near expiry, out of stock, or low stock
thresholds so replenishment and cleanup work can be prioritized

Sort: changes list ordering by creation time, update time, name, SKU, price, discount, stock
level, or active state depending on what is currently available on the page

Users should apply category, location, and alert filters together when preparing purchase
planning, expiry review, or branch-specific stock cleanup

Item Stock Units and Manage Stock
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Search or scan: is used to find a serial number quickly during unit review, transfer,
correction, or deletion work without manually scrolling through long serial lists
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Size: narrows the unit list to one or more variants of the item so the user can separate
similar products that differ only by size or variation

Location: narrows the list to one or more stock-managed locations so the user can inspect
what is physically held or reserved at a specific stock point

Sort: helps users focus on latest updates, oldest units, near-expiry units, or already expired
units depending on the operational task

These filters are especially important during serial investigations because they reduce the
risk of adjusting or transferring the wrong units

Search: finds customers by name, phone, and email

Geotagging: filters by city and area so service coverage, campaign response, and follow-up
can be managed geographically

Demographics: filters by gender and opens age- or size-based demographic views when
those data points are used for selling, service, or campaign planning

Verification: isolates customers with balance, verified or unverified status, missing email,
missing address, missing date of birth, or flagged wrong number so data cleanup and credit
review can be targeted

Sort: orders customers by latest created, latest updated, alphabetical order, highest spent,
or lowest spent depending on whether the user is reviewing growth, spend, or data
freshness

Users should combine verification and geotagging carefully before outreach so messages
do not go to incomplete or unsuitable customer groups

The Users list primarily relies on page search rather than a large preset filter bar

Users typically search by username, phone, or email to confirm whether an account exists
before opening the detail page

Because the page is search-driven, users should verify the search text carefully when they
cannot find an account before assuming the user record is missing

Transfer Requests
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Search: matches the transfer order number

Transfer From: isolates requests by source location so dispatch workload from one stock
point can be reviewed

Transfer To: isolates requests by destination location so incoming demand for one branch
can be monitored

Status: isolates pending approval, in-transit, partially processed, fully received, fully
processed, cancelled, or related transfer states so users can separate approvals, dispatches,
and receipts
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Transfer filters are most useful when source, destination, and status are combined,
because that view closely matches operational accountability between the two locations

Performance

Users: narrows the dashboard to one selected user or shows all users together, which helps
isolate one salesperson, cashier, or operator

Duration: changes the time window used for staff activity and performance metrics

Users should keep the duration fixed when comparing staff members, otherwise
differences may come from the date range instead of actual performance

Shared data pages
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Charges: page search matches charge name and charge type so users can find VAT,
delivery, discount, card, MFS, and other reusable rules quickly

Segments: page search matches the segment name

Geotagging: page search matches city names and area names on their respective lists
Locations: page search matches location name and location code

Categories, Subcategories, and Tags: page search matches record names

When these pages offer export or list review, search terms still shape what the user is
reviewing, so search should be treated as a real filter even when it is not displayed as a chip

Before editing shared business data, users should clear old search text so they do not
assume a missing record was deleted when it is only hidden by search
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4. Overview Dashboard

4.1 Purpose and Access

The Overview dashboard is the main operational summary page for the application. It combines sales,

inventory, re

quest, transfer, and communication indicators so users can understand the current operating

picture before opening a detailed module.

4.2 Time

Accessible from Overview in the main sidebar
Common landing page after login when no other landing page preference overrides it
Also used as the safe fallback route when protected pages redirect a user without access

Designed to answer three questions quickly: what happened recently, what needs
attention now, and where the user should go next

Filtering

The dashboard supports date-duration filters such as Today, This Week, or other reusable
duration selections

The selected duration affects summary cards, charts, downloads, and linked navigation

When users download reports from Overview, filenames include the current business name
and date filter context

Users should confirm the active duration before interpreting totals, especially when
comparing current-period performance with yesterday or last week

4.3 Sales Summary Area

The sales summary area is the quickest way to review current commercial activity. It combines value,
volume, collections, status mix, sales-channel mix, and customer exposure into one working surface.

Actions and controls

Action or
control

Request
notification
button
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Purpose What it does When to use it

Shows open Opens the Sales module Use it at the start of the day or

request workload filtered to request sales during shift handover to clear
for follow-up work pending sale requests



Action or
control

Summary
Report

Detailed
Report

Duration filter

Card click-
through

Compose on
SMS card
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Purpose

Management
summary review

Transaction-level
reconciliation

Controls time
scope

Turns summary
into action

Quick customer
communication

What it does

Downloads the compact
sales summary workbook
for the currently selected
duration

Downloads the detailed
sales workbook for the
currently selected
duration

Changes the period used
by the graph, all account
metrics, and linked
downloads

Opens the related Sales or
Customers view with the
matching filter context
wherever supported

Opens the dedicated
Compose SMS module
directly from Overview
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When to use it

Use it for quick management
review, period comparison, and
high-level reconciliation

Use it when the summary is not
enough and item rows, charges,
payments, or due positions
must be reviewed in detail

Use it before interpreting any
figure. A correct duration is the
first requirement for accurate
review

Use it whenever a dashboard
number needs operational
follow-up instead of a summary-
only view

Use it when the dashboard
shows SMS is active and a user
needs to start a campaign or
follow-up message immediately



Metrics and what they mean

Metric

Sales

Bills

Received

Outstanding

POS

Status

Payments

Items
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Purpose

Shows billing volume

Shows transaction
count

Shows collections

Shows remaining
receivables

Shows sales-channel
or selling-location mix

Shows workflow
distribution

Shows payment-
method mix

Shows sales volume

Meaning

Total gross value for the
selected period

Total number of bills in the
selected period

Total money collected
against those bills

Total unpaid balance still
open

Breaks sales by location or
channel

Breaks sales by status such
as Draft, Request, Sent, or
Complete

Breaks collections by
payment method

Total item units sold
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How to use it

Start here for a quick
revenue check

Read it together with
Sales to judge bill size

Compare it with Sales
and Outstanding

Use it for due follow-up
and collection review

Use it to see where
business is coming from

Use it to spot pending
work queues

Use it for cashier and
payment reconciliation

Read it with Sales to
understand quantity
versus value
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Metric Purpose Meaning How to use it

Customers Shows customer Shows customers added in Use it to compare new
acquisition for the the period, with total growth with total
selected period customers also visible customer base

Customer Shows exposure in Total customer balance and Use it for refund, credit,

Balance customer wallets or number of customers and balance review
balances carrying it

SMS Shows messaging Shows whether SMS is Check it before sending
readiness active and how much receipts or campaigns

balance remains
Return / Shows contra revenue = Value reduced from sales by =~ Read it with Sales to
Adjustment returns or later corrections understand the net result

Contra revenue represents value that reduces reported sales after the original billing event. It exists so
the business can see both gross selling activity and the amount later taken back out through returns or
corrections.

Graph and click behavior

e The sales graph visualizes the timeline of sales activity for the selected duration

e Card links are intended to move the user from a summary number into the matching
working queue or filtered module

e When a user clicks a breakdown card such as Status, POS, or Payments, the goal is normally
investigation, follow-up, or reconciliation

4.4 Inventory Summary Area

The inventory summary area gives a compact view of stock position, stock movement, expiry pressure,
and inventory value.
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Actions and controls

Action or
control

Inventory
report
download

Notifications

Card click-
through

Purpose

Export stock
position and
catalog detail

Bring approval
work forward

Move from
summary to
action

Metrics and what they mean

Metric

Items

Stock

Locations
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Purpose

Shows catalog size

Shows live tracked
unit count

Shows stock points

What it does

Downloads the inventory
workbook using the current
Overview duration context

Opens the transfer-request
approval workspace and
highlights pending approval
demand

Opens Items, Categories, or
Locations depending on the
card that was clicked

Meaning

Total item count, with active

items shown in the
description

Total tracked stock units

Total operating locations
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When to use it

Use it for stock review,
replenishment planning, and
management reporting

Use it when inventory has in-
transit stock waiting to be
received, approved, or
rejected

Use it whenever an alert or
stock total needs detailed
investigation

How to use it

Use it to understand the
catalog size being managed

Use it for a quick stock-
level check

Use it to confirm how
widely stock is distributed



Metric

Amount

Added

Removed

Expired

Near Expiry

Out of Stock

Low Stock

Category or
Categories

When inventory tracking is disabled at the organization level, stock-specific cards can disappear because

Purpose

Shows stock value

Shows incoming
stock movement

Shows outgoing
adjustment
movement

Shows expired stock
pressure

Shows expiry risk

Shows stockout
count

Shows near-stockout
risk

Shows catalog
structure coverage

Meaning

Calculated value of current
stock

Units added into stock today

Units removed from usable
stock today

Units already past expiry

Units approaching expiry

I[tems with no stock left

Items below low-stock

thresholds

Category count, with
subcategory count in the
description

the system is no longer operating in stock-managed mode.
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How to use it

Use it to spot unusual
value changes

Use it to confirm receiving
activity

Use it to review removals,
loss, or cleanup

Use it for immediate
cleanup review

Use it for proactive
cleanup or redistribution

Use it to prioritize
replenishment

Use it to refill before
stockouts happen

Use it to review catalog
structure breadth



4.5 Notification and Integration Indicators
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The lower part of the dashboard also acts as a quick-action layer for pending work and user context.

Indicator or
metric

Request count

Transfer

approval
count

Users

Assigned-

information
note

Purpose

Shows sales
waiting for
request
handling

Shows pending
inter-location
receipt work

Shows current
user-record
volume

Clarifies user-
specific
visibility

Explanation

The notification button in the
Accounts card opens the
Sales queue already filtered
to requests

The notification button in the
Inventory card opens the
transfer-request workspace

The HR card displays the total
registered user count and
links to the Users module

The dashboard note reminds
users that they are seeing
information assigned to their
access level

4.6 Permission and Visibility Notes

Operational use

Use it to clear pending request
work before users focus on
new transactions

Use it so in-transit stock is
approved, rejected, or
returned promptly

Use it as a quick access point
when reviewing staffing
records, join requests, or
account maintenance

Use it as a first explanation
when one user sees fewer
cards or actions than another

e Some cards appear only when the corresponding permission exists

e Inventory cards depend on inventory tracking being enabled

e Branding, icons, and configured payment or provider names can change the exact
appearance of the dashboard

e A dashboard that looks simpler for one user than another usually means the underlying
modules or actions are permission-gated
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5. Sales Management

5.1 Purpose, Daily Use Cases, and Access

The Sales module is the operational center for order capture, billing, fulfillment tracking, payment
collection, adjustment control, return handling, exchange handling, and receipt production. Users work in
this module throughout the full life of a sale, from the first line item to the final financial settlement.

Open Sales from the main sidebar

Use it for immediate counter sales, partial-payment sales, request-based orders, scheduled
fulfillment, delivery orders, after-sale corrections, and return or exchange work

Expect access to be permission-based for viewing, creating, editing, charging, payment
adjustment, deletion, return processing, and reporting

Treat the sale record as the single source of truth for item history, payment history, charge
history, notes, and event history

Common day-to-day scenarios

Walk-in checkout: add items, collect one or more payments, then mark the sale complete

Deposit now, balance later: record the initial payment, keep the balance due visible, and
collect the remaining amount later

Customer request: save the order as a request when approval, stock confirmation, or later
follow-up is needed

Scheduled fulfillment: reserve stock now, fulfill later, and keep schedule notes attached to
the sale

After-sale correction: edit a charge or payment using the reversal-and-replace method so
the audit trail remains intact

Return or exchange: bring sold stock back into availability, issue replacements if needed,
and let the system recompute the net financial result

5.2 Sales List and Work Queue Management

The Sales list is not only a searchable register. It is the team’s live work queue for open sales, unpaid
balances, scheduled commitments, request follow-up, delivery progress, and exception handling.

Main actions from the list
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Open an existing sale in detail view

Create a new sale

Apply filters to isolate a working queue

Open report downloads for reconciliation and review

Jump into related operational workspaces such as charges
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How to use the list operationally

1. Start with status filtering so the list reflects the exact queue you need to process
2. Add date, payment, item, or location filters to narrow the queue further

3. Open the oldest or most urgent sale first to avoid leaving work stranded in an in-between
state

4. After completing a sale, refresh or re-filter the list to confirm it moved out of the active
gueue you were working from

Common filters and what they are useful for
e Status: review drafts, requests, scheduled sales, confirmed sales, sent sales, completed
sales, or deleted records
e Duration: isolate same-day work, weekly reconciliation, or month-end review

e POS: this filter can represent a selling location, a sales channel, or a fulfillment style such as
Walk-in or Delivery

e Geotagging: focus on sales linked to a selected city or area
e Payment: find unpaid or partially paid sales for collection follow-up
e Items and sizes: identify sales involving a particular SKU, variant, or category

e Search term: locate a sale by invoice number, customer name, customer phone, or similar
typed sale reference

Location and sales channel guidance: a location record can represent a physical branch or a selling
channel. A stock-managed branch can reserve, sell, and transfer stock. A non-stock channel can still
capture the origin of a sale, but it does not act as the stock source for fulfillment.

Operational note: The most effective use of the Sales list is to treat it as a queue, not a history screen.
Apply filters that answer a specific operational question such as “which sales still need completion today”
or “which scheduled orders are due now.”

5.3 Creating a Sale from Start to Finish

Creating a sale involves building the commercial record, selecting the sellable item lines, attaching any
required customer or delivery context, recording charges and payments, and then moving the sale into
the correct operational status.

