



IBS Business Management System
User Manual

Version 1.10  |  October 2026
A guide to selling, purchasing, inventory, credit, and reporting in one system
[bookmark: _Toc243479200]Table of Contents
Table of Contents	2
1. Introduction	6
1.1 What this system does	6
1.2 Who this manual is for	6
1.3 How this manual is organized	6
1.4 Conventions used in this manual	6
1.5 What's new since version 1.0	7
2. Getting Started	9
2.1 Logging in	9
2.2 The navigation bar	9
2.3 Branches and the branch switcher	10
2.4 The Dashboard	10
2.5 My Account	11
2.6 Subscription reminders	11
3. Point of Sale (POS)	12
3.1 Recording a sale	12
3.2 Walk-in customers, credit, and deposits	13
3.3 Selling products tracked by batch and expiry	13
3.4 Back-dating a sale	13
3.5 Selling damaged stock	14
3.6 Selling services	14
4. Sales History	15
4.1 Finding a sale	15
4.2 What you can do with a sale	15
4.3 Recording a payment against a sale	15
4.4 Editing a sale	15
4.5 Voiding a sale	16
4.6 Proforma invoices	16
4.7 Importing past sales	18
5. Purchases	20
5.1 The Purchases list	20
5.2 Recording a purchase	20
5.3 Managing a purchase afterward	21
6. Customers	22
6.1 Adding a customer	22
6.2 The customer detail page	22
6.3 Opening debts	23
7. Suppliers	25
7.1 Adding a supplier	25
7.2 The supplier detail page	25
7.3 Opening debts	25
8. Products & Categories	27
8.1 Adding a product	27
8.2 The product list and product page	27
8.3 Deactivating and reactivating a product	27
8.4 Categories	28
8.5 Services	28
8.6 Prices at each branch	29
8.7 Average cost per branch	31
9. Stock Management	33
9.1 Stock In	33
9.2 Stock Out	33
9.3 Stock Adjustment	33
9.4 Damaged stock	34
10. Batch & Expiry Tracking	36
10.1 Turning it on	36
10.2 How tracked stock moves	36
10.3 Keeping an eye on expiry	37
10.4 Turning it off	37
11. Truck & Driver	38
11.1 Turning it on	38
11.2 Where you enter it	38
11.3 Keeping entries consistent	39
11.4 Where it shows	39
11.5 Importing purchases with a truck & driver	39
12. Tax	40
12.1 Setting it up	40
12.2 Prices that include tax, or tax added on top	40
12.3 Tax at the POS	41
12.4 Tax on purchases and direct deliveries	41
12.5 Taxpayer Identification Numbers (TIN)	41
12.6 Where tax shows	41
13. Stock Transfers (multi-branch)	43
13.1 Sending a transfer	43
13.2 Receiving a transfer	43
14. Direct Deliveries (Distributor)	44
14.1 Recording a direct delivery	44
15. Financial Accounts	45
15.1 Cash, bank, and mobile money accounts	45
15.2 Adding an account	45
15.3 Moving funds between accounts	45
15.4 Account ledger	46
16. Customer Transactions	47
17. Expenses	48
17.1 Recording an expense	48
18. Suspense Account	49
18.1 Recording an unidentified deposit	49
18.2 Resolving it once you know the customer	49
19. Reports	50
19.1 Available on every plan	50
19.2 Advanced reports (Growth & Enterprise only)	51
19.3 Settling customer credit between branches	52
19.4 Who sees profit	52
20. Import & Export	54
20.1 Importing data	54
20.2 Exporting data	55
21. Administration	57
21.1 Users	57
21.2 Roles & Permissions	57
21.3 Branches	59
21.4 Audit Log	59
21.5 Settings	59
21.6 Subscription	61
22. Plan Tiers & Feature Availability	62
Appendix A: Frequently Asked Questions	63
Appendix B: Document Information	65

[bookmark: _Toc243479201]1. Introduction
[bookmark: _Toc243479202]1.1 What this system does
IBS Business Management System is a web-based tool for running a retail, wholesale, or distribution business from one place. It replaces separate notebooks, spreadsheets, and paper receipts for sales, purchases, stock, customer credit, supplier balances, expenses, and day-to-day reporting.
With it, your team can:
Ring up sales at the counter (Point of Sale) and track what is owed on credit sales
Optionally sell services, such as repairs, labour, or delivery, alongside your products
Give customers proforma invoices (priced quotes) and turn them into sales when they buy
Record purchases from suppliers and automatically update stock and product cost
Track how much each customer owes you, and how much you owe each supplier
Watch stock levels, get low-stock warnings, and record stock adjustments
Optionally track stock by batch and expiry date, for goods such as medicines or food
Optionally record the truck and driver that carried each sale, purchase, or delivery
Optionally charge tax on sales, record Taxpayer Identification Numbers, and report the tax you owe
Run more than one branch, with stock held per branch and transfers between them
Manage cash, bank, and mobile money accounts and move money between them
Record business expenses
Generate reports on sales, profit, receivables, payables, stock, and expiry
Control who can see and do what, with user accounts, roles, and an audit trail
[bookmark: _Toc243479203]1.2 Who this manual is for
This manual is written for everyday users of the system: cashiers, sales staff, stock clerks, accounts staff, and business owners or managers who administer the system. Sections that only apply to administrators or managers are marked with a shaded “Who can do this” box.
[bookmark: _Toc243479204]1.3 How this manual is organized
Chapters follow the system's own top menu, in the order most people use it day to day: start with the Dashboard and Point of Sale, then Sales (including proforma invoices), Purchases, Customers and Suppliers, Products and Stock (including services, and batch and expiry tracking), the optional truck & driver and tax features, Financial Accounts, Reports, and finally Administration.
[bookmark: _Toc243479205]1.4 Conventions used in this manual
Names in quotes, e.g. “Save Customer”, refer to an exact button, field, or menu label in the system.
Numbered steps are things you do, in order, on screen.
A shaded “Note” box calls out something useful to know.
A shaded “Caution” box calls out something that cannot be undone or that affects other records.
A shaded “Who can do this” box tells you which permission or plan tier a feature requires.
	Note:  Feature availability depends on your subscription plan (Core, Growth, or Enterprise) and on the permissions your administrator has given your user account. If a menu item described here is missing for you, that is most likely why. A feature your plan doesn't include can often be added as an add-on — see Chapter 22, “Plan Tiers & Feature Availability,” and Appendix A.



[bookmark: _Toc243479206]1.5 What's new since version 1.0
If you used the system with version 1.0 of this manual, these are the changes you'll notice:
Daily Cash Report (new in version 1.10) — follow the cash in a branch's drawer day by day: what came in, what was sent to the bank or mobile money, and what's carried forward to the next day. See section 19.5.
Counting the cash (new in version 1.10) — count the drawer at closing; any shortage or overage is recorded, and cashiers count without seeing what the drawer should hold. See section 15.5.
Receipt details per branch (new in version 1.9) — the business name, address, and phone printed on receipts are now set in Settings → Receipts, and with more than one branch each branch can print its own. A branch-level admin sees the company's settings, roles, and branches without changing them, and changes their own branch's receipt details. See sections 21.3 and 21.5.
The POS shows which branch you're selling from (multi-branch, new in version 1.8) — a “🏢 Selling from” label under the POS heading names the branch each sale is recorded at, and turns amber while a company-wide user is viewing 🌐 All branches. See sections 2.3 and 3.1.
Opening debts (new in version 1.7) — enter what customers already owed you, and what you already owed suppliers, when you started using IBS, with the date each has been owed since. Balances, statements, and the Receivables and Payables ageing reports include them. See sections 6.3 and 7.3.
Importing past sales (Growth & Enterprise, new in version 1.7) — counted your stock a few days before you started? Import the sales made since, instead of counting again. See section 4.7.
Who sees profit (new in version 1.7) — on Core and Growth only the Admin role sees the business's profit; on Enterprise (or with the Custom Roles add-on) the new View Profit permission decides. The Dashboard is back in the menu for cashiers, without profit. See section 19.4.
Plans and add-ons (new in version 1.7) — batch & expiry tracking now comes with the Growth and Enterprise plans, and damaged stock, services, and truck & driver with Enterprise. On other plans each can be added as an add-on, as can extra users and extra branches. A feature your business already used when the system was updated stays on. Settings → General lists your add-ons. See Chapter 22.
Prices at each branch (optional, multi-branch, new in version 1.6) — let each branch sell a product at its own price, set on the product page or in bulk from a spreadsheet. See section 8.6.
Average cost per branch (optional, multi-branch, new in version 1.6) — each branch keeps its own average cost, so its purchases only change its own cost and profit. See section 8.7.
Proforma invoices (optional, Growth & Enterprise, new in version 1.5) — give a customer a priced quote on A4 or as a PDF, then turn it into a sale at the POS with one click when they buy. See section 4.6.
Services (optional, new in version 1.5) — sell repairs, labour, delivery, and other services alongside your products. A service has no stock, and its price can be fixed or typed by the cashier at each sale. See sections 8.5 and 3.6.
Barcode scanning (new in 1.5) — a scanned item goes straight into the POS cart, and a product whose barcode or SKU matches exactly comes first in search results. See section 3.1.
Damaged stock (optional, new in version 1.4) — keep count of damaged goods you sell at a discount instead of returning. Mark them on the Stock page, sell them at the POS on a line switched to Damaged, return them through Stock Out, and follow them in the Damaged Stock report. See sections 9.4 and 3.5.
Tax on sales (optional, new in version 1.3) — for VAT-registered businesses. The POS charges tax at your rate, either inside your prices or added on top; receipts, sale and purchase pages, and exports show it; revenue in reports leaves it out. See Chapter 12.
Tax Report (new in 1.3) — tax charged on sales, tax paid on purchases, and the net tax payable for a period. See section 19.1.
TINs (new in 1.3) — your business's Taxpayer Identification Number and your customers' and suppliers', printed on receipts, goods-received notes, and statements. See section 12.5.
Purchases list (new in 1.3) — filter by a date range, and export the filtered purchases. See section 5.1.
Settings page (new in 1.3) — grouped into General, Point of sale, Tax, and Optional features, with switches and “How this works” notes. See section 21.5.
Truck & driver (optional, new in version 1.2) — record the truck number, driver's name, and driver's phone on sales, purchases, and direct deliveries. Shown on receipts and goods-received notes, searchable, included in both sales exports, and accepted (optionally) by the purchase import. See Chapter 11.
Batch & expiry tracking (optional) — record batch numbers and expiry dates when stock comes in; the POS sells the earliest-expiring stock first and can refuse expired stock. New Expiry Report and dashboard alerts. See Chapter 10.
Subscription page under Administration — shows when your subscription runs out, and is where a renewal code is entered. See section 21.6.
POS and Sales now have their own permission (“Access Sales / POS”). All built-in roles have it; custom roles need it ticked.
Voiding a sale now requires the “Edit / Void Sales” permission. Voided sales can no longer be edited or take payments.
Walk-in customers must pay in full — a walk-in sale can't leave a balance owing.
One branch per user. Each user is assigned to a single branch; company-wide users can switch to any branch or view “All branches.”
Each branch has its own Cash account, created automatically with the branch. Bank and mobile money accounts can be shared or tied to one branch.
New reports: Stock by Branch, Expiry Report, and Branch Performance. Customer Credit Settlement now suggests who should pay whom.
Product reactivation — a deactivated product can be switched back on from the product list.
New settings: timezone, hiding account balances from front-line staff, and batch & expiry options.
Direct Deliveries can now be paid from a customer's deposit.
High-risk change alerts on the Dashboard for users who can view the Audit Log.
[bookmark: _Toc243479207]2. Getting Started
[bookmark: _Toc243479208]2.1 Logging in
1. Open the system's web address in your browser.
1. Enter the Username and Password your administrator gave you.
1. Click “Sign In.”
	Note:  5 incorrect password attempts locks your account for 15 minutes. If your account is deactivated, you'll see a message explaining that — contact your administrator.



There is no self-service “Forgot password” link. Only an administrator can reset your password, from the Users page (see Chapter 21).
	Note:  Signing in on a new device automatically signs you out of any other device you were logged in on — only one active session per user at a time. The login page tells you when this has happened.



[bookmark: _Toc243479209]2.2 The navigation bar
Once logged in, the blue bar at the top of every page is how you get around. What you see there depends on your permissions.
	Menu
	What's inside

	Dashboard
	Business overview: alerts, today's performance, charts, quick actions. Shown to everyone; the profit only to those who can see it (section 19.4).

	🛒 POS
	The point-of-sale screen for ringing up a sale. Needs the “Access Sales / POS” permission, which every built-in role has.

	Inventory
	Products, Categories, Stock Management, Stock Transfers (multi-branch only)

	People
	Customers, Suppliers

	Finance
	Sales, Proformas (when switched on), Purchases, Direct Deliveries, Customer Transactions, Financial Accounts, Expenses, Suspense Account

	Reports
	Sales Report, Stock Valuation, Stock by Branch, Top Selling, Low Stock Alert, Expiry Report (when batch tracking is on), Damaged Stock (when switched on), Tax Report, and (Growth+, or the Advanced Reports add-on) Receivables, Payables, Profit & Loss, Dead Stock, Profit Margins, Customer Credit Settlement, Branch Performance. Profit & Loss, Profit Margins, and Branch Performance only show for those who can see profit (section 19.4).

