KENSIUM
2) OrderPad

Create POS Admin in KENSIUM

% create a POS Admin in KENSIUM, you need to login to Kensium. Enter the Credential to log in as
shown below.

KENSIUM
£) OrderPad

Login for POS Admin

From the left navigation pane select [KENSIUM POS] and click on Retail Location menu.
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Items Total
1 $6.16 Product Price Quantity
1 $12.32 Bar Stool $68.00 1259
& i
DASHBOARD nfigura 3 $90.95 Desk $20.00 808

POS 2 $7.16 Coffee Table $78.89 7’
1 6.1

Roles e

Print Receipt

Retail Location Flts Lisas
2 65
2 43
0 1

Terminals o 5

Terminals Location Mapping 0 5

MARKETING
il
REPORTS

Results Uses
2 65
2 a3
1 35
1 35

Click on the Retail Location menu

You will be taken to the screen where you can [Add New Location]. After creating the location, you can
then choose the staff admin for the newly created location.

a Retail Location L posadmin +

DASHBOARD
Add New Location

saLES

W Filters @ Defauitview v £ Coumns +

o
caTaLoG
Actions - 4 records found 20 | v | perpage 1 | oft
P B
ORDERPAD A3 : : -
st [ - L] Store Name Status Source Email Job Title Action
* 7 Las Vegas enable v rahulg@mailnator.com super Admin Edit
cusTOMERS
3 Chicago Enable cH mike gill@mailnator.com Super Admin Edit
MARKETING 4 New York Enable ny jake sumners@mailnator.com Super Admin Edit
II- 5 Rockford Enable RF Super admin Edit

REPORTS

STORES

&

SYSTEM
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Click on Add New Location

B e When you select [Add New Location], the Retail Location screen will appear. Enter the necessary
details in the respective fields within sections such as General, Address Information, and Staff
Admin.

Field Field Type Description

General Information (* indicates Mandatory Fields)

Enable Status* Toggle button | To enable this section, toggle the button.

Location Name* | Textbox Enter the name of the Location

Choose the sources from the drop-down menu.

If the sources are not available in the drop-down, you can create
Sources* Drop-down them by navigating to Stores a Inventory Sources. Follow this
process if you wish to add a new source. This is equivalent to
Acumatica Warehouse.

Select the receipts from the dropdown menu. You have
previously created various types of receipts through Kensium
POS[] Print Receipt. These receipts will be accessible in the
dropdown. Choose the one that aligns with your business
requirements.

Depending on the receipt selection, whether you have enabled
or disabled specific sections (Header/Body/Footer) in the
receipt, the information displayed on the receipt for any order
processed through the selected sources will be based on your
configured choices.

Receipts* Drop-down
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New Location

General Information

Enable Status *
Location Name *
Source *

Order Print Receipt *

Saved Cart Print Receipt *

Address Information

Street Address *

No

- Please Select - | =

-- Please Select -

-- Please Select -

X posadmin ~

€ Back Delete ﬂ

General Information Section

In the [Address Information] section we need to add the address details for the [Location]

Field Field Type Description

Address Information (* indicates Mandatory Fields)

Street Address* Text Field Street address

City* Text Field Enter the name of the city.

Country* Drop-down Select the country from the drop-down.
State/ Region Text Field Enter the State or the Region.
Zip/Postal Code Text Field Enter the Zip code or the Postcode.
Phone Number Text Field Enter the phone number of the admin.

© 2024 Kensium LLC




KENSIUM

-~/ OrderPad

New Location ¢ Back  Delete
Saved Cart Print Receipt * | - Please Select -
Address Information @

Street Address *

City *
Country * | -Please Select--
State/Region
Zip/Postal Code *

Phone Number +*

staff Admin @

Address details

e Enter the Staff Admin Details.

Field Field Type | Description

Staff Admin (* indicates Mandatory Fields)
By default, it will be the Main Website.

pssoiat o Webste® | Dropdown | [£30ur Ordrpad instalation velves miltle webstes
particular site.

Email* Text Field Email address of the Staff Admin.

Job Title* Text Field Enter the Job Title as Staff Admin

First Name* Text Field First Name of the Staff Admin.

Last Name* Text Field Last Name of the Staff Admin.

PIN* Text Field {\rllcr))tltlatt%l;: 11?}1111\;PIN is utilized to login to the OrderPad.
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Email *

Job Title

First Name #*

Last Name *

Pin *

Mobile *

Gender

Not Specified

Mobile Number* Text Field Enter the mobile number of the Staff Admin.
ESender Drop-down This is optional.
New Location € Back  Delete m
Phone Number
 Staff Admin (C]
Associate to Website + | MainWebsite |+ | @

Staff Admin Details

e Upon entering the necessary information, click [Save] to store the Staff Admin details. This Staff
Admin/Customer will be saved under Customers a All Customers as shown below.
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1 $6.16 Product Price Quantity
Customers 4 s$12.32 Bar stool $68.00 1259
a 3 $90.95 Desk $20.00 808
e HS e 2 $7.16 Coffee Table $78.89 79

Customer Groups ; i

Results uses

z 65

2 43

o 1

o 5

CUSTOMERS
o 5
il Results Uses
REPORTS

2 65

2z 43

1 s

1 35

1 14

Staff Admin is saved under All Customers

¢ On the [All Customers] screen, you can view that the [POS Status] of the Staff Admin you
created is enabled.

posadmin =
Customers -
DASHBOARD.
MAILI Q Y Filters @ oefautview L columns v &, Export v
Active filters:  Keyword: MAILI Clear all
Actions - 43 records found 20 | per page 1 | of3 >
oRD) - -
CONNECTOR 4 i i ?
m m Email Group 1 | Phone P Country State/Province Customer Since Action
s 34 Jakek Enable jake@mailinator.com POS Staff 60654 United States llinois Jan 18, 2024 3:44:31 AM Edit
-’ 39 Merina Kensium Enable merinak@mailinator.com POS Staff Jan 25,2024 5:41:41 AM Edit
MARKETING
54 Roslin Mary Enable roslin@mailinator.com POS Staff 89101 United States Nevada May 16, 2024 6:09:30 AM Edit
il
REPORTS 57 Annie K Enable annie@mailinator.com POS Staff 89101 United States Nevada Jul 16, 2024 5:57:14 AM Edit
1 John Doe Disable jehndoe@mailinater.com General Jan 16, 2024 11:48:.06 AM Edit
- Guest Guest Disable johndoe guest.1@mailinatar.com Genera Jan 16, 2024 11:48:07 AM Edit
4 Guest Guest Disable rahulg.guest. 3@mailinator.com General 89101 United States Nevada Jan 17, 2024 6:13:54 AM
6 Guest Guest Disable mike.gill.guest.5@mailinator.com Genera Jan 17, 2024 6:16:45 AM Edit
= Grisat Grisst T hicahle bt orau ouest T@mailinator com Ganars ar1in Viniter Statas N Vrrk 1an 17 2004 A10°27 AM e
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POS Status of the Staff and customers
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