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1. Ari POS Software Overview 

POS is an abbreviation of Point of Sale machine. It is a typical screen monitor that you see on 

every shop front across the world. They were also called as Cash Registers for a brief period. It 

is more likely to be seen in customer facing retail businesses. It possesses information of all the 

items/ products/ service a business has to offer with already define prices.  

Increasingly POS machines are becoming sophisticated to accommodate changing consumer 

behavior and experience. It has also simplified various business functions such as Promotions, 

Loyalty, Gift card, Inventory and Product management easing overall store operations 

significantly. Gone are the days when it used to take hours to update inventories and then store 

managers getting notifications to resume operations. These days POS machines are run by 

intelligent and data driven POS Software like Ari POS Software that help businesses keep on top 

of their retail operations.  

Ari not only manages disparate functionalities in a single or multi-store environment but also 

keep track of every item sold and supplied within business. It generates various business 

reports with few clicks and helps in managing store operations with providing real-time 

information.  

This Operations Manual is for Ari 1.9 and is aimed at simplifying users to operate POS terminals 

that use Ari as its brain. Let’s look at various aspects and functions of Ari POS Software in detail.  
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1.1 Frequently Used Terms:  

Till: POS Machines on which we will perform tasks and operate actions.  

Click/ Tap/ Touch: This are used to describe action enablement over the POS machines.  

Scanner: This is Barcode scanner that has been integrated to be used with Ari POS. It will read 

barcodes of product and pass accurate information to Till for checkout.  

Invoice/ Bills- This is the summary of Sales Document that consists of Taxes and amount 

payable by a customer.  

Mega Menu- Menu that opens when you click on Menu button on left top side to open various 

commands.  
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2. Login to Ari POS  

Login to the Ari POS is like Logging into an application. You can use password in digits provided 

by system administrators to gain access to the system. Till operators will have to use the 4digit 

code provided by their supervisor or store managers.  

In this example we have shown two users Admin user and Cashier1 to distinguish between 

various user roles that can be created within Ari. For easy access, we will be using Admin role 

throughout the Operation Manual.  

*You can also switch between Users at any time with required permissions depending upon 

various situations.  

You will be able to see the following screen on your Till as you begin operations for your store.  

 

*You can use your own picture and logo as per your branding requirements.  

 

Step 1: Double Click/ Tap on the User to enable it for Logging into the system. The screen will 

look like as shown in the image below.  
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Step 2: Enter a 4digit code provided by your admin.  

 

• Change User will allow you to switch users by entering correct login code for that user.  

• Clear will erase the entry completely and Back will delete a number you may have 

entered.  

• Exit will close the screen.  

 

Step 3: Tap Login button on your screen to login to the Till.   

Now, we will select a Stock Point for the till.  
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 Stock Point Selection  

It is possible that you may have multiple stores or warehouses from where you bring stocks 

within your store. With Select Stock Point you will be able to see the Store and the warehouse 

from where all items/ products are entered within the system.  

 

You will be able to see this screen as soon as you have tap on Enter button on Login screen.  

 

 

 

Step 1: Check the Organization Name.  

Step 2: Select a Stock Point from the dropdown. (If you have multiple stock points enabled 

within your organization.) 

Step 3: Tap on Tick Mark at right top corner to complete the selection and begin taking orders 

from customers within your stores.  

You will be able to see an actual POS screen with multiple options that have been pre-

configured by administrators as per business requirements. You can edit them by logging into 

your Ari Web Manual and making necessary configuration changes.  

 

Let’s perform some POS related Sale, and Sales return tasks using this Operation Manual.  
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3. Understanding POS Screen  

For better understanding and administration, we have divided Ari POS in 3 simple sections: 

1. Action Bar 

2. Parameter Setup 

3. Switch User 

4. Item details Section 

5. Invoice Section  

 

Each section encompasses a special provision used in most modern POS systems as depicted in 

the image below.  
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3.1 Action Bar  

The action bar has many command buttons that perform various tasks in the POS system. 

Please see image below for simple explanation.  

 

 

3 Toggle Menu: It opens reports and various till related tasks performed by administrator and 

users. We will learn about them later in the Store and Reports section of the operation 

manual.  

4 Hold Document: This saves the invoice you are working on to be used later for various 

reasons.  

Example- Customer wants to add a new item from the promotion, wants to pay later as 

having less money than actual billing amount and many other operational hiccups a store 

faces on a daily basis.  

5 New Document- A Tap on this button will create a new invoice for a cashier to enter details 

of items/ products. (By default, when a purchase transaction has been completed a New 

Document screen appears automatically. This is used only in select cases as explained above.)  

6 Delete- Delete the whole invoice from the POS.  

7 Print- This button will get enabled once an invoice has been created. 

8 Amount Payable- This shows a total sum to be paid by the customer after calculating pre-

defined taxes, discounts and item prices.  
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9 Error- This will turn Red if there is an error in the billing or invoice. A White means the invoice 

is correct to proceed towards payment.  

10 Scan- This allows you to scan the product codes with a barcode scanner. (By default, a Scanner 

will be able to scan the barcode tags.) 

11 Search- You can search product by its name, tag, characteristic and many other parameters.  

12 Browse- Allows user to browse from Product categories and product lists.  

13 Edit- Default screen showing product details and characteristics.  
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3.2 Parameter Setup 

We need to set certain parameters for the POS to continue operations smoothly.  

Step 1: Tap on Menu button  to open the mega menu  

Step 2: Tap on Parameters  button to open the dialog box on the right-side column 

under Others.  