Standard operating sequence

1. Choose Make Sale from the Sales module

2. Select the customer if the sale should be attached to a customer account, balance history,
or purchase history

Add the required items and choose the correct variant for each line
4. Adjust quantities carefully, especially for serial-controlled items

Add delivery details, schedule details, or request details if the sale is not an immediate
walk-out transaction
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Apply charges, discounts, or taxes that belong to this sale
Add one or more payments if money is being collected at this stage

Add notes if the order needs handling instructions, customer-facing notes, or audit context

© ® N O

Save the sale in the correct state such as draft, request, scheduled, confirmed, sent, or
complete

Practical use cases
e Quick cash sale: add item lines, add a full payment, confirm the total, then complete the
sale

e Advance booking: create the sale, attach schedule details, collect a deposit, and keep the
balance due open until fulfillment

e Request capture: save the requested items and notes even before final stock commitment,
then confirm later

e Delivery order: add delivery information and any delivery charge before moving the sale
forward

Important data to get right at entry time

e Customer: matters for balance payments, balance credits, history, loyalty, and
communication

e Variant selection: drives correct pricing, stock selection, and serial matching

e Fulfillment method: determines whether the sale is immediate, scheduled, or delivery-
oriented

e Line quantities: directly affect subtotal, charge calculation, tax calculation, and stock
commitment

e Charges and discounts: should be applied before final payment collection so the balance
due is trustworthy

e Notes: should be added while context is fresh rather than later when details may be
forgotten

Page-level search and item lookup inside Sales
e The Sales list search is for finding sale records. It is designed for invoice number, customer
name, and phone lookup

e The item search used while building a sale is different from the page search. It is designed
for item discovery and can match serial number, variant SKU, barcode-style codes, item
SKU, and indexed catalog search terms

e Users should use invoice or customer details when opening an existing sale, and use SKU,
serial, or item keywords when adding new lines into a sale
Serial number allocation, FIFO guidance, and the serial-number modal

Serial-controlled lines are handled at unit level. Quantity changes and serial selection are therefore
operational decisions, not only visual edits.
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When a user adds a serial-controlled item and increases quantity, the system tries to
allocate the next available stock unit or units from the active fulfillment location

The allocation excludes serials already taken elsewhere in the current working cart so the
same unit is not silently assigned twice

If only part of the requested quantity can be allocated, the system adds the available units
and warns the user that the rest are unavailable

If a user reduces quantity, the system removes automatically allocated serials first and
preserves manually reviewed or scanned serial selections as far as possible

For lines where serials are optional or the sale originates from a non-stock channel,
guantity can increase without forcing immediate serial allocation

The line-level Review SN(s) or View SN(s) action opens the serial review workflow. Its purpose is to let
users confirm exactly which physical units are attached to the sale before they confirm, send, or complete

it.

Review SN(s): appears when the system detects that serials still need review, the quantity
and allocated count do not match, or a line is flagged for attention

View SN(s): appears when the line is already in a clean read-only state and the purpose is
inspection rather than correction

In editable sale states, a read-only line that still needs serial correction can jump back into
edit mode from the same control so the user can fix the serial allocation immediately

The serial review flow also supports FIFO and FEFO awareness. If a user scans a newer unit while older or
earlier-expiring units remain available, the system can warn the user instead of silently accepting the less
appropriate unit. The warning is advisory, but it exists to protect stock rotation discipline.

Minor FIFO notice: warns that a somewhat older unit is still available

Major FIFO notice: warns that several older units remain and the scanned unit is materially
newer

Critical expiry alert: warns when another available unit expires noticeably sooner than the
unit currently being selected

Users should not treat FIFO warnings as noise. They are an operational reminder that the sale is about to
consume a unit that may be less appropriate than another unit already in stock.

5.4 Understanding the Sale Detail Workspace

The sale detail page is the operational control panel for one sale. Users return to this page whenever they
need to adjust financials, inspect stock impact, move the sale to a new status, process returns, or review
the full history of what happened.

Main areas of the page
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Header and summary: invoice identity, customer context, status, and key totals
Item lines: what is being sold, exchanged, or returned
Charges section: taxes, fees, discounts, rounding, and other adjustments

Payments section: cash, card, MFS, balance, gateway, or split settlements
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Notes and activity: user notes, system notes, and historical context

Status actions: reserve stock, complete the sale, send it, schedule it, or move it back when
operationally necessary

Examples of when users return to the detail page

The customer pays the remaining balance on a previously partial sale

A delivery fee needs to be added after dispatch planning is finalized

A payment method was entered incorrectly and must be corrected without erasing history
An exchange is required because the customer wants a different size

Stock was reserved earlier and the sale is now ready to be completed or sent

5.5 How Sales Calculations Work

The calculation engine does not rely only on the visible current rows. It rebuilds the effective sale from
transaction history, then calculates the live total from that reconstructed state. This matters because
accurate reporting depends on distinguishing active rows from reversed rows.

Step 1: Build the live item state

The system starts from all sale item transactions, including original items and exchange
items

Return quantities are treated as negative adjustments against their original line
The result is a net quantity per sale line, not a simple snapshot field

Only lines with a positive net quantity remain in the effective live cart

Step 2: Build the live charge and live payment state

Every charge and payment record is inspected for reversal links

If a row has reversalFor, it is a reversal row and is not treated as an active charge or
payment

If an original row has been reversed by a later row, that original is also excluded from the
live state

This means totals, balance due, and reports use only the currently effective rows while still
preserving the full history

Step 3: Build the item subtotal
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The visible subtotal begins with the gross line amount for each active item line

For inclusive-tax items, the engine backs tax out of the line to derive the pre-tax base
before discount allocation

For exclusive-tax items, the listed line price is already treated as the pre-tax base
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Step 4: Apply discounts in a strict order

1. Line-specific fixed discounts are applied first to the exact line they target
2. Percentage discounts are applied next
3. Other fixed discounts are then distributed proportionally across the applicable lines

This order matters because percentage discounts should normally apply to the already-adjusted net line
base, not to the original price when a fixed line discount has already reduced the item.

Step 5: Calculate VAT or tax after discount handling

e The engine calculates VAT per line so tax stays aligned with the actual items on the sale
e Inclusive VAT is extracted from the discounted gross amount
e Exclusive VAT is calculated on the appropriate discounted pre-tax base

e When the application's standard tax behavior applies to a charge, the tax effect is allocated
across the affected item lines so the total stays consistent

Step 6: Apply other charges

e Charges may be fixed amounts or percentages

e Charges may be inclusive or exclusive

e Charges may be scoped to all items or only to certain categories

e Delivery charges are tracked separately from other exclusive charges

e Non-discount charges are applied against the appropriate sale base so delivery fees, VAT,
other charges, and rounding stay aligned with the final sale amount

Step 7: Apply rounding

e Rounding charges are processed after the main financial logic

e This keeps the final grand total aligned with the intended cash or receipt rounding rule

Step 8: Calculate paid amount and balance due

e Total Paid is the sum of all live payments only
e Balance Due is the live grand total minus live total paid

e Any payment reversal or charge reversal immediately changes the live financial picture
because the engine recalculates after the adjustment

Grand Total is calculated as the discounted pre-tax total plus VAT after discount plus delivery charges plus
other exclusive charges plus rounding.

Why this matters for audit: Reports and reporting pipelines use the same live-state logic. This means
edited sales do not lose history, and reports do not double-count rows that were later reversed. Financial
review stays both historically accountable and commercially correct.
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Append-only correction model for items, charges, and payments

Sale item history is reconstructed by line identifier, not by assuming the last visible quantity
is the only truth

Positive item transactions append units into the effective line state, while negative
transactions remove those units from the reconstructed live set

This is how the system can tell which stock units are still the effective units on the sale after
edits, returns, or exchanges

Charge and payment corrections use the same discipline by creating reversal rows and,
when needed, replacement rows

The result is an audit model that answers four separate questions clearly: what was
entered first, what was later corrected, what now counts as live, and who performed the
correction

Billing specification under the system's default rules

The system follows a practical Bangladesh VAT approach: VAT is based on the real sale value the customer
is being charged, not on an original list price that has already been reduced by discount. In everyday terms,
the system first works out the actual billable amount, then applies or extracts VAT from that amount
according to the item and charge setup.

Section 32 of the Value Added Tax and Supplementary Duty Act, 2012 says the value of a
taxable supply is the consideration for that supply, reduced by the tax fraction of that
consideration. In plain terms, this supports the system’s default rule of calculating VAT
from the amount that actually remains chargeable on the sale

So when a discount reduces the sale amount before payment, the system calculates VAT
from the discounted sale value, not from the original higher price

For VAT-inclusive prices, the system separates the VAT portion out of the stated selling
price instead of adding VAT again on top

For VAT-exclusive prices, the system calculates VAT on the discounted taxable base so the
tax follows the actual chargeable amount

Section 33 says VAT becomes payable based on the earliest of supply, invoice, or receipt of
consideration. That is why sale confirmation, invoice generation, and payment recording
are treated as real financial events in the system

Section 42 allows adjustment on cancelled transactions, and section 45 calculates net
payable tax after decreasing adjustments. That matches the system’s use of returns,
reversals, and contra revenue so later reductions remain visible instead of being hidden by
overwriting history

Practical rule: if an item is discounted before the customer pays, the system calculates VAT from the
discounted sale amount under the default billing rules. Users should therefore read the final bill as: item
value, then discount effect, then VAT effect, then other charges and rounding.
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5.6 Payments

Payments are added as separate transaction rows. The system supports multi-payment sales, late
payments, settlement by customer balance, and correction-friendly payment history.

Typical use cases

Collect the full amount at checkout
Record a deposit today and the remaining amount later
Split one sale across cash and card

Use customer balance to settle some or all of the outstanding amount

Operational steps to add a payment

N o vk wN

Open the sale detail page

Choose Add Payment

Select the payment method

Enter the amount

Enter or confirm any method-specific detail such as card type or MFS provider
Enter any external transaction reference if your process requires it

Save and review the recalculated total paid and balance due

Important payment rules

Card and MFS methods require method detail so the payment remains identifiable later
Balance-based payment requires the sale to be attached to a customer account
Each added payment creates its own payment record and an audit event

After saving, the sale totals are recalculated from all items, charges, and payments, not just
incremented visually

Users should check the new balance due immediately after saving, especially on split-
payment or deposit scenarios

What users should verify before confirming a payment
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The method is correct, especially when several payment buttons are available at the
counter

The amount matches what was actually received, not what the user intended to receive

Method detail and reference fields are filled correctly for card, MFS, corporate, or gateway-
linked payments

The customer is attached if balance settlement is part of the payment

The recalculated balance due matches the expected commercial outcome before the user
leaves the sale
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5.7 Editing or Deleting Payments with Full Auditability

Payments are not overwritten in place. The system uses a reversal-and-append method so the history
remains complete.

How payment edit works

1. The original payment remains in history

2. Avreversal payment is created with a negative amount and linked back to the original
through reversalFor

A new replacement payment is then created with the corrected value

4. The sale totals are recalculated from the full payment history

How payment deletion works

1. The original payment remains in history
A reversal payment is created with a negative amount

No new replacement payment is created

.

The live paid amount decreases automatically because the original is no longer considered
live

Special note for balance payments

e If the original payment used customer balance, that customer balance effect is reversed
before the corrected payment state is applied

e This prevents the customer wallet from silently drifting away from the sale record

Why the reversal method is important: The system never has to guess what the original payment was.
Finance can see the original row, the reversal row, and the replacement row. Live totals stay correct, and
accountability remains intact because no one silently rewrites payment history.

5.8 Adding Charges, Discounts, VAT, Delivery Fees, and Rounding

Charges are used for financial adjustments that are not item lines. They include tax rows, fees, discounts,
delivery charges, and rounding adjustments.

Typical use cases

e Add a delivery fee after confirming the fulfillment method

e Apply a manual discount for customer service recovery

o Apply a percentage tax or VAT rule

e Apply a line-specific discount to one item without affecting the rest of the sale

e Add rounding so the receipt total matches the intended settlement rule
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Operational steps to add a charge

N o o bk~ W

Open the sale detail page

Choose Add Charge

Enter the description clearly so the row remains understandable later
Choose whether it is a fixed amount or percentage

Choose whether it is inclusive or exclusive

Scope it to the whole sale, a category, or a specific line if needed

Save and verify the recalculated totals immediately

Important charge behaviors

A negative amount or a description containing the word discount is treated as discount-
style logic

Line-specific charges use a target line reference so that the exact item line stays linked to
the adjustment

System-generated charges and manual charges can both exist on the same sale

After saving, the full sale is recalculated so the charge affects subtotal, VAT, grand total,
and balance due consistently

What users should verify before confirming a charge

The description is clear enough that another user can understand the reason for the charge
later

The user has chosen the correct calculation method, such as fixed amount or percentage

The user understands whether the charge is being treated as inclusive or exclusive in the
bill total

The charge is scoped correctly to the whole sale, a category, or a line-specific target where
applicable

The recalculated total matches the intended billing outcome before any payment is
collected or resent to the customer

5.9 Editing or Deleting Charges with Full Auditability

Charges follow the same accounting discipline as payments. They are corrected by reversal and re-entry,
not by silent overwrite.

How charge edit works

1.

2
3.
4
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The original charge remains in history
A reversal charge is created with the opposite value and linked to the original row
A new charge row is added with the corrected value

The sale totals are recalculated from the complete charge history
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How charge deletion works

1. The original charge remains in history
2. Areversal charge is created to cancel it financially

3. The live totals now exclude both the original and its reversal counterpart from active
charge calculation

What the system preserves during charge correction

e Application method such as inclusive or exclusive

e VAT handling information used by the sale calculation
e (Category scoping

e Sortorder

e Target line reference for line-specific discounts

e Underlying discount configuration used for recalculation

Why this is good accounting practice: A corrected charge still leaves visible proof of what was entered
originally, who changed it, and what now counts as the live charge. Reports stay accurate because they
ignore reversed rows but preserve the full correction trail.

