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1. Getting Started 

1.1. How to Get Started with SalesPlay 

SalesPlay is a versatile Point of Sale (POS) system that helps businesses streamline 

operations by managing sales, inventory, and employees efficiently. Available on 

Android, and Windows platforms, SalesPlay transforms your device into a fully 

functional POS system. This guide provides step-by-step instructions for 

registering on each platform. 

Minimum Recommended Requirements: Android 5.0 (Lollipop) or higher. 

For Android Devices 

I. Visit the Google Play Store:  

(https://play.google.com/store/apps/details?id=salesplay.salesplaylite)  

II. Download the App 

Tap the άInstallέ button to download the SalesPlay POS App to your 

Android device. 

III. Open the App 

Once the download is complete, open the app from your home screen or 

app drawer. 

IV. On the appΩǎ main screen, Click the άRegistrationέ Button 

 

https://play.google.com/store/apps/details?id=salesplay.salesplaylite
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V. Enter Your Details 

Fill in the required fields, including your email address and other requested 

information. Make sure your email address is correct. 

 

VI. Submit the Form 

Tap the άSubmitέ button to complete the registration process. 

VII. Activate the Back Office Web Portal 

Check your email for an activation link. Click the link to activate your back-

office web portal. 
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1.2. How to Create Shops in SalesPlay Back-office 

In the SalesPlay POS system, the terms "Shop" and "POS Devices" have distinct 

meanings:  

¶ Shop: A shop represents a physical location or branch of a business. Each 

shop functions independently within the system and can have its own 

settings, inventory, and operations.  

¶ POS Devices: A POS device refers to a terminal used for processing 

transactions within a shop. A single shop can have multiple POS devices, 

allowing multiple checkout points.  

Example Scenario: Consider a restaurant business with multiple locations:  

¶ If you have a restaurant in London, it is a Shop.  

¶ If you open another branch in Paris, it is another Shop.  

¶ Inside the London shop, you may have multiple checkout points such as 

POS 1, POS 2, and POS 3, each representing a different POS device handling 

transactions within that location.  

By structuring the system this way, businesses can efficiently manage multiple 

locations while keeping operations streamlined across various POS devices. 
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This process outlines how to establish new shop locations within the SalesPlay POS 

back-office system 

I. Log in to the SalesPlay POS Back-office Web portal 

II. {ŜƭŜŎǘ ά{ŜǘǘƛƴƎǎέ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

III. Dƻ ǘƻ ά{ƘƻǇǎέ ƛƴ ǘƘŜ {ƘƻǇ ϧ th{ {ŜǘǘƛƴƎǎ 

 

IV. /ƭƛŎƪ ά!ŘŘ {ƘƻǇέ button 

 

V. Enter the necessary details ŀƴŘ /ƭƛŎƪ ά{ŀǾŜέ 

VI. (Optional) If data transfer from another shop is required, enable "Data 

Transfer" and select the source location from the dropdown menu. 
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1.3. How to Add POS Devices in the SalesPlay Back-office 

This process describes how to register and configure new POS devices within the 

SalesPlay POS back-office system. 

I. Log in to the SalesPlay POS Back-office Web portal 

II. {ŜƭŜŎǘ ά{ŜǘǘƛƴƎǎέ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

III. Dƻ ǘƻ άPOS Devicesέ ƛƴ ǘƘŜ {ƘƻǇ ϧ th{ {ŜǘǘƛƴƎǎ 

IV. /ƭƛŎƪ ά!ŘŘ th{έ ōǳǘǘƻƴ 

 

V. Enter the POS device ŀƴŘ /ƭƛŎƪ ά{ŀǾŜέ 
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1.4. How to Add Products in SalesPlay POS  

I. Go to POS app Main Menu and select products 

 

II. Select άProductsέ and click the plus button to create a product. 

 

III. First enter the name of the product 
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IV. Enter the άSelling priceέ 

 

V. Upload an image 

You can add an image of the product, which helps the cashier identify the 

product quickly during checkout.  

 

VI. Save the details. 
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1.5. How to Add Product Categories in the SalesPlay POS 

I. Go to POS app Main Menu and select products 

 

II. Select άProduct Categoriesέ and click the plus button to create a category. 

 

III. Add Category 

IV. Enter the category name and enable άSubcategoryέ 
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V. Select / create subcategory 

Under Subcategory you can either select an existing subcategory that you 

have previously created or create a new subcategory. 