	Administration
	Users, Branches, Roles, Audit Log, Settings, Subscription

	Top right
	Your branch (or a branch switcher), your name (opens My Account), and Logout



Each menu only lists the items you have permission to open, so you never land on an “Access Denied” page from the menu. On a phone or narrow screen, tap the ☰ icon at the top right to open the same menu as a vertical list.
[bookmark: _Toc243479210]2.3 Branches and the branch switcher
If your business runs more than one branch, every user belongs to exactly one branch — the branch where their sales and stock changes are recorded. What you see at the top right depends on what kind of user you are:
Branch-level users (the default) see their branch's name. Lists, reports, and stock are for that branch only, and there is nothing to switch.
Company-wide users (an owner or head-office admin) get a branch dropdown listing every active branch. Choosing a branch makes it your active branch: new sales, purchases, stock changes, expenses, and deposits are recorded there, and lists and reports show that branch.
Company-wide users also get a 🌐 All branches option. It combines every branch in lists and reports, but only changes what you see — new sales and stock changes still go to your active branch, which the dropdown's tooltip names. The POS also shows it under its heading as “🏢 Selling from” (section 3.1).
Settings, roles, and adding or switching off branches apply to every branch, so only company-wide admins change them. A branch-level admin sees them greyed out, and changes only their own branch's receipt details (section 21.5).
[bookmark: _Toc243479211]2.4 The Dashboard
The Dashboard is the home screen for anyone who manages the business. Cashiers land on POS when they log in, and can open the Dashboard from the menu for its stock alerts. It gives a one-screen snapshot:
Critical Alerts — counts of out-of-stock items, low-stock items, overdue receivables, overdue payables and, when batch tracking is on, expired batches and batches expiring soon — each linking to the relevant report
High-Risk Changes — for users who can view the Audit Log, an amber panel lists sensitive changes made since you last opened the Audit Log: a sale voided or edited, a role deleted or losing user/role management, or a product's selling price cut by 30% or more. Opening the Audit Log clears it.
Today's Performance — revenue, profit and margin %, average transaction size, and this month's totals (profit only for those who can see it; see section 19.4)
Financial Health — stock value, receivables, payables, and deposits held, each linking to its report
Charts — a 30-day revenue & profit trend, and category performance by profit
Top Products by profit, and Quick Reports shortcuts
Quick Actions — New Sale; New Purchase, Stock In, and Add Product for users with purchasing rights
Recent Sales, Recent Purchases (only if you can manage purchases), and a Low Stock Alert panel
	Note:  Dashboard figures follow your branch: a branch-level user sees their branch, and a company-wide user sees the branch chosen in the header (or every branch with “All branches”).



[bookmark: _Toc243479212]2.5 My Account
Click your name at the top right to open My Account. It shows your name, username, role, member-since date, and last login, and gives you two actions:
Change Password — enter your Current Password, a New Password, and Confirm it. The new password must be at least 6 characters and different from the current one. You'll be signed out and need to log back in afterward.
Sign Out
[bookmark: _Toc243479213]2.6 Subscription reminders
The system runs on a subscription. In the last 14 days before it runs out, a yellow banner appears at the top of every page with a “Renew now” link. After the expiry date there are 5 days of grace, during which the system still works and the banner says how long ago it expired. After that, the system locks: every page takes you to the Subscription page until a renewal code is entered. See section 21.6.
[bookmark: _Toc243479214]3. Point of Sale (POS)
POS is the screen you'll use most — it's how every sale, whether to a walk-in customer or a registered one, gets rung up.
	Who can do this:  Requires the “Access Sales / POS” permission (sales.access). The built-in Admin, Staff, and Cashier roles all have it; a custom role needs it ticked.



[bookmark: _Toc243479215]3.1 Recording a sale
1. Open “POS” from the top menu.
1. Choose the customer. Depending on your settings, the sale starts on “Walk-in Customer” or with no customer selected; search for and select a registered customer to tie the sale to their account.
1. Find products: type into the search box (by name, SKU, or barcode), scan a barcode, or tap a tile in the product grid — you can also filter the grid by category tab. A scanned item goes straight into the cart.
1. For each item added to the cart, adjust the quantity with the + / − buttons or by typing a number, and add a per-line discount if needed.
1. Review the Subtotal, apply an overall Discount if needed, and confirm the Total. If your business charges tax on sales, a Tax row with its rate sits above the Total (section 12.3).
1. Choose a Payment Method: 💵 Cash, 📱 Mobile, 🏦 Bank, 💰 Deposit, or 📝 Credit.
1. For Cash / Mobile / Bank, pick a Deposit Account and enter the Amount Tendered (or tap “Exact”) — change or balance due is calculated automatically.
1. Add an optional Note.
1. Click “✓ Complete Sale.” A receipt appears with options to Print, start a New sale, or Close.
Which branch the sale goes to. If your business has more than one branch, a “🏢 Selling from” label under the POS heading names the branch the sale will be recorded at, and whose stock it uses. For a company-wide user viewing 🌐 All branches the label turns amber, as a reminder that the sale still goes to your active branch: to sell from a different branch, pick it in the branch switcher at the top first (section 2.3).
	Note:  Discounts are a percentage or a flat amount, depending on the “Discount type” setting under Point of sale (section 21.5).



	Note:  A barcode scanner types the code and presses Enter for you. Pressing Enter in the search box adds the first match to the cart and clears the box for the next item; a product whose barcode or SKU matches exactly comes first. If nothing in stock at your branch matches, the POS says so.



	Note:  If your business records trucks and drivers (Chapter 11), a “🚚 Add truck & driver” link appears above the Notes field. Click it before completing the sale to enter the truck number, driver's name, and driver's phone; leave it closed for an ordinary counter sale.



[bookmark: _Toc243479216]3.2 Walk-in customers, credit, and deposits
Walk-in customers pay in full. A walk-in sale can't be on Credit, can't use Deposit, and can't leave any balance owing. To let someone pay part now and owe the rest, select (or add) them as a registered customer. If you switch the customer to Walk-in after choosing Credit or Deposit, that payment choice is cleared.
Deposit only appears for a registered customer who has money on deposit. If the deposit doesn't cover the whole sale, the POS warns “Insufficient balance. Will apply partial payment of …” — the deposit is used up and the rest is left owing.
Credit is only for registered customers, and a customer who still has a deposit balance must use it before buying on credit.
Credit limit: after the sale, a customer may owe at most their credit limit. A sale that would take them past it is refused. A customer with a credit limit of 0 can't leave anything owing.
	Note:  Your administrator can hide account balances from cashiers (section 21.5). You still choose the account as normal; the balance just isn't shown next to it.



[bookmark: _Toc243479217]3.3 Selling products tracked by batch and expiry
If your business tracks batches and expiry dates (Chapter 10), you don't need to pick a batch at the till. For each tracked product, the POS takes stock from the batch that expires soonest, and records which batches each sale line came from.
Product tiles and search results show how much of a product's stock is expired, e.g. “3 pcs expired.”
If your settings don't allow selling expired stock (the default), expired stock doesn't count as available: you can't add more than the in-date quantity, and a product whose stock is all expired can't be added at all.
If your settings allow it with a warning, in-date stock is still sold first; expired stock is only used once that runs out, and the cart line is flagged “⚠ Includes expired stock.”
The sale's detail page lists the batch number and expiry date of the stock sold on each line, so a sale can be traced back to its batch.
[bookmark: _Toc243479218]3.4 Back-dating a sale
Users with the “Back-date Sales” permission see an extra Sale Date field on the POS screen, letting them record a sale as having happened on an earlier date — useful for entering historical records.
To enter many past sales at once, such as the sales made between a stock count and your first day on IBS, import them (section 4.7).
	Who can do this:  Back-dating a sale requires the sales.backdate permission.


[bookmark: _Toc243479219]3.5 Selling damaged stock
When damaged stock is switched on (section 9.4), a product with damaged items at your branch shows how many, such as “3 damaged,” in the product grid and search results. Damaged items only sell on a cart line switched to Damaged.
1. Add the product to the cart as usual. It goes on a normal line, which sells undamaged stock.
1. Click “Damaged?” under the product's name in the cart. The line turns to “✓ Damaged” and now sells damaged items only, up to the number damaged.
1. Enter the quantity and the discount you're giving for the damage, then complete the sale as usual.
	Note:  To sell some damaged and some undamaged items of the same product, add it again: it gets a second, normal line. A product with nothing but damaged stock left goes straight onto a Damaged line. The receipt shows “(damaged)” after the product's name, and voiding the sale puts the items back as damaged stock.


[bookmark: _Toc243479220]3.6 Selling services
When selling services is switched on (section 8.5), services appear in the product grid and search results marked “Service” instead of a stock count. They go into the cart like any product, and because a service has no stock, it never runs out.
A service with a fixed price sells at its selling price, like a product.
A service set to “Price set at sale” gets a price box on its cart line, and the cursor jumps to it when you add the service. Type the price for this job. The sale can't be completed until every such line has a price.
Quantities, discounts, tax, payment, and the receipt work as for any product, and one sale can mix products and services.
Voiding a sale puts its products back into stock; its services have no stock to return.
[bookmark: _Toc243479221]4. Sales History
Finance → Sales shows every sale that has been rung up at your branch (or, for company-wide users, the branch selected in the header).
	Who can do this:  Requires the “Access Sales / POS” permission (sales.access). Editing or voiding a sale also requires “Edit / Void Sales” (sales.edit).



[bookmark: _Toc243479222]4.1 Finding a sale
The Sales History page opens with stat cards for Today's Total Sales, Cash Sales, Mobile-Money Sales, and Outstanding balances, followed by a filterable table (Search, Status — Paid / Partial / Unpaid, and a date range) listing Sale #, Customer, Items, Total, Paid, Due, Method, Status, and Date. When truck & driver recording is on, Search also finds sales by truck number, driver's name, or driver's phone.
[bookmark: _Toc243479223]4.2 What you can do with a sale
👁 View — open the full sale detail, itemized, with its payment history
🖨 Print Receipt
✏ Edit — needs sales.edit; you must enter an Edit Reason, which is kept for the audit trail
💳 Record Payment — on any sale that isn't fully paid
⚠ Void Sale — from the sale detail page; needs sales.edit
[bookmark: _Toc243479224]4.3 Recording a payment against a sale
1. Open the sale and click “💳 Record Payment” (or use the 💳 icon in the list).
1. Choose how the customer paid — Cash, Mobile, Bank, or Deposit — and, for Cash / Mobile / Bank, the account the money went into.
1. Enter the amount (it can't be more than what's still owed) and click “✓ Record Payment.”
	Note:  Paying from deposit uses whatever deposit the customer has. If it's less than the amount you entered, a warning on the sale page says how much was applied and how much is still owed.



[bookmark: _Toc243479225]4.4 Editing a sale
If you change a payment's method or account, the money moves to the right account automatically.
Switching a paid sale to Credit resets Amount Paid to 0 — enter what the customer actually paid, if anything.
To take new money on a credit sale, use Record Payment rather than Edit. Edit only lets you lower the amount paid on a credit sale (to correct a mistake), and links you to Record Payment otherwise.
A walk-in sale can't be edited into one that leaves a balance owing.
When truck & driver recording is on, the edit page has the truck and driver fields too, so they can be corrected. A change to them is listed in the edit's audit entry, like any other change.
[bookmark: _Toc243479226]4.5 Voiding a sale
	Caution:  Voiding a sale puts the items back into stock (into the same batches, for batch-tracked products), reverses the customer's deposit or credit balance change, and reverses any money paid into a financial account. The sale stays on record, marked VOIDED and greyed out, and can no longer be edited or take payments. This cannot be undone.



	Note:  Voids and edits appear as high-risk changes on the Dashboard of anyone who can view the Audit Log.


[bookmark: _Toc243479227]4.6 Proforma invoices
A proforma invoice is a priced quote: what the customer would pay for a list of items, given to them before they buy — for example so they can get approval or arrange the money. Saving a proforma doesn't move any stock or money, and proformas are left out of every report. When the customer buys, you convert the proforma into a sale at the POS.
	Who can do this:  Available on the Growth and Enterprise plans (on Core, as an add-on), once switched on in Settings (settings.manage). Creating, editing, printing, and converting proformas need “Access Sales / POS” (sales.access); cancelling one needs “Edit / Void Sales” (sales.edit).



Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Proforma invoices.”
1. Set “A new proforma is valid for” — how many days a new proforma's prices hold (default 14). Staff can change the date on each proforma.
1. Optionally enter Default terms, such as a deposit to confirm the order, delivery time, and bank details. They're printed at the foot of each new proforma, and can be changed on each one.
1. Click “Save settings.”
Finance → Proformas then appears in the menu, and the POS screen gets a “📄 Proformas” button.
Creating a proforma
1. Finance → Proformas → “+ New Proforma.”
1. Choose the customer: search for a registered customer, or leave it on walk-in and type the Name on invoice and, optionally, a Phone.
1. Add items by name or SKU, or scan a barcode, and set each line's quantity. Products that are out of stock can be quoted too.
1. Prices come from each product's selling price. For a service priced at sale (section 8.5), type the price for the job.
1. Set an overall Discount and, if you charge tax on sales, the Tax rate, then check the Total.
1. Check the Valid until date and the Terms, which are printed. Internal notes are for your staff and aren't printed.
1. Click “✓ Save Proforma.” It gets a number such as PF-20261018-0001, and its page opens.
Printing and sending it
On the proforma's page, click “🖨 Print / PDF.” It opens an A4 proforma invoice with your business details and TIN, the customer, the items, the totals and tax, the Valid until date, your terms, and a space for the customer's acceptance. Print it, or choose “Save as PDF” in the print window to send it by email or WhatsApp. An expired, converted, or cancelled proforma prints with a stamp saying so.
Editing, expiry, and cancelling
✏️ Edit — an open proforma can be changed until it's converted or cancelled. Items already on it keep the price you quoted; items you add come in at today's selling price.
Expiry — after its Valid until date, a proforma shows as Expired. It can still be converted at the quoted prices, or edited to give it a new date (check the prices) before you send it again.
✕ Cancel Proforma — on the proforma's page, when the customer won't be buying. A cancelled proforma stays on record, but can't be edited or converted. Needs “Edit / Void Sales.”
Converting it to a sale
1. Open the proforma and click “🛒 Convert to Sale.” The POS opens with the proforma's customer and items, at the quoted prices, discount, and tax rate.
1. Check the cart. Anything that can't be sold as quoted is listed above it: an item that is no longer sold, or has no stock at your branch, is left out, and a quantity larger than your stock is reduced to what you have.
1. Take payment as usual and click “✓ Complete Sale.” The proforma is marked Converted, with a link to the sale, and the sale's page links back to the proforma.
	Note:  A proforma is converted at the branch that made it, so the stock comes from there; a company-wide user switches to that branch first. For an expired proforma whose prices have changed since, the POS offers “Use today's prices.” To sell without the proforma, click “Make a normal sale instead.” Voiding the sale reopens the proforma, so it can be converted again. A customer paying before delivery can be given a deposit (section 6.2), then pay from it at the POS.



The Proformas list
Finance → Proformas lists the proformas at your branch, with cards for Open, Value of open proformas, Expired, not converted, and Converted this month. Search by proforma number or customer, and filter by status: Open, Expired, Converted, or Cancelled.
[bookmark: _Toc243256110][bookmark: _Toc243479228]4.7 Importing past sales
If you counted your stock a few days before you started using IBS, the sales made since the count are missing, and your stock looks higher than it is. You don't need to count again: import those sales from a spreadsheet. Each one is recorded as if it had been rung up at the POS on its date.
	Who can do this:  Requires “Access Sales / POS” (sales.access) and “Back-date Sales” (sales.backdate), on the Growth or Enterprise plan (on Core, with the Import & Export add-on).



Before you import
1. Add your products with the stock you counted (section 20.1).
1. Record any purchases made since the count (Chapter 5).
1. Add the customers who bought on credit or paid from a deposit (Chapter 6), with what they already owed (section 6.3).
1. Then import the sales.
Importing the file
1. Finance → Sales → “📥 Import Sales.”
1. Click “Download Template” and fill in one row per item sold.
1. Upload the CSV, click “Preview Import →,” check the rows, and confirm.
The columns
sale_date (required): YYYY-MM-DD, optionally with a time, such as 2026-10-15 14:30. Without a time, the sale is recorded at noon. It can't be in the future.
sku (required): the SKU or barcode of an active product. quantity (required).
receipt_number: rows with the same receipt number are one sale; a row without one is a sale on its own. The sale's date, customer, payment, sale_discount, tax_percent, and notes come from its first row. The receipt number itself isn't kept — each sale gets a new sale number — so copy it into notes if you want to find the sale by it later.
customer: the customer's phone or customer code (or exact name, if only one customer has it). Blank means a walk-in customer, who must pay in full.
unit_price: blank uses your branch's selling price; a service priced at sale (section 8.5) needs one. discount (per line) and sale_discount (the whole sale) are percentages or amounts, following your POS discount setting (section 21.5).
payment_method: cash, mobile, bank, credit, or deposit (blank means cash). payment_account: an account name or number (blank means your branch's account for that method).
amount_paid: blank means paid in full, or nothing on credit. Less than the total leaves the rest owing, as at the POS.
tax_percent: the sale's tax rate, when tax is on (blank means your usual rate).
notes: kept with the sale, as at the POS.
truck_number, driver_name, driver_phone: while truck & driver recording is on (Chapter 11), optional. They belong to the whole sale and are taken from its first row that has them, with the same rules as at the POS (section 11.3). A driver_phone that isn't a phone number marks its row as an error in the preview.
What happens
Sales are recorded oldest first, at your active branch, and each goes through the same checks as the POS: enough undamaged stock (not expired, if your settings refuse expired stock), walk-in customers pay in full, deposits, and credit limits.
Stock comes off your branch, and a credit sale adds to what the customer owes, dated sale_date, so the reports for those days include them. The money goes into the account too, but shows in the account's ledger on the day you import, as for any back-dated sale.
A sale that fails a check is skipped and listed with the reason; the rest are imported. Fix the skipped ones and import a file with only those.
Imported sales appear in Sales History like any other sale, and the import is recorded in the Audit Log.
	Note:  Importing the same file twice records the sales twice.



[bookmark: _Toc243479229]5. Purchases
Finance → Purchases is where stock coming in from suppliers is recorded.
	Who can do this:  The entire Purchases module requires the purchases.manage permission.



[bookmark: _Toc243479230]5.1 The Purchases list
Shows stat cards (Today's Purchases, Total Spent, Paid Today, Outstanding) and buttons for “📥 Import CSV” and “📤 Export Filtered” (see Chapter 20) and “+ New Purchase.” Filter the list by search, status, and a From / To date range; Export Filtered downloads exactly the purchases the filters show, one row per line.
[bookmark: _Toc243479231]5.2 Recording a purchase
1. Finance → Purchases → “+ New Purchase.”
1. Select a Supplier — their current balance owed/credit is shown.
1. Search or scan products and add them to the cart; edit Quantity, Unit Cost, and an optional per-item discount % inline.
1. For a product tracked by batch, enter the Batch number (optional) and Expiry date (required) on its line. If the delivery came in more than one batch, click “+ batch” to add another line for the same product.
1. Set an overall Discount % and Tax % if applicable. Whether the tax is taken out of your cost prices or added on top depends on Settings (section 12.2).
1. Enter the Supplier Invoice # (optional) and a Purchase Date (optional — defaults to today).
1. Choose a Payment Method: Cash, Mobile, Bank, Cheque, or Credit; for anything other than Credit, choose the Payment Source Account and enter the Amount Paid.
1. If truck & driver recording is on, fill in the 🚚 Truck & Driver fields (optional) for the truck that delivered the goods.
1. Add Notes if needed and click “✓ Complete Purchase.”
Completing a purchase automatically: adds the items to your branch's stock (into the named batches, for tracked products), recalculates each product's weighted-average cost (without tax — see section 12.4; your branch's own cost, if average cost is kept per branch — see section 8.7), updates the supplier's balance, and generates a printable Goods Received Note (GRN).
	Note:  An expiry date can't be earlier than the day the stock is received.



	Note:  Each product starts at the unit cost you entered on its last purchase — tax included, if your prices include tax. Check it against the supplier's invoice and change it if the price has moved.



[bookmark: _Toc243479232]5.3 Managing a purchase afterward
From a purchase's detail page: ✏ Edit Purchase, 💳 Record Payment, 🖨 Print GRN, and ⚠ Void Purchase. The detail page and GRN show the batch and expiry date of each tracked line, and the truck and driver if they were recorded. The Purchases list search also finds purchases by truck, driver, or driver's phone.
	Caution:  Voiding a purchase takes its items back out of stock, reverts the product's average cost, refunds any payment already recorded against it, and deletes the purchase record entirely. This cannot be undone. A void is refused if it would take the branch's stock of any product below zero — for example, because some of it has already been sold.


[bookmark: _Toc243479233]6. Customers
	Who can do this:  The Customers module requires the customers.manage permission.



[bookmark: _Toc243479234]6.1 Adding a customer
1. People → Customers → “+ Add Customer.”
1. Fill in Full Name (required) and Phone Number (required).
1. Customer Code is generated automatically if you leave it blank.
1. Set a Credit Limit (leave at 0 for a cash-only customer) and, optionally, Email, TIN (for a business customer — see section 12.5), and Address.
1. Click “Save Customer.”
[bookmark: _Toc243479235]6.2 The customer detail page
Shows the customer's current balance and gives you: 📄 Statement, + Deposit, + Opening Debt, Credit Limit, and Edit.
Recording a deposit
1. Open the customer, click “+ Deposit.”
1. Enter the Amount and choose which Deposit to Account it's going into (an active cash, mobile money, or bank account).
1. Add optional Notes and, if needed, a back-dated Deposit Date.
1. Check the live “New Balance After Deposit” preview, then click “✓ Confirm Deposit.”
A deposit first pays what the customer owes: their unpaid credit sales and opening debts (section 6.3), oldest first. What's left stays on deposit for later purchases. Editing or deleting a deposit undoes the payments it made.
	Note:  You need at least one active financial account before you can record a deposit — if none exists, the button is disabled with a link to add one. In a multi-branch business, a deposit counts toward the branch that owns the account the money went into.



Adjusting a credit limit
1. Open the customer, click “Credit Limit.”
1. Enter a New Credit Limit (quick preset buttons: 0 / 500 / 1,000 / 2,000 / 5,000 / 10,000) and an optional Reason.
1. Click “Update Credit Limit.”
	Note:  The credit limit is the most the customer may owe after any sale, at the POS or through a Direct Delivery. Setting it to 0 means they can no longer buy on credit.


[bookmark: _Toc243256111][bookmark: _Toc243479236]6.3 Opening debts
Money a customer already owed you when you started using IBS is an opening debt. Enter it with the date it has been owed since, and the customer's balance, statement, credit limit, and the Receivables ageing report are right from day one. An opening debt isn't a sale: no stock moves, and it isn't counted as revenue, profit, or tax.
	Who can do this:  Requires customers.manage. Importing opening debts needs the Growth or Enterprise plan.



Adding an opening debt
1. Open the customer and click “+ Opening Debt.”
1. Enter the Amount owed and the Owed since date: the date of the old invoice, or when the debt started.
1. Add an optional Reference (such as the old invoice number) and Notes, and click “Add Opening Debt.”
	Note:  Owed for different lengths of time? Add each amount on its own, for example 2,000 owed since March and 500 since September, so the ageing report puts each in the right column. In a multi-branch business, the debt is recorded at your active branch.



Importing opening debts
1. People → Customers → “📋 Import Opening Debts.”
1. Click “Download Template” and fill in one row per amount owed: customer (their phone or customer code, or exact name if only one customer has it), amount, and owing_since (YYYY-MM-DD), with optional reference and notes.
1. Upload the CSV, click “Preview Import →,” check the rows, and confirm.
The customers must already exist, so import them first (section 20.1). Importing the same file twice adds the debts twice.
Paying it off
The customer's page lists each opening debt under Opening Debts, with what's owed, paid, and due. Click “Record Payment” to take a payment by cash, mobile money, bank, or from the customer's unspent deposit.
A deposit pays the customer's oldest debts first, opening debts and unpaid credit sales together (section 6.2). If the customer already has an unspent deposit when you add an opening debt, it pays the debt straight away.
Where it shows
The customer's balance and statement, as an “Opening debt” line. It counts toward their credit limit.
Receivables (section 19.2), aged from the owed-since date, and the Dashboard's receivables and overdue counts.
Customer Transactions (Chapter 16), with the type Opening debt.
Correcting a mistake
An opening debt entered by mistake can be deleted from the customer's page while nothing has been paid on it.
[bookmark: _Toc243479237]7. Suppliers
	Who can do this:  The Suppliers module requires the suppliers.manage permission.



[bookmark: _Toc243479238]7.1 Adding a supplier
1. People → Suppliers → “+ Add Supplier.”
1. Fill in Company/Business Name (required) and Phone (required).
1. Supplier Code is generated automatically if left blank.
1. Fill in whichever of Contact Person, Alt Phone, Email, TIN (see section 12.5), City/Location, Credit Limit, Address, and Notes are relevant.
1. Click “Save Supplier.”
[bookmark: _Toc243479239]7.2 The supplier detail page
Shows how many products this supplier provides and their credit limit, with buttons for “+ New Purchase” (pre-fills this supplier on the Create Purchase screen), “💳 + Payment,” and Edit.
A payment made with “💳 + Payment” counts against the supplier's oldest purchases and opening debts first (section 7.3). “+ Opening Debt” records what you already owed them when you started using IBS.
	Note:  A supplier with purchase history isn't deleted — it's deactivated instead, using the toggle on their profile, so past purchase records stay intact.


[bookmark: _Toc243256112][bookmark: _Toc243479240]7.3 Opening debts
Money you already owed a supplier when you started using IBS works like a customer's opening debt (section 6.3). It isn't a purchase: no stock comes in, and it isn't counted as cost.
	Who can do this:  Requires suppliers.manage. Importing opening debts needs the Growth or Enterprise plan.