5.10 Sale Status Lifecycle and Stock Effects

Status changes are operationally significant because they control stock reservation, stock completion,
scheduling behavior, follow-up queues, and financial timing.

Status Operational Meaning Stock Effect Typical Scenario

Draft Work in progress and not No final stock reduction; User is still building or
yet committed as a final stock may still remain reviewing the sale
sale unclaimed

Request Sale request waiting for Usually still not finalized as Customer inquiry or
review, stock sold stock special-order capture

confirmation, or approval

40



Status

Confirmed

Scheduled

Sent

Complete

Deleted

Operational Meaning

Order is accepted and

Stock Effect

Selected stock is typically
reserved

e

ProSystem Limited

Typical Scenario

Approved order waiting
to be handed over or

prepared for fulfillment
dispatched

Order is committed for
later fulfillment

Pickup, appointment, or
later delivery

Selected stock is typically
reserved for the future
commitment

Reserved stock is converted
to sold stock and ledger sale
entries are written

Order has been
dispatched or handed off

Delivery or dispatch flow

Stock is sold and counted as
completed sale stock
movement

Commercially finalized
sale

Counter checkout or fully
finished order

Soft-deleted record
retained for history

Handled through historical
controls rather than physical
removal of audit trail

Administrative cleanup
with retention of history

What happens when status changes
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Moving from draft or request into confirmed or scheduled causes the system to validate
the intended stock units and reserve them

Moving from confirmed or scheduled back to draft releases reserved stock back to
availability

Moving from confirmed or scheduled into sent or complete converts the reserved units to
sold units and writes stock ledger entries of type SALE

Finalizing directly from an immediate checkout path can also sell available units directly
after final validation
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Operational warning: Do not move a sale to a later status just to clear it from the queue. Status changes
have real stock and reporting consequences.

5.11 Scheduling, Fulfillment, and Real-World Scenarios

Scenario: immediate counter sale

e Add the items, collect full payment, verify the balance due is zero, and complete the sale

e Use this when the customer leaves with the goods immediately

Scenario: deposit now, fulfillment later
e Create the sale, collect a deposit, reserve stock through confirmation or scheduling, then
collect the remaining balance later

e Use this for custom preparation, later pickup, or staged settlement

Scenario: request pending decision

e Capture the requested items and notes, save the sale as a request, then confirm after stock
or approval is settled

e Use this when you need a clean customer-facing record before operational commitment

Scenario: delivery dispatch
e Reserve the stock first, confirm all charges and address details, then mark the sale sent
when dispatch happens

e Use this when the goods leave your control before the sale reaches its final completion
point

5.12 Notes, System Notes, and Event History

Every sale supports notes and a related event trail. Together they create the narrative of the sale.
e User notes explain operational context such as customer promises, special handling, or
settlement agreements

e Invoice-visible notes can be shown on the printed or shared receipt when the note should
be customer-facing

e System notes are added automatically for important actions such as status changes,
scheduling actions, serial reservations, or return processing

e Attachments can be linked to notes where the workflow supports supporting media
e Sale events record key system actions such as payment applied or adjustment made

When supervisors review a disputed transaction, they should read the notes and event history before
making any financial correction. The notes often explain why a later adjustment exists.
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5.13 Returns and Exchanges

Returns and exchanges are handled from the sale detail page and are processed as append-only sale
transactions rather than destructive rewrites.

What the system checks before a return

e The sale must already be finalized in a completed or sent state
e The returned unit must still be in sold status

e The system verifies that the sale being edited is the sale that last sold that stock unit

Operational steps for a return or exchange

1. Open the finalized sale

Select the item lines being returned and enter the return quantity

If replacement items are being given, add the exchange item lines

Review any charge changes that should accompany the return or exchange

Review the new net grand total, total paid, and resulting balance or refund position

AL O

Save the transaction and recheck the note trail and item summary

What happens internally

e Returned item quantities are appended as negative sale-item adjustments

e Exchange item quantities are appended as positive sale-item adjustments

e Returned stock units move from SOLD back into the normal ADDED stock pool
e Replacement units move from ADDED or RESERVED to SOLD

e Stock ledger entries are written in the correct operational order: returns first, exchanges
second

e Existing charges are reconciled against the new return or exchange state, and changed
charges are reversed and replaced where necessary

Practical return and exchange scenarios

e Simple return: customer gives back one sold item and no replacement is issued

e Size exchange: old size is returned first, replacement size is sold second, and the system
calculates the net difference

e Partial return on a mixed order: only the returned line is reduced while the remaining lines
stay active

e Return with retained delivery fee: returned items reduce the sale value but the delivery
fee can remain if operationally appropriate

Audit and accountability point: Returns and exchanges do not erase the original sale. They add corrective
transactions on top of it. This preserves the original commercial event, the later correction, and the final
net result, which is exactly what reliable audit review requires.
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5.14 Receipts, Printing, and Sharing

The receipt tools all work from the current live state of the sale. If a payment, charge, return, or exchange

f:y ProSystem Limited

changes the sale, the next print, PDF, share, email, or SMS action uses that corrected state.

Action

Print
Bill

Save as
PDF

Share

Send
Email

Send
SMS
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Purpose

Produce a
physical receipt

Download a
static customer

copy

Hand off the
receipt through
device sharing
tools

Manually send a
receipt by email

Manually send a
receipt summary
by SMS

What it does

Fetches the current sale print
payload and opens the
configured receipt printing
flow

Generates the sale receipt PDF
from the server and
downloads it to the user’s
device

Uses the browser or device
share capability when
supported; if sharing is not
supported, it falls back to a
PDF download

Sends the current sale receipt
to the customer through the
configured email integration

Sends the current sale receipt
summary to the customer
through the configured SMS
integration

When to use it

Use it for counter handover,
delivery packing, or any workflow
needing a printed bill

Use it when a customer wants a
saved copy or when staff need to
archive a human-readable receipt
outside the live application view

Use it on mobile or compatible
browsers when staff want to hand
the receipt directly into another
app or device workflow

Use it when the customer asks for
an emailed copy or after
corrections that require a new
customer copy

Use it for quick customer
confirmation, delivery updates, or
when the customer does not need
a full PDF email
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Manual email and SMS sending rules

Manual sending uses the current live sale state at the moment the user clicks the button

Email sending requires a working email configuration and a customer email address on the
sale

SMS sending requires a working SMS configuration, a sender identity, and a customer
phone number on the sale

Manual send actions are meant for deliberate user-driven sending, such as resending a
corrected receipt or sending a receipt on request

Users should confirm the sale totals before sending because the message becomes the
customer-facing version of the current financial state

When sale messages are generally sent

Receipt email and SMS can be sent manually from the sale detail page whenever a user
decides the customer should receive the current sale state

The same general receipt information can also be triggered through configured order-
notification behavior during sale progress events such as confirmation, scheduling, sending,
completion, or later status updates

The message title or status wording usually reflects the current sale stage, such as order
placed, confirmed, scheduled, sent, completed, cancelled, or updated

What the email usually contains

A subject that identifies the sale status and invoice number
Business identity and visual branding where configured
Invoice number and sale date or time

Customer name and available contact details

Item lines with quantity, price, and identifying details

Subtotal, charges, VAT, discounts, total, payments, and due or overpaid amount as
applicable

A PDF receipt attachment when the receipt PDF can be generated successfully

What the SMS usually contains

A short customer-facing message tied to the current sale status

Invoice number and sale date or time

Subtotal when relevant, followed by major charge lines where those should be stated
Total, paid amount, and due or overpaid position when relevant

General support or helpline details where available

After important corrections such as returns, payment edits, or charge edits, users should reprint or resend
the receipt so the customer copy matches the corrected live state.
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5.15 Reports, Reconciliation, and Good Audit Practice

The sales reports are designed for both operational review and financial accountability. They follow the
same live-state logic used on the sale itself, which means reversed rows remain historically visible but do
not continue to affect active totals.

Sales Summary Report

The summary report begins with a header area showing the report title, report duration,
active filters, and who generated the file

The top summary block then lists total bills, return or adjustment, total item quantity,
charges summary, total received, total dues, and payment-method breakdowns

The main worksheet groups activity by sale and expands item lines underneath each sale so
users can review each bill together with its item composition and net amount

This report is best for supervisors, daily review, cashier comparison, and quick investigation
of sales mix without opening every sale one by one

Detailed Sales Report

The detailed report also begins with a report header and summary block so the exported
file documents its own filter context

The worksheet then expands the transaction detail more fully, including item rows,
subtotal rows, charge rows, payment rows, due rows, and other financial detail where
applicable

This report is best when users need to reconcile a disputed bill, trace charge application,
verify payment allocation, or investigate adjustments line by line

How to read the reports correctly

Total Bills explains transaction count, while Sales or billed value explains commercial scale

Return / Adjustment is contra revenue. It is the value later reduced from gross sales
because of returns or later corrections

Total Received reflects live payment results, not simply original payment attempts

Total Dues should be read together with outstanding bill count so the team knows whether
the risk is concentrated or spread widely

Payment breakdowns help reconcile cash, card, MFS, corporate, gateway, balance, and
other collection sources separately

Audit rule: when reviewing a disputed total, do not rely on memory or on an older printed copy. Open
the sale, review the live items, live charges, live payments, reversals, notes, and event history, then
compare that reconstructed state with the exported report.
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6. Items, Stock, and Inventory Control

6.1 Purpose and Inventory Operating Model

The inventory module manages items, variants, individual stock units, stock movement, transfer requests,
approvals, serial scanning, and inventory reporting. It is designed around serial-level accountability rather
than loose quantity-only adjustments.

Concept

Item

Variant

Stock Unit

Stock Ledger

Entry

Transfer
Order

Meaning

The master catalog record

A sellable option of the item such as
size or other choice

One individually tracked physical unit
with its own serial number

A movement record such as receipt,
transfer, sale, or return

A formal movement request between
locations

Why It Matters

Defines the product identity, category, and
commercial setup

Stock, pricing, and barcode behavior often
depend on the variant

Provides serial-level accountability for
receipt, sale, transfer, and return

Creates the audit trail for each stock
movement

Keeps source, destination, serial list, and
approval outcome together

Because the application tracks stock by serial number, users should think in terms of physical units moving
through statuses, not just quantities increasing or decreasing on a screen.

Recommended inventory operating sequence

1. Maintain clean item, variant, category, tag, and location master data first

2. Receive new units through Add Stock so each physical unit enters inventory with the
correct serial and location
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3. Use Manage Stock for controlled transfers or controlled removals instead of making
informal stock corrections outside the workflow

4. Approve or reject transfer requests promptly so in-transit stock does not remain
operationally unresolved

5. Review low-stock, out-of-stock, near-expiry, and expired indicators regularly so
replenishment and cleanup happen before the sales counter is affected

6.2 Items List, Item Detail, Variants, and Catalog Maintenance
The Items list and item detail pages are used for both catalog management and operational stock review.

Main list actions

e Create a new item

e Open item detail

e Add stock

e Open stock management

e Open transfer requests

e Review inventory-related reports

e Maintain categories, subcategories, tags, and locations

What to review on the item detail page

e Coreitem identity such as name, SKU, and classification

e Variant structure and whether the correct sellable options exist
e Inventory-backed versus non-inventory behavior

e Current stock position by variant

e Whether the item is a bundle, a standard stock item, or a service-style non-inventory
record

Catalog rules that affect operations later

e Wrong variant setup leads to wrong stock placement and wrong sale selection
e Wrong category setup affects filters, charges, and reports
e Non-inventory items do not participate in serial-based stock workflows

e Bundles and variant-heavy items require extra care because the catalog structure drives
downstream inventory actions
Item list filters and what they mean

e Search: finds items by title, SKU, or indexed search matches
e Category: limits the list to one or more top-level catalog groups

e Subcategory: narrows the list further inside the category structure
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e Location: shows stock-aware results for selected stock-managed locations only
e Alert: isolates expired, near-expiry, out-of-stock, or low-stock situations

e Sort: changes the review order by creation date, update date, name, SKU, price, discount,
stock level, or active state

6.3 Stock Unit Statuses and What They Mean

Each stock unit carries a status. That status explains where the unit is in its life cycle and what actions are
currently allowed.

Status Meaning Operational Use
ADDED The normal in-stock state used for This is the everyday working stock pool shown
sellable or transferable units in reports and used by sale allocation and stock

transfer workflows

RESERVED Temporarily committed to a sale Confirmed or scheduled sales
but not yet finalized as sold

SOLD Finalized as sold on a sale Cannot be re-used unless returned or reversed
through a proper workflow

IN_TRANSIT = Dispatched in a transfer workflow Approval-based transfer process
and waiting for approval or receipt
handling

RETURNED Reserved status for returned-state Historical or specialized stock-state review
handling

DAMAGED Reserved status for damage-state Specialized stock-state review
handling
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REMOVED
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Meaning Operational Use

Removed from usable stock Damaged, lost, or deleted stock handling
through adjustment or rejection

outcome

The system recalculates parent stock counts by counting actual stock-unit statuses rather than trusting
manual incremental counters. This is a major protection against stock drift over time.

6.4 Adding Stock

The add-stock workflow is used to add new units into inventory. Each physical unit becomes an individual
stock-unit record with its own serial number.