Please see the screen below to see all the parameters that can be changed as per your business 

requirements. Tap on any row to open an input dialog-box.  
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Product Image Path: This allows you to set the path to obtain images of Items/ Product that appear on 

POS.  

 

 

Default Walk-in Customer: Default Walk-in customer is treated as a Cash Customer meaning a new 
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customer who has entered in the store for the first time. You can change the default customer of your choice 

by adding new customers in your POS. Tap on Cash Customer and a dialog box will pop-up asking you to 

prompt an input.  

 

 

Pole Display Logical Device Name: This parameter is related to Price of the item/ invoice that a customer 

is able to see on the front hardware. It needs to match with the OPOS software to start the display. You 

can provide a name for the device that will ensure that the pricing is displayed correctly citing this device 

name.  

 

Receipt Printer Logical Device Name: There may be different printers for Invoice, barcode and receipts to 

be printed in various capacities like Thermal printers, standard printers and handheld device printers. With 

this parameter you can name the Receipt Printer to locate it easily.  
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Drawer Logic Device Name: This relates to the Drawer in your till in which you put the currencies and 

denominators. You can provide a name for the drawer to add logic for opening/ closing the till.  

 

MSR Logic Device Name:  

 

Default Store Manager: There may be various users that will be assigned to a Till within a store for smooth 

retail operations. You can define a default Store Manager for the POS for it to open the Login, provide 

Authorization and perform other tasks such as Till Open, Store Open and Close to smoothly run the retail 

store.  
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Need Group By Item: Select Yes if you wish to display items as Groups in an Invoice or No if you wish to 

show them individually.  

 

 

Items as in a Group will look like in Invoice and POS as below.  

 

 

Items with a No in Group will display as in the image shown below.  
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Barcode Printer Name: Enter the name with which you wish to remember the barcode printer within the 

POS. This helps you know which printer is capable of printing barcodes for items in the inventory as there 

may be other printers to print invoices and other receipts to run retail operations.  

 

 

Document Attachment Path: With this parameter you will be able to define the path where to save 

Invoices, reports and other important documents within the POS.  
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Once you have setup these parameters you need to restart the POS for these parameters change to take 

effect.  

Now you are all set to Login and use Ari POS Software.   
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3.3 Switching User  

A Switch User option is available at the right-hand corner of the POS screen. It can be used to 

switch between different users in middle of the shifts or for various other situations. A host of 

other information related to POS Software can also be seen in this pop-up. 

 

Tap on “Welcome Admin” banner in the right-side upper corner and a pop-up will appear.  

 

A user will be able to change password (if he/she has rights) along with a switch user button 

that will allow a switch between the users. Tap on Switch User button to open a pop-up of 

Change User screen.  
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Select a User from the drop-down box and enter password for that user.  

Tap on  accept button to login that user in the POS.  
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3.4 Item Details Section  

We will learn about various aspects of a section that shows various details related to a product. 

Let’s see them in detail.  

 

Delete- This removes item from the invoice.  

Return Line- This allows Item to be treated as Return in the invoice.  

Discount- Check/ Allow discount on the selected items.  

Item Name- This shows Name of the item along with few other details that identify product from 

the inventories.  

Item Image- Shows image of the item as selected for easy recognition.  
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Additional Info- This box will launch a pop-up box for additional information about the product 

as shown in the image below.  

 

This allows you to choose Sales Representative to disburse commission, Tax type and enter any 

notes you may wish. Please see following images for more information.  

                                               Select Sales representative-  
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Select Tax Type:  

 

 

Clear- It allows you to clear quantity, price and discount form the invoice for the item.  

Back- you can delete numbers just like a backspace.  

Calculation buttons- Add, Remove, Percentage, Multiply and Division buttons are given to edit 

prices, discounts and change item prices in the invoice.  

Edit Quantity- Allows cashier to edit quantity in the dialog box.  

Edit Price- Allows correction/ edit of Item prices with proper authorization.  

Enter- Accept edited details and enter them in the Invoice.  

Number Pad- This is Number pad that allows you to enter numerical details.  
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3.5 Invoice Section-  

This section pertains to Invoice that will be generated and given to the customer. It can be 

utilized and customized as per your business requirements. An invoice will typically consist of 3 

parts Invoice Number and business details, Item details and their prices, and accounting 

computations like final price, discount and Net amount payable by customer.  

Please see the image below for a clear understanding.  
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1. Invoice Number- This shown the invoice number as you create new bills for your customer. 

The invoice number and its series can be pre-defined in Ari POS Software by the administrators.  

2. Item Details and Prices- This shows item details such as Name, total quantity, Total Price and 

other details.  

3. Invoice Summary- This section holds the accounting for the invoice. It has information such 

as: 

• Total Tax applied on the Invoice 

• Total Product Discount on the Items 

• Total Sales Quantity of the items in the invoice 

• Total Return Quantity if the invoice has any item for return 

• Gross Amount of the total items 

• Promotional Discount if any items has any promotion discount applied on them 

• Invoice Discount provided for any loyal customer or for other reasons 

• Rounding Amount to inculcate the bill to Even or Odd numbers for payments 

• Net Amount that is payable for the invoice 

 

4. Quantity- Quantity of Items listed in an Invoice.  

5. Item Price- Price of per item listed in an invoice. 

6. Tax- Tax amount levied on the Invoice for items.  

7. Document Hold- This will show if the document is on hold and total number of Invoices that 

have been put on hold by the cashier. You can hold an invoice for payment later but they needs 

to be cleared before the end of the day (Till Close) by a tap on * Hold Invoice button.  

8. Approvals- This shows if the invoice needs an approval from manager/ supervisor for 

discount or payments. 

