
 

P a g e  1 | 20 

 
 
 

Express365 POS 

User Manual  
 

November 2019 

 
 

 
 
 
 
 
 
 

Latest Update: 10th Dec 2019 

 



 

P a g e  2 | 20 

For information about customer support, please visit our homepage at 
http://www.express365.com.my on the World Wide Web.  
 
Copyright © 2019 Express365.com.my. All rights reserved. Express365 and the Express365 logo are 
trademarks or registered trademarks of Express365.com.my. Other company and products 
mentioned herein are trademarks or registered trademarks of their respective companies.  
 
The content in this user guide is believed to be accurate and reliable. This user guide is provided for 
informational purposes only, is subject to change without notice, and cannot be construed as a 
commitment by Express365.com.my.  
 
Express365.com.my assumes no responsibility or liability for any errors or inaccuracies that may 

appear in this user guide, and for any damages, direct or indirect, resulting from or related to its use.  

  

http://www.express365.com.my/
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1. POS System Configuration 
 
For first time login, user need to configure all the necessary settings before start using POS system 

for your business operations. To do the configuration, user required to login using the 

administrative ID (the email address you used to register Express365 Accounting) 
 
For best receipt printing result, we recommend to use Firefox browser for POS terminal operation. 
To login, please go to https://accounting.express365.com.my/pos 

 
Now you have logged into Express365 POS. The illustrated image is the main screen you will see. 

 
 

 
 
 
 
Please be noted that you will see the warning message: 
 
 
 
 
 
It is normal to see this warning message because your terminal has yet to be configured. Follow the 
simple next instructions to configure the settings accordingly. 

 

This terminal is disabled due to incorrect settings. Please assign this machine as a 

terminal to record sales 

https://accounting.express365.com.my/pos
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1.1. Assign Location to use POS system 
Location is normally a shop or retail outlet. For a location, it may have multiple POS 
terminal(s) to perform POS sales transaction. 

 
Go to Settings > Location.  
 
Select the location you want to enable POS with, and then mark a tick in the 
checkbox (as shown in the illustration). Be informed that the locations are only 
managed in Express365 Accounting. 

 
Click Save to confirm your selection.  
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1.2. Create Terminal(s) for Location 

 
Go to Setting > Terminals. 
 
Click on New Terminal to create a terminal.  

 
Enter the details accordingly. Fields mark with asterisks (*) are required fields.  

 
After configuring your settings, click on Save to confirm the records.  

 

 
 
 
 
 
 

 

 

 
 
 

A friendly reminder: You might want to try printing out 

the receipt to see how is your receipt‘s 

Prefixes/Suffixes/Footers look like. 
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1.3. Setup User for POS Terminal 
Go to Setting > Users. 
 
Click on New User to setup a user. 
 
If you want to edit a user, click on the hyperlinked username.  
 
To delete user(s), tick on the checkbox next to him and then click Delete selected user(s).  
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Enter the desired name, user ID and password into the particular fields. Fields mark with 
asterisk (*) are required fields.  
 
Assign the user to the specific company and his roles on the right section (As illustrated with 
the red arrow).  
 
If you want to assign more than one company to the user, click Add line to add additional 
companies to him.  
 
If you want to assign the user as administrator of Express365 POS, tick the checkbox which is 
below of the “Set as Administrator?”.  
 
Click on Save to confirm your records.  
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1.4. Setup POS Preference 
 
Preferences are where you setup your Business Type and Accounts posting. This is a very important step 

because the setting in this screen will determine where the sales will be posted to. 

The account codes are all linked up with Express365 Accounting, so you do not have to define new account 

codes. Click on the dropdown arrow you will find an exactly same set of account codes here. 

 
Go to Setting > Preferences. 

 
Click on Save to confirm your records. 

 

 

 

 

1 

2 



 

P a g e  10 | 20 

 



 

P a g e  11 | 20 

 
 
 
 
Business Type: 
 
There are two types of business types:  
 
a. Retail business: Select this if your business is a retail business.  
 
b. Massage/SPA Business: Select this if your business is a Massage/SPA business. 
 
 
Tax Type: 
 
Set if all the selling prices are tax inclusive or exclusive. 
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Rounding Adjustment Account: 
 
To set the account which rounding adjustments will be posted to. 
 
 
Service Charge: 
 
To enable service charge feature, set the account to be posted and indicate the service charge 
percentages. 
 
 
Top-up: 
 
To enable customer top up feature and set the account to be posted. 
 
 
Day-End Closing: 
 
To set the default date for the day-end closing. 
 
 
Unit of Measure:  
 
After enabled, user can change the unit of measure during the sales and print out the unit of measure. 
 
 
Sales Person for Combined Receipt:  
 
Allow user to track and print salesperson of each item in a combined receipt. 
 