Standard add-stock workflow

1.
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Open Add Stock from the Items area or from an item-specific stock page

Select the receiving location

Add the item and choose the correct variant

Enter or scan each serial number

Apply default manufacturing and expiry dates if those should cascade to the serial rows

Review the list carefully, then save

What the system validates on save

Each submitted item must contain serial rows
The serial list is checked for duplicates inside the submission

The serial list is also checked against existing stock units so duplicates are blocked system-
wide
If no location is selected, the system tries to use the configured staging area

The staging area is the default receiving location used as a temporary intake point when
the user does not manually choose a receiving location

If no staging area exists and no location was chosen, the stock addition cannot be
completed

The review modal and what users should check

Before stock is finally saved, the user is taken into the Confirm New Stock review modal. This is the last
checkpoint before serials are written into inventory.
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e Check that every item name and variant shown in the modal matches the physical goods
being received

e Check that the quantity shown for each row matches the number of serials actually entered

e Check the receiving location carefully, because saving to the wrong location creates
unnecessary correction work later

e If barcode printing is needed immediately, use Print Barcodes & Save; otherwise use Save

e If anything is wrong, cancel from the modal and correct the serial list before committing
the stock addition

What happens after a successful stock addition

e A GRN-style reference is generated for the stock-addition batch

e New stock-unit records are created in the normal ADDED stock pool

e One STOCK_ADDED ledger entry is written for each added unit

e Each ledger row stores the stock quantity after that exact unit was added at the location
e Parentvariant and item stock counts are recalculated from actual stock-unit records

e The created units can then be used for barcode printing or later stock operations

Example stock-addition scenario

e Youadd 12 units of one phone model
e Youscan all 12 serial numbers into the Add Stock form
e The system rejects any duplicate serial immediately

e After save, 12 individual stock units exist, 12 ledger rows are written, and the item stock
total updates automatically

6.5 Serial Number Entry and Scanning Methods

Serial handling is central to accurate inventory control. The system supports multiple ways to capture
serials depending on device availability and work volume.

Method How It Works Typical Use
Physical A keyboard-mode scanner sends the serial directly = Fast receiving and warehouse
scanner into the focused input work
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Device
camera

Phone
handoff

Manual
entry
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How It Works Typical Use
The browser camera scans codes directly inside Ad hoc scanning from laptop or
the page tablet

The desktop generates a QR code, the phone joins =~ When the desktop camera is

a temporary scan session, and scans stream back weak, absent, or inconvenient
live
Users type or paste serial numbers Low volume work, damaged

labels, or corrective entry

Operational notes for scanning

Duplicate serials are blocked before submission whenever possible

In stock-management workflows, one active source location is used for a working batch so
serial selection remains location-consistent

If a scanned serial belongs to a different source location, the system blocks it instead of
silently selecting the wrong unit

Phone handoff is especially useful during transfer review, transfer preparation, and add-
stock intake when users need mobility

What the serial-number modal allows users to do

Type or paste serial numbers directly
Scan through a connected scanner in the input box
Open the device camera for direct barcode capture

Use phone handoff by pairing a mobile phone to the desktop session and streaming scans
back live

Set a default manufacturing date and expiry date for the whole receiving batch

Override manufacturing date and expiry date on individual serial rows where one unit
differs from the rest

Delete a wrong serial row before saving

Confirm the full serial set back into the parent add-stock workflow

Users should use the default date controls only when the whole received batch truly shares the same
dates. If even one unit is different, that row should be corrected individually before saving.
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6.6 Manage Stock: Transfer and Removal Workflow

The manage-stock workflow is used when users need to move stock out of one location, move it into
another location, or remove stock from active inventory. It is available both as a bulk workspace and as a
focused item-level workspace.

Operational steps for manage stock

1. Select the source location

Add the item or items to the working batch
Select or scan the serials to transfer or remove
If transferring, choose the destination location

Review the selected serials carefully

AN

Submit the request and confirm the result message

Validation rules during manage stock

e Aserial can only be processed once in the same transaction

e The serial must exist and must still be at the expected source location

e  Only units in the normal ADDED stock pool can be transferred or deleted in this workflow
e RESERVED and IN_TRANSIT units are blocked from transfer or delete actions here

If the action is deletion or stock removal

e The unit status becomes REMOVED
e An ADJUSTMENT_DECREASE ledger entry is written for each removed unit

e Stock counts are recalculated after the operation

The review modal and what users should check

Before a transfer or removal is committed, the user sees the Confirm Stock Changes review modal. This
modal is an accountability checkpoint and should not be skipped mentally.

e Check that the source location is correct for every serial being moved or removed

e Check the destination location carefully for every transfer row

e Check the serial list itself, especially when serials were scanned quickly in bulk

e Review any warnings that say a serial already exists at the destination. Those warnings are
there to prevent duplicate or misleading destination stock

e When using approval-based transfer, confirm that the Require receiver approval option is
intentionally on or off before saving

e For delete-stock actions, verify the physical reason for removal before confirming, because
the action creates permanent inventory history
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Example use cases

e Batch branch transfer: move ten selected units from one location to another

e Serial-level removal: remove a damaged unit from active stock after physical verification

e Single-SKU cleanup: open one item’s stock page and work only on that SKU’s serial list

6.7 Immediate Transfer Workflow

An immediate transfer is used when the stock movement does not require a later approval step.

What happens in an immediate transfer
e Atransfer order is created for the source and destination pair
e The stock units move directly to the destination location
e Their status returns to the normal ADDED stock pool immediately at the destination

e For each unit, the system writes both a TRANSFER_OUT ledger entry at the source and a
TRANSFER_IN ledger entry at the destination

e Source stock decreases immediately and destination stock increases immediately

When to use it

e Same-day controlled movement between locations when no receiving approval is required

e Urgent branch balancing where both sides trust the movement and no receiving checkpoint
is required

6.8 Approval-Based Transfer Workflow

An approval-based transfer is used when the receiving side or supervisory review must confirm the
transferred serials before the destination stock becomes available.

What happens at dispatch time
e Atransfer order is created in PENDING_APPROVAL status
e The transferred units move into IN_TRANSIT status
e The units keep the pending transfer and pending destination references
e Only TRANSFER_OUT ledger entries are written at dispatch time
e Source available stock decreases immediately

e Destination stock does not increase yet because receipt has not been approved

Why this matters operationally

e Source stock is no longer offered as available once the transfer has been dispatched

e Destination stock is protected from premature availability until the receiving process
confirms the actual units received
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e The transfer order becomes the formal control document for the in-transit batch

6.9 Transfer Request Review, Approval, Rejection, and Bulk Actions

The transfer request list and detail page are the receiving and review workspace for approval-based
transfers.

Transfer request filters

e Search: matches the transfer order number
e Transfer From: shows requests dispatched from selected source locations
e Transfer To: shows requests intended for selected destination locations

e Status: isolates pending, in-transit, partially processed, fully received, fully processed,
cancelled, or related request states

Single-request review workflow
1. Open the transfer request
Review source, destination, transfer order number, and the serial list
Approve the serials that physically arrived correctly
Reject or cancel the serials that should not be accepted

Add notes when the receiving outcome needs explanation

o v M w N

Save and confirm the updated request status

How the approval serial modal works
e The modal shows the pending serial count for the selected transfer item and also shows
how many serials are currently marked for action

e Users can receive serials by ticking them, or reject serials by marking them with the reject
action

e Manual scan input, device camera, and phone handoff are all supported so the receiving
user can match physical stock against the pending list efficiently

e Scanned serials are automatically brought to the top and selected for receive so the user
can process real goods quickly

e Ifaserial is rejected by mistake, the same modal allows the rejection to be cleared before
final confirmation

What happens when serials are approved

e The serial becomes part of the normal ADDED stock pool at the destination location
e The pending transfer references are cleared
e A TRANSFER_IN ledger entry is written at the destination

e A processed-serial record is stored with action RECEIVED
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What happens when serials are cancelled back to source

The serial becomes part of the normal ADDED stock pool at the source location again

A TRANSFER_IN ledger entry is written at the source to reverse the earlier transfer-out
effect

The system uses the latest ledger count at the source so the available-stock figure stays
correct

A processed-serial record is stored with action REJECTED

What happens when serials are rejected as damaged, lost, or other failure

The serial becomes REMOVED
An ADJUSTMENT_DECREASE ledger entry is written

The available-stock count does not decrease a second time if the unit was already in transit,
because it had already left the source available pool during dispatch

A processed-serial record is stored with action REJECTED and the rejection reason context

Request status outcomes

PENDING_APPROVAL: waiting for first review action

IN_TRANSIT: dispatched and currently moving through transfer handling
PARTIALLY_PROCESSED: some serials reviewed, some still pending

FULLY_RECEIVED: all serials accepted

FULLY_PROCESSED: all serials processed, with mixed approval and rejection outcomes

CANCELLED: transfer effectively closed through cancellation handling

Bulk actions

Bulk approval can receive all remaining eligible serials for multiple requests

Bulk cancellation can send all remaining eligible serials back to source or mark them as
damaged, lost, or other failure

Processed-serial tracking prevents the same serial from being approved or rejected twice

What users should check in approval and cancellation review modals
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Check request count, total items, and total quantity so the user understands the scale of
the action before confirming

Check every source and destination pair because bulk actions can affect more than one
branch at once

For rejection or cancellation flows, choose the correct cancellation type carefully: return to
source if the goods should go back into source stock, or damaged/lost/other if the units
should leave usable inventory

Only confirm when the physical outcome has been checked. Approval should mean the
goods really arrived, and rejection should mean the goods really failed receipt or must not
enter stock
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6.10 Transfer Scenarios and Practical Guidance

Scenario: urgent branch replenishment without approval

e Use immediate transfer
e Stock appears at the destination as soon as the transfer is saved

e This is appropriate when both sides trust the movement and no receiving checkpoint is
required

Scenario: formal dispatch to another location with receiving control

e Use approval-based transfer
e Dispatch reduces source availability immediately

e Receiving staff review the serials before destination availability is granted

Scenario: part of the shipment arrives, part does not

e Approve the serials that arrived
e Reject or cancel the missing or damaged serials

e Therequest remains partially processed until all serials are accounted for

6.11 Inventory Ledger, Reports, and Accountability

The inventory audit trail is built from stock-unit records plus stock-ledger entries. Together they explain
both current position and historical movement.

Key ledger transaction types

e STOCK_ADDED for new added stock

e ADJUSTMENT_INCREASE for positive stock adjustments

e ADJUSTMENT_DECREASE for removals, damage, loss, or other negative adjustments
e TRANSFER_OUT when stock leaves a source location

e TRANSFER_IN when stock arrives at a destination or a cancelled transfer is restored
e SALE when a stock unit is finalized as sold

e SALES RETURN when a sold stock unit is returned into availability

Why the ledger is dependable

e Each ledger row stores the quantity change and the resulting quantity after the transaction
at that location

e Each ledger row keeps the reference document, such as a transfer order number or invoice
number

e Each stock movement is tied to a user and time context
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Parent stock counts are recalculated from actual stock-unit states to protect against count
drift

How to use reports well

Use the inventory workbook for live stock position and catalog review
Use the stock-adjustment and transaction-style reports for movement review over time

Use transfer-detail reporting to investigate missing, delayed, or disputed inter-location
movements

Use low-stock indicators to identify replenishment priorities rather than waiting for
stockouts at sale time

Inventory workbook structure

Stock Report: summarizes total SKU, total stock quantity, total inventory amount, active
and inactive item counts, and location-wise stock totals before listing stock by item,
variant, and location

Items Report: lists item master information such as SKU, title, description, category,
subcategory, tags, size, price, stock quantity, stock amount, and active status

SN Report: lists serial-level detail such as SKU, title, size, serial number, location,
manufacturing and expiry dates, and last update information

Transaction and adjustment reporting structure

Stock Adjustment Report: compares stock movement during the selected period and helps
users see added, received, transferred out, damaged, removed, sold, and returned
movement

SN Report: shows serial-level movement history during the selected period
Price Adjustment: shows price-history change records during the selected period

Transfer Details: shows transfer-order detail for inter-location movement review

Where stock reports show the normal in-stock label, this manual uses ADDED to match the wording users
see in transaction reporting for stock that is currently in the normal available pool.

6.12 Categories, Subcategories, Tags, and Locations

These master records organize the catalog and support reliable reporting, filtering, charge targeting, and
stock management.
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Categories provide top-level grouping for reporting and pricing logic
Subcategories provide more specific grouping inside the broader category structure
Tags provide flexible labeling for search, promotions, and operational grouping

Locations determine where stock lives, where it can be sold from, and where transfers
begin and end
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Keep these records clean. Poor master data creates downstream errors in sales filters, inventory reports,
and charge applicability.

6.13 Creating and Editing Master Data

Creating a record is only the first step. The same records usually need controlled editing over time as
products are corrected, labels are standardized, locations are redefined, and users refine how the catalog
is organized. Because these records are reused across stock intake, sales entry, filters, transfers,
promotions, charges, and reports, users should treat editing as operational work, not as a casual cleanup

task.