9. Address Type- You can edit that when saving customer details.  

10. Customer- Ari has provision to save customer names and details for loyal and repeat 

customers for better customer experience and interactions.  
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11. Action Bar- It has Hold Invoice, Delete, Print, Error ad Payment Amount in the Action Bar as 

shown in the 2.1 Action Bar description.  

4. Product Section  

       Ari POS Software provisions for multiple methods to  perform transactions in the Software.  

There are 4 ways a product can be included in the Invoice and certain action related to 

inventory can be performed. Please see the image depicted as below.  

• Edit 

• Scan 

• Search 

• Browse 
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4.1 Edit 

This button shows different information regarding the product and allows for you to edit 

quantity, price and discounts depending upon few other conditions. We will see few 

transactional parameter changes like: 

4.1.1 Quantity Change  

4.1.2 Price Change 

4.1.3 Change Additional Info 

4.1.4 Applying Discount 

4.1.5 Return Line 

4.1.6 Delete 
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It is the sane as the Item Section we checked earlier in 2.1. 

 

4.1.1 Quantity Change  

Ari POS Software has the provision to allow a cashier/ supervisor to change the quantity of an 

item/ product under special occasions and circumstances. If you want to change the price of an 

item Tap/ Click on it. It will look like as shown as the image below.  

 

Step1: Tap on an Item for which you want to change the quantity.  
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Step2: Tap on Quantity button in the Number pad. 

Step 3: Enter the Quantity (Number) in the blank field next to Quantity button of Number pad 

as shown in the image below.  

 

Step 4: Tap Enter to define quantity in the invoice. A change in Quantity of the items along with 

its prices can be seen in the Item description above. Please see the image.  
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4.1.2 Price Change  

We will now change price of an Item using this transaction.  

Step 1: Tap on an Item for which you want to change the price. 

 

Step 2: Tap on Price button to make a selection for a change.  

 

Step 3: Define the Price in the center box in Number pad.  
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Step 4: Tap Enter button to reflect the changes. See the image below.  

 

 

 

 

 

 

 

4.1.3 Change Additional Info  
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This allows a user to define Sales Representative and Tax Type (if multiple) defined along with 

Notes for you to enter.  

 

Step 1: Tap Additional Info button that will open a pop-up. 

Step 2: Select a Sales representative from the drop-down list.  

 

Step 3: Select a Tax Type from the drop-down and enter Notes.  

 

 

 

4.1.4 Apply Discount  
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A user can apply Discounts in a variety of ways. Ari has Promotions, Default and Special 

discount that can be applied by business to run and promote products.  

Step 1: Tap on Discount button  to open a pop-up.  

 

 

Step 2: Default selection of discount is None. A user can select from various options that are 

either user defined, Promotional, Product related or a special provision by Manager/ supervisor 

to provide it to Loyal customer. We have selected 5% discount.  
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Also, you can apply discount on total amount of Invoice by applying Discount on total invoice 

selection.  

 

Step 3: Tap Select button to accept the changes and get back to the item section.  

 

Step 4: Check the changes reflected on the item as in the image below.  

 

You can see that 5% discount has been applied of 5AED on total amount of 100AED. 

 

4.1.5 Return Line  

Clicking on this button will treat the item as Product Return and a message will pop-up that the 

item has been taken as a product return.  

Step 1: Tap on Return Line button on the top row.   
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Step 2: Check for the changes in the Invoice if the amount and Quantity has been reversed. The 

Invoice and POS screen will look like as shown in the image below.  

 

You will be able to see the Total Return Quantity as 5.00 along with a host of other Invoice 

changes.  

You will also be able to see the Return Line button change to Sales Line.  

                                                 

Clicking on the Sales Line will take the item back to the Sales Line and invoice details will change 

to original as depicted in the image below.  
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4.1.6 Delete  

Tap on the Delete button will dismiss the item from invoice and put it back in the inventory.  

 

Once you click on the delete button, it will open a pop-up to prompt for deletion.  

 

If you select Yes, then the item details will be deleted from the invoice and No will have no 

effect. See the image below that shows an invoice after the deletion of an item.  
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4.2 Browse  

This section allows Cashier/ Supervisors to browse from a list of items from the inventory and 

item categories.  

Step 1: Tap on Browse button.  

 

Step 2: Please see a list of available items for Sale will be shown along with their full name, 

details and their price. It will look as shown in the image below.  
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Step 3: Select an Item that you want to include in the invoice.  
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Step 4: Tap on the item and it will be entered the invoice.  

 

Select Product from Product Category. Tap on the All drop-down as shown in the image below.  
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A drop-down will open for you to select a product category.  

 

Once tapping on the Cosmetics category will list all the items stored in Inventory with the 

Cosmetic as main category.  
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Search item from the item bar. At the bottom of the browse section you will see a blank bar in 

which you can enter name, description or bar code of the product to search and include it in 

the invoice.  

 

 

In addition to that, you will see a button in the item selection “Get Stock”.  

 

This button will enable you to see the available stock of the item along with its category, 

description and other details. It will show Product characteristics and able to check if the 

product is available at other store within your organization.  
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Clicking on View Characteristics will enable all the characteristics associated with the product.  

 

Tap on Exit button to go back to the browse section.  
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4.3 Search  

This section allows cashiers/ supervisors and managers to search for items in the inventory. It 

has provision to use various filters from Product characteristics to search items from the list.  

Tap on the Search button  to see the front screen.  

 

A Tap on Refresh button  will list real-time item list.  
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You will be able to search items/ products in various ways like: 

• Search by Category 

• Product Characteristic Filters 

• Search Bar 

In Search by Category, items/ products can be searched using product categories and sub 

categories created in the inventory.  