Adding an opening debt
1. Open the supplier and click “+ Opening Debt.”
1. Enter the Amount owed, the Owed since date, and an optional Reference (such as the supplier's invoice number) and Notes.
1. Click “Add Opening Debt.”
To enter many at once, use People → Suppliers → “📋 Import Opening Debts,” with the columns supplier (company name or supplier code), amount, and owing_since, and optional reference and notes.
Paying a supplier
“Record Payment” next to an opening debt pays it by cash, mobile money, bank, or cheque, from the account you choose (your branch's account for that method if you leave it), dated today or an earlier Payment date.
A payment made with “💳 + Payment” on the supplier's page isn't tied to one purchase. It counts against the supplier's oldest purchases and opening debts first. A purchase or opening debt it covers says it's covered by payments made on the supplier's account, and its Record Payment starts at what's still owed.
Opening debts show in the supplier's balance and ledger, in Payables (aged from the owed-since date), and in the Dashboard's payables.
An opening debt entered by mistake can be deleted from the supplier's page while nothing has been paid on it.
[bookmark: _Toc243479241]8. Products & Categories
	Who can do this:  Products requires products.manage; Categories requires categories.manage.



[bookmark: _Toc243479242]8.1 Adding a product
1. Inventory → Products → “+ Add Product.”
1. If selling services is on, choose the Type: Product, or Service for work you charge for, such as a repair (section 8.5).
1. Enter a SKU (required — or click “Generate” to auto-create one) and, optionally, a Barcode: click in the Barcode field and scan the barcode on the pack, or type it. You can scan at any point while filling in the form — the scanner's Enter key doesn't save the product early. The same goes for the Barcode field when editing a product.
1. Enter the Product Name and Description.
1. Choose a Category and a Main Supplier (both required).
1. Choose the Unit of Measure (Pieces, Bag, Box, Bottle, Kilograms, Liters, or Pack).
1. Enter Cost Price and Selling Price — a live Profit Margin % is shown as you type.
1. Enter an Initial Stock Quantity (added at your active branch) and a Reorder Level (the threshold that triggers a low-stock alert).
1. If batch tracking is on and this product expires, tick “Track batches and expiry dates.” With opening stock, also enter its batch no. (optional) and expiry date (required).
1. Click “Save Product.”
	Note:  Opening stock from more than one batch? Click “+ Another batch” and enter each batch’s number, expiry date and quantity. Together the batches must add up to the Initial Stock Quantity.



[bookmark: _Toc243479243]8.2 The product list and product page
Stock figures on the product list and product page are for your branch (or the branch selected in the header). For a product tracked by batch, the list shows its nearest expiry date — red once expired, amber when expiring soon — and the product page has a batch table listing each batch's number, expiry date, status (“Expired”, “Expires in N days”), and quantity, earliest expiry first. The product's stock history also shows the batch for each movement.
[bookmark: _Toc243479244]8.3 Deactivating and reactivating a product
Deleting a product that already has sales history, or is on a proforma, deactivates it instead of removing it, so past sales and quotes stay intact. A product with no sales history is deleted outright.
To bring a deactivated product back, find it in Inventory → Products and click its Reactivate button (the circular-arrows icon), then confirm. It's immediately available for sale and purchase again.
[bookmark: _Toc243479245]8.4 Categories
Categories are added and edited the same simple way (a name, and a save button), and can be toggled active/inactive.
	Note:  Deleting a category that still has products in it doesn't fail or block — those products are simply reassigned to “uncategorized.” A category with no products deletes cleanly.


[bookmark: _Toc243479246]8.5 Services
Shops that charge for work as well as goods — repairs, installation, labour, delivery, hire — can sell those services alongside their products. A service is set up and sold like a product, and counts in sales and profit, but it has no stock: it never runs out, and it isn't bought, counted, transferred, or valued as stock. It's optional and off by default.
	Who can do this:  Switching it on requires settings.manage. Setting up services requires products.manage. Selling them needs only access to the POS. Included in the Enterprise plan; on Core and Growth, available as an add-on.



Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Sell services as well as products” and click “Save settings.”
Setting up a service
1. Inventory → Products → “+ Add Product,” and choose Type: Service.
1. Enter a SKU, a name such as “Generator repair,” and a Category. A Main Supplier isn't needed.
1. Choose the Unit: Job, Hour, Day, Visit, Trip, or Each.
1. Enter the Selling Price. If the price depends on the job, tick “Price set at sale”: the cashier types the price at the POS, and the selling price is only a suggestion (it can be 0).
1. Optionally enter the Cost per service — what one costs you in labour or materials (see below).
1. Click “Save Product.” There's no stock, reorder level, or expiry to enter.
Cost and profit
A service's profit is its selling price less its Cost per service. Leave the cost at 0 to count the whole price as profit, or enter what one costs you, such as the technician's pay for the job or the parts it uses. As for products, each sale keeps the cost at the time, so changing the cost later doesn't change profit already reported.
Where services show, and where they don't
Product list — marked “Service” (or “Service · price at sale”) with “—” for stock. A filter shows Products only or Services only.
POS and proformas — sold and quoted like any product (sections 3.6 and 4.6).
Reports — counted in sales, Top Selling, and Profit & Loss like any product.
Left out of everything about stock: Stock Management, Stock In, Stock Out, adjustments, purchases, direct deliveries, stock transfers, low-stock alerts, and the Stock Valuation, Low Stock, Stock by Branch, and Profit Margins reports.
Changing a product into a service
A product that has stock can't become a service. If it really is a service, take its stock out first with Stock Out or a stock adjustment, then change its Type. A service can be changed back into a product, starting with no stock.
Turning it off
Switching it off hides the Type choice and the service options. Services already set up keep selling, and keep their settings.
[bookmark: _Toc243479247]8.6 Prices at each branch
If your business has more than one branch, each branch can sell a product at its own price — a town branch dearer than the main store, say. The product's Selling Price becomes its standard price, which every branch without a price of its own sells at. It's optional and off by default.
	Who can do this:  Switching it on requires settings.manage. Setting prices requires products.manage. Only available when your business has more than one branch (Enterprise, or extra branches on Core or Growth).



Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Set a different selling price at each branch” and click “Save settings.”
Setting a branch's price
1. Inventory → Products, and click Edit on the product.
1. Under “Price at each branch,” type the price for each branch that sells it at its own price. Leave a branch blank to sell at the standard price there.
1. Click “Update Product.”
	Note:  The Selling Price box is now called Standard Selling Price, and “+ Add Product” has the same “Price at each branch” boxes, so a new product can start with its branch prices.



Setting prices in bulk
To set many prices at once, use a spreadsheet:
1. Inventory → Products → “🏬 Branch Prices.”
1. Click “Download Current Prices.” The file lists every product at each of your branches, with its standard_price and the branch's own price (blank means it sells at the standard price).
1. In the price column, type a branch's new price, or standard to put it back on the standard price. Leave a price blank to keep it as it is.
1. Save the file as CSV, upload it, click “Preview Import →,” check the rows, and confirm.
	Note:  Type the branch's name as it appears in IBS (capitals and dashes don't matter: “Kumasi - Adum” finds “Kumasi – Adum”). Each product can appear once per branch in a file. This import never changes a standard price. You can also start from “Download Template,” with the columns sku, branch, and price, or set your own branch's prices with the products import (section 20.1).



Who can change what
Company-wide users can set any branch's price, and the standard price.
Branch-level users can set only their own branch's price. While branch prices are on they can't change the standard price, on the product page or in an import, because every other branch without its own price would change with it.
Anyone who can add products can give a new product its first price.
Every change is recorded in the Audit Log. Dropping a branch's price by 30% or more raises the usual alert on the Dashboard, naming the branch.
Where branch prices show
POS, proformas, and direct deliveries — each branch sells and quotes at its own price.
Product list and product page — the price at the branch you're viewing, with the standard price under it when they differ.
Reports — Stock Valuation, Profit Margins, Dead Stock, Damaged Stock, Low Stock, and Top Selling show the price at the branch you're viewing. With “All branches,” they show the standard price, and potential revenue and profit count each branch's stock at its own price.
Sales already made keep the price they were sold at.
Turning it off
Switching it off puts every branch back on the standard price. The branch prices are kept, and come back if you switch it on again.
[bookmark: _Toc243479248]8.7 Average cost per branch
A product's cost for profit and stock value is its weighted-average cost: the average of what its stock cost, updated by each purchase. Normally the whole business shares one average cost. If your branches buy from different suppliers or at different prices, each branch can keep its own, so a dearer purchase at one branch doesn't change the cost, or the profit, at the others. It's optional and off by default.
	Who can do this:  Switching it on requires settings.manage. Only available when your business has more than one branch. There's nothing else to set up.



Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Keep average cost per branch” and click “Save settings.”
What changes a branch's cost
A purchase — recorded, edited, voided, or imported — changes only the cost at the branch it belongs to.
A stock transfer takes the sending branch's cost with it. When it's received, it's blended into the receiving branch's cost. If it's cancelled, it goes back into the sending branch's cost.
Sales, Stock Out, and stock adjustments don't change the average, just as with one average for the whole business.
For example: both branches have a product at an average cost of 61.59. Kumasi holds 32 and buys 10 more at 80, so its cost becomes 65.97. Osu's stays at 61.59.
Where it's used
Each sale records the cost at the branch that sold it, so its profit in the Sales Report, Top Selling, Profit & Loss, and Branch Performance uses what that branch's stock cost.
Stock Valuation, Stock by Branch, Profit Margins, Dead Stock, Damaged Stock, and the Expiry Report value each branch's stock at its own cost. With “All branches,” the cost shown is the branches' costs averaged by how much stock each holds.
The product list, product page, and purchase screens show your branch's cost. The product page also shows the business-wide cost in brackets when it's different.
Sales already made keep the cost they recorded.
	Note:  Branch costs are kept from the day your system was updated, even while this is switched off, so they're up to date whenever you switch it on. On that day every branch started at the business's average cost.



Turning it off
Switching it off goes back to one average cost for the whole business. Sales from then on record it; sales already made keep the cost they recorded.
[bookmark: _Toc243479249]9. Stock Management
	Who can do this:  Requires the stock.manage permission.



Inventory → Stock Management opens a dashboard for your branch with cards for Total Products, Stock Value (at cost), Low Stock (click to filter), and Out of Stock (click to filter), plus “📤 Export,” “↑ Stock In,” “↓ Stock Out,” “📋 History,” and “⚠ Alerts” (with a badge count). Stock movements and history only show your branch.
[bookmark: _Toc243479250]9.1 Stock In
1. Click “↑ Stock In,” or the + button on a product’s row.
1. Create Purchase opens (section 5.2). If you started from a product’s row, that product is already in the cart.
1. Pick the Supplier and enter the Quantity and Unit Cost. For a product tracked by batch, enter the Batch No. (optional) and Expiry Date (required).
1. Choose how you’re paying the supplier, or Credit, and click “✓ Complete Purchase.”
[bookmark: _Toc243479251]9.2 Stock Out
1. Click “↓ Stock Out.”
1. Search and select the Product, and enter the Quantity to Remove.
1. For a product tracked by batch, choose the Batch — expired batches are marked “(EXPIRED)”. Leave it on “Earliest expiry first” to take stock from the oldest batch as usual.
1. If the product has damaged stock (section 9.4), tick “Take from damaged stock” when you're returning damaged items to the supplier or throwing them away. Leave it unticked to remove undamaged stock only.
1. Choose a Reason: Damaged, Expired, Lost / Stolen, Sample / Giveaway, Return to Supplier, or Other.
1. Add Notes if needed and click “✓ Confirm Stock Out.”
	Note:  You'll get a warning if the quantity you're removing is more than what's in stock — or, when you've picked a batch, more than what's left in that batch. Writing off expired stock? Pick the expired batch so exactly that stock is removed.



[bookmark: _Toc243479252]9.3 Stock Adjustment
From a specific product, you can set its stock to an exact new quantity rather than adding or removing a delta — useful after a physical stock count.
1. Open the product and choose Stock Adjustment.
1. Enter the New Stock Quantity directly, or use the quick buttons (−10 / −5 / −1 / +1 / +5 / +10 / +50 / +100).
1. Enter a Reason for Adjustment (required — kept for the audit trail).
1. Click “✓ Apply Adjustment.”
	Note:  If some of the product is marked damaged (section 9.4), count those items in the new quantity too. If the new quantity is lower than the number damaged, the damaged count is lowered to match.


[bookmark: _Toc243479253]9.4 Damaged stock
Goods damaged in the store don't always go back to the supplier: lightly damaged ones are often sold at a discount, and only badly damaged ones are returned. Damaged stock keeps count of them. Damaged items stay part of your stock, but only sell on a POS line marked Damaged, so you always know how many you hold and the count goes down as they're sold.
	Who can do this:  Switching it on requires settings.manage. Marking stock as damaged requires stock.manage and “Mark Stock as Damaged” (stock.mark_damaged), which the built-in Admin and Staff roles have and Cashier doesn't. Selling damaged stock needs only access to the POS. Included in the Enterprise plan; on Core and Growth, available as an add-on.


Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Keep count of damaged stock” and click “Save settings.”
Stock Management then shows each product's damaged count, and the Reports menu gets a Damaged Stock report.
Marking stock as damaged
1. Inventory → Stock Management, find the product, and click its Damaged button (the warning-triangle icon).
1. Choose “Mark as damaged.”
1. Enter the Quantity — up to the undamaged stock at your branch — and a Reason, such as “Cartons crushed in delivery.”
1. Click “✓ Save.”
The stock total doesn't change; those items now count as damaged. Marked something by mistake? Open the same page, choose “Not damaged after all,” and enter how many. The page lists the latest changes to the product's damaged count, and each marking is also recorded in the Audit Log.
What happens to damaged stock
Selling: only on a POS line marked Damaged, at the discount the cashier gives — see section 3.5.
Returning or throwing away: Stock Out with “Take from damaged stock” ticked — see section 9.2.
Everything else — normal sales, Stock Out without the tick, and stock transfers — uses undamaged stock only, so damaged items can't leave by accident.
Stock counts: a stock adjustment that leaves less stock than is marked damaged lowers the damaged count to match.
Branches: each branch keeps its own damaged count.
Seeing how much is damaged
Stock Management shows “N damaged” under a product's stock, the total damaged units on the Total Products card, and a “Has Damaged Stock” filter. For values and history, open Reports → Damaged Stock (section 19.1).
Turning it off
Switching it off hides the damaged counts and lets all stock sell normally. The counts and their history are kept, though selling stock while it's off can lower them. Switching it back on picks up where you left off.
[bookmark: _Toc243479254]10. Batch & Expiry Tracking
For businesses that sell goods that expire — medicines, food, agro-chemicals — the system can keep each product's stock split into batches, each with a batch number and an expiry date. It's optional and off by default: businesses that don't need it see no change at all.
	Who can do this:  Turning tracking on requires settings.manage. Choosing which products are tracked requires products.manage. Included in the Growth and Enterprise plans; on Core, available as an add-on.



[bookmark: _Toc243479255]10.1 Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Track batches and expiry dates.” The expiry options below it appear.
1. Set “Warn about batches expiring within” — the number of days before expiry that a batch counts as “expiring soon” (default 90, which suits most pharmacies).
1. Choose what happens to expired stock under “Selling expired stock”: “Don't allow it” (recommended) or “Allow, with a warning.”
1. Click “Save settings.”
1. On each product that expires, open Edit and tick “Track batches and expiry dates.” Products you don't tick work exactly as before.
	Note:  When you start tracking a product that already has stock, that stock becomes one batch with an unknown expiry date. Unknown-expiry stock is treated as the oldest, so it's sold first.



[bookmark: _Toc243479256]10.2 How tracked stock moves
	When you…
	What happens to batches

	Receive a purchase or Stock In
	You enter a batch number (optional) and expiry date (required); the stock is filed under that batch.

	Sell at the POS
	Stock comes from the batch that expires soonest; expired stock is refused or sold last, depending on your setting.

	Stock Out
	Pick a specific batch (e.g. the expired one) or leave it on “Earliest expiry first.”

	Transfer to another branch
	In-date stock is sent earliest-expiry first; the receiving branch gets the same batch numbers and expiry dates.

	Void a sale
	Stock goes back into the batches it was sold from.

	Edit or void a purchase
	Only stock still left in that purchase's batches is changed — stock already sold stays sold.



[bookmark: _Toc243479257]10.3 Keeping an eye on expiry
Dashboard — the Critical Alerts panel counts expired batches and batches expiring within your warning period, each linking to the Expiry Report.
Product list — each tracked product shows its nearest expiry, in red once expired and amber when expiring soon.
Expiry Report (Reports → ⏳ Expiry Report) — see section 19.1.
[bookmark: _Toc243479258]10.4 Turning it off
Unticking the setting hides batch details everywhere but keeps them; turning it back on picks up where you left off. Unticking a single product stops keeping that product's batches up to date (its batch details are kept in case you tick it again).
[bookmark: _Toc243479259]11. Truck & Driver
For businesses that deliver or receive goods by truck, the system can record which truck carried each sale, purchase, or direct delivery, and who drove it: the truck number, the driver's name, and the driver's phone. All three are optional on every transaction. The feature is off by default, so businesses that don't use trucks see no change.
	Who can do this:  Turning it on requires settings.manage. Entering the details needs only access to the screen itself (POS, Purchases, or Direct Deliveries); correcting them on an existing sale needs “Edit / Void Sales”. Included in the Enterprise plan; on Core and Growth, available as an add-on.



[bookmark: _Toc243479260]11.1 Turning it on
1. Administration → Settings → Optional features.
1. Switch on “Record truck & driver on sales and purchases.”
1. Click “Save settings.”
	Note:  Turning it off again hides the fields, but details already recorded stay on their sales and purchases and still show on their pages and receipts.



[bookmark: _Toc243479261]11.2 Where you enter it
	Screen
	How it works

	POS
	Click “🚚 Add truck & driver” above the Notes field to open the fields. They're closed by default because most counter sales have no truck.

	New / Edit Purchase
	🚚 Truck & Driver fields above the Notes field, always shown.

	Direct Delivery
	One set of fields for the delivery; the details are saved on both the customer sale and the supplier purchase.

	Edit Sale
	The fields can be corrected; the change is listed in the edit's audit entry.

	Purchase import (CSV)
	Optional truck_number, driver_name, and driver_phone columns — see section 11.5.

	Sales import (CSV)
	Optional truck_number, driver_name, and driver_phone columns, one truck per sale — see sections 4.7 and 11.5.



	Note:  Correcting the truck or driver on a direct delivery's sale (through Edit Sale) doesn't change its supplier purchase.



[bookmark: _Toc243479262]11.3 Keeping entries consistent
Suggestions: as you type, the fields suggest trucks and drivers entered before. Picking a known driver fills in the phone number last recorded for them.
Tidying: truck numbers are saved in capitals with single spaces and no spaces around hyphens — “gr 1234 - 20” becomes “GR 1234-20”. Driver names typed all in small letters or all in capitals are saved with each word capitalized — “efua ansah” becomes “Efua Ansah”; names with mixed capitals, like “McDonald” or “de Souza”, are kept exactly as typed.
Same truck, same spelling: if the truck is already on record written differently (“GR-1234-20” vs “GR 1234 20” — spaces, hyphens, and slashes are ignored when comparing), the spelling already on record is used. Driver names are matched ignoring capitals.
Phone numbers may use digits, spaces, brackets, hyphens, and a leading +, between 6 and 20 characters. Anything else is refused with a message, and the sale or purchase isn't saved until it's corrected or cleared.
[bookmark: _Toc243479263]11.4 Where it shows
The sale page, the POS receipt (on screen and printed), and the printed sale receipt
The purchase page and the Goods Received Note (GRN)
The direct delivery page
The Sales and Purchases list searches — search by truck number, driver's name, or driver's phone
Both sales exports: the Sales History export (Finance → Sales → “📤 Export Filtered”) as truck_number, driver_name, and driver_phone columns, and the Sales Report export (Reports → Sales Report) as Truck, Driver, and Driver's Phone columns
	Note:  The export columns and the import columns are only there while truck & driver recording is on in Settings.



[bookmark: _Toc243479264]11.5 Importing purchases with a truck & driver
The purchase import (Chapter 20) accepts three optional columns: truck_number, driver_name, and driver_phone. None of them is required — leave the cells blank, or leave the columns out of the file altogether, and the purchases import as normal. Click “Download Template” while the setting is on to get a file that already has them.
One truck per invoice: rows with the same supplier and invoice_number become one purchase, so the truck and driver are taken from that invoice's first row that has them. You only need to fill them in once per invoice.
Same rules as on screen: values are tidied and matched to spellings already on record (section 11.3).
Checked in the preview: a driver_phone that isn't a phone number marks that row as an error in the preview, and it isn't imported until it's corrected or cleared.
The sales import (section 4.7) takes the same three columns, with the same rules: rows with the same receipt_number are one sale, so the truck and driver are taken from that sale's first row that has them.
[bookmark: _Toc243479265]12. Tax
For businesses registered for VAT or a similar sales tax, the system can charge tax on sales, record the tax on purchases, keep Taxpayer Identification Numbers (TINs), and report what you owe. Tax on sales is optional and off by default, so businesses that don't charge it see no change. Purchases take a Tax % whenever the supplier's invoice has one.
	Who can do this:  Changing the tax settings requires settings.manage. Customers' and suppliers' TINs are entered by anyone who can add or edit them. The Tax Report is on every plan; exporting it needs the Growth+ imports/exports feature.



[bookmark: _Toc243479266]12.1 Setting it up
1. Administration → Settings → Tax.
1. Enter your business's Taxpayer Identification Number (TIN), if you have one.
1. Switch on “Charge tax on sales” and enter the Default tax rate — for example 15 for 15%. The rate only appears while the switch is on.
1. Switch “Selling and cost prices include tax” on or off to match how your prices are written (section 12.2).
1. Click “Save settings.”
	Note:  Turning “Charge tax on sales” off stops adding tax to new sales; sales already charged tax keep it.



[bookmark: _Toc243479267]12.2 Prices that include tax, or tax added on top
The “Selling and cost prices include tax” switch says whether the prices you type — selling prices at the POS and cost prices on purchases — already have tax in them. It applies to purchases whenever they have a Tax %, and to sales while tax on sales is on.
	Setting
	How tax is worked out, at 15%

	Included (switch on)
	Tax is the part of the total that is tax, and the total doesn't change: a 115 total is 100 plus 15 tax, and the customer pays 115.

	Added on top (switch off)
	Tax is added to the total: 100 plus 15 tax comes to 115.



	Note:  Either way, stock is valued and profit worked out without tax. Changing the switch only affects new sales and purchases; each existing one keeps the way its tax was worked out.



[bookmark: _Toc243479268]12.3 Tax at the POS
While tax on sales is on, a Tax row with the rate sits between the discount and the Total. Tax is worked out on the total after discounts.
The rate starts at your Default tax rate on every new sale. The cashier can change it for one sale — for example to 0 for a tax-exempt customer.
If your prices include tax, the customer pays the same total whatever the rate: changing it only changes how much of the total is recorded as tax. At 0%, the whole amount counts as revenue.
If tax is added on top, the Total goes up or down with the rate.
The receipt shows the tax as “Tax (15%)”, or “Tax (15%, included)” when your prices include it.
[bookmark: _Toc243479269]12.4 Tax on purchases and direct deliveries
Enter the supplier's Tax % on the purchase (section 5.2). It's taken out of your cost prices or added on top, as set in section 12.2. A direct delivery's Tax % works the same way, for both its purchase and its sale.
Stock is valued at its cost without tax, since tax paid on purchases is claimed back. So when your prices include tax, a product's cost price is lower than the price on the supplier's invoice.
The next purchase of a product starts at the unit cost you entered last time, tax included — so you can check it against the new invoice.
[bookmark: _Toc243479270]12.5 Taxpayer Identification Numbers (TIN)
All TINs are optional; a blank one simply isn't printed.
	Whose TIN
	Entered on, and shown on

	Your business
	Administration → Settings → Tax. Printed on receipts, goods-received notes, and customer statements.

	A customer
	The customer's add or edit page. Printed on that customer's receipts, and listed in the Tax Report export.

	A supplier
	The supplier's add or edit page. Printed on that supplier's goods-received notes, and listed in the Tax Report export.



A TIN can have letters, digits, and hyphens, 4 to 30 characters — for example P0012345678, or a Ghana Card number such as GHA-123456789-0. It's saved in capitals, without spaces. The customer and supplier imports and exports have a tin column (Chapter 20).
[bookmark: _Toc243479271]12.6 Where tax shows
Sale and purchase pages, receipts, and goods-received notes — tax on its own line.
Exports — the sales and purchases exports have net, tax %, tax amount, and gross columns for each line (section 20.2).
Reports — revenue and profit leave tax out, because it's owed to the tax authority, not earned. Amounts customers paid and still owe include it.
The Tax Report (section 19.1) — tax charged on sales, tax paid on purchases, and the net tax payable for a period.
[bookmark: _Toc243479272]13. Stock Transfers (multi-branch)
	Who can do this:  Requires stock.transfer, and only appears if your business has multi-branch enabled.



Stock Transfers moves stock from one branch to another. It's a two-step process by design: dispatching stock does not increase the destination branch's stock until someone there confirms receipt.
[bookmark: _Toc243479273]13.1 Sending a transfer
1. Inventory → Stock Transfers → “New Stock Transfer.”
1. Choose the From Branch and To Branch (they must be different).
1. Search products available at the source branch and add them, with quantities capped at what's actually there. Damaged stock (section 9.4) stays behind.
1. Add Notes if needed and click “Dispatch Transfer.”
	Note:  Stock leaves the source branch immediately on dispatch. For products tracked by batch, in-date stock is sent earliest-expiry first, and the transfer lists the batches sent.



[bookmark: _Toc243479274]13.2 Receiving a transfer
1. At the destination branch, open the pending transfer and click “✅ Receive Transfer.”
1. Review each line's Dispatched quantity (and its batches) against the Received Qty field, which is pre-filled with the dispatched amount but can be reduced if something's missing or damaged.
1. Click “Confirm Receipt” to add the stock into the destination branch.
	Note:  A transfer must be received by a user assigned to the destination branch, and not by the person who dispatched it — this gives you a second pair of eyes on every transfer. If a quantity is reduced on receipt, the shortfall comes off the latest-expiring batch.



A transfer can also be cancelled with “🚫 Cancel Transfer” before it's received, by a user at the source branch; the stock (and its batches) goes back to the source branch.
If your business keeps average cost per branch (section 8.7), transferred stock takes the sending branch's cost with it, and is blended into the receiving branch's cost when it's received. A cancelled transfer goes back into the sending branch's cost.
[bookmark: _Toc243479275]14. Direct Deliveries (Distributor)
	Who can do this:  Requires distributor.manage, and is only available on plans that include the Direct Deliveries feature (Enterprise, or the Distributor Deliveries add-on on Growth).



