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How to Purchase orders 
 
All back office options are accessed through the green setup 
key at the top of the screen. This key is only available to manag-
ers. To access the back office setup, enter the manager code 
and the Setup button appears. Enter the manager password 
and instead of pressing the return ( ← ) key press the Setup but-

ton to move in to the back office suite. 
 
Purchase orders are used in myPOS as a method for entering and receiving or-
ders from suppliers to enable better stock control. 
 
To add, delete and change purchase, select the ‘Back office’ button. Then 
select the ‘Purchase orders’ button. 
 
 Buttons to press: 
 

   
 
 Use new Item to add a purchase order. 
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Click on a line to modify quantity and price details. 

 
 
 Use the Print Order function to print out a purchase order if required. 
 
Orders can be changed and deleted up until the point when they have 
been ‘received’. 
Receiving Purchase Orders 

 
 
All back office options are accessed through the green setup 
key at the top of the screen. This key is only available to man-
agers. To access the back office setup, enter the manager 
code and the Setup button appears. Enter the manager pass-

word and instead of pressing the return ( ← ) key press the Setup button to 
move in to the back office suite. 
 
Purchase orders are used in myPOS as a method for entering and receiving 
orders from suppliers to enable better stock control. 
 
To add, delete and change purchase, select the ‘Back office’ button. Then 
select the ‘Purchase orders’ button. 
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Buttons to press.. 

  
 
Use the find order to select the Purchase order to be received. 

 
 
Click on receive all to receive all outsanding items, or click on an individual 
line to receive all or part of that line.

 