Create or edit item
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Use Create Item for a truly new product and use the item detail page to edit an existing
one when the product already exists in the catalog

Item maintenance covers the title, description, category, subcategory, SKU, tags, variant
structure, price, discount, and media

Title is the main selling and lookup name that users search and recognize during stock and
sale work

Description is the long-form product note area and should contain useful business detail
rather than repeating the title

Category and Subcategory place the item inside the catalog structure used by filtering,
reporting, promotions, and charge application. When the category changes, the
subcategory must be reviewed again so the item is not left under the wrong branch of the
catalog

SKU is the unique item code used for operational lookup. The system checks SKU
unigueness, and users can leave it empty when their process expects the system to
generate it

Tags add flexible labels beyond the fixed category tree. The item form groups tags by their
tag type so users can pick consistent labels instead of mixing unrelated tags together

Every item always keeps at least one variant row in the background. For a simple item, that
row works as the default unsized variant. For a multi-option item, each variant row
represents one sellable size or variation

Variant rows carry the variation label, price, discount, and media for that specific sellable
option, so users should confirm that each row matches a real option they intend to stock or
sell

Users can add sizes first and keep one shared selling price, or they can turn on Variable
pricing when different sizes need their own prices and discounts

Shared-price mode: when variable pricing is off, the main price and discount act as the
common selling values for the item. New sizes inherit those values so the item stays
commercially consistent across variants

Variable pricing mode: when variable pricing is on, each variant row can hold its own price
and discount. This should be used only when the business truly sells different sizes or
options at different values
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If users remove all sizes from a multi-size item, the item falls back to a single default variant
while keeping the main commercial data instead of leaving the item without a sellable
variant

If a variant already has sale history, removing that variant may be blocked. This protects old
sale records from being disconnected from the variation they originally used

Media handling: simple items use the main media area on the form, while multi-variant
items open a separate media dialog for each size so users can upload, delete, and reorder
that variant’s images independently

Media order matters. The first image in the ordered list becomes the primary preview users
see first, so reordering should be used to put the clearest product image first for the item
or for that specific size

When sizes are first added, the first variant keeps the main media while additional newly
created variants start without their own media until users upload them

Page search on the Items list matches key catalog identity fields such as title and SKU, so
these values should remain stable and meaningful for daily use

Wrong variant or category setup causes downstream errors in stock placement, sale
selection, filters, charges, promotions, and reporting

Before saving, confirm that the item name staff recognize, the SKU used for lookup, the
classification used in reporting, the variant rows, and the ordered media shown for each
variant still describe the same real product

Create or edit category and subcategory

Use the category and subcategory detail pages to rename records, update descriptions,
manage images, and maintain the category structure over time

Category maintenance includes managing which subcategories belong under the category,
while subcategory maintenance includes reviewing or reassigning its parent category links
where that structure needs correction

Page search on category and subcategory lists matches the record name, so clear naming
directly improves retrieval and daily browsing

Names are checked for duplicates and close matches. Those warnings should be treated as
a signal to reuse or standardize an existing structure instead of creating near-duplicates

Renaming or reassigning a category or subcategory affects how items appear in search,
filtering, promotion targeting, charge logic, and reporting groups

Maintain one naming standard for spelling, capitalization, abbreviations, and singular or
plural wording so the catalog does not fragment into several versions of the same concept

Create or edit tag
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Tags are used for flexible labeling that cuts across the fixed category tree

A tag type is the parent grouping for a family of tags, and a tag is the actual selectable
value inside that family
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In practical terms, the tag type defines the question or grouping, while the tag provides one
answer or label inside it. This keeps the tag system organized instead of turning it into one
long flat label list

Item forms group tags by tag type, and the Tags page also groups tags under their parent
type, so users can understand related labels together instead of reviewing disconnected
names

Tag maintenance covers the tag name, description, type, and media shown for that tag,
while tag-type maintenance covers the parent grouping name, description, and media used
to organize many related tags

Page search on the tag list matches the tag name, so tag naming should stay short,
recognizable, and consistent

Tag type should reflect a real business grouping so similar labels stay together on item
forms, filters, promotions, and reports

Users should create a new tag type only when they are introducing a genuinely new label
family. If the label fits an existing family, it should be added as a tag inside that existing
type

A tag can exist without a type, but typed tags are usually easier to maintain because they
are grouped cleanly in selectors and reports

Loose or duplicate tag naming creates parallel labels for the same idea, which weakens
search, filtering, promotions, and reporting

Create or edit location

Use the location detail page to edit the location code, name, address, phone numbers,
email, BIN, VAT form number, sales channel, staging-area flag, and stock-management
behavior

Page search on the Locations list matches location name and code

Location code and name are validated for uniqueness. The code is a short operational
reference, so changing it affects how staff recognize the location in transfers, reports, and
stock review

Sales channel identifies how the location is used operationally, and the stock-management
setting decides whether the location keeps its own stock position or only acts as an order-
collection channel

The staging area is the default receiving location used as a temporary intake point when
stock is added without a manually chosen destination

Location changes affect stock visibility, sales scope, transfer workflows, and user access, so
edits should be saved only after checking the operational effect on other branches and
users

Validation, naming standards, and downstream effects
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Master-data forms validate key identity fields and may show similar existing records to
prevent duplication



62

f:y ProSystem Limited

Use editing when correcting an existing business concept, and use creation only when the
concept is genuinely new

Keep one naming standard across items, categories, subcategories, tags, and locations so
users can search and filter reliably

If a proposed edit would change how existing stock, sales, filters, promotions, charges, or
reports are understood, pause and review the downstream effect before saving

Good master data reduces later correction work. Poor master data spreads errors across
receiving, selling, transferring, customer service, and management reporting
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7. Customer Management

7.1 Purpose and Access

The Customer module manages customer records, communication history, balance, loyalty,
segmentation, geotagging, and customer-linked transactions. It is the central place for understanding who
the customer is, what they bought, what they owe or have in credit, and how they should be contacted.

Open Customers from the main sidebar
Requires view-customers to access the module

Separate permissions govern adding customers, editing, deleting, sending messages, and
managing balance

Many sales, return, and loyalty workflows depend on complete customer data, so customer
maintenance should be treated as core operational work

7.2 Customer List

Main Actions

Open a customer detail page

Add a customer

Download a customer report

Jump to Geotagging or Segments management

Open compose SMS or compose Email from the action menu

Use list-level filters to build targeted follow-up groups before exporting or messaging

Common Filters
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Search: finds customers by name, phone, and email
Geotagging: filters by city and area so follow-up can be organized geographically

Demographics: filters by gender and opens age- or size-based customer views when those
fields are used

Verification: isolates customers with balance, verified or unverified status, missing email,
missing address, missing date of birth, or wrong-number flags

Sort: orders the list by latest created, latest updated, alphabetical name order, highest
spent, or lowest spent

These filters are especially useful for campaign preparation, data cleanup, balance follow-
up, and identifying high-value or incomplete records
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7.3 Creating and Editing Customers

Main Data Captured

Name and phone number

Email address

Gender and date of birth

Addresses, city, and area

Segments

Photos or supporting identity-style media where used

Additional fields such as prescriptions, measurements, or service details where those
workflows exist

Duplicate Prevention

The system checks customer identity primarily through normalized phone and email values

Exact match: when the submitted identity already belongs to the same customer, the user
can continue with the existing record instead of creating a duplicate

Partial conflict: when the identity matches an existing customer but some profile fields
differ, the resolver asks the user to decide field by field whether to keep the existing value
or update it with the new one

Hard conflict: when phone and email appear to point to different existing customers, the
system blocks saving until the conflict is corrected because it would otherwise merge two
separate customer identities incorrectly

The resolver compares practical business fields such as name, phone, email, gender, age-
related fields, blood group, date of birth, and address signatures so users can decide which
profile data should remain authoritative

The purpose of conflict resolution is to preserve one reliable customer identity, one
purchase history, one balance history, and one communication history instead of
fragmenting the same person across multiple records

Users should resolve duplicate warnings immediately because duplicate records fragment
purchase history, loyalty, and communication quality

7.4 Customer Detail Page

The detail page combines profile maintenance with transaction history.

Main Sections
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Details: Basic profile information and edit mode
Purchase History: Sale history linked to the customer
Balance Transactions: Credits, debits, refunds, and manual adjustments

Loyalty Transactions: Point earning and redemption history
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Additional medical or service records: Prescriptions, prescription cards, measurements, or
similar domain-specific records when those workflows exist

Activity context: A single place to judge customer value, follow-up need, and data
completeness before taking action

Header Actions

Edit customer details

Adjust customer balance

Adjust loyalty points

Create a prescription or measurement record when the organization uses those flows
Delete the customer when allowed

Open communication actions so messages can be sent without manually reselecting the
customer elsewhere

7.5 Customer Balance and Loyalty

The customer wallet and loyalty tools are tightly linked with sales behavior.

Balance Behavior

Balance can be used as a payment method on a sale

Sale refunds, return differences, overpayments, and manual adjustments can credit
balance

Balance use in checkout creates debit transactions

Manual add and remove actions are available from the customer detail page when the user
has balance permission

Users should review balance transaction history before making a manual correction so they
understand whether the issue came from a refund, payment edit, or administrative
adjustment

Loyalty Behavior

Customers can earn points on purchases when loyalty reward settings are enabled
Loyalty redemption can apply checkout discounts according to configured rules
Admins can manually add or remove points from the customer detail page

Loyalty behavior is controlled centrally, so users should verify the active promotion settings
before explaining point earning or redemption to a customer

7.6 Reports and Exports
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The customer report downloads an Excel file using the current filter set
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The report begins with a title row, filter summary, generated-by line, and a summary block
showing total customers, total spent across all customers, and total customer balance

The main table then lists name, phone, address, total spent, balance, segments, and joined
date

This report is useful for customer follow-up, marketing preparation, balance review,
customer-base analysis, and general operational cleanup

Before export, users should confirm that search text, verification, geotagging,
demographic, and sort context match the intended audience or review scope

7.7 Communication Actions

Call customer
Compose email with the customer preselected
Compose SMS with the customer preselected

Use these actions from the customer detail page or from the Customers header action
menu

These shortcuts reduce manual recipient-selection errors and are useful for follow-up after
requests, due balances, support issues, or campaign work

Dedicated Email module

The Email module is the general-purpose customer email workspace for both targeted and
bulk sending

Recipients can be selected from customers who already have email addresses, or users can
type custom email addresses for one-off sending

Custom email addresses are validated before use but are not silently written back into the
customer record

The module supports Select all recipients so a filtered customer audience can be turned
into a full send list quickly

Users enter a subject and rich email body, then send the email as a background job so the
page does not need to stay locked while delivery is being processed

This module is best for invoice follow-up, service communication, campaign work,
customer education, and formal customer correspondence

Dedicated SMS module
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The SMS module is the general-purpose customer SMS workspace for both targeted and
bulk sending

Recipients can be selected from customers with phone numbers, or users can type phone
numbers manually for one-off sending

Custom phone numbers are validated in Bangladesh mobile-number format and
normalized before sending, but they are not silently written back into the customer record
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Where the configuration requires it, users also choose the sending location so the correct
sender identity is used

Users choose the SMS type and then enter the message body. Promotional sending carries
additional content requirements, while normal operational messages follow standard text
sending

This module is best for quick customer follow-up, reminders, campaign work, balance
reminders, and mass communication where a full email is unnecessary

What customer messages generally contain
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Customer-targeted emails usually contain a clear subject, the main message body, and any
sender identity configured by the business

Customer-targeted SMS messages usually contain a short operational message, reminder,
or promotional statement appropriate to the chosen send type

Users should review recipient count, message intent, and sender context before clicking
send, because both modules are designed for real outbound communication and not for
draft-only preview
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8. User Management

8.1 Purpose and Access

The Users module manages user accounts, join requests, passwords, permissions, preferences, and
organization membership. It controls who can enter the application, what modules they can use, which
locations they can work in, and which page they see first after login.

e  Open Users from the main sidebar

e Requires view-users to view the module

e Separate permissions exist for adding, editing, deleting, updating passwords, updating
permissions, and managing join requests

e This module is one of the most sensitive parts of the application because incorrect setup
can block users or expose actions they should not perform

8.2 User Types

e Admin user: The initial organization admin with broad access
e ProSystem support user: Technical support account with special privileges

e Staff user: Standard account controlled by assigned permissions

8.3 User List

e Displays organization users and current counts
e Shows role indicators such as admin, support, or normal staff
e Shows active or inactive state

e Shows how many organizations the same person belongs to, which helps administrators
understand shared-user scenarios

e Lets authorized users open the detail page or create new users

e Functions as the main review screen for confirming whether a user exists, whether they are
active, and whether their access needs adjustment

The current Users list is primarily search-driven. Users normally find records by searching username,
phone, or email rather than combining many preset filters.

8.4 Creating and Editing Users

Main Data Captured

e Login and identity fields such as username, phone, email, and password

e Addresses and profile details
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e lLanding page and default location preferences

e Permissions and location access

Editing an existing user
e Use the user detail page when correcting an existing person instead of creating a second
record for the same person

e Account-detail editing covers username, phone, email, addresses, profile information, and
photo

e Access editing covers landing page, default location, permissions, and location-based
access

e Page search on the Users list matches username, phone, and email, so identity edits affect
how other users find the record later

e Username, phone, and email are identity fields and should be changed only after
confirming the user is still the same real person

e Wrong default location, landing page, or permissions usually show up later as missing
menus, wrong branch context, or the wrong starting page after login

Important Business Rules

e The creation flow supports conflict detection against existing users

e Insome cases the user already exists and is being added to another organization rather
than being created as a brand-new person

e Shared master-account fields such as username, phone, and email can affect more than
one organization relationship

e Users should assign only the permissions required for the role instead of giving broad
access by default

e Default location and landing page should match the user’s normal work pattern so routine
tasks require fewer adjustments after sign-in

User conflict resolution and its purpose

e Partial conflict: when a matching user identity already exists but profile values differ, the
resolver lets the administrator decide field by field whether to keep the current stored
value or update it with the new submission

e Hard conflict: when email, phone, or username appear to belong to different existing
people, the system blocks creation until the identity conflict is corrected

e Organization conflict: when the user is already a member of the current organization, the
system stops duplicate organization membership from being created

e The resolver can compare identity and profile fields such as email, phone, username, date
of birth, addresses, and photos so administrators can merge carefully without guessing

e Some values can be partially masked in the resolution flow so sensitive user information is
not unnecessarily exposed during conflict review
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The purpose of this process is to preserve one correct person-level identity while allowing
that same person to belong to multiple organizations safely

8.5 User Detail Page

The detail page separates user maintenance into account details and organization permissions.

Login and Authentication: Edit identity data or update password

Organizations and Permissions: Edit assigned permissions, default location, landing page,
and location-specific access

Delete user is protected by confirmation and business rules

This page should be used whenever a user reports missing access, the wrong landing page,
or the wrong branch context

8.6 Passwords, Status, and Preferences

Admins can update another user's password from the detail page when authorized
Users can change their own details and password through Settings > My Account
Landing page controls which module opens first after login

Default location is reused across sales and stock workflows when relevant

Users can be active or inactive for access control

Inactive users remain part of record history but should no longer work normally in the
application

When a user belongs to multiple organizations, the same personal identity can exist across those
organizations while each organization still keeps its own permissions, landing page, default location, and
activation state for that user. Users should therefore treat organization membership and organization
switching as part of access control, not as a cosmetic preference.