Use this for goods that go straight from a supplier's truck to a customer without ever sitting in your own stock — it records the supplier purchase and the customer sale together, in one transaction, without touching warehouse stock levels. Both are recorded at your active branch.
[bookmark: _Toc243479276]14.1 Recording a direct delivery
1. Finance → Direct Deliveries → create new.
1. Select the Supplier (Outflow) and the Customer (Inflow) — each shows its current balance.
1. Search and add products; edit Unit Cost, Unit Selling price, and Qty per line — a live Net Margin is shown for each.
1. If truck & driver recording is on, fill in the 🚚 Truck & Driver fields — they're saved on both the customer sale and the supplier purchase.
1. Add Transaction Notes if needed.
1. In the Delivery Summary, set an overall Discount % and Tax % (taken out of the prices or added on top, as for purchases — section 12.2) and review Sale Subtotal, Purchase Subtotal, Final Sale (Customer), Final Purchase (Supplier), and Net Estimated Profit.
1. Set the Customer Payment (method — including Deposit — amount paid, and Inflow Account) and the Supplier Payment (method, amount paid, Outflow Account).
1. Click “🚚 Record Distributor Delivery.”
	Note:  Customer payment follows the same rules as the POS: Deposit draws at most the customer's deposit balance (the rest is left owing); a customer holding a deposit can't take the sale on credit; and the sale can't take the customer past their credit limit.


[bookmark: _Toc243479277]15. Financial Accounts
	Who can do this:  Viewing requires financial_accounts.access. Adding a new account additionally requires the Growth+ “manage financial accounts” plan feature (on Core, the Finance Pack add-on).



This is where cash, bank, and mobile money balances live, and how money moves between them.
[bookmark: _Toc243479278]15.1 Cash, bank, and mobile money accounts
Cash — every branch has its own Cash account (a branch's physical till), created automatically when the branch is created and named after it, e.g. “Kasoa Branch Cash Account.” Cash accounts can't be created by hand or moved to another branch.
Bank and Mobile Money — added by you. In a multi-branch business, each can be Company-wide (all branches) or tied to one branch. Only company-wide users can create or edit a company-wide account; a branch-level admin picks one of their own branches.
Suspense — the holding account used by the Suspense Account feature (Chapter 18). It isn't offered when choosing an account to pay into or out of.
[bookmark: _Toc243479279]15.2 Adding an account
1. Finance → Financial Accounts → “+ Add Account.”
1. Enter the Account Name, choose an Account Type (Bank or Mobile Money), and fill in Provider and Account/Phone Number.
1. In a multi-branch business, choose the Branch: “Company-wide (all branches)” or a single branch.
1. Enter the Initial Opening Balance.
1. Click “Create Account.”
	Note:  Once created, an account's Type and Balance are locked and can't be edited directly — this keeps its transaction ledger consistent. Balance only changes through recorded transactions. A bank or mobile money account's branch can be changed later with ✏ Edit.



[bookmark: _Toc243479280]15.3 Moving funds between accounts
1. Click “🔄 Move Funds.”
1. Choose a Source Account and a Destination Account (they must differ) and enter the Amount.
1. Add optional Transfer Charges/Fees and Notes.
1. Click “Confirm & Move Funds.”
	Note:  Blocked automatically if the amount is zero/negative or exceeds the source account's balance.



[bookmark: _Toc243479281]15.4 Account ledger
“View Ledger” on any account shows its full transaction history, filterable by Type and date range, with a “⬇ Export CSV” option (Growth+).
	Note:  A branch's last remaining active account cannot be deactivated — each branch always needs at least one place to record money against.


15.5 Counting the cash
	Who can do this:  Requires Count Cash (cash.count), which the Admin and Staff roles have. On Core, and on Growth without the Custom Roles add-on, cashiers can count too while Settings → Point of sale → “Cashiers can count the cash” is on (section 21.5); with custom roles, give the permission to any role (section 21.2). Available on every plan.



At closing, count the cash in your branch's drawer and enter the total. The system compares it with what the drawer should hold at that moment, the branch's Cash account balance, and records any shortage or overage. Admin and Staff find it under Finance → 💵 Count Cash; cashiers next to 🛒 POS at the top of the screen. It's also on the Daily Cash Report (section 19.5).
Counting the drawer
1. Open 💵 Count Cash. If you can count more than one branch's drawer, choose the Cash drawer.
1. Count every note and coin in the drawer, and enter the total in Cash counted.
1. Add a Note if you need to, for example the reason for a shortage.
1. Click “Save count” and confirm.
Shortages and overages
If the count differs from what the drawer should hold, the difference is recorded on the Cash account as “Cash short at count” or “Cash over at count.” The account then matches the cash really in the drawer, so the next count only checks what happened since. Shortages and overages show in the Daily Cash Report and the account's ledger, and every count is in the Audit Log.
	Note:  A count can't be changed or deleted. If you counted wrong, count again: the new count puts the difference right.



Sales after the count
A count checks the drawer at the moment it's saved. If a customer buys something afterwards, sell as usual: the cash goes into the drawer and into the cash carried forward to the next day, and the next count checks it. The Daily Cash Report shows how much came in after the last count.
Counting blind
Anyone who can't open Financial Accounts, such as a cashier, counts blind: they don't see what the drawer should hold, before or after counting, or the difference. After saving they see “Count saved. Thank you.” Anyone who can open Financial Accounts sees the result in the Daily Cash Report. Counting blind is the usual practice: the count is what's really in the drawer, not a number made to match.
[bookmark: _Toc243479282]16. Customer Transactions
	Who can do this:  Requires transactions.manage.



Finance → Customer Transactions is the central ledger of every deposit, payment, credit sale, refund, and adjustment across all customers (excluding the default walk-in customer), for your branch. Deposits themselves are recorded from the customer's own page (see Chapter 6).
Filter by Search (customer/phone/notes), Customer, Type (Deposit / Payment / Sale (Credit) / Refund / Adjustment / Opening debt), and a date range, then click “Filter.” “📤 Export Transactions” exports whatever is currently filtered.
[bookmark: _Toc243479283]17. Expenses
	Who can do this:  Requires expenses.manage and the Growth+ “expenses” plan feature (on Core, the Finance Pack add-on).



[bookmark: _Toc243479284]17.1 Recording an expense
1. Finance → Expenses → “Record Expense.”
1. Choose the Expense Date and the account to Pay From.
1. Pick an existing Category or type a New Category.
1. Enter a Description/Particulars and the Net Amount.
1. Add optional Transaction Charges and Notes.
1. Click “Record & Pay Expense.”
	Note:  Blocked if the amount is zero or the paying account doesn't have enough balance. Deleting an expense afterward reverses the deduction and restores the account balance automatically.


[bookmark: _Toc243479285]18. Suspense Account
	Who can do this:  Requires suspense.manage and the Growth+ “suspense” plan feature (on Core, the Finance Pack add-on).



Use this when money lands in a bank or mobile money account and you don't yet know which customer it belongs to — it lets you record the money without losing track of it, then match it to the right customer once you find out.
[bookmark: _Toc243479286]18.1 Recording an unidentified deposit
1. Finance → Suspense Account → “➕ Record Unknown Deposit.”
1. Enter the Amount and choose which account it was Received in.
1. Optionally enter a Reference No / Transaction ID and a Description/Notes.
1. Click “✓ Save Deposit.”
[bookmark: _Toc243479287]18.2 Resolving it once you know the customer
1. On the Pending Identification tab, click “🕵 Assign to Customer” on the relevant row.
1. Choose the customer to Assign to, and add optional Resolution Notes.
1. Click “✓ Complete Resolution.”
	Note:  Resolving a deposit increases that customer's balance and automatically applies the funds to their oldest outstanding unpaid or partially-paid credit sales first. Resolved items move to the Resolution Log tab. Deleting an entry fully reverses every balance effect it caused.


[bookmark: _Toc243479288]19. Reports
Most reports can be filtered by a Period preset (Today, Yesterday, This Week, Last Week, This Month, Last Month, This Quarter, This Year, Last Year) or a Custom date range. Reports show your branch; company-wide users see the branch chosen in the header, or every branch with “All branches.” Most reports can be printed, and exported to CSV on Growth+.
If your business sets prices or keeps average cost per branch (sections 8.6 and 8.7), the stock reports use the prices and costs of the branch you're viewing. With “All branches,” each branch's stock is valued at its own price and cost.
[bookmark: _Toc243479289]19.1 Available on every plan
	Report
	What it shows

	Sales Report
	Sales in the period, filterable by payment method, payment status, and cashier

	Stock Valuation
	Current value of stock on hand

	Stock by Branch
	Stock levels of every product, one column per branch plus a total, with average cost and stock value. Filter by Branch, Category, Product / SKU, and Stock Status (In Stock / Low / Out); sort by name, stock, or value; export to Excel.

	Top Selling
	Best sellers by quantity, revenue, or profit, filterable by category and result limit

	Low Stock Alert
	Products under their reorder level, with severity and days-until-stockout, filterable by category

	Expiry Report
	Only while batch tracking is on. Every tracked batch, earliest expiry first: product, branch, batch no., expiry date, days to go, status, quantity, and value at cost. Summary cards for Expired, Expiring within N days, Unknown Expiry, and All Tracked Stock. Filter by status (default: “Needs attention”) and category.

	Damaged Stock
	Only while damaged stock is switched on (section 9.4). Damaged items in stock now, per product, with their value at cost and at the normal price. For a period: how many were marked damaged, sold (with their normal price, what they sold for, and the discount given), returned or written off, and cleared as a mistake. Filter by period and category.

	Tax Report
	Tax charged on sales (output tax) and paid on purchases (input tax) for a period, each by rate, with the sales and purchases that carried no tax, and the Net tax payable (or refundable). Periods: This Month, Last Month, This Quarter, This Year, or a custom range. Print it, or export every taxed sale and purchase — with the customer's or supplier's TIN — to CSV.

	Daily Cash
	Only with Access Financial Accounts. One cash drawer, day by day: cash brought forward, money in and out, money sent to the bank and mobile money, cash counts, and what's carried forward. See section 19.5.



[bookmark: _Toc243479290]19.2 Advanced reports (Growth & Enterprise only)
On the Core plan, the Advanced Reports add-on adds these reports.
	Report
	What it shows

	Receivables
	Outstanding customer debt, with 0/30/60/90+ day aging buckets and risk level. Opening debts are aged from the date they're owed since (section 6.3).

	Payables
	Outstanding supplier debt, sortable by amount, name, or age, including opening debts (section 7.3). Payments made on a supplier's page count against their oldest debts.

	Profit & Loss Statement
	Revenue, cost of goods sold, gross profit, operating expenses, and net profit for a period, with category breakdown, a daily trend, and comparison to the prior period. Only for those who can see profit (section 19.4).

	Dead Stock
	Products with no sales in a chosen number of days (default 90) that are still holding stock value

	Profit Margins
	Per-product margin analysis, sortable by margin, profit, or revenue. Only for those who can see profit (section 19.4).

	Customer Credit Settlement
	Multi-branch only. When customers deposit money at one branch and spend it at another, this shows each branch's Deposits Issued, Credit Redeemed, amount already Settled, and Net Position — plus a Suggested Settlement table saying which branch should pay which, and how much.

	Branch Performance
	Multi-branch, company-wide users only. Branches ranked by revenue for the period, with sales count, average sale value, gross profit, and margin. Only for those who can see profit (section 19.4).



[bookmark: _Toc243479291]19.3 Settling customer credit between branches
1. Reports → 🔁 Customer Credit Settlement, and choose the period you're settling.
1. In the Suggested Settlement table, find a row (From branch → To branch, Amount Owed) and click “Record Settlement →.”
1. On the transfer screen, which only offers the two branches' accounts, confirm the money movement.
	Note:  A settlement recorded through the report's link is remembered against that period: re-run the report for the same period and it's netted out, so the same amount isn't shown as owed twice.



	Note:  Profit figures use each sale's cost at the time it was made, so a later purchase at a different price doesn't change the profit already reported for past periods.



	Note:  Services (section 8.5) count in sales and profit like products, using their cost per service. They have no stock, so they aren't in the stock reports.



	Note:  Revenue and profit in reports leave out any tax charged on sales — that money is owed to the tax authority. Amounts customers paid and still owe include it.



	Note:  On a plan without advanced reports, these appear greyed out in the Reports menu marked “🔒 Advanced reports (upgrade).”


[bookmark: _Toc243256113][bookmark: _Toc243479292]19.4 Who sees profit
Not everyone needs to see how much the business makes. Only these users see its profit:
Core and Growth: users with the Admin role, unless your plan has custom roles.
Enterprise: users whose role has the View Profit permission (profit.view). The Admin role has it, and you can give it to any other role (section 21.2). This also applies on Growth with the Custom Roles add-on.
Everyone else:
Doesn't see Profit & Loss, Profit Margins, or Branch Performance in the Reports menu, and can't open or export them.
Sees the Dashboard without today's and this month's profit, and without the profit line on the trend chart. Top Products and Category Performance are ranked by quantity and revenue instead.
Sees Top Selling and Stock Valuation without their profit, potential profit, and margin columns, and gets the Stock Valuation, Top Selling, and Dead Stock exports without them.
	Note:  Product costs, and the margin on a product's own page, are still shown to anyone who can see products. Cashiers land on the POS when they log in, and can open the Dashboard from the menu for its stock alerts. Direct Deliveries still show their markup to anyone who can manage them (Chapter 14).



