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How to add/edit/delete Customer (Accounts) 
 
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 button to move in 
to the back office suite. 
 
When are customers used? 
Customers are used in three areas of the myPOS EPOS system. Firstly, they are 
used for the ‘On Account’ system, secondly they can be used for the ‘Table 
reservation’ system for restaurants and thirdly the customer file is used for the 
rewards / membership systems available. 
 
To add, change or delete a customer, select the ‘System Setup’ button de-
noted by a keyboard as shown below. Then select the ‘POS Control Data’ But-
ton. Finally select the ‘Customers’ button 
 
Buttons to press…  

   
 
The Customer screen (and most myPOS control data screens) have the follow-
ing: New Record, Modify Record, Delete Record, Find Record and Exit buttons. 
To add a New Customer click on the New Record button. 
 
Identifier  Unique identifier, leave blank for system to generate 
Branch   Branch no, used if customer has multiple addresses 
Name   Name of customer 
Street 1-2  Street / address lines 
City   City, Town or village of customer 
County   County of customer 
Postcode  Postcode of customer 
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Phone    Phone number of customer 
Fax  Fax number of customer 
Website  Website of customer 
e-mail  e-mail of customer 
Contact  Contact name of customer (maybe same as name) 
Rewards   Yes / No – is customer member of rewards system 
Rewards #  Rewards number / Membership ID 
Points   Current reward points 
First Sale  Date of first sale to this customer 
Last Sale  Date of last sale to this customer 
Receive mailings   Does this customer receive mailings 
Credit Limit   Credit limit of customer (used with On Account option  
 
 
Save the record using the ‘Save Record’ button. 
 
To modify a Customer click on the ‘Modify Record button’ or click on the cus-
tomer record in question, show in the list on the right of the screen. 
 
To delete a Customer click on the ‘Delete Record’ button. 

 
  
  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Technical data: 
The records are contained in a file called ‘Customer’ in the Data folder. 
 