Tap on the Bar written as All and you will be able to see a drop-down menu selection.  

 

You can select from a host of categories to select items to include in the Invoice.  

Product Characteristic Filters use various product characteristics as filters to allow item 

selection. We have used two filters for easy selection process.  

In this you will be able to search using Brand name. Tick the brand for which you wish to search 

the items and tap Accept icon  on the pop-up menu for selection.  
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Another filter in this example is Size. Tick the Size of the apparel you wish to search the items 

and Ari will fetch a list of items using that characteristic. 

 

 

Using Search Bar, you need to type either the UPC, Name or characteristic or any detail that 

you remember for the item and a list containing the entry will be displayed.  

Tap on the search bar located at the bottom of the page and type the characters.  
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4.4 Scan  

 With this section you will be able to see the UPC or bar code scan for an item. This is used           

very rarely in case the item does not get scanned by the Barcode reader machines. You can see 

product details for the name and the UPC code that is associated with the product in the 

information section of the image.  

A Tap on Scan will open the section.  
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A User will be able to enter the Search term by name or few digits of UPC in the search field 

from the drop-down.  

 

5.0 Performing a Transaction  

 Ari has provision to perform a transaction with the POS Software in multiple ways. A user can 

pay via various payment modes that we will see in next options.  
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A typical process flow will be that a customer will pick items from the racks and put them in a 

basket. All these items have barcode associated with them depicting vital information such as 

their Name, UPC, Price and few other details.  

Then customer will approach a cashier and he/she will scan the barcode to generate an invoice 

in draft mode for the payment as described in the image below.  

 

It contains all the details that we described in earlier sections for Item, Action bar and Invoice.  

A tap on the Amount button will reveal different payment options as shown in the screen 

below.  
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We will move to the payment part to complete a transaction in this example. Ari has 

provisioned for a user to make a payment in various ways such as:  

5.1 Cash Payment  

5.2 Credit/ Debit Card Payment  

5.3 Part Payment Mode 

5.4 Loyalty Card Payment  

5.5 Credit Sales  

5.6 Gift Card Redemption  
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5.1 Cash Payment 

A customer will be able to make a payment using cash in different currencies if your 

organization allows payment in different currencies. Let’s take a payment in local AED and USD 

using cash payments.  

 

• Cash Payments in AED 

• Cash Payment in USD  

Cash Payments in AED is in local currency.  

Tap on Cash button lit in Green color at the right top screen to accept a cash payment.  

 

And you will notice that the text on the button has changed to DONE prompting you to 

complete the transaction.  
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A user can also take Cash with notifying Denomination in the Software. Ari has a pre-defined 

denomination for AED and any other currency within the system that a business wishes to 

accept. A Cashier just needs to tap on the Denomination button at the right 

side of the number pad and system will open a Popup for you to define the denomination in the 

base currency to take the Cash payment.  
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As you can see in the example, we have already taken a 200 AED note from the customer as a 

mode of cash. The system will now show the Change Amount  

 

 

Press “Enter” button at the right bottom to see the Change you need to give back to the 

customer.  
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Clicking on Done button will complete the payment and generate an invoice.  

 

The cash drawer from the till will open for you to put the money in it and closing it will get the 

POS terminal ready to take the next order.  

Tap on the print icons to print the invoice that needs to be given to the customer. An electronic 

copy of the invoice will be saved in Ari.  
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5.2 Credit/ Debit Card Payment 

With Ari, you will be able to take a payment via Credit Card or Debit card that has been enabled 

for the payment. Let’s see how a payment via Credit/ Debit card is taken.  

Tap on Credit Card button to open the pop-up window to enter card details.  

 

Choose from Visa or Master Card as per merchant’s requirement for Payment.  

 

Enter Card Number, Bank Name, Amount will be default amount of the Invoice, Credit Card 

Expiration Date and Credit Card Approval Code (CVV) from the card details.  

Tap Green Tick button on top of the window to accept details and go to payment confirmation.  



Ari POS Manual Ver. 1.0 

 

 Ari POS Manual | Web Masters 53 

 

 

You will be able to see that 90.00 AED as payment of Credit Card (Master Card) towards the bill 

payment.  

Tap Done button and payment will be taken from the card and an invoice generated to get 

printed.  
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5.3 Part Payments  

Ari also has provisions to make payments in parts some in Cash and Some with Credit card and 

other payment modes. You will be able to take payment with Loyalty Cards, Gift Cards and a 

combination of other payment modes with this option.  

Let’s take a payment via Cash and Credit Card modes.  

Step 1: Tap on Payment button on top middle screen in Green color to open the payment 

section in next screen.  

Step 2: Tap on Cash button on Left Number pad and enter the amount customer wants to pay 

in cash.  
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We have taken AED 50 as cash and that can be seen in the screen above.  

Step 3: Now, tap on Credit Card button below Cash to open the Credit card payment.  
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Step 4: Enter all the detail of the Credit/ Debit card.  

               You will be able to see the rest of the amount AED40 to be paid.  

Step 5: Tap the Accept button on top of the pop-up window to go back to the payment screen.  

 

You will be able to see AED 50 as Cash and AED 40 as Credit Card.  

Step 6: Tap on Done button to accept the payment and generate the Invoice for customer.  
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5.4 Gift Card Redemption 

You can take a payment via Gift Card in Ari.  

Step 1: Tap on Gift Card button. 

 

It will open a Pop-up window for a cashier to enter Gift Card details for the payment.  

