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Main Screen
1. Drop / Pickup – initiate clothes drop off and pick up. Register new customers.
2. Reports – view and print detailed reports of your business.
3. Marketing – send marketing emails or texts to your customers. Use built-in birthday and New 

Customer filters.
4. Setup Management – manage your system. This is for advanced users only.
5. Utilities – database management for advanced users only.
6. Time Clock – keep track of employee worked hours.

1. Select Employee
2. Enter Password and click Enter
3. Click Clock In or Clock Out.

7. Exit- exit out to Windows.
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NEW CUSTOMER
1.You can search for a 
customer by last four digits of 
phone number, name, or 
invoice number.

2.Enter phone number, 
invoice number, or name.

3. Click Enter(Phone No),
Enter (Name), or Enter 
(Invoice Name).

4. Click “YES” to create new 
customer.

5. Enter customer 
information and Shirt 
Information.

6. Click Save and Dropoff to 
start taking customer.
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a. Click “Hide” on 
virtual keyboard to 
remove it.

b. Click “C” or Clear
to bring back the 
virtual keyboard.

c. Clicking “Main” 
takes you back to 
the Main screen.

d. When clothes are 
ready to be racked 
Click “Racking” to 
assign rack 
number.
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Customer Information
1. General – Phone number, Last Name, 

and First Name are required.
2. You can assign customer’s shirt 

preference.
3. You can assign customer’s starch level 

preference
4. Price Group – You can charge customers 

a different price from default price.
5. Popup Note- Message that pop ups that 

when you select a customer.
6. Invoice Note – Note to print on invoice 

for this customer.

Others
1. Enter this customer’s discount percentage.
2. Enter discount affective date range. 
3. Enter customer’s cell phone number and 
carrier. Check off Allow Text Service to allow 
text message to be sent.

Account / Delivery
Configure pay on Account and Delivery routes 
1. Account Options – Click Create Account 
Group
a. Click “New”
b. Enter information and click OK to save.
2. Billing Options – Click Setup Billing Address 
a. Enter Address and click save.
3.Delivery Options 
a. Check off Delivery Customer to allow 

delivery
b. Check off Account Payment to allow 

account payment
c. Select Route and assign stop No., 1 

being highest priority.
d. Click Create Route – Enter information 

and click “OK” to save route.
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Create Account Group
1. Click “NEW” and enter 

information
2. Click OK to save.
3. Select Account Group on the 

right.
4. Edit or Delete.
5. Click Save to save changed 

information.

Create Billing Address
1. Enter billing information
2. Click OK to save.

Create Delivery Route
1. Click “NEW” and enter 

information
2. Click OK to save.
3. Select Delivery Route on 

the right.
4. Edit or Delete.
5. Click Save to save 

changed information.
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Existing Customer Drop off / 
Pick up
1. Enter last four digits of phone 
number, invoice number or 
name
2. Click Enter(Phone No), Enter 
(Invoice), or Enter (Name) to find 
customer.
3. Proceed to Drop Off or if 
there are invoices to be picked 
up, select invoice and click Pick 
Up. 
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Additional Button Functions
1. Click New Customer to add New 
Customer
2. Click Edit Customer to change 
existing customer information
3. Last 8 Customer displays list of 
last 8 customers that visited the 
store.
4. Open Cash Drawer opens cash 
drawer.
5. VIP Customer lists customers 
with VIP status. VIP status can be 
assigned from Customer’s edit 
page.
6. Quick Drop allows you to quickly 
process drop off transaction. You 
initially  only enter the number of 
pieces of clothing. You enter the 
specific items later by clicking Edit 
Invoice.
7. Click More to access Tag Assign 
and Rack Search.
8. Select an outstanding invoice 
and click Edit Invoice to make 
adjustments.
9. History displays customer’s visit 
history. Past invoices can be 
viewed here.
10. Summary – view sales and 
send Ready to Pick Up text
11.Racking
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Drop Off steps
1. Choose from Dry Cleaning, Laundry, Alteration, Press Only, Others category. Dry Cleaning is default selection.
2. Select the items the customer is dropping off.
3. Select Upcharges.
4. Change Pick Up date or leave it as default.
5. Click Print to finish out the transaction.

Items Windows (Refer
to Fig.3-5)

1

2
3

4 5

Expand displays same 
items individually.
Collapse combines same
items.

Delete removes 
selected item from 
items window

Change Price changes 
selected item’s price.
Refer to Fig. 3-1 
below.

3-1. Change Price : Select item from item window.

1

Price Change steps
1. Price before the change.
2. Price after the change.
3. Enter the new price of the 
selected item.
4. Select one of the preset 
upcharges. This is only an upcharge 
which adds the amount to the item 
selected.
5. No Charge changes prices to $0.
6.Price Later allows you to assign 
price at a later time.
7. Change description of the item
selected.

2

2
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Return takes you 
back to the Main 
screen.

Clear All 
removes all
selected 
items.