Select άCreate subcategoryέ 

 

VI. Enter the subcategory name. 

 

 

VII. Now you can assign products to the subcategory under the main category, 

ȅƻǳ Ƨǳǎǘ ŎǊŜŀǘŜŘΦ {ƛƳǇƭȅ ŎƭƛŎƪ ά!ǎǎƛƎƴ ǇǊƻŘǳŎǘǎέ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ǇǊƻŘǳŎǘ 

list appear on the screen. 
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VIII. Select the relevant product or use the search option 

 

IX. Now the product has been successfully assigned to the category 

X. View products in the Main Menu by selecting created category/sub category. 
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1.6. How to Add a Product in the Back-office Web portal  

Products can be added to the SalesPlay POS system through both the POS app and 

the Back-office Web Portal. For businesses with a large inventory, the Bulk Product 

Upload feature offers a convenient way to add multiple products efficiently. 

I. Log in to POS Back-office Web portal 

 

II. Select άProductsέ from Main Menu 

 

III. Go to the άProduct listέ 
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IV. Click the άAdd Productέ button 

 

V. Enter the product name and άRegular unit priceέ 

 

VI. Click the άSaveέ button  
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1.7. How to Add Categories in the Back-office Web Portal 

Before adding products, you need to create categories. Once created, these 

categories will be available in a dropdown menu for selection during product 

creation. Categories can be created using either the POS app or the Back-office 

Web Portal 

I. Log in to the SalesPlay POS Back-office Web portal 

II. Select άProductsέ from the Main Menu 

III. Go to the άCategoriesέ 

 

IV. Click the άAdd Categoryέ button 
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V. Enter category name  

 

VI. Click άAddέ button  

 

  



 

15 Copyright © 2025 SalesPlay 
 

1.8. How to Add Sub-Categories in Back-office Web Portal 

After creating categories, you can add sub-categories. These sub-categories will 

appear in a dropdown menu for selection when creating products. Sub-categories 

can be created using both the POS app and the Back-office Web Portal. 

I. Log in to the SalesPlay POS Back-office Web portal  

II. Select άProductsέ from the Main Menu 

III. Go to the άCategoriesέ and click the άAdd Categoryέ button 

IV. Select category type as άSub-categoryέ from dropdown 

V. Select an already created main category 

VI. Enter the sub-category name and click the άAddέ button   
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1.9. How to Set Up and Apply the Modifiers 

I. Log in to the SalesPlay POS Back-office Web portal  

II. Select άProductsέ from the Main Menu 

III. Go to the άModifiersέ 

 

IV. Give the modifier group a name 

V. Add the modifiers one by one, with cost and price.  
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VI. Select the shop(s), the modifiers are available 

 

VII. Save the changes 

VIII. Click άAttachέ 
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IX. Now you can Check the check-boxes and select the products which you 

want to attach. 

 

X. Click άSaveέ. 

 

1.10. How to Add Measurements 

Once a product is created, you can choose whether it is sold individually or with a 

specific measurement type. The system provides default measurement options 

such as kg, g, m, and l. If additional measurement types are required, you can 

create them. These measurement types will appear on the receipt next to the 

corresponding products 

I. Log in to the SalesPlay POS Back-office Web portal  

II. Select άProductsέ from the Main Menu 

III. Go to the άMeasurementsέ 

IV. Click άAdd Measurementsέ button 
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V. Enter measurement name (Maximum 3 letters ς kg, mm, ml) 

  

VI. Click the άSaveέ button  
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1.11. How to Add a Product Variant 

A 'Product Variant' can be defined as the different attributes of a product. Those 

attributes may be the productsΩ different sizes or colors 

Ex: Textile or clothing store 

If you sell the same shirt in 2 colors (Black, White) and 3 sizes (Small, Medium, and 

Large), the POS system should be able to record those different attributes and 

stocks for each attribute. 

Now the POS system allows you to add multiple variations to products such as 

size, color, the material theyΩre made of etc. 

I. Log in to POS Back-office Web portal 

II. Select άProductsέ from the Main Menu 

III. Go to the άProduct listέ 

IV. Click the άAdd Productέ button 

V. Enter the product name άRegular unit priceέ and other details 

VI. Check ON άVariant productέ section 

 

VII. Click άAdd variantsέ  
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VIII. Enter attribute name Ex: (Size, colors) 

IX. Enter different names of attributes (Ex: Red, Black, Small, Medium, Large) 

 

X. Click the άSaveέ button  

XI. Enter If variants have barcodes or stocks  

XII. Click the άSaveέ button 
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1.12. How to Create a Composite Item in Back-office Web Portal 

Composite product contains a collection of other products which you can sell as 

a whole.  