 
Stock Defaults: 
 
To set the decimal place for the quantity and the unit price of stock. 
 
 
Do Not Print Out Receipt: 
 
Tick the check box if you do not want to print out receipt. 
 
 
Print Item Criteria: 
 
Allow user to print item criteria for sales such as less sugar and other remark. Only applicable to QPOS. 
 
 
Price Change: 
 
Allow user to change the price of the item in the sales screen. 
 
 
Deposit: 
 
To enable deposit feature and set the account to be posted. Only applicable to QPOS. 
 
 
Loyalty Program:  
 
To enable the loyalty program (point-system) and set the account to be posted to. 
 
 
Price Pole:  
 
Allow system to display amount to the price pole and configure the price pole acceptable command 
type, the length of row, and the number of rows. 
 
 
Payment Types: 
 
To set the accounts which payments will be posted to. 
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1.5. Assign Terminal 
To complete the setting up of the terminal; you are required to do these final steps: 
 

 
Click on Company Name and select Assign Terminal  

 

 
 

 
A popup window will be displayed and please proceed to assign this computer as the 
POS terminal for this location.  

 
After successfully assign terminal for computer, now you may start performing sales 
transaction for your customer.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: If the cache memory of the internet browser has 

been cleared, you are required to perform Assign Terminal 

again. 
 

 

Tony Ong 
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2. POS Operations 

2.1. Perform Sales Transaction 
After completed the POS configuration, now you may start performing sales transaction 

using the assigned Terminal. 

Go to Terminal > Sales. 
 
Select the stock item from right hand side and it will be added to sales list on left 
hand side. Stock item must be set up first in accounting system. 

 
Click to edit sales quantity/ price/ discount amount as necessary.  

 
Click Pay button to proceed for confirming the sales. 

 
You may choose to temporary Park the current sales and proceed to process 
another sales transaction. You may always access back the parked sales transaction 
under Terminal > Sales Listing.  
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A popup window will be displayed and please select payment mode Cash, Credit 
Card or Credit Balance. 

 
Finally, click Enter button to complete the sale transaction. At the same time, the 
sales receipt will be printed and cash drawer will be opened for receiving cash. 
 

 

  

Note: If customer wants to cancel the sales. You may Void 

the sales transaction before you performing the Day-End 

closing. Go to Terminal > Sales Listing > Select the 

particular transaction > click Void button. 
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2.2. Day-End Closing 
The sales transaction record at each terminal will not be posted to chart of account until you 

performing the Day-End Closing. 

Go to Day-End Closing. 

Ensure there is no more “parked” transaction and click Post button to proceed for 

posting. 
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3. Hardware Requirements 
 

3.1. Price Pole (Optional) 
Go to the Setting and select Preferences. Check the box to enable price pole feature and 

specific commend type, row length and no. of row in the required field, Save. 

 

 

a. Go to Terminal and select Sales. 

 

b. Download Device Integrator by click on the Price Pole App. 

 

 

c. After the Device Integrator successfully installed, double click on the Device 

Integrator then below figure will show up. A default Com Port will be shown in the 

highlighted box, if the Com Port is not same as yours then you can change it 

manually and save. 



 
 

P a g e  18 | 20 

 

 

 

d. To check the price pole’s COMPORT, go to Device Manager and select the Ports 

(COM & LPT). The COMPORT will be show in the highlight circle. 

 

 

e. Next, go back to the Device Integrator, change the Com Port in the highlighted box 

and click save. 
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f. Now, you can go back to the POS to perform sales transaction. 

 

Important: 

• Make sure do not close the window. If it is closed, please run "Device Integrator" 

again in order for the price pole to works. 

• DO NOT move the "Device Integrator" to other place after installation done. 
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3.2. Receipt Printers 
 
The recommended receipt printer for Express365 POS is EX-DM76 or EX-THP80A using the 

Firefox browser. You may also choose to use normal A4 paper printer to print the receipt in 

A4 size or Half-A4 size. (For receipt printer, make sure in Brower Print Option set margins to 

0 and remove any headers/footers. Also, set printer printing resolution to highest quality for 

best printing result). 

• EX-DM76 Dot Matrix GST POS Receipt Printer 76mm USB Port 

• EX-THP80A Thermal GST POS Receipt Printer 80mm Auto-cut USB Port 

 

3.3. Cash Drawers 
 
The only types of cash drawers that are possible to support (that open automatically) 

are the ones that connect to a receipt printer such as EX-410. This is because we 

require the RJ11 cable (telephony port) to trigger the cash drawer to come out 

automatically. 

 

 

3.4. Barcode Scanners (Optional) 
 
Almost any barcode scanner will work as long as it can read code-128 and is 

programmed to hit return (enter) after scanning each item. 

 
 

 