4/18/2019 8POS Network Plus



3-2. Item Discount : Select Item and click

1

Discount by Amount $
1.Click Discount
2.Enter discount dollar amount

Percentage Discount
1.Click Discount
2. Click A to convert to percentage discount
3.Enter percentage amount

2

A

B

3-3. Item Upcharge :                 

1.Select item
2.Click one of the Upcharge groups
3.Click applicable up charge within the upcharge group

3-4. Temporary Items : Click Temporary 

items for things not in in the database.
1.Step 1-Select Group
2.Step 2-Enter description
3.Step 3-Enter price
4.Step 4-Enter Unit Pieces
5.Step 5-Enter Quantity
6. Click OK.
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Upcharge GroupsUpcharges

POS Network Plus



3-5. Item Window Expand view / Collapsed view
1.Click Expand to view items combined individually.
2.Click Collapse to combine same items.
3.If you select Expand, the button changes to Collapse and vice versa.
4.In Expand view mode, you can chane the quanity of items by clicking                  
5.In Expand view mode, you can alter upcharge options for items selecte dby clicking Edit Detail. 

Item Window

3-6. Discount : To apply discount during drop off click 
1.Select discount group on the left hand side.
2.Select Percentage or Amount discount type.
3.Enter desired discount amount or percentage.
4.Click OK

1

2

3
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3-7. Alteration : 
A. Alternation Only
1. Click Alteration Only 
2. Select item
3. Choose alteration service.
4.Choose alteration length service.
5.Enter length.
6.Click OK
Enter custom price by clicking 

B. Alteration with Service :  
1. Select item

2. Click Alteration with Service

3. Choose alteration service.
4.Choose alteration length service.
5.Enter length.
6.Click OK
Enter custom price by clicking 

A1

B2
A2

B1

1

2

3

A
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Steps 3, 4, 5, 6
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3-8. Pick Up date 
change
1.Click the arrow 
located left and right of 
the month to change 
months
2. Select pick up date.
3. Select pick up time.
4. Click OK.

3-9. Prepay :
1. Select payment type.
(Credit Card and Check payment 
type does not require steps 2~3.)
2. For Cash payment type, 
enter$ dollar amount received.
3. Confirm change amount

1 2

3

4
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Pick Up Date Prepay
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4. Racking 

When clothes are cleaned and pressed, they go on a conveyor rack. This racking process 
allows you to enter the racking number into the system to easily identify where the clothes 
are.
1. Enter Invoice  # or scan 
barcode on receipt to invoice #. 
2. Enter rack number of scan 
conveyor barcode.
4. Click OK.

4-1. Delete/ Edit already entered rack #: Delete
1. Enter Invoice  # or scan barcode on 
receipt to invoice #. 
2. Select the invoice on the left window.
3.Click Delete
4. Click OK.
Edit
1. Enter Invoice  # or scan barcode on 
receipt to invoice #. 
2. Select the invoice on the left window.
3.Click Edit.
4.Enter new rack number.
5. Click OK.
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Virtual Keyboard for racking #

Entering new rack number for editing
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5. Pick Up
1. Enter last four digits of phone 
number, name, or invoice 
number to find customer.
2. Click Pick up
3. Select Invoice that a customer 
is picking up.
4. Proceed to Payment

All outstanding invoices

Display invoices already racked

Displays all invoices

1

4

3
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2

Print Rack #

6. Summary
1. Display invoices and amount for 
Drop off, Racking, Pick Up. Click Details 
for more information.
2. Income Summary produces salse
report.
3. Send Text for Ready sends text 
messages alterting your customer their 
clothes are ready to be picked up. 
(Internet and configuration required 
fig.7-1)
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Income summary
1.Select Date.
2. Sales are broken 
down by different 
payment and service 

types. 
3. You can print to 
either receipt or laser 
printer.

Print to receipt printer Print to Laser printer

7. Text Messaging
(Internet is required. Once setup you can send coupons via text messages to New Customers and Birthday 
Customers. You can also send text alerts when clothes are ready to be picked up..

7-1. Customer’s Mobile Phone Number – prerequisite for text 
messaging
1. On customer’s page Other tab, enter customer’s mobile phone 
number and select the carrier.
2.Check off “Allow Text Service.”
3.Click Save.
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7-2. Send Text for Ready (Ready to Pickup text)

1.Click Send Text for Ready 
from Summary
2.Select customers
3.Send SMS

7-3. Marketing– Send birthday coupons to your customers, print coupons.

1. Click Marketing from the main screen.
2. Select Print Coupon.
3. Enter Header, Content, Restriction.
4. Click Print.
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7.4 Email / Text Coupons
1. Click Marketing from the 
main screen.
2. Select Birthday or New 
Customer. Birthday sends 
birthday coupons, New 
Customer sends coupons for 
new customers.
3. Enter discount percentage.
4.Enter coupon expiration date.
4. Click Add Text to Picture to 
add texts to selected picture.
5. Click Change Picture to 
change picture.
6.Select what you would like to
send, SMS or EMAIL at bottom.
7. Click Send SMS or Send Email 
to send.
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