 

Step 2: Provide a Gift Card type whether it is an Issued Gift Card or a Voucher from the drop-

down.  
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Step 3: Now, enter Card Number of Voucher number of the Card and that will be tallied with 

the currently present card details within Ari. You will be able to see a balance amount for the 

Gift Card and Amount that can be Redeemed from it.  

Step 5: Tap the Accept button on top of the payment window to go the payment page.  

You will be able to see the amount taken form the Gift Card against the Invoice for payment.  

Step 6: Tap on Done button to accept the payment and generate the Invoice for customer.  
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5.5 Loyalty Card Redemption  

It is similar to taking a payment via gift Card.  

Step 1: Tap on Loyalty Card button.  

 

It will open a Pop-up window for a cashier to enter Loyalty Card details for the payment.  

 

Step 2: enter Loyalty Card Number and rest of the details such as Loyalty Level, Available 

Points, Expired Points, Total Redeemable Points will be shown automatically from Ari Loyalty 

Module.  

Step 3: Loyalty Card Number of the Card and that will be tallied with the currently present card 

details within Ari. You will be able to see a balance amount for the Gift Card and Amount that 

can be Redeemed from it.  

Step 5: Tap the Accept button on top of the payment window to go the payment page.  

You will be able to see the amount taken form the Loyalty Card against the Invoice for payment.  
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Step 6: Tap on Done button to accept the payment and generate the Invoice for customer.  

5.6 Credit Sale  

Businesses make this facility available to select customers, suppliers and resellers for various 

business-related reasons. This will mean that Ari will generate an Invoice with Payment Pending 

in the Invoice receipt. Customer who has taken items with this payment mode will be able to 

make a payment later showing the Invoice Number or other details.  

Step 1: Tap on Credit Sale button at the bottom of Number pad.  

 

A Pop will appear asking you to confirm if the payment should be treated as a Credit Sale.  

 

Step 2: Tap on the Yes button to accept the payment as Credit Sale and no to receive payment 

from any other payment mode. Selecting a Yes for credit Sale will close the Payment mode and 

generate an Invoice copy for the customer as shown below suggesting a Credit Payment.  
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6.0 Layaway Invoice  

A Layaway is created when a customer wants to reserve an item(s) and pay at a later date. Ari 

has provisioned businesses to reserve items/ products for a customer to pay later.  

In this transaction no exchange of items and money will take place, unless there is an upfront 

payment or reserve price is considered by the business. The item will remain in inventory as 

reserved until either a payment has been done creating an invoice or Layaway has been Void 

from the system. Some, businesses also allow a partial payment both an upfront payment and 

downward payment for items sold through layaways.  

We will see Layaway transactions in three different ways:  

• Convert to Sales 

• Void Layaways 

• Partial Payment  
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Creating a Layaway:  

Step 1: Scan/ Browse items that customer wants to Layaway at a later date.  
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Step 2: Tap on the Open Menu button in Action Bar.  

This will open a drop-down menu for you to select an appropriate action command.  

Step 3: Tap on the button named “Consider As Layaways” in the other column on right side.  

 

As you click on this button you will be re-directed back to the invoice section.  
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You will be able to notice that Invoice number has changed. It now shows the Layaway 

document number that the system will save for you to retrieve the items for payment.  

Step 4: Tap on “Bill Amount” button in the middle of Action bar to open the payment screen in 

the adjacent section.  

 



Ari POS Manual Ver. 1.0 

 

 Ari POS Manual | Web Masters 65 

 

 

Step 5: Tap on the “Done” button twice to save the Layaway document and begin a new 

transaction.  

With, this step your Layaway document will be saved in the system and you will be able to 

perform new transactions in your store.  

 

All your Layaway documents are saved within the system. They can be viewed by going into the 

main menu  and clicking on Layaway button .  

We will now see three actions that can be performed on Layaway transactions.  
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Convert to Sales will create an Invoice as regular sales for your Layaway document. It will take a 

payment from the customer and items will be considered as sold. The item will move from the 

inventory from ‘Reserved’ to ‘Sold’ conceptually.  

Step 1: Tap on button to expand the Menu.  

Step 2: Tap on “Layaways” button in second column in Transactions to open a new window.  

 

You will be able to select the Layaway document to generate an invoice against payment. You 

can filter Layaway document from date, outstanding amount, name of the customer and other 

related filters. We have only 1 Layaway document to clear for our store.  

Step 3: Select a dispensation from the drop-down on right side top corner.  

 

 

We will select Convert To Sales and take full payment from the customer for the Layaway 

items.  
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Step 4: Tick the Layaway document and Tap on Apply button  to go to the transaction 

screen. You will see the invoice section with the item details and payment amount.  

 

Step 5: Tap on Bill Amount button to initiate the payment.  

Step 6: Select a payment mode for the transaction, Cash, Credit Card or any other. We have 

taken payment in cash for this transaction.  

 

Step 7: Tap on Done button to accept the payment and generate an invoice for the customer.  

With this, the Layaway document will be cleared from the Layaway queue and an invoice 

generated with both Layaway number and an invoice number for the customer and system.  
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Void Layaway will void the transaction and send the items back to the inventory freeing them 

to be sold to another customer.  

Step 1: Tap on button to expand the Menu.  

Step 2: Tap on “Layaways” button in second column in Transactions to open a new window.  

 

You will be able to select the Layaway document to generate an invoice against payment. You 

can filter Layaway document from date, outstanding amount, name of the customer and other 

related filters. We have only 1 Layaway document to clear for our store.  

Step 3: Select a dispensation from the drop-down on right side top corner.  

 

Step 4: Tick the Layaway document and Tap on Apply button  to go to the transaction. 
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You will notice that payment amount is 0.00.  