First, create the components of Composite product  

I. Log in to POS Back-office Web portal 

II. Select άProductsέ from the Main Menu 

III. Go to the άProduct listέ 

IV. Click the άAdd Productέ button 

V. Enter the product name άRegular unit priceέ and other details 

VI. If the product is not available for sale, Check άIngredient Productέ from 

additional options. 

 

After you have all the components, create the composite item by clicking on άAdd 

Productέ button again. 

VII. Check άComposite Productέ option from the additional options. 
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VIII. Add component products one by one by searching for them in the product 

list. 

The regular unit cost of the composite product will be calculated based on 

the quantity and cost of all components. 

 

IX. Click άSaveέ 
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1.13. How to Add Barcodes to the items in the POS 

Users can add barcodes in the POS in the following ways 

I. Go to POS app Main Menu and select products 

 

II. Select άProductsέ and click the plus button to create a product or select 

an existing product. 

 

III. Add or update the barcode in the Barcode area 

 

IV. Or click the barcode icon and add the barcode-by-Barcode scanner. 
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1.14. How to Add Barcodes to Items in the Back-office Web Portal 

Users can add barcodes to each product in the following ways: 

Bulk Upload of Barcodes Using a Template File 

I. Log in to POS Back-office Web portal 

II. Select άProductsέ from the Main Menu 

III. Go to the άProduct listέ 

IV. Click άImportέ, then download the template file. 

 

V. Open the template file, enter your products and corresponding barcodes 

in the correct column and save the file. 

VI. Upload the updated file back into the system. 
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Manually Adding or Updating Barcodes for Each Product 

VII. Open an individual product record 

VIII. Add or update the barcode as needed in the Barcode section. 

 

IX. Save the changes.  

  

1.15. How to Export and Import Products 

This outlines the process for exporting and importing product lists within a POS 

back-office web portal, likely for bulk updates or data backups 

I. Log in to POS Back-office Web portal 

II. {ŜƭŜŎǘ άtǊƻŘǳŎǘǎέ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

III. Dƻ ǘƻ ǘƘŜ άtǊƻŘǳŎǘ ƭƛǎǘέ 

IV. /ƭƛŎƪ άLƳǇƻǊǘέ ōǳǘǘƻƴ 
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V. Prepare Import File:  

 

¶ Download Template: Download the provided template file (usually a 

CSV) to ensure your data is formatted correctly. 

¶ CSV UTF-8: If your product details include characters from languages 

other than English, use the CSV UTF-8 template. 

¶ Populate Template: Fill in the product information in the downloaded 

template. 

VI. Upload File:  

¶ Drag and Drop: Drag and drop your completed template file into the 

designated area. 

¶ Upload Now: If you encounter issues, use the "Upload Now" option 

for potential support. 

VII. Click the "Upload" button to import the product list. 
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Exporting Products: 

VIII. Click the "Export" button. 

 

IX. Choose the desired export format from the dropdown menu 

X. The product list will be downloaded to your local device in the selected 

format. 

 

1.16. How to Clear Sample Data 

POS System gives an option to clear all data and clear all sales and stock data. 

άClear all dataέ This option will delete all the data including the master database. 

As an option, you can choose to clear all data or just the sales and stocks. 

άClear Transaction dataέ This option doesnΩt delete the master database of 

items. Use this option after you make your initial tests and before start using the 

machine for real sales.  

(Use this option carefully as this action will remove all the data and you cannot 

recover data again) 

I. Log in to the SalesPlay POS Back-office Web portal  

II. Select άSettingsέ from Main Menu 

III. Go to the άShopέ 
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IV. Click the 3-dot button near άActionέ 

V. Click άClear Dataέ  

 

VI. Enter the password and Click άContinueέ  

 

VII. Select either άClear All Dataέ or άClear Transaction Dataέ button 

VIII. Click άContinueέ 
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2. Sales Management 

2.1. How to Change Home Sale Screen Layout for Tablets 

Users can set the POS App main interface in three different ways. POS System 

main interface shows products with images. Also, it has the capability of showing 

items as scrolling down. Grid, List and Simple Grid are the three different types of 

home screen layout. 