19.5 Daily Cash Report
	Who can do this:  Requires financial_accounts.access, because it shows cash balances. Available on every plan. A branch-level user sees only their own branch's cash accounts.



Reports → 💵 Daily Cash follows the cash in one drawer, a branch's Cash account, day by day. Choose the Cash account and a Period; it opens on today, for your branch.
One day
Cash: brought forward from the day before; money in (cash sales, payments on earlier sales and opening debts, customer deposits, money received from other accounts, cash over at a count); money out (refunds, expenses, payments to suppliers, sent to bank, sent to mobile money, transfer charges, cash short at a count); and carried forward, what should be left in the drawer at the end of the day (“Cash at hand now” for today).
Sales: the branch's sales for the day by how they were paid (cash, mobile money, bank, customer deposit, credit), and what's still owing on them.
Cash counts: each count, with who counted, what should have been in the drawer, what was counted, and whether it was short, over, or matched (section 15.5). A line says how much came in or went out after the last count.
Money moved: each transfer to or from the drawer, with its time, the other account, and who made it.
Cash sales is the cash taken at the till on the day of the sale. Money taken later for a sale made on an earlier day is a payment on an earlier sale.
Several days
For a longer period there's a row per day: sales, brought forward, money in, sent to bank, sent to mobile money, other money out, short or over at count (“Not counted” on days without one), and carried forward. Each day's carried forward is the next day's brought forward. Click a day to see it in full. A period can be up to 92 days.
Changed since counted
A count is marked “Changed since counted” when something was recorded afterwards under a time before the count, an import of past sales, say. That changes what the drawer should have held when it was counted, so check that count again.
	Note:  The report needs every deposit of cash to the bank or mobile money recorded as a transfer (Finance → Financial Accounts → 🔄 Move Funds, section 15.3). Cash sent but not recorded stays in the drawer's carried forward.



[bookmark: _Toc243479293]20. Import & Export
	Who can do this:  Requires the Growth+ “imports/exports” plan feature (on Core, the Import & Export add-on), plus the matching module permission for the data you're importing/exporting. Audit Log export is exempt from the plan requirement, for compliance reasons.



[bookmark: _Toc243479294]20.1 Importing data
1. Open Import from the relevant module (Categories, Products, Suppliers, Customers, Purchases, or Sales).
1. Click “Download Template” and fill it in — its sample rows show every accepted variation; replace them with your own data.
1. Drag your completed CSV onto the upload area, or click to browse (max 5 MB).
1. Choose what happens “If Duplicate Found”: Skip Duplicate, or Update Existing (Categories, Suppliers, and Customers only — blank cells keep the current value, they never erase it).
1. Click “Preview Import →”, review the rows the system found, and confirm to commit them.
	Import type
	Required columns and key rules

	Categories
	name. Matched by name; updating only changes the description.

	Products
	sku, name, category, supplier, selling_price. Category and supplier must already exist (supplier by company name or code). current_stock is set at your active branch. Blank cost_price = 0, reorder_level = 10, unit = pcs.

	Suppliers
	company_name — plus phone for a new supplier, which can't match another supplier's phone. Optional tin.

	Customers
	full_name, phone. Matched by phone, which must be unique. Optional tin.

	Purchases
	supplier, sku, quantity, unit_cost. Rows sharing supplier + invoice_number become one purchase. payment_method is cash / mobile / bank / cheque / credit (blank = credit). payment_account is an account name or number (blank = your branch's account for that method). Stock is received at your active branch.

	Customer opening debts
	customer, amount, owing_since. One row per amount owed; customer is a phone or customer code. See section 6.3.

	Supplier opening debts
	supplier, amount, owing_since. Supplier by company name or code. See section 7.3.

	Sales
	sale_date, sku, quantity. Sales made between a stock count and your first day on IBS; rows sharing a receipt_number become one sale. Optional truck_number, driver_name, and driver_phone while truck & driver is on. Needs Back-date Sales. See section 4.7.



When truck & driver recording is on, Purchases also take optional truck_number, driver_name, and driver_phone columns — taken per invoice from its first row that has them (see section 11.5).
When batch tracking is on, Products also take optional track_expiry (yes/no), batch_number and expiry_date (YYYY-MM-DD) columns, and Purchases take batch_number and expiry_date. A blank expiry date means “unknown expiry”, and one purchase can list the same product on several rows, one per batch.
Customers and Suppliers also take an optional tin column. It's tidied the same way as on screen (section 12.5), and a TIN that isn't valid marks the row as an error in the preview.
When selling services is on, Products also take optional type (product or service — blank means product for a new row, unchanged for an existing one) and price_at_sale (yes or no) columns. A service needs no supplier and can't have current_stock or a batch, and a price-at-sale service may have a selling_price of 0. A product that has stock can't be imported as a service, and the purchase import refuses services.
When branch prices are on (section 8.6), Products also take an optional branch_selling_price column: the price at your active branch. Blank keeps that branch's price; standard puts it back on the standard price. An existing product's selling_price can then be left blank to keep its standard price, and only company-wide users can change it. To set prices for several branches in one file, use the Branch Prices import (Inventory → Products → “🏬 Branch Prices”), with the columns sku, branch, and price.
	Note:  Numbers only in number columns — no currency symbols or thousands separators. Blank lines and “CSV UTF-8” files saved from Excel are fine.



[bookmark: _Toc243479295]20.2 Exporting data
“Export” buttons appear throughout the system — on Customer Transactions, Account Ledgers, the Audit Log, and most Reports (including Stock by Branch and the Expiry Report) — and download a CSV of whatever is currently filtered on screen. The sales export lists each line item once, with that line's share of any whole-cart discount, and — while truck & driver recording is on — truck_number, driver_name, and driver_phone columns. The Reports → Sales Report export gets matching Truck, Driver, and Driver's Phone columns. Both the sales export and the purchases export (Finance → Purchases → “📤 Export Filtered”) have net_line_total, tax_percent, tax_amount, and gross_line_total columns; the purchases export also gives unit_cost_excl_tax. The customer and supplier exports include a tin column, and the Tax Report has its own export (section 19.1). While selling services is on, the products export has type and price_at_sale columns; the stock exports leave services out.
While branch prices are on, the products export has a branch_selling_price column for your branch, and the Branch Prices page has “Download Current Prices” for every branch you can price (section 8.6).
Users who can't see profit (section 19.4) get the Stock Valuation, Top Selling, and Dead Stock exports without their profit columns, and can't export Profit & Loss or Profit Margins.
[bookmark: _Toc243479296]21. Administration
[bookmark: _Toc243479297]21.1 Users
	Who can do this:  Requires users.manage. A branch-level admin only sees and manages users at their own branch, and can't manage company-wide users.



Creating a user
1. Administration → Users → “Add User.”
1. Enter Full Name and a unique Username.
1. Choose a Role: Cashier (POS and sales only), Staff (all features, no user management), Admin (full access including user management), or any custom role your business has created.
1. If your business has multiple branches, choose the user's Branch (one only) and their Visibility: Branch-level (the default — sees only that branch) or Company-wide (sees every branch; only a company-wide admin can grant this). Make anyone who should change Settings, roles, or branches Company-wide (section 21.5).
1. Set a Password and Confirm Password (minimum 6 characters).
1. Leave “Active (can log in)” checked, and click “Create User.”
	Note:  Your plan caps how many active users you can have: 3 on Core, 8 on Growth, unlimited on Enterprise. Extra users can be added to Core and Growth as an add-on; Settings → General shows your limit. Reactivating a user also needs a free place.



Managing an existing user
Edit — change their details, role, branch, or visibility
Change Password — sets a new password for them and forces them to log in again
Deactivate / Activate
Unlock — shown when an account is locked after 5 failed login attempts
[bookmark: _Toc243479298]21.2 Roles & Permissions
	Who can do this:  Requires roles.manage, and custom roles: included in Enterprise, an add-on on Growth, and not available on Core. With more than one branch, only company-wide users can add, change, or delete a role; a branch-level user can open the roles to look.



Administration → Roles lists built-in roles (Admin, Staff, Cashier — these can't be deleted) alongside any custom roles you've created. “+ Add Role” opens a name field and a checkbox grid of permissions grouped by category.
	Note:  The Admin role can never lose the users.manage or roles.manage permissions — if unchecked, they're automatically re-added on save, so you can't accidentally lock yourself out. A role currently assigned to a user can't be deleted. When building a custom role for anyone who sells, remember to tick “Access Sales / POS.”



Built-in role defaults
	Role
	Access

	Admin
	Every permission in the system

	Staff
	Everything except Users, Settings, Roles, Branches, Audit Log, Stock Transfers, Back-date Sales, Edit / Void Sales, and View Profit

	Cashier
	POS and Sales (Access Sales / POS) — none of the management permissions. On Core and Growth, also Count Cash while Settings → “Cashiers can count the cash” is on.



Full permission reference
	Permission
	Controls

	users.manage
	Manage Users

	settings.manage
	Manage Settings (also the Subscription page's unlock code)

	roles.manage
	Manage Roles & Permissions

	branches.manage
	Manage Branches

	audit.view
	View Audit Log (and the Dashboard's high-risk change alerts)

	products.manage
	Manage Products

	categories.manage
	Manage Categories

	stock.manage
	Manage Stock (in/out/adjustments)

	stock.transfer
	Transfer Stock Between Branches

	stock.mark_damaged
	Mark Stock as Damaged (and clear a mistaken mark) — see section 9.4

	suppliers.manage
	Manage Suppliers

	purchases.manage
	Manage Purchases

	customers.manage
	Manage Customers

	transactions.manage
	View Customer Transactions

	distributor.manage
	Manage Direct Deliveries

	sales.access
	Access Sales / POS (and proformas)

	sales.backdate
	Back-date a sale in POS

	sales.edit
	Edit / Void Sales (and cancel proformas)

	financial_accounts.access
	Access Financial Accounts

	cash.count
	Count Cash: count a drawer at closing (section 15.5)

	expenses.manage
	Manage Expenses

	suspense.manage
	Manage the Suspense Account

	profit.view
	View Profit: profit in reports, exports, and on the Dashboard (section 19.4)



[bookmark: _Toc243479299]21.3 Branches
	Who can do this:  Requires branches.manage. Core and Growth include one branch, and more can be added as an add-on; Enterprise has no limit. Only company-wide users can add a branch or switch one on or off; a branch-level admin can open and edit only their own branch.



1. Administration → Branches → “+ Add Branch.”
1. Enter the Branch Name and, optionally, its Name on Receipts, Address, and Phone. They print at the top of the branch's receipts, goods-received notes, and proformas; any left blank print the business's (section 21.5).
1. Click “Create Branch.”
The new branch automatically gets its own Cash account (see section 15.1).
The Branches page shows how many of your branches are in use. When they all are, “+ Add Branch” is replaced by “All your branches are in use. Contact your provider to add another.” Reactivating a branch also needs a free place.
	Note:  Branches are never deleted, only deactivated (to preserve their history), and the last remaining active branch can't be deactivated.



[bookmark: _Toc243479300]21.4 Audit Log
	Who can do this:  Requires audit.view.



A read-only record of who changed what — voids, permission changes, and edits to users, branches, accounts, and settings. Filter by User, Action, Entity, and a date range; check “Include archived (1+ year old)” to search older history; “Export” downloads the filtered rows (this export is available on every plan). Opening the Audit Log marks the Dashboard's high-risk change alerts as seen.
	Note:  The Audit Log is branch-scoped like Sales and Purchases history — a branch-level user sees only that branch's entries. System-wide entries, such as role changes, are only visible to company-wide viewers.



[bookmark: _Toc243479301]21.5 Settings
	Who can do this:  Requires settings.manage. With more than one branch, only company-wide users change the settings. A branch-level admin sees them greyed out, and changes only their own branch's details in the Receipts section, saved with “Save receipt details.”



Administration → Settings groups its options into five sections — General, Receipts, Point of sale, Tax, and Optional features — listed down the left of the page (across the top on a phone); click one to jump to it. Each on/off option is a switch with a one-line explanation under it; click “How this works” for the full explanation. Options that depend on another, such as the tax rate and the expiry options, only appear while it is switched on. Change what you need, then click “Save settings” — the button stays at the bottom of the screen as you scroll.
	Setting
	What it does

	General → Current plan
	Your plan, any add-ons, and how many users you can have. Changing plans or adding features isn't self-service; contact your provider.

	General → Timezone
	What “now” means everywhere — sale and purchase timestamps, reports, exports. Pick where the business operates; the local time is shown under it. Takes effect for everyone from their next page load.

	Receipts → Business details
	The business name, address, and phone printed at the top of receipts, goods-received notes, proformas, and customer statements. The name is required. A phone can hold two numbers, e.g. “024 123 4567 / 020 765 4321”. With more than one branch, only a company-wide admin changes these.

	Receipts → each branch (multi-branch only)
	A branch's Name on Receipts, Phone, and Address, printed on that branch's receipts, goods-received notes, and proformas. Leave any blank to print the business's. Customer statements always show the business's details. A company-wide admin sees every branch here; a branch-level admin only their own.

	Point of sale → Discount type
	Percentage or Flat amount, for both cart-item discounts and the order discount beside the POS total.