Step 5: Tap on the Bill amount button to go to payment section to void the transaction.  

 

Step 6: Tap on Done button to complete the transaction and accept a new transaction.  

You can check your inventory for the items and see if their stock has reflected the changes.  
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Partial Payment in a Layaway is required when customer has been enabled to make a part 

payment for the bills. Moreover, this can be utilized for business purposes like reserve prices 

for stocks before creating a layaway document.  

We have taken an upfront payment for the customer to avail the layaway facility using Cash 

transaction. Please see the screen below.  

 

Step 1: Tap on button to expand the Menu.  

Step 2: Tap on “Layaways” button in second column in Transactions to open a new window.  
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You can see the Layaway document created with the same number as the invoice with the 

outstanding amount.  

You will be able to select the Layaway document to generate an invoice against payment. You 

can filter Layaway document from date, outstanding amount, name of the customer and other 

related filters. We have only 1 Layaway document to clear for our store.  

Step 3: Select a dispensation from the drop-down on right side top corner.  

 

You will need to enter the amount customer wishes to pay for the layaway item.  

 

I have chosen to take another 10.00 AED from the customer for the reserve price.  

Step 4: Tick the Layaway document and Tap on Apply button  to go to the transaction. 
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You can see that a 10.00 AED amount is selected for the Layaway Document for the payment.  

Step 5: Tap on done button to accept the payment.  

This will not clear the layaway document and will not make any reverse inventory transaction. 

The item will not move from reserve to either Sold or Inventory unless a full payment has been 

made for the item against the Layaway document.  

Now, go back to the Layaway section in the Menu and you will be able to see the Outstanding 

Amount against the Layaway Document. Please see the screen below.  

 

Repeat the earlier process and select the dispensation from the drop down and enter the 

amount that needs to be paid to move the item. I’ve now entered 60.00 AED as a full payment.  

Step 5: Tick the Layaway document and Tap on Apply button  to go to the transaction. 
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Step 6: Tap on Done button to select the payment and complete the transaction. This will 

release the items form reserved to Sold and generate an invoice.  

 

7.0 Miscellaneous Transactions  

These are categorized related to certain transactions related to daily expenditures and business 

activities. Cashiers and businesses are allowed to make these transactions and make payments 

to 3rd parties using these facilities.  

7.1 Paid In   

7.2 Paid Out   

7.3 Transfer In  

7.4 Transfer Out 

 

 

 

7.1 Paid In 

A Paid In document is created when a cashier has paid money for certain bills and that needs to 

be compensated to the payers. These transactions are used when you’re paying for 

miscellaneous expenditure from your tills.  
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Step 1: Tap on Menu button  to open the mega menu of the POS software.  

Step 2: Tap on Paid In  button to open a pop-up box for an entry.  

 

 

You will need to enter details like Date, Reason, and Amount manually. Please use Narration 

box to enter details for this transaction. Rest of the details like Currency, Net Amount and 

Document Number will be filled automatically by Ari. You can also enter Denomination of the 

currency being Paid In from the denomination list.  
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Once you have entered all the details, tap on Save button  on the top to save the 

document. An entry will be visible with the Narration and other details you have entered when 

we will perform Till Close transaction.  

 

 

 

7.2 Paid Out  

A business uses Paid Out transaction for a variety of purposes like bill payments, petty cash 

payments and general payments used form the tills. We will perform a Paid Out transaction for 

Electrician Services we used within the store.  

Step 1: Tap on Menu button  to open the mega menu of the POS software.  

Step 2: Tap on Paid In  button to open a pop-up box for an entry.  
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You will need to enter details like Date, Reason, and Amount manually. Please use Narration 

box to enter details for this transaction. Rest of the details like Currency, Net Amount and 

Document Number will be filled automatically by Ari. You can also enter Denomination of the 

currency being Paid In from the denomination list.  

Once you have entered all the details, tap on Save button  on the top to save the 

document. An entry will be visible with the Narration and other details you have entered when 

we will perform Till Close transaction.  

7.3 Transfer In  

This transaction must be performed when Cashier/ Supervisor takes money in the till. For 

example, a cashier has run out of loose change and wants it to be able to perform their sales 

duties. The supervisor or manager will use this transaction and take currency from other till as 

Transfer Out and your till will record Transfer In transaction.  

Step 1: Tap on Menu button  to open the mega menu of the POS software.  

Step 2: Tap on Transfer In   button to open a pop-up box for an entry.  
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You will need to enter details like Date, From Till, Currency, Amount and Narration along with 

denominations. Document Number will be taken automatically and stored in Ari.  

Once you have entered all the details, tap on Save button  on the top to save the 

document. An entry will be visible with the Narration and other details you have entered when 

we will perform Till Close transaction.  

7.4 Transfer Out 

This transaction must be performed when Cashier/ Supervisor takes money out the till. For 

example, a cashier has run out of loose change and another cashier has some with him\her. 

Using this transaction, you will be able to transfer out loose change from one till to the other. 

Your till will record Transfer Out and other cashier will record Transfer In transaction.  

Step 1: Tap on Menu button  to open the mega menu of the POS software.  



Ari POS Manual Ver. 1.0 

 

 Ari POS Manual | Web Masters 78 

 

Step 2: Tap on Transfer In   button to open a pop-up box for an entry.  

 

You will need to enter details like Date, From Till, Currency, Amount and Narration along with 

denominations. Document Number will be taken automatically and stored in Ari.  

Once you have entered all the details, tap on Save button  on the top to save the 

document. An entry will be visible with the Narration and other details you have entered when 

we will perform Till Close transaction.  