I. POS App Main Menu  

II. Select άSettingsέ  

 

III. Select άSoftware Customizationέ  

IV. Click άHome screen layoutέ  
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V. Select one from Grid, List and Simple Grid options 

VI. Click άSaveέ 

 

(If there are more than 500 items with IMAGES, we recommend to use 

άSimple Gridέ option) 

 

2.2. How to Change Home Sale Screen Layout for Smartphones 

I. POS App Main Menu 

II. Select άSettingsέ 
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III. Select άSoftware Customizationέ ŀƴŘ /ƭƛŎƪ άHome screen layoutέ 

    

IV. Select one from Grid, List and Simple Grid options 

 

V. Click άSaveέ 

 

  



 

33 Copyright © 2025 SalesPlay 
 

2.3. How to Create a Customer Order 

POS System can create and manage customer orders. The customer order function 

can be used to capture sales where customers order via telephone or any other 

mode or where they want to pick up products on a later date, pick up products on 

a later time, and pay advance money for the order. 

The below scenarios can be covered via άCustomer Orderέ 

¶ A visiting customer wants products on a specific date. 

¶ Customer telephones and makes an order and wants products on a specific 

date. 

¶ A customer inside a store wants to order products today by paying 

Advance Money and pick them up at a later date. 

 

I. Log in to the SalesPlay POS Back-office Web portal 

II. Select άSettingsέ from Main Menu 

III. Go to the άFeatureέ 

IV. Check ON άOpen Ordersέ button 

 

V. Click άSaveέ at the bottom of the page 
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(Once you turn ON άOpen Ordersέ, it will appear in the POS App as άOpen 

Ordersέ in the new sales interface)  

I. POS App Main Menu  

II. Select άNew Saleέ  

III. Click the 3-dot button on the right-hand upper section 

 

IV. Click άCreate Orderέ 
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V. Select the items the customer wants and click the άCreate Orderέ button 

 

VI. Add Customer (Add new or select existing) and click άAdd to order ά 
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VII. Select the calendar icon and provide the delivery date and time 

 

 

VIII. Click the άSaveέ button 
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2.4. How to Create a Customer Order with Advance Payment 

POS System can create and manage customer orders when customers are willing 

to pay an άAdvanceέ amount.  

Ex: A customer inside a shop wants to order products today by paying an 

άAdvanceέ amount and the customer wants to pick them up at a later date. 

I. POS App Main Menu  

II. Select άNew Saleέ  

III. Click the 3-dot button on the right-hand upper section 

IV. Select the items the customer wants and add to the cart. 

V. Click άCreate Orderέ 

VI. Add Customer (Add new or select existing) and click άAdd to order ά 

VII. Select the calendar icon and provide the delivery date and time 

VIII. Check ON άAdvance Paymentέ icon 

 

IX. 9ƴǘŜǊ ǘƘŜ ά!ŘǾŀƴŎŜ ŀƳƻǳƴǘέ the customer willing to pay 

 

X. Click άSaveέ button 

XI. Select the payment type and confirm the advance payment. 
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(Once amount paid, an Advance receipt will be created with the paid 

advance amount and due amount) 

 

2.5. How to Apply Discounts During a Sale 

SalesPlay POS offers two types of discounts: Total Discount and Line/Item 

Discount.  

Total Discount applies to the entire transaction, either as a percentage or a fixed 

amount, making it ideal for promotions and sales. Line/Item Discount applies to 

specific products within a transaction, allowing businesses to discount individual 

items, categories, or product combinations. Below are the steps to apply these 

discounts in SalesPlay POS. 

Apply Discount for the Total Receipt Value 

I. POS App Home screen 

II. Add items to the cart 

III. Click the άDiscountέ icon 
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IV. Check value or percentage (default Percentage) and enter the discount 

percentage or value 

 

V. Click the άCHARGEέ button and proceed 
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Apply Line / Item Discount 

i. Add item(s) to the cart, then click the item in the ITEM CART (Views Item) 

area 

 

ii. Go to the discount area and enter the discount value or percentage 
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iii. Click άAddέ 

 

iv. Click the άCHARGEέ button and proceed 
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2.6. How to Use Barcodes and Find Products Easily 

I. POS App Main Menu 

II. Select άSettingsέ  

III. Select άSoftware Customizationέ 

Enable "Use camera to scan barcode." If your device has an internal 

camera, you can use it. Alternatively, connect a barcode reader via USB 

or Bluetooth 

 