8.7 Join Requests
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Pending join requests appear as badge counts in the Users navigation
Authorized users can review requester details and approve or reject requests

Approving a request adds the person into the organization user list, after which
permissions can be adjusted

Users should review the requester carefully before approval because approval creates
organization membership immediately



f:y ProSystem Limited

9. Shared Business Data

Shared business data includes reusable records that connect and support multiple workflows within the
application. These records provide a common foundation for operational processes, helping ensure that
related functions across different modules work from the same business definitions.

9.1 Charges

e Reusable charge rules for fees, taxes, delivery charges, and discounts

e Available from the standalone Charges page and the Settings sales section
e Used by sale creation, sale editing, and pricing logic

e Page search matches charge name and charge type

e Best maintained by users who understand how those charges should behave across future
sales, not just one current transaction

e Users should verify charge type, calculation style, and intended use before editing a shared
charge rule

9.2 Segments

e Customer grouping records used for filtering, reporting, and targeted communication
e Available from the standalone Segments page and from Settings
e Page search matches the segment name

e Useful for organizing customers by business value, geography, behavior, membership, or
other operational groupings

e Clean segment design improves customer reporting and communication quality

9.3 Geotagging

e City and area records used in customer addresses and location-based customer filtering
e Available from the standalone Geotagging page and from Settings
e Page search on the city and area lists matches record names

e Helps keep address entry consistent so customer searches, delivery follow-up, and
geotagged reports remain reliable

e Users should avoid duplicate city or area records that differ only by spelling

9.4 Locations

e Business operating locations used for inventory, sales scope, and stock movement

e Available from the standalone Locations page and from Settings
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Page search matches location name and location code
Location state influences sales permissions, stock visibility, and transfer workflows

Location records are reused in sales, items, reports, and user access, so they should be
maintained as a core part of operational setup

Changes to locations can affect what stock is visible and which transactions a user can
process

Sales channel and stock management behavior

Each location can also represent a sales channel such as POS, Website, Social Media, or
Other

The sales channel label identifies where the order originated; it does not by itself mean
stock is available there

Stock management enabled: the location can act as a stock source and appears in stock-
aware workflows such as add stock, manage stock, transfer requests, and stock-based
checkout

Stock management disabled: the location acts as a non-stock channel; stock counts are not
maintained there, stock-management workflows exclude it, and sales created through it
are captured as requests to be fulfilled later from a stock-managed location

Disabling stock management for one location does not turn off inventory for the whole
business. It only means that this specific location or channel will not keep its own stock
position, accept stock additions into its own count, or act as the source location for stock
deductions and transfer dispatch.

This is useful when a channel is only collecting orders, leads, or delivery demand while
another stock-managed branch performs the actual picking, packing, and fulfillment work.

This location-level stock setting is separate from the organization-wide inventory tracking
setting

9.5 Categories, Subcategories, and Tags
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Available from Items workflows and from the Settings inventory section
Categories and subcategories structure the catalog
Tags provide flexible labeling for search, reporting, and promotions

Tag types are the parent groups for tags, so related tags stay organized under one business
heading instead of appearing as unrelated loose labels

The tag relationship should be read as: tag type = grouping or label family, tag = individual
selectable value inside that family

Page search on these lists matches record names

These records should be kept consistent because they are used in filters, reports,
promotions, and item maintenance

Users should decide on naming standards early so the catalog does not become
fragmented over time
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10. Settings

Settings is the main control area for personal preferences, organization-wide rules, communications,
printing, payment connectivity, and reusable operational master data. Opening Settings takes users to
My Account first, and the left sidebar groups the rest of the modules under General, Integrations, Sales,

Customers, and Inventory.

e Most settings pages do not have their own page-level search box. If the main search bar is
used while staying on a settings page, the system switches to global search results instead
of filtering the current card.

e Most settings pages follow the same pattern: open the page, use the Actions menu to
choose what to edit, make changes inside a card, then save or discard.

e Settings that affect printing, communications, inventory behavior, or payments should be
reviewed carefully because they influence other modules immediately after save.

10.1 My Account

Purpose: Manage the logged-in user's own profile details and password.

What This Page Contains
e The page opens in read-only view first and shows the user's basic account summary
e The Actions menu provides two direct tasks: Edit Details and Update Password

e The page does not manage permissions or organization-wide settings; it is only for the
current user's own account information

Edit Details
e Users can update their name, phone, email address, address details, gender, date of birth,
and profile photo

e Address management supports full address capture, including city and area where
applicable

e Phone, email, and username changes are validated so duplicate or invalid values can be
blocked before save

e The read-only view also shows useful account reference information such as registration
date and last login date

Update Password

e Password change requires the current password, a new password, and confirmation of the
new password
e The password form shows a strength indicator while the new password is being typed

e Users should update passwords immediately after suspected exposure, staff role changes,
or device sharing incidents
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After saving a new password, users should confirm they can sign in again before ending the
session on their current device

Operational Guidance

Keep phone and email accurate because these are used in accountability, identity checks,
and communication history

Use logout after finishing work on a shared computer even if auto-logout is enabled

If profile edits cannot be saved, review the fields for uniqueness or formatting issues before
retrying

10.2 Organization

Purpose: Control the organization identity and the rules that affect inventory, sending, and session
security across the application.

How This Page Is Structured

Details controls shared identity information used across receipts, reports, and business-
facing outputs

Inventory Management controls organization-level stock tracking behavior
Sending controls whether sending and delivery features are available in sales workflows

Security controls auto-logout behavior for user sessions

Details Card

Users can upload or remove the organization logo

Users can maintain the organization name, short description, custom domain, BIN, Mushak
number, and Terms & Conditions

The organization name and logo flow through to shared outputs such as receipts and
branded documents

For clearer receipts, use a PNG logo and preferably a monochrome version. Thermal and
many inkjet printers do not reproduce color logos cleanly.

Terms & Conditions are maintained in a rich-text field so policy text can be formatted
before appearing on supported printed outputs

Inventory Management Card
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Inventory Tracking Status turns organization-level inventory tracking on or off

Website Stock Checking decides whether the website checks stock before checkout or
allows the sales module to validate later

When inventory tracking is turned off, stock features are hidden, sales can proceed without
stock checks, and existing stock data is preserved

When users try to disable inventory tracking while stock already exists, the system opens a
warning dialog showing the current stock count before allowing confirmation
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The page also records when inventory tracking was disabled, which helps future review and
operational accountability

Important Inventory Rule

Organization-level inventory tracking is broader than location-level stock management

If organization-level inventory tracking is disabled, inventory workflows are effectively
turned off even if some locations are marked as stock-managed

Location-level stock management is separate and only controls how a specific location
behaves as a stock location or sales channel

Users should review this carefully before saving because the change affects sale validation,
stock workflows, and inventory reporting throughout the system

Sending Card

This card has a simple enabled or disabled status for sending
When enabled, delivery and sending features are available in sales workflows

When disabled, sending-related actions are blocked and sales cannot continue through the
normal sent workflow

The page stores the date and time when sending was disabled, which helps explain later
workflow restrictions

Security Card

Users can enable or disable auto-logout
When enabled, the system signs users out after a selected inactivity period

The standard selectable inactivity durations on this page are 5, 10, 15, 20, 30, 45, and 60
minutes

When disabled, users remain signed in until they manually log out or their session
otherwise expires

Operational Guidance

Review organization details after logo changes, legal registration updates, or tax-document
changes

Do not disable inventory tracking casually during live operations because it changes the
behavior of sales and stock modules immediately

Use auto-logout on shared or customer-facing counters to reduce the chance of
unintended activity under the wrong user account

10.3 Receipt and Barcode

Purpose: Configure how receipts and barcode labels are produced on each device.
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General Behavior

This page contains three separate cards: Receipt, Barcode, and Barcode Preference

Print settings are stored per device, so users must review or reconfigure them again when
they change computers, browsers, or printers

The Actions menu lets users edit one card at a time

If Print Agent is chosen and the agent is not connected, the page shows install instructions
instead of allowing full printer-specific setup

If the agent is connected but the version is outdated, the page shows an update notice so
users can install the latest version before relying on direct printing

Windows 10/11 (64-bit) is supported for Print Agent. On macOS or Linux, users should use
Browser Print

Print Agent Installation on Windows

Open Settings > Receipt and Barcode
Edit the Receipt or Barcode card and select Print Agent as the print method

If the agent is not already running, use the official ProSystem installer link shown by the
page or open the current official installer directly: Download Print Agent

Open the downloaded installer and begin the installation

If Windows shows a security warning, confirm that the installer came from the official
ProSystem link above or from the matching link shown in the application, then click More
information and select Run anyway

This warning can appear on some Windows devices because the application is not yet
recognized by that device. It does not mean the setup flow is wrong when the installer
came from the official ProSystem source

Finish the installation, then run the Print Agent on that computer

Return to the settings page and wait for the connection status to update automatically.
Once connected, printer-specific fields become available

Important: Only bypass the Windows security warning when the installer was downloaded from the
official ProSystem Print Agent link used by the product or shown in this manual. Do not bypass the warning
for an unknown installer source.

Receipt Card
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Users choose a print method: Browser Print or Print Agent
If Print Agent is selected, a printer must also be selected
Users can select or create a paper type profile

The page stores paper width in millimeters so the receipt layout matches the actual printer
paper

A4 is supported as a standard paper type, while thermal and custom widths support
smaller receipt printers


https://github.com/ProSystemLimited/prosystem-print-agent/releases/download/v1.0.14/ProSystem-Print-Agent-Setup-1.0.14.exe
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e The view screen shows the active print method, connected printer name, selected paper
type, and paper width

Receipt Configuration After Agent Installation

1. Open the Receipt card and choose Print Agent
Select the detected receipt printer
Select an existing paper type or create a new one

Confirm the paper width in millimeters so the receipt layout matches the real printer paper

oA W

Use A4 for standard full-page printing, use Thermal Receipt for common receipt printers,
or create another profile when the printer uses a different width

6. Save the settings on that device, then run a test receipt before live use

Barcode Card

e Users choose the barcode print method separately from receipt printing
e If Print Agent is selected, a barcode printer must be selected

e Users must enter label width, label height, and DPI

e The available DPI values are 203 and 300

e Label size should match the physical sticker exactly; otherwise alignment, scaling, or
clipping problems can occur

Barcode Configuration After Agent Installation

Open the Barcode card and choose Print Agent

Select the detected barcode printer

Enter the label width and height in millimeters

Select 203 DPI or 300 DPI based on the printer specification

Save only after confirming that the entered size matches the physical label sticker exactly

AL O o

Run a sample barcode print and check alignment, scaling, and clipping before live label
printing begins

Barcode Preference Card

e By default, barcode labels use each stock unit's unique serial number

e Users can select categories that should always print barcode labels using the item SKU
instead

e For categories configured this way, the label behavior changes away from serial-based
barcode printing and manufacturing or expiry dates are hidden on those labels

e This is useful for item groups that are managed and labeled at SKU level rather than at
individual stock-unit level
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Print Agent Troubleshooting and Operational Notes

If the agent was installed but is not detected, confirm that the Print Agent application is
actually running on that same device and then reopen or refresh the settings page

If the page says the agent is connected but no printers appear yet, wait briefly and check
that the printer is installed normally in Windows before retrying

If printing goes to the wrong printer, review the saved printer selection on that device
instead of assuming the print method itself is wrong

If receipt content is too wide, too narrow, clipped, or misaligned, review the saved paper
type and width in millimeters

If barcode labels are clipped, shifted, or scaled incorrectly, review label width, height, and
DPI so they match the real printer and sticker stock

If the page shows that an update is required, install the latest Print Agent version before
expecting full compatibility

Operational Guidance

After replacing a printer, always check print method, printer selection, and paper or label
dimensions before resuming operations

If receipt identity information is wrong, review Settings > Organization and Settings >
Locations rather than only changing print settings

If printing works on one computer but not another, compare the device-specific settings
first

10.4 Email

Purpose: Store the organization's email delivery configuration for receipts, notifications, and other
outbound email workflows.

How The Page Works

The view screen shows the currently active provider and its saved details
The Actions menu offers separate setup forms for SMTP and Microsoft Graph

If both providers are already configured, the page can switch the active provider directly
from the view screen

Passwords and secrets are masked in the read-only view so users can confirm what is
configured without exposing the credential itself

SMTP Configuration
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Fields include SMTP host, port, secure mode, username, password, from email address, and
alias name

The secure toggle determines whether the connection uses SSL/TLS or a non-SSL
submission path such as STARTTLS

The alias name is the display name shown with the sender email address
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e The From Email value is the visible sender mailbox for outgoing messages

Microsoft Graph Configuration

e Fields include tenant ID, client ID, client secret, from email address, and an optional
authority URL

e The page uses these values to send email through a Microsoft 365 mailbox

e Ifanauthority URL is supplied, it is used as the sign-in authority for that connection

Operational Guidance

e Confirm the active provider before investigating missing receipt emails or notification
emails

e Keep the from email and alias aligned with the organization's expected sender identity so
recipients recognize the message source

e This page stores the sending connection only; message content and recipients are
determined by the workflow that sends the email

e If both providers are configured, switching providers is often the fastest way to continue
operations during provider-specific downtime

10.5 SMS

Purpose: Store the SMS gateway configuration used by receipts, notifications, reminders, campaigns, and
manual SMS sending tools.