 

8.0 Close Transactions  

These transactions are utilized at the end of the business day. They are very important 

transactions as they help business to know and trace every transaction, item and till 

performance for the day.  
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It will contain all the cash, credit and other transactions that have been performed on a 

particular till for the duration of business day. It has 3 main modules like:  

8.1 Close Till 

8.2 Close Register  

8.3 Close Store 

 

8.1 Close Till 

         This is the first transaction on POS that needs to be completed at the end of the shift/ 

business day or when you want to change cashier/ till operator during your business hours.  

Step 1: Tap on the Menu  button to open the mega menu.  

Step 2: Tap on Close Till  in the first column on the left side of the mega 

menu. It will prompt you to provide a Yes/ no input for closing the till.  

 

Click Yes to Close the till and No to continue using the till.  

This will open a dialog screen for you to enter summary/ denomination for the Cash/ Credit 

Card Transactions performed on the till. It is also called as Cash Up or Close Till transaction. We 

will be performing 5 actions with appropriate input in this module.  
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The following screen is called a Collection mode screen where you need to provide input for 

Actual Balance found in the till, receipts of Credit and Gift Cards. Please enter details as exact as 

possible to ensure there are no discrepancies in the final tally report of Cash and Card 

Transactions.  

 

We have entered details for example for Cash and other modes. 

Step 3: Tap on OpenDrawer button to open the till drawer and take our Cash and 

Payment receipts.  

Enter Amounts and receipts as described in the first column to tally it with the system 

generated report for sales. Another way to describe cash in denominations via AED tab next to 

Summary that will look like as in the image shown below.  
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You can enter exact denominations against the numbers to ensure utmost transparency and 

details during Close Till transaction.  

Step 4: Once, you have defined these details click on Next button at right side corner to check 

the actual balance.  

This will open the screen where actual balance (from till report) for the business day will be 

shown. If the difference of amount is more/ less than the actual balance than you will see a 

dialog box prompting, you to notify the discrepancy.  

 

If you have an authorization to move without Supervisor approval, then the next screen will 

show you the less/ more amount than the cash up transaction you are performing and ask you 

to rectify it before final submission. Otherwise, you will be prompted to enter Admin 

credentials and reason to move further in the Cash Up transaction.  
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Step 5: Enter Admin’s Username and Password, Reason from the drop-down along with any 

notes you want to enter for the Close Till (Cash Up) transaction.  

 

 

Step 6: Tap on Apply button in the right corner to move forward.  to see the Summary of 

the Amount of till transactions vs the amount you have provided in the cash up screen.  

 

 

You can move to the Cash Counting screen to modify your inputs.  
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Please note that you will need to go through Step 2 to 5 to get back to this screen after 

corrections.  

A final summary after re-counting cash and receipts should look like as shown in the image 

below. 

 

 

This summary shows that the there is a cash deficit of (4.40) and surplus of (2.00) on Gift Card 

Redemption in this till. Effectively, the till is short of 2.40 AED in this shift.  

Step 7: Tap next button to move to Void Hold Transactions.  

As mentioned earlier a Hold Transaction (6.2 Hold) is used when a customer wants to pay for 

the item later in the same day due to some real-life difficulties. The following screen will show if 

the Till has any Hold Transactions pending to be paid by the customer.  
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You will need to void these transactions to Close the Till and this will not affect the Cash/ Credit 

transactions in any way.  

Step 8: Tap next button to move to Cash To Keep in the till screen.  

We had defined Cash to Keep as AED 50.00 in 4.2 Till Setup of Ari manual. So, we will need to 

keep the change of at least AED 50 in this till to open for business in the next shift.  

 

You can also define the exact denominators that you are keeping in the till for next shift.  

 

 

Step 9: Tap next button to move to Summary Screen of the Till Transaction.  
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This screen will show a summary of all the actions that we did from Opening to Closing of the 

tills for a business day.  

 

 

 

You can also perform Close Register and Close Store transactions (If you have just one till) in the 

store for ease of operations with a tick at the bottom of the screen.  

 

Step 10: Tap on Apply button  to appl all the changes of the Close Till transaction and 

generate a physical report for the management that will look like as in the document attached.  

Clos-Till-Transactio

n-Summary.docx
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8.2 Close Register 

We will perform this transaction to close Tills in a store. We will do a summary check of all the 

tills and close the register (tills) once they have tallied against the records.  

Tap on Close Register  button on the Mega Menu in the first column to open the 

following screen.  

 

 

You will be able to see as many tills as configured within your store. We have only showcased 1 

Till to perform this transaction for ease. It will show the Status of a till as Open/ Close and you 

will need to close all the Tils before completing this transaction.  

Select the till with a Tap and tap Apply  button to move to complete the Close Register 

Transaction and generate a report for the Store Manager.  
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Close-Register-Rep

ort.docx
 

 

 

 

 

 

 

8.3 Close Store 

A close Store Transaction is performed after completing a Close Register Transaction. It will 

show the Status of all Till (Registers) within the store.  

Tap on Close Register  button on the Mega Menu in the first column to open the 

following screen.  

 

 

 

Select the Register with a Tap and tap Apply  button to move to complete the Close Store 

Transaction and generate a report for the Store Manager.  
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Close_Store_Report

.docx
 

 

 

 

 

 

 

 

9.0 Open Transactions  

These transactions will let you open a Store, Register and Till to open the business ad run 

regular business operations. We will see perform all these transactions simultaneously as 

required to open business operations.  

 

Step 1: Tap on Menu  button to open the mega menu.  

Step 2: Tap on Open Store button  to open the dialog box.  
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A receipt number for the transaction and Date for today’s day will be generated Automatically. 

