
Copyright© uniCenta 2017 
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Foreward 
 

The focus of this document is the Administration of uniCenta oPOS Products. 

Related guides: 

Taxes :  

https://unicenta.com/packages/guide-taxes-management/ 

 

  

https://unicenta.com/packages/guide-taxes-management/
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Useful things 
 

Editor Toolbar 

You will see this toolbar is used throughout uniCenta oPOS so here’s a quick overview of what the 

buttons do. The Editor Toolbar appears in all record management forms. 

 

 

 

 

 

 

 

 

 

 

 

 

Tooltips 

Lots of things in uniCenta oPOS use pop-up Tooltips.  

All you have to do is hover your mouse pointer over a component for a second and it will give you 

a brief description of what it does. Tooltips are constantly being added or revised as uniCenta 

oPOS development progresses. 

 

Current record 

& Total records 

Previous record 

Next record 

Refresh 

Sort 

Delete record 

First record 

Undo changes 

Last record 

Find 

Add record 

Save record 



Copyright© uniCenta 2017 

OVERVIEW 
 

 

Go to Administration>Customers>Customers.  

 

  



Copyright© uniCenta 2017 

GENERAL 
 

 
 

Refer to the Useful things>Editor Toolbar above to see how you can step through records; Sort, Filter 

and Search Customer data. 

The Customer List is also affected by your Editor Toolbar option choice. 

 

Note: You cannot delete a Customer record if it has any type of sales or payment transaction. 
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Fields shown with a * are mandatory and must be completed. 

 

   Double-touch to copy this record’s hidden ID to the Clipboard 

Account ID  Your own format Customer Account identifier 

Search Key *  This must be unique. Used in Customer Finder 

Name *  The Customer Account Name  

Card ID Must begin with lowercase “c” and is used to generate a barcode in several 

reports.  

If you use Customer Member cards you can swipe or scan the barcode 

when in the Sales screen to quickly assign the current ticket to the Customer 

  Auto-generate a unique Card ID or enter your own 

   Clear existing Card ID 

Visible   Default is checked. Unchecked will suppress Customer details from lists  

Customer Tax   See uniCenta OPOS Taxes Management 

Category 

 

VIP If checked; a pop-up message will appear in the Sales Screen when the 

Customer is assigned to a ticket 

Discount  Percentage Discount this Customer enjoys 

Credit Limit  Maximum sales value this Customer can have on-account 

Current Debt  The current on-account balance 

Debt Date  Last on-account transaction date 

Memo Date  Provided for you to record a convenient i.e.; Next reminder date. Touching 

the calendar icon opens the Date Picker 

 

  

https://unicenta.com/packages/guide-taxes-management
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TAB - CONTACT 
 

 
 

First Name  Up to 250 characters. Can be null 

Last Name  Up to 250 characters. Can be null 

email   Up to 250 characters. Can be null 

email button  Opens your desktop email client 

Telephone  Up to 250 characters. Can be null 

Mobile Phone  Up to 250 characters. Can be null 

Fax   Up to 250 characters. Can be null 
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TAB - ADDRESS 
 

 
 

Address Line 1  Up to 250 characters. Can be null 

Address Line 2  Up to 250 characters. Can be null 

Town/City  Up to 250 characters. Can be null 

State/County  Up to 250 characters. Can be null 

PostCode  Up to 250 characters. Can be null 

Country  Up to 250 characters. Can be null 
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TAB - TRANSACTIONS 
 

 
 

Show Transactions button 

A fine-grained detail list of the Customer’s last eight Product sales 
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TAB - PHOTO 
 

 
 

Photo should not exceed 250 x 250 pixels 

  Open File Explorer 

  Remove current image 

  Zoom In 

100%  Current zoom % 

  Zoom Out 
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TAB - NOTES 
 

 
 

A convenient place to keep freehand notes 
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REPORTS 
 

These following components are used throughout uniCenta oPOS and available depending on the 

current module in use. 

FILTER 

 

Customer  Complete a Customer account name and touch Run Report.  

Use the wildcard character % before, after or within a Customer’s name.  

Jack%  returns all Customers whose name begins with Jack 

%Gerrard returns all Customers whose name ends with Gerrard 

%Ger%  returns all Customers whose name contains Ger 

 button  Touch to open the Customer Finder 

   Show/Hide the filter control panel 

 Run Report 

 

FINDER 

Complete any of the fields to filter 

Customer data. 

You can enter partial details in any field. 

 

 Executes your filter. If all form fields are 

left empty and you have a lot of records 

this may take some time. 

 

 Clears and Resets the form. 
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DATE PICKER 

Today – set to current date and time 

 Back a month, minute(s) 

 Forward a month, minute(s) 

 Back a year, hour 

 Forward a year, hour 

 

FILE EXPLORER 

All reports can be saved to various file formats for use in 

other external applications. 

• JasperReports 

• PDF 

• RTF 

• ODT 

• DOCX 

• HTML 

• Single Sheet XLS 

• Multiple Sheet XLS 

• CSV 

• XML 

• Embedded Images XML 

  



Copyright© uniCenta 2017 

CUSTOMERS 
 

Customer account summary 

statement 

 

 

 

 

 

 

 

 

 

SALES 
 

Customer Product/Ticket sales 

Grouped by Customer with 

Product sales values with Product 

name descending 
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DEBTORS 
 

Customer Debtors List 

Individual Customer account 

status including Last account 

Debt transaction date 

 

 

 

 

 

 

 

 

DIARY 
 

Customer Sales and Payments 

Grouped by Customer with Date 

descending transaction order 
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MEMBER CARDS 
 

2 column x 5 row Credit Card size 

format Member Cards 

 

 

 

 

 

 

 

 

 

 

LIST 
 

Customer main detail list 

Customer Name ascending 
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EXPORT LIST 
 

A minimal layout of the Customer 

List 

A good example use of this 

report is for exporting your 

Customer list – in CSV or Excel 

format – for use with an external 

application. 
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CUSTOMER PAYMENTS 
 

 
 

The Customer Payments module is used to record monies received from a Customer other than a 

usual Sales ticket or Refund. 

All Customer Payments are recorded and shown in Close Cash. 

Hint: The Notes field can be added to or edited. 

 Open Customer Finder to select a Customer 

 Save 

 Pay. Settle Current Debt in full  

 PrePay. Enter the Prepay Amount first.  

Used to credit the Customer account for example; a deposit.  
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When either the Pay or Pre-pay button 

is touched the Payment form will open.  

All Payment types are available (just 

like the Sales screen) except for the 

Debt tab option. 

 

 

 

 

 

 

 

 

A receipt is automatically generated for the Customer Payment 

received. 

 

The Printer.CustomerPaid template can be modified (like 

Printer.Ticket) to suit your requirements.  

Go to 

Administration>Maintenance>Resources>Printer.CustomerPaid 