How The Page Works

e The page shows one provider configuration at a time

e The Actions menu provides Configure SMS Provider and, when setup already exists, Check
Balance

e The view screen shows the active provider name, sender ID setup, APl endpoints, and
whether location-specific sender IDs are enabled

e The APl key is masked in the read-only view

Provider Fields

e API Key: the main credential used for sending
e Client ID: an optional identifier used by some providers, especially for balance lookup

o Default Sender ID: the standard approved masking name used when no location-specific
override exists

e Send SMS API URL: the provider endpoint used for outbound messages

e Balance API URL: an optional endpoint used to retrieve current message balance
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Location-Specific Sender IDs

This option allows different locations to send SMS using different sender IDs
When the toggle is enabled, the form expands and shows one sender-ID field per location
If a location-specific sender ID is left empty, the system falls back to the default sender ID

This helps organizations preserve branch identity while still maintaining a reliable default
sender name

Operational Guidance

Run Check Balance before large campaigns or before relying heavily on automated SMS
receipts

Make sure sender IDs are approved by the provider before using them in live
communication

The current SMS setup supports both English text and Bangla unicode messages

This page stores the delivery connection; the actual message text is generated by the
workflow that sends the SMS

10.6 Payment Gateway

Purpose: Store the online payment credentials and status of supported payment gateways.

How The Page Works

PortWallet

The view screen lists the currently supported gateways on this page: PortWallet,
SSLCommerz, and bKash

Each gateway shows as configured or not configured based on whether its required
credentials are present

The Actions menu opens one gateway form at a time so users can focus on a single
provider

Secret values are masked in view mode

Fields include enabled status, test mode, app key, secret key, optional redirect URL, and
optional IPN URL

Use redirect and IPN URLs when the payment process needs explicit return or callback
endpoints

SSLCommerz

80

Fields include enabled status, test mode, store ID, store password, optional APl URL, and
optional storefront base URL

The storefront base URL is useful when return and callback paths need to point to a specific
storefront base address
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bKash

e Fields include enabled status, test mode, app key, app secret, username, password, and
optional API URL

e All core credentials must be present before the gateway is treated as configured

Operational Guidance
e Saving credentials does not mean a gateway is ready for live use unless the gateway is also
enabled and the values are correct

e Test mode should be reviewed carefully before go-live because it changes whether
transactions are treated as sandbox or live

e This page manages connectivity only; it does not collect payment by itself

10.7 Notifications

Purpose: Control who receives order alert emails and whether customers receive automatic receipt
notifications.

Admin Notifications
e The page stores a list of email addresses that should receive new order or request
notifications
e Users can add multiple recipient rows and remove rows that are no longer needed
e If no email addresses are configured, admin order-notification emails are skipped

e The notification email summarizes the request and includes the invoice number, date and
time, customer identity details, and a direct link to open the request in Sales

Customer Notifications
o Email Receipt: automatically sends a receipt email when the sale status changes in a
qualifying way
e SMS Receipt: automatically sends an SMS receipt when a sale is completed

e These settings control automation only; users can still send some communications
manually from the relevant workflow screens when available

Operational Guidance
e Use shared operational inboxes for admin alerts so notifications continue even when one
staff member is unavailable

e Review this page first when order alerts are not reaching supervisors or when customers
are not receiving expected automatic receipts

e Automatic delivery still depends on email and SMS integrations being configured correctly
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10.8 Promotions

Purpose: Configure reusable promotional rules that affect eligible pricing, loyalty rewards, and promo-
code redemption behavior.

How The Page Works

The page contains separate cards for Flat Discount, Loyalty Reward, and Promo Code
The Actions menu chooses which section to edit

Changes are not casual text edits. They affect future selling behavior and should be
reviewed with the same care as pricing changes

Flat Discount

Users can enable or disable the module

Users choose applicable categories, subcategories, and tags through searchable selectors
tied to the master data lists

The configured discount percent applies when an item matches any selected category,
subcategory, or tag

When flat discount is saved, the system opens an impact review dialog showing matched
items, items to update, and items to reset

If no items match, the rule can still be saved, but no item prices are changed at that
moment

Loyalty Reward

Users can enable or disable the module

Fields define the spend amount needed to earn points, how many points are earned, how
many points must be redeemed, and what discount amount those points unlock

This module supports a structured earn-and-redeem model instead of one-off manual
discounting

Saving this section uses a direct confirmation flow rather than the flat-discount impact
review

Promo Code
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Users can enable or disable promo-code redemption
Multiple promo codes can be maintained in the same module

Each promo code can define code text, active state, fixed or percentage value, minimum
purchase amount, maximum discount amount, usage limit, and one-time-per-customer
restriction

Entered codes are normalized to uppercase for consistency

When promo codes are enabled, at least one active code must exist
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The view screen can also show existing start or expiry timestamps when those values are
already stored on a code record

Operational Guidance

Review selected item groups, percentages, thresholds, and active status before announcing
a promotion publicly

Use flat discount for broad item-group campaigns, loyalty reward for repeat-purchase
value, and promo code for controlled redeemable offers

This same configuration can also be opened from the standalone Promotions route; the
underlying settings are the same

10.9 Settings Shortcuts to Shared Data

Several settings entries are shortcuts into shared business master data. Editing a record from these pages
updates the same underlying record used everywhere else in the application.

Sales Shortcuts

Charges: maintain the reusable charge records used in sales and reporting

Promotions: opens the same promotion configuration described above

Customer Shortcuts

Segments: maintain reusable customer grouping records used for classification, filtering,
and targeting

Geotagging: maintain geographic tagging records used in customer grouping and
operational analysis

Inventory Shortcuts

Categories: manage item categories and their structure for catalog organization, search,
filtering, promotions, and reporting

Tags: manage flexible labels used for grouping, filtering, and promotional targeting

Locations: manage the business locations and sales channels used in sales, stock, transfer,
and reporting workflows

Search And Reuse
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These shortcut pages use the same searches, create flows, detail pages, and validation
rules documented in their main module sections

Users can open them from whichever entry point fits their role; the data is shared, not
duplicated
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11. Additional Tools

11.1 Performance

The Performance page is a people-and-activity dashboard intended for supervisors or managers.
e Summarizes user-linked sales ownership, payment actions, item activity, stock movement,
and transfer activity
e Breaks data down by status, location, and payment method
e Availability depends on Users access plus Sales or Items access

e Useful for reviewing which users or teams are handling the most activity and where work
may be delayed

e Best used as a management review surface rather than as a page for editing records
directly

The page uses two main filters: Users to isolate one person's activity and Duration to control the time
window. Contra revenue on this page represents the value reduced from the selected user’s sales because
of returns or later corrections, allowing supervisors to see both gross selling activity and the amount later
reversed or adjusted.

11.2 Inventory Assistant

The Inventory Assistant is an Al-assisted workspace for inventory-related help and guided actions.

e Accessible from the standalone Inventory Assistant page under the main application

e Accepts typed prompts and image or text attachments

e Shows generated tool actions and requires user confirmation before protected actions run
e Should be treated as a preview feature that can make mistakes

e Useful for research, guided checks, and draft operational actions, but all outputs should be
reviewed before confirmation

11.3 Compose Email

e Dedicated page for bulk or targeted customer email
e Supports prefilled recipients through query parameters or customer actions
e Allows selecting all recipients with email addresses

e Recipient search matches customer name and email for customers who already have an
email address

e Also accepts custom email addresses for one-off sending without writing those addresses
back into the customer master file
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Uses a rich message editor and background sending job tracking so sending can continue
after the job is created

Requires a subject and message body before sending

Best used after building a customer list or opening a customer detail so the right audience
is already selected

11.4 Compose SMS

Dedicated page for bulk or targeted customer SMS
Supports prefilled recipients through query parameters or customer actions
Allows selecting all recipients with phone numbers

Recipient search matches customer name and phone for customers who already have a
phone number

Also accepts custom Bangladesh mobile numbers in standard supported formats for one-
off sending

Supports promotional and non-promotional messaging rules
Can require location selection when sender IDs vary by location

Sends to all selected recipients in one bulk send request after the user confirms the
message

Users should confirm sender identity, promotional status, and recipient count before
sending

11.5 Scan Handoff Page

The tokenized scan page is used by phone-handoff barcode scanning
It connects a phone camera to a desktop stock-management session

Users normally do not open this page directly; it is launched from a stock-management
scan flow

This tool is especially helpful when a desktop scanner is unavailable or the desktop camera
is poor

11.6 Print Helper Pages and Receipt Helpers
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The print-preparing page is a temporary status page shown before browser printing begins

The authenticated print receipt route redirects to the correct HTML receipt endpoint for
the sale and chosen paper width

The generic receipt page is a helper or preview surface rather than a day-to-day
operational screen

These pages reduce friction in printing workflows by routing users into the correct printable
layout automatically
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11.7 Downloads and Export Workflows
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Overview, Sales, Customers, and Items can all trigger Excel downloads
Export filenames usually include the business name and a date or filter context
These exports are intended for daily operational review, finance follow-up, or audit support

Users should confirm filters before download because export content generally follows the
currently selected search and filter state
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12. Permissions Reference

This appendix summarizes the permission groups visible in the current application. Sales permissions can
be location scoped. Other groups generally act at module level. Use this section when a user can open a
page but cannot complete a specific action, or when a module is missing from the menu.

12.1 Sales Permissions

Permission Business Meaning
View Sales (view-sales) Open the Sales module, view lists, and review sale details.
Make Sale (make-sale) Create sales, add items, take payments, and perform normal

sale completion work.

Delete Sale (delete-sale) Soft-delete sale records or decline sale requests where that
action is exposed.

Edit Payments (edit-payments) Modify existing payment rows on a sale.

Delete Payments (delete-payments) = Remove payment rows from a sale.

Edit Charges (edit-charges) Change existing charge entries on a sale.

Delete Charges (delete-charges) Remove charge entries from a sale.
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Permission Business Meaning

Return and Exchange (return- Run return or exchange workflows from sale details.
exchange)

Sales Report (sales-report) Download sales reports and summaries.

Manage Charges (manage-charges) Maintain reusable charge rules from Charges or Settings.
Manage Sale Requests (manage- Handle request-based sale workflows and monitor request
sale-requests) counts.

12.2 Customer Permissions

Permission Business Meaning

View Customers (view-customers) Open the Customers module and review customer records.
Add Customer (add-customer) Create new customer records.

Edit Customer (edit-customer) Update customer details and profile information.

Delete Customer (delete-customer) Remove customer records through the controlled delete
flow.
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Permission Business Meaning

Manage Geotagging (manage- Create and maintain city and area records.

geotagging)

Manage Segments (manage- Create and maintain customer segments.

segments)

Customers Report (customers- Download customer reports.

report)

Send Emails (send-email-to- Open compose email and send bulk or targeted customer
customers) email.

Send SMS (send-sms-to-customers) Open compose SMS and send bulk or targeted customer

SMS.
Manage Balance (manage-customer- Use customer balance features and perform manual
balance) balance adjustments.

12.3 Item and Stock Permissions

Permission Business Meaning

View Iltems (view-items) Open the Items module and view item details.
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Add Item (add-item)

Edit Item (edit-item)

Delete Item (delete-item)

Add Stock (add-stock)

Manage Stock (manage-stock)

Delete Stock (delete-stock)

View Approvals (view-pending-approvals)

Approve Stock (approve-stock-receipt)

Manage Locations (manage-locations)

Manage Categories (nanage-categories)
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Business Meaning

Create new item master records.

Update item details, variants, and media.

Delete items when business rules allow it.

Receive stock into the system.

Run stock transfer, delete, and serial-selection
workflows.

Remove stock units during approved stock-
adjustment work.

Access transfer request approval worklists.

Approve or reject transfer receipts and stock approval
actions.

Create and maintain business locations.

Create and maintain item categories.
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Permission Business Meaning

Manage Subcategories (manage- Create and maintain subcategories or equivalent

subcategories) organization labels.

Manage Tags (manage-tags) Create and maintain tags and tag assignment
structures.

Inventory Report (inventory-report) Download current inventory reports.

Stock Adjustment Report (stock- Download stock movement and adjustment reports.

adjustment-report)

12.4 User Permissions

Permission Business Meaning
View Users (view-users) Open the Users module and review user accounts.
Add User (add-user) Create new users or add existing people into the

organization.

Edit User (edit-user) Update user details.
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Delete User (delete-user)

Update Password (update-password)

Update Permissions (update-
permissions)

Manage Requests (manage-join-
requests)

12.5 Website Permission

Permission

Manage Content (manage-website-
content)

12.6 Settings Permissions

Permission

Organization (manage-organization-
settings)
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Business Meaning

Remove a user from the organization through the delete
flow.

Change another user's password when allowed.

Change a user's permissions and location access.

Approve or reject pending join requests.

Business Meaning

Controls website content management pages when that
module is enabled.

Business Meaning

Edit organization-wide details and operational
rules.



Permission

Receipt and Barcode (manage-receipt-and-
barcode-settings)

Email Integration (manage-email-
integration)

SMS Integration (manage-sms-integration)

Payment Gateway Integration (manage-
payment-gateway-integration)

Google Integration (manage-google-
integration)

Facebook Integration (manage-facebook-
integration)

Shipping Integration (manage-shipping-
integration)

Notifications (manage-notifications)

Promotions (manage-promotions)
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Business Meaning

Change receipt and label printing settings.

Configure email providers and sender identity.

Configure SMS provider settings and location
sender IDs.

Configure PortWallet, SSLCommerz, bKash, and
related payment gateway settings.

Reserved for future or optional Google-integrated
settings.

Reserved for future or optional Facebook-
integrated settings.

Reserved for future or optional shipping-provider
settings.

Configure order-notification behavior.

Configure flat discount, loyalty reward, and promo-
code rules.



12.7 Task-to-Permission Quick Matrix

Use this matrix when a page opens but a button or save action is missing.