You can enter notes to provide any inputs for the management and report. You can tick on 

Open Register and Open Till to open them in the same window as shown in the screenshot 

below.  

 

 

If you enter the Till Balance less than the stipulated mandatory opening balance (AED 50 for our 

till) then the system will prompt you an error asking you to continue with an authorization. 

 

Correct the amount to AED 50 and tap on Save button  to save the Open Store transaction 

and move to the next one.  

 

Open Register: 
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The Open Register transaction will open as soon as you’ve completed Open Store Transaction. 

 

A document number and date for the register will be taken automatically and you can enter 

notes for reporting purposes. Also, you can tick on Open Till to open the Open Till transaction 

window as shown in the image earlier. Tap  to save the Register transaction.  

Tap on Open Register Button  to perform the same task from Megamenu.  

Open Till: 

As soon as we have saved the Open Register, in the same window we will see an Open Till 

transaction screen appear. You can also open it from Open Till  button in mega menu.  
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You will be able to see document number and date taken automatically. Since, we are 

operating just One till, it is showing it as a default option. In case, where there are multiple 

stores and tills available to open, you can select each one-by-one for open-till transaction using 

the drop-down menu.  

Enter the Minimum Required currency amount (AED 50) as defined in the setup to continue. 

Any other amount to open till will prompt for authorization as shown in Open Store transaction.  

You can also save exact denominations you are providing to the Cashier during Open till 

transaction using Denomination screen.  
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This will be useful for the Cashier to know the amount of change they’re using to open the till.  

Tap on the Save  to save the Open Till transaction and get ready to take customer orders 

for sales.  
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10.0 Customer Transactions 

Ari has provision to create customers with their details. You will be able to offer them Loyalty 

discounts, Gift Cards and save transactions using their individual names. You would even be 

able to offer them special discounts on their birthdays, anniversaries or festivities during the 

year. It will not only help you get more customers in your store but also retain them as loyal 

customers and drive more business from them.  

 

Note- You can create a New Customer during any part of the transactions before you take the 

payment and generate an invoice. Once you have generated an invoice, you would not be able 

to put that transaction in customer’s name. 

 

Step 1: Tap on the middle bar in Invoice Section written as “Cash Customer”.  
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It will open a new dialog box as shown in the image below.  
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This is called customer list area where you will be able to Search, find and View details of 

customer already existing within the POS System. You will be able to Create, Edit and Delete 

customers with a tap on buttons as on top left corner of the window.  

 

 

 

 

 

 

 

 

 

 

 

 

10.1 Create Customer: We will be able to create a customer before we complete a transaction 

and generate an invoice or when there are no transactions happening on the POS.  

Tap on Create Customer  on top left corner of the window and a dialog box will pop-up 

prompting you to enter customer details.  
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• Enter Name, Email, Contact Number, Religion, Gender (Male/ Female), Marital Status 

(Divorced, Single, Married, Not Specified, Widow), Date Of Birth, Nationality and 

Description as basic customer details.  

• Created Location will be taken as the Store Location by default. This will set as Home 

Store for the customer.  

• Created Date will be taken automatically as today’s date.  

• Tick Is Global Customer if you want to enable this customer to be able to access all 

promotions, loyalty and benefits across the organization (in other stores).  

• Tick Is Tourist if customer is a tourist. 

• Tick Allow Credit Sale if you wish the customer to be able to purchase now and pay 

later.  
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• The file icon in the screen can be used to save documents for this customer.  

• Credit Limit Amount will need to be specified for the customer to allow credit sale.  

• Define Address Type as Home/ Office or any Other alias for the address. 

• Provide contact details like Address, City, State, Country, Zip Code, Phone Number, GSM 

Number, Email, Fax Number and Website.  

Once you enter these details you will notice that More… text has been enabled. This allows you 

to enter multiple address for the customer. As you click, it opens a dialog box to provide 

address details of the customer. You can Add/ Delete multiple addresses using this dialog box. 

 

Step 3: Tap Save  to save this address and get back to Create Customer window.  

Step 4: Once you have verified all the detail with the customer Tap  to save all customer 

details in POS.  
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10.2 Search Customer  

You can search a customer by Name, Phone number, Contact Number and Email address using 

this feature.  

Tap the name of the customer (John Smith) in the search bar to get the details.  

 

 

You will be able to see Name, Email ID, Contact Number and Customer Detail tabs in this 

section.  

Tap on Customer Detail button that will open a dialog box showing all 

customer purchase history as shown in the screen below.  

  

 

You will be able to see the Invoice Number, Date and Amount of the bill and a Tap on View 

button that will show you an actual invoice for this customer. 
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Now, tap on the Customer Bar (Jon Smith text) to go back to the Customer Search window.  
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10.3 Delete Customer  

If a customer has been associated with a paid invoice or any other loyalty or gift card, then Ari 

will not allow a Delete Customer operation. You can only delete a customer if there are no 

transaction associated with that customer in POS. Use this feature very cautiously as customer 

details once deleted will not be retrievable.  

Search the Customer using the Search feature and select the customer from the search results.  

Tap on button and a prompt will appear for you to provide a command.  

 

Tap Yes to delete the customer from POS or No to get back to the search results.  

An Invoice associated with a customer will look like as shown below that will have his/her 

name on that invoice for a cashier/ manager to identify details.  
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10.4 Edit Customer 

You will be able to edit customer details using this feature.  

Search the Customer using his Name or other details and Tap on the result.  

Tap on Edit button to open the dialog box for the ‘Create Customer’ where you will be able 

to edit any detail related to this customer. 

 