	Point of sale → Start each sale with Walk-in Customer selected
	Switch off if most of your sales go to registered (often credit) customers and you'd rather the cashier always chose one.

	Point of sale → Show account balances to all staff
	Switch off to hide account balances wherever staff choose an account (POS, purchases, expenses, deposits); only roles with Financial Accounts access keep seeing them.

	Point of sale → Cashiers can count the cash
	Core, and Growth without the Custom Roles add-on. Lets cashiers count the drawer at closing; Admin and Staff always can. Cashiers count blind. See section 15.5.

	Tax → Taxpayer Identification Number (TIN)
	Your business's TIN, printed on receipts, goods-received notes, and customer statements. See section 12.5.

	Tax → Charge tax on sales
	Charges tax on POS sales at the Default tax rate shown under it. See Chapter 12.

	Tax → Selling and cost prices include tax
	Whether your prices already include tax, or tax is added on top. See section 12.2.

	Optional features → Record truck & driver on sales and purchases
	Enterprise, or an add-on. Adds optional truck number, driver's name, and driver's phone fields to the POS, purchases, and direct deliveries. See Chapter 11.

	Optional features → Track batches and expiry dates
	Growth & Enterprise, or an add-on. Turns batch and expiry tracking on; the “expiring soon” warning period and whether expired stock can be sold appear under it. See Chapter 10.

	Optional features → Sell services as well as products
	Enterprise, or an add-on. Lets a product be set up as a service, which sells with no stock. See section 8.5.

	Optional features → Proforma invoices
	Growth & Enterprise. Adds Finance → Proformas, with how many days a new proforma is valid for and the default terms printed on it. See section 4.6.

	Optional features → Keep count of damaged stock
	Enterprise, or an add-on. Keeps count of damaged goods that may still be sold at a discount, and adds the Damaged Stock report. See section 9.4.

	Optional features → Set a different selling price at each branch
	Multi-branch only. Lets each branch sell a product at its own price; the product's selling price becomes the standard price. See section 8.6.

	Optional features → Keep average cost per branch
	Multi-branch only. Each branch keeps its own average cost, so its purchases only change its own cost and profit. See section 8.7.



	Note:  If the Tax section, or the truck & driver, services, proforma, or damaged stock switch, is missing, your installation hasn't had that update yet — contact your provider. On the Core plan, Proforma invoices shows as not included. A truck & driver, batch & expiry, services, or damaged stock switch your plan doesn't include shows “Included in the … plan, or available for your … plan as an add-on. Contact your provider to add it.” instead. One your business already used when the system was updated stays on. The branch price and branch cost switches only show when your business has more than one branch.



[bookmark: _Toc243479302]21.6 Subscription
Administration → 🔑 Subscription shows the status of your subscription and is where a renewal (unlock) code is entered. Any user is taken here automatically if the system is locked.
	Status
	Meaning

	Active
	Paid up. Shows the date it's active until and the days remaining.

	Renew soon
	Within 14 days of expiry. A yellow banner appears on every page; everything still works.

	Grace period
	Expired, but within the 5-day grace period. Everything still works — renew now to avoid being locked out.

	Locked
	More than 5 days past expiry. Every page redirects to Subscription until a new code is entered.



Renewing
1. Open Administration → 🔑 Subscription and copy the Installation ID.
1. Send the Installation ID to your provider with your renewal request. The code you receive only works on your installation.
1. Paste the full code exactly as received (it starts “IBS3-”; older “IBS2-” codes still work) into “Enter unlock code” and click “Activate.”
	Who can do this:  Only users with settings.manage can enter an unlock code. Other users see “Ask an administrator to enter a renewal code to restore access.”



	Note:  An IBS3 code also carries your plan, add-ons, and extra users and branches: entering it sets them to exactly what the code lists. A code older than one already entered is refused with “A newer code has already been entered on this installation.”


[bookmark: _Toc243479303]22. Plan Tiers & Feature Availability
The system ships in three tiers — Core, Growth, and Enterprise — from a single codebase. Your plan is set on the server side; there's no self-service upgrade button. Contact your provider to change tiers.
Most features a plan leaves out can be added to it as an add-on, for an extra fee: they're marked “Add-on” below. The expenses, suspense, and new-account features come together as the Finance Pack add-on. Settings → General → Current plan lists the add-ons you have.
	Feature
	Core
	Growth
	Enterprise

	Auth, roles, customer/supplier/product management, sales, purchases, inventory, credit & deposits
	Yes
	Yes
	Yes

	Basic reports (sales, stock valuation, stock by branch, top selling, low stock)
	Yes
	Yes
	Yes

	Batch & expiry tracking and Expiry Report (switched on in Settings)
	Add-on
	Yes
	Yes

	Truck & driver on sales and purchases (switched on in Settings)
	Add-on
	Add-on
	Yes

	Tax on sales, TINs, and the Tax Report (switched on in Settings)
	Yes
	Yes
	Yes

	Damaged stock and the Damaged Stock report (switched on in Settings)
	Add-on
	Add-on
	Yes

	Services sold alongside products (switched on in Settings)
	Add-on
	Add-on
	Yes

	Proforma invoices (switched on in Settings)
	Add-on
	Yes
	Yes

	Advanced reports (receivables, payables, P&L, dead stock, profit margins)
	Add-on
	Yes
	Yes

	Bulk import/export
	Add-on
	Yes
	Yes

	Suspense transactions
	Finance Pack add-on
	Yes
	Yes

	View financial accounts & transfer funds
	Yes
	Yes
	Yes

	Create new financial accounts
	Finance Pack add-on
	Yes
	Yes

	Expenses tracking
	Finance Pack add-on
	Yes
	Yes

	Direct Deliveries (Distributor)
	—
	Add-on
	Yes

	Multi-branch (stock/sales/purchases, transfers, per-branch cash)
	Add-on, per extra branch
	Add-on, per extra branch
	Yes

	Customer Credit Settlement & Branch Performance reports
	With add-ons
	With add-on
	Yes

	Prices and average cost per branch (switched on in Settings)
	With add-on
	With add-on
	Yes

	Custom roles / granular permissions
	—
	Add-on
	Yes

	Who sees profit (section 19.4)
	Admin role
	Admin role (View Profit permission with the Custom Roles add-on)
	View Profit permission

	Max active users
	3, more as an add-on
	8, more as an add-on
	Unlimited


[bookmark: _Toc243479304]Appendix A: Frequently Asked Questions
I forgot my password. What do I do?
There's no self-service reset. Ask your administrator to reset it for you from Administration → Users → Change Password.
My account is locked. Why?
5 incorrect password attempts in a row locks an account for 15 minutes. Wait it out, or ask an administrator to click “Unlock” on your user record.
Every page takes me to the Subscription page.
The subscription has expired and its 5-day grace period has passed. An administrator needs to enter a renewal code there — see section 21.6.
A menu item I expect to see is missing.
Two possible reasons: your user account doesn't have the matching permission (ask an administrator to check Roles & Permissions), or the feature isn't included in your plan tier and hasn't been added as an add-on (see Chapter 22). Some items also only appear when a feature is switched on — Stock Transfers needs multi-branch, and the Expiry Report needs batch tracking.
I voided a sale/purchase by mistake. Can I undo it?
No — voiding is irreversible. You'll need to re-enter the sale or purchase from scratch.
I don't see the Void Sale or Edit button.
Both need the “Edit / Void Sales” permission. They're also hidden on a sale that has already been voided.
Why won't the POS let a walk-in customer pay only part of the bill?
Walk-in sales must be paid in full. Select the customer from your customer list (or add them) to leave a balance owing, within their credit limit.
A product isn't showing up, or won't go into the cart, at the POS.
Check that it's marked Active in Inventory → Products (reactivate it if not) and that your branch has stock of it. For a batch-tracked product, all of its stock may be expired — expired stock can't be sold unless your Settings allow it.
I can't receive a transfer I dispatched.
That's deliberate: a transfer must be received by someone else who is assigned to the destination branch.
How do I stop getting low-stock warnings for a product?
Raise its Reorder Level to 0 or a lower number on the product's edit page, or restock it.
The truck number I typed was saved differently.
That's deliberate. Truck numbers are saved in capitals with tidy spacing, and if the same truck is already on record written differently (for example “GR-1234-20” and “GR 1234 20”), the earlier spelling is reused so the truck's sales and purchases can be found together. Driver names work the same way, ignoring capitals, and a name typed all in small letters or all in capitals is saved with each word capitalized.
Why does a batch say “Unknown expiry”?
It's stock that was already on hand when tracking was switched on for the product, or stock received without an expiry date (for example through an import with a blank expiry_date). It's sold first. Write it off with Stock Out, or check the shelf and re-receive it with the right date.
I changed the tax rate at the POS, but the total didn't change.
That's expected when your prices include tax (Settings → Tax). The shelf price is what the customer pays; changing the rate only changes how much of it is recorded as tax, and at 0% the whole amount counts as revenue. When tax is added on top instead, the total does change with the rate.
Why is a product's cost price lower than what I paid the supplier?
When your prices include tax, the product's cost price is what the goods cost without tax — tax paid on purchases is claimed back, so it isn't part of the stock's cost. The next purchase still starts at the cost you entered last time, tax included.
The POS says only part of a product's stock is undamaged.
The rest is marked damaged (section 9.4). Switch the cart line to Damaged to sell those items, or, if they aren't damaged after all, clear them on the product's Damaged page in Stock Management.
Proformas is missing from the Finance menu.
Proformas need the Growth or Enterprise plan and the “Proforma invoices” switch in Settings → Optional features (section 4.6).
Some items were missing from the cart when I converted a proforma.
The POS leaves out items that are no longer sold or have no stock at your branch, and reduces a quantity to the stock you have. Each change is listed above the cart. Restock, or sell what you have and quote the rest again.
Why can't I find a service in Stock Management or on a purchase?
Services have no stock, so they're left out of everything about stock: Stock Management, purchases, direct deliveries, and transfers. They're sold at the POS and listed under Inventory → Products (section 8.5).
I can't change a product into a service.
A product with stock can't become a service. Take its stock out first with Stock Out or a stock adjustment, then change its Type.
I can't change a product's selling price.
While branch prices are on (section 8.6), only company-wide users can change a product's standard selling price, because every branch without its own price sells at it. Set your branch's own price under “Price at each branch” instead, or ask a company-wide user to change the standard price.
Why does a product cost more at one branch than another?
Your business keeps average cost per branch (section 8.7): each branch's cost follows what its own purchases, and stock transferred to it, cost. The product page shows your branch's cost, with the business-wide cost in brackets.
I can't see Profit & Loss, or the profit on the Dashboard.
Profit is only shown to those allowed to see it: the Admin role on Core and Growth, or roles with the View Profit permission on Enterprise or with the Custom Roles add-on (section 19.4). Ask your administrator.
A customer owed us money before we started using IBS. How do I enter it?
Add it as an opening debt on the customer's page, with the date it has been owed since (section 6.3). Don't enter it as a sale: that would count it as revenue and take stock out.
We counted our stock a few days before going live. Do we need to count again?
No. Record the purchases made since the count, then import the sales (section 4.7). They come off the counted stock.
Why does a purchase say it's covered by payments on the supplier's account?
A payment made on the supplier's own page isn't tied to one purchase, so it counts against their oldest purchases and opening debts first (section 7.3). Record Payment starts at what's still owed.
A switch in Settings → Optional features says it's included in another plan.
Your plan doesn't include that feature, so it can't be switched on. It can be added as an add-on: contact your provider (Chapter 22).
I sold something while viewing All branches. Which branch got the sale?
Your active branch — the one named in the “🏢 Selling from” label at the top of the POS. “All branches” only combines what you see in lists and reports. To sell from another branch, pick that branch in the switcher at the top before ringing up the sale (section 2.3).
How do I change the business name or phone on our receipts?
Settings → Receipts (section 21.5). With more than one branch, each branch can print its own name, address, and phone there, or on its page under Administration → Branches; a branch-level admin can change only their own branch's.
Everything in Settings is greyed out.
You're a branch-level admin at a business with more than one branch. Settings apply to every branch, so only a company-wide admin can change them; you can still change your own branch's receipt details under Receipts. If you need more, ask an administrator to make you Company-wide (section 21.1).
Why can't I see how much should be in the drawer when I count?
You're counting blind (section 15.5): only people who can open Financial Accounts see what the drawer should hold. Count every note and coin and enter the total; an admin sees whether it matched in the Daily Cash Report.
I entered the wrong amount when counting the cash.
A count can't be changed. Count again and save the right amount: the new count records the difference, so the cash account matches the drawer again.
Someone bought something after I counted the cash.
Sell as usual. The cash goes into the cash carried forward to the next day, and the next count checks it (section 15.5).
[bookmark: _Toc243479305]Appendix B: Document Information
This manual was produced from the current state of the IBS Business Management System codebase and reflects the screens, fields, and permission names in the application as of the date below. If the application is updated after this date, some field names or workflows described here may change.
Version 1.10 — October 2026 (updated from Version 1.9, October 2026, Version 1.8, October 2026, Version 1.7, October 2026, Version 1.6, October 2026, Version 1.5, October 2026, Version 1.4, October 2026, Version 1.3, October 2026, Version 1.2, October 2026, and Version 1.0, September 2026; see section 1.5 for what changed).