Task

Open Sales list or detail

Create or finalize sale

Download sales reports

Edit payment

Delete payment

Edit sale charge

Delete sale charge

Process return or exchange
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Needed Permission(s)

view-sales

make-sale

sales-report

edit-payments

delete-payments

edit-charges

delete-charges

return-exchange
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Extra Checks

Allowed sales location still

matters.

Working location must be in
scope.

Report buttons may stay
hidden.

Sale page access is still
needed.

History can remain visible
without delete access.

Different from shared
charge setup.

Charge rows may still be
visible.

Sales location scope still
applies.



Task

Maintain shared charges

Open Customers

Create customer

Send customer email

Send customer SMS

Adjust balance or loyalty

Open Items

Create item
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Needed Permission(s)

manage-charges

view-customers

add-customer

send-email-to-customers

send-sms-to-customers

manage-customer-balance

view-items

add-item

f:y ProSystem Limited

Extra Checks

Controls the Charges
module.

Other customer actions stay
separate.

Create button may still be
hidden.

Needs valid email setup and
recipient data.

Needs valid SMS setup and
recipient data.

Customer can still be view-
only.

Does not allow create, edit,
or stock work by itself.

Create button may be
hidden.



Task

Edit item

Add stock

Transfer stock

Delete stock units

View approval queue

Approve or reject transfer

Download inventory reports

Open Users

Create user
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Needed Permission(s)

edit-item

add-stock

manage-stock

manage-stock and delete-stock

view-pending-approvals

approve-stock-receipt

inventory-report and, where
needed, stock-adjustment-report

view-users

add-user
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Extra Checks

Detail page can still be read-
only.

Inventory tracking must be
enabled.

Inventory tracking must be
enabled.

Both are needed for the
delete path.

Needed for approval
worklists.

Usually also needs view-
pending-approvals.

Page access does not
guarantee report access.

User editing stays separate.

Users area must still be
reachable.



Task

Edit user details

Update another user's
password

Update permissions, landing
page, or default location

Approve or reject join
requests

Edit organization settings

Edit receipt and barcode

settings

Edit email integration

Edit SMS integration
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Needed Permission(s)

edit-user

update-password

update-permissions

manage-join-requests

manage-organization-settings

manage-receipt-and-barcode-

settings

manage-email-integration

manage-sms-integration
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Extra Checks

Separate from password
and permissions.

Password action may stay
hidden.

Sales access also needs
location scope.

Request lists may otherwise
stay hidden.

Covers identity, inventory,
sending, and security.

Real-device setup still
matters.

Credentials and sender
values must be valid.

Provider, sender ID, and
mapping must be valid.



Task

Edit payment gateway
integration

Edit promotions

Needed Permission(s)

manage-payment-gateway-
integration

manage-promotions
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Extra Checks

Gateway must also be
configured correctly.

Users may still see
promotion results in sales.

Important: Sales tasks are both permission-controlled and location-scoped. Inventory tasks also depend
on organization-level inventory tracking being enabled. A correct permission alone may therefore still not

expose a button.
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13. Best Practices and Troubleshooting

13.1 Best Practices

Verify customer identity before applying balance adjustments, returns, or loyalty changes

Use the correct sale status so downstream work such as fulfillment and reporting stays
accurate

Keep categories, tags, segments, geotagging, and locations clean and current so filters and
reports remain reliable

Approve transfer requests promptly to prevent inventory mismatches between branches
Review print settings, SMS settings, and email settings after device or provider changes

Treat the Inventory Assistant as a preview tool and review every proposed action before
confirming it

Review filters before downloading reports or sending campaigns so the output matches the
intended audience or branch

Use customer, item, and location master data consistently because every shortcut later
depends on clean setup now

13.2 High-Risk Changes and Their Operational Impact

Change Why It Is Risky What To Check Before Saving
Disabling organization-level Stock features disappear and Check current stock count and
inventory tracking sales stop checking stock. make the change outside live
work if possible.
Changing location sales Can change stock visibility, Confirm whether the location
channel or stock- transfers, and branch selling should act as a selling channel, a
management behavior behavior immediately. stock location, or both.
Changing variant structure Affects stock addition, sale Check sale history, stock history,
on an existing item selection, serial allocation, and whether the new structure
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pricing, filters, and reports. still matches the real product.
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Change Why It Is Risky What To Check Before Saving
Renaming or reclassifying Can fragment search, filters, Check naming standards and
categories, subcategories, promotions, charges, and review where the current
tag types, or tags reports. structure is already in use.
Changing reusable charge, Changes future sale totals and Check the business reason, the
VAT, delivery, or discount reporting expectations. calculation effect, and whether
rules staff must stop using an old rule
first.
Changing receipt, barcode, Next receipts or labels may Check the real device, size, printer
or barcode-preference print incorrectly. method, and barcode source.
settings
Changing user permissions, Users can lose actions or start Check task needs, sales location
landing page, or default in the wrong branch context. scope, and ask the user to test
location sign-in again.

Change-control rule: high-risk setup changes should be made deliberately, ideally outside peak operating
hours, and followed by a quick controlled test before normal users continue live work.

13.3 Common Problems and Checks

Problem What to Check

User cannot open a module = Verify the relevant permission, organization membership, and any
location restriction.
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Problem

User signs in but sees the
wrong organization or the
wrong data

Session expires
unexpectedly during work

Item cannot be sold

Sale shows Review SN(s)
and cannot be finalized
confidently

Requested sale quantity
does not fully allocate

Sale total looks different
after editing a payment or
charge

Return or exchange total
seems unexpected
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What to Check

Check the active organization, switch to the correct one if needed,
then confirm the user is looking at the correct landing page and
location context.

Check inactivity timeout settings, shared-device behavior, and
whether the user left the session idle long enough to trigger
automatic logout.

Check variant selection, stock in the active location, and whether the
item is active and inventory-backed.

Open the serial review flow, confirm that quantity matches allocated
serials, check for scanned newer stock when FIFO warnings appear,
and verify the correct fulfillment location is being used.

Check whether enough serial-controlled stock really exists at the
active fulfillment location. Partial allocation warnings usually mean
the requested quantity is higher than the currently selectable stock.

Review the reversal rows and replacement rows. The live total uses
only effective payments and charges, not every historical row still
visible in history.

Check which units were returned, which replacement items were
added, whether charges were retained or replaced, and whether the
resulting balance or refund position is being read from the corrected
live state.



Problem

Balance looks wrong

Customer or user creation is
blocked by conflict
resolution

Add Stock cannot be saved

Delete Stock or removal
feels risky

Transfer counts do not
match expectation

Transfer request cannot be
approved cleanly

Receipt or barcode output is
incorrect
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What to Check

Review the balance transaction history, recent refunds, deleted
Balance payments, and manual adjustments.

Check whether the phone, email, or username already belongs to an
existing record. Resolve field-level differences carefully instead of
creating a duplicate identity.

Check that every row has serials, there are no duplicate serials inside
the batch, no existing stock already uses those serials, and the
receiving location is set correctly.

Stop and verify the physical unit, serial number, source location, and
reason for removal before confirming. The workflow writes
permanent inventory history and should not be used as a guess-and-
fix shortcut.

Check pending approvals, serial selection, partial approvals, and
destination receipt status.

Check whether the serials physically arrived, whether some units
should be rejected instead, and whether the correct cancellation type
was chosen for rejected units.

Review the active print profile, device-specific settings, and barcode
preference configuration.



Problem

Save as PDF or Share does
not behave as expected

Email or SMS sending fails

Manual receipt email or
SMS does not send

User lands on the wrong
page after login

Export looks incomplete

Report totals do not match
an older printout or
memory of the sale
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What to Check

Check whether the receipt can be generated from the current sale
state and whether the device or browser supports native sharing. If
sharing is unsupported, the workflow should fall back to download
behavior.

Check provider settings, activation state, sender identity, recipient
availability, and balance where relevant.

Check that the sale has a customer, that the customer has the
required email or phone field, and that the active email or SMS
configuration is complete and enabled.

Review the user’s landing page preference and whether their current
permissions allow that page to open.

Check the active filters, date range, location scope, and whether the
correct report type was downloaded.

Check whether the sale later received returns, charge edits, payment
edits, or reversals. Reports follow the current live reconstructed
state, not outdated snapshots.



13.4 What Common Failures Usually Mean

Message or Symptom

A page opens but the expected
action button is missing

Missing required permission:

You do not have permission to
perform this action at this
location.

Location is required. or
Location is required for item
search.

At least one location must be
selected when granting sales
permissions.

This user does not have
permission to access '...'

User must have at least one
permission or set landing
page to Overview.
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What It Usually Means

The page is visible, but the
action is blocked by
permission, location scope, or
inventory mode.

The base permission is
missing.

The user is not allowed at that
sales location.

No valid working location is
active.

Sales access was granted
without a sales location.

The chosen landing page
needs a permission the user
does not have.

The user has no working
permission set and no safe
landing page.
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What To Do Next

Check the task-to-permission
matrix, active organization,
and allowed locations.

Grant the permission or use
an authorized user.

Add the location to the user's
scope or switch locations.

Select the correct location
and review the default
location setting.

Select at least one sales
location, then save again.

Grant the permission or
choose a different landing

page.

Grant minimum access or
switch the landing page to
Overview.



Message or Symptom

No card types available or No
MFS providers available

Customer is required for
balance payment

The sale shows Review SN(s) or
cannot fully allocate stock

Operation failed: The
following serial numbers
already exist:

Duplicate serial number
found. Each serial can only
be processed once per
transaction.

Operation failed: A default
staging area location is not
configured.

Serial number ... not found
or has already been moved.
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What It Usually Means

The needed payment detail
options are not configured.

Balance payment was
attempted without a
customer.

The requested quantity does
not match the available serials
at that location.

The serial already exists in
stock.

The same serial was entered
twice in one batch.

No receiving location was
chosen and no staging area
exists.

The serial is no longer in the
expected stock state.
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What To Do Next

Configure them first or use
another payment method.

Attach the customer, then
retry.

Open serial review, confirm
location, and check available
stock.

Verify the physical unit and
stop the stock addition until
the duplicate is understood.

Remove the duplicate serial
and retry.

Choose a receiving location
or configure a staging area
before using Add Stock again.

Refresh, review recent
activity, and confirm the
unit's current state.



Message or Symptom

Serial ... is not at the
expected source location.

Cannot process serial ....
Its current status is

'RESERVED' or "IN _TRANSIT'

Customer or user creation stops
in conflict resolution

Location name/code already
exists, Category ... already

exists,orTag ... already
exists

Email, SMS, or manual receipt
sending fails

13.5 When to Escalate

What It Usually Means

The source location does not
match the unit's current
location.

The unit is already tied to
another stock workflow.

The new identity closely
matches an existing record.

The new master-data record
duplicates an existing one.

The integration is incomplete,
inactive, or missing recipient
data.
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What To Do Next

Choose the correct source
location or the correct serial.

Finish or reverse that
workflow first, or choose
another unit.

Review the existing record
and resolve the differences
instead of creating a
duplicate.

Reuse the existing record or
rename the new one to
match naming standards.

Check provider setup, sender
identity, recipient data, and
any balance requirement.

e Repeated permission issues that do not match the configured role

e Transfer approvals that appear to move the wrong serials

e Receipt, payment gateway, email, or SMS failures after configuration was already verified

e Unexpected data loss or Al-generated inventory actions that look unsafe
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13.6 Support and Third-Party Integration Assistance

e For help related to email providers, SMS providers, payment gateways, or other third-party
integration assistance, contact hello@prosystem.com.bd

e When requesting support, include the organization name, affected module, exact action
attempted, and whether the issue affects one user, one location, or the whole organization

e Forreporting problems, include the report name, filters used, and the date range so the
support team can reproduce the same output context

e For stock issues, include the item SKU, serial number, source or destination location, and
transfer order or invoice number where relevant
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14.1 Status Reference

Term

Draft

Request

Scheduled

Confirmed

Sent

Complete

Deleted
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Meaning

Temporary work-in-progress record.

Pending request awaiting action.

Planned for a later date or time.

Accepted and waiting for further processing.

Already handed off, dispatched, or in transit.

Commercially finalized.

Soft-deleted from active work.
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14.2 Common Terms

Term Meaning

SKU Stock Keeping Unit or product code.

SN Serial Number.

ADDED The normal in-stock pool used in reports for units that are currently available for sale

or transfer.

MFS Mobile Financial Service.
PGW Payment Gateway.
POS Point of Sale; in filters it can also represent the selling location or sales channel used

for the transaction.

Contra The value deducted from reported sales because of returns, exchange differences,
Revenue cancellations, or later corrections to earlier sales.
oTP One-Time Password.

14.3 Daily Operating Checklist

e Confirm you are in the correct location before creating sales or moving stock
e Review request badges, transfer badges, and join-request badges at the start of the day

e Check Overview totals and alerts before moving into detailed module work
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Confirm active users can see the correct modules, buttons, and landing pages for their role

Verify that the day’s selling locations, stock locations, and default location settings match
planned operations

Check that receipt printing, barcode printing, and any required devices are working before
live transactions begin

Confirm card, MFS, balance, and other payment collection methods are ready before peak
selling hours

Verify customer identity before using balance, loyalty, return, or exchange actions

Review any scheduled sales, pending follow-up work, and incomplete sales from the
previous shift

Check stock-addition, transfer, and approval work queues before starting new inventory
actions

Confirm serial-based items are being scanned and allocated carefully where stock control is
required

Review filters before exporting reports, downloading lists, or sending customer
communication

Check report totals, payment summaries, and major stock movements before ending the
day

Review exception cases such as duplicate conflicts, pending approvals, and failed message
sending before handover

Log out from shared counters, warehouse devices, and supervisor terminals when the shift
ends

Check print, email, SMS, and payment settings after any device or provider change
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