IV. Return to the POS App Main Menu 

V. Select άtǊƻŘǳŎǘǎέ 

VI. Create a new product or select an existing product 
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VII. In the barcode area, tap the barcode logo and scan the barcode 

associated with the product 

 

VIII. Once the code is populated, tap άSaveέ. 

 

IX. Select άNew Saleέ 

X. Tap the άBarcodeέ icon. 
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XI. Scan the barcode of the product 

 

XII. The system will display the product adding screen associated with the 

scanned barcode 

 

XIII. Enter the number of units the customer wants 
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Using an External Bluetooth Barcode Reader: 

I. Open Bluetooth settings on your device 

 

II. Scan for available devices and connect the barcode scanner to your POS 

app device. 
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III. Once connected, tap άDoneέ 

 

IV. Open SalesPlay POS App 

V. Scan the barcode of the product you want to add to the cart. The product 

will be added successfully 
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2.7. How to Sell Items by Weight 

Selling items by weight requires a Point of Sale (POS) system that can handle 

variable quantities and calculate prices based on weight units (like kilograms or 

grams). Here's how to set up and use SalesPlay POS for selling items by weight: 

I. Log in to the SalesPlay POS Back-office Web portal  

II. {ŜƭŜŎǘ άtǊƻŘǳŎǘǎέ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

III. Dƻ ǘƻ ǘƘŜ άtǊƻŘǳŎǘ [ƛǎǘέ 

IV. Either create a new product or select an existing product that you intend 

to sell by weight. 

V. In the product details, change the "Sold by" unit to either "kg" (kilogram) 

or "g" (gram), as appropriate. 

 

VI. Ensure the price per kilogram or gram is correctly entered 

VII. /ƭƛŎƪ ά¦ǇŘŀǘŜέ ōǳǘǘƻƴ 
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On the POS App, 

VIII. POS App Main Menu 

IX. Choose the product that you have configured to be sold by weight. 

X. When the product selection screen appears, enter the weight (quantity) 

in kilograms or grams. 

 

 

XI. Click the "Add" button 
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XII. The cart will now display the product with the calculated price based on 

the entered weight and the price per unit. 

 

XIII. Proceed with the checkout process as usual. 
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2.8. How to Sell Liquids 

I. Log in to the SalesPlay POS Back-office Web portal  

II. {ŜƭŜŎǘ άtǊƻŘǳŎǘǎέ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

III. Dƻ ǘƻ ǘƘŜ άtǊƻŘǳŎǘ [ƛǎǘέ 

IV. Either create a new product or select an existing product that you intend 

to sell by liquid. 

V. In the product details, change the "Sold by" unit to either "Ltr" (liter) or 

"ml" (milliliter), as appropriate. 

 

VI. Enter the correct price per liter or milliliter 

VII. /ƭƛŎƪ ά¦ǇŘŀǘŜέ ōǳǘǘƻƴ 

On the POS App, 

VIII. POS App Main Menu 

IX. Select a product you wish to sell by weights 
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X. In the product selection screen, enter the volume (quantity) of liquid 

being sold in liters or milliliters. 

 

 

XI. Click the "Add" button 
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XII. The cart will display the product with the calculated price based on the 

entered volume and the price per unit. 

 

XIII. Proceed with the checkout process as usual. 
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2.9. How to Put a Receipt on Hold / Save 

The POS system lets you hold a receipt when a customer wants to add more 

items to their cart. 

For example, in a supermarket, if a customer is ready to pay but decides to get 

more items, the cashier can put the sale on hold and start billing the next 

customer. When the customer returns, the cashier can easily bring back the held 

receipt. 

To do this, click the άSAVEέ button to hold or save the bill. When the customer 

returns, click the άOPEN ORDERSέ button in the same place, select the saved bill, 

and click the άeditέ icon to continue the transaction. 

I. Log in to the SalesPlay POS Back-office Web portal 

II. Select άSettingsέ from Main Menu 

III. Go to the άFeatureέ 

IV. Check ON άOpen Ordersέ button 

 

V. Click άSaveέ  
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(Once you turn ON άOpen Ordersέ, it will appear on POS APP as άOpen Ordersέ in 

new sales interface)  

I. POS App Main Menu  

II. Select άNew Saleέ  

 

III. Click items the customer needs to buy 

IV. Click άSaveέ 

 

  


































































































































































































































































































































