
1	  

	   	  

Octopus	  and	  the	  Octopus	  Logo	  are	  trademarks	  of	  ELEOS	  WEB	  PTE	  LTD,	  registered	  in	  Singapore	  and	  other	  
countries	  
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Setting	  Up	  a	  Product	  
The	  proper	  setup	  of	  a	  product	  is	  crucial	  to	  the	  Octopus™	  Point	  of	  Sales	  functioning	  
correctly.	  	  To	  setup	  a	  product,	  navigate	  to	  Administration	  -‐>	  Product	  -‐>	  Product	  
Information	  
	  
	  

	  
You	  will	  note	  that	  there	  are	  other	  setups	  that	  you	  can	  do	  such	  as	  setting	  up	  the	  
categories,	  Brands,	  Grouping,	  Unit	  of	  Measurements,	  Colour,	  Size	  and	  Class	  Group.	  	  
These	  groupings	  when	  properly	  setup	  will	  allow	  a	  classication	  of	  the	  products	  for	  
the	  end	  user	  that	  is	  easy	  to	  analyze	  and	  	  afford	  a	  neat	  way	  of	  categorization.	  
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Upon	  clicking	  on	  Administration	  -‐>	  Product	  -‐>	  Product	  Information,	  the	  user	  is	  
brought	  to	  the	  following	  page:	  
	  
	  

	  
The	  screen	  is	  divided	  into	  2	  sections,	  the	  top	  section	  where	  the	  search	  query	  
happens	  and	  the	  result	  section.	  
	  
At	  the	  bottom	  of	  the	  screen,	  there	  are	  options	  where	  the	  user	  can	  perform	  certain	  
actions.	  
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To	  list	  the	  items	  that	  are	  already	  in	  the	  system,	  click	  on	  the	  magnifying	  glass	  and	  the	  
entire	  list	  of	  the	  items	  will	  appear.	  
	  

You	  can	  search	  for	  a	  specific	  item	  or	  product	  by	  entering	  in	  the	  specific	  keyword	  to	  
search	  for.	  
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In	  the	  example	  below,	  we	  searched	  for	  products	  beginning	  with	  the	  word	  
‘OCTOPUS’.	  	  	  Select	  the	  search	  field	  by	  ‘Product	  Description’	  and	  enter	  in	  ‘OCTOPUS’	  
in	  the	  search	  keyword.	  
	  

	  
	  
The	  returned	  result	  as	  follows:	  
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Apart	  from	  listing,	  the	  list	  can	  also	  be	  exported	  to	  a	  comma	  separated	  valued	  
file(csv)	  	  by	  clicking	  on	  the	  export	  button	  at	  the	  bottom	  of	  the	  screen.	  
	  
To	  create	  a	  new	  product,	  click	  on	  the	  new	  button.	  	  The	  following	  screen	  displays	  the	  
creation	  screen	  for	  a	  single	  product.	  	  The	  user	  can	  just	  fill	  in	  the	  details	  accordingly.	  

	  
The	  product	  code,	  description	  and	  retail	  selling	  price	  and	  cost	  fields	  are	  all	  
compulsory	  fields.	  
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Here	  is	  an	  example	  of	  how	  a	  single	  product	  is	  created.	  
	  
	  

	  
	  
Notice	  that	  there	  are	  still	  a	  lot	  of	  extra	  information	  that	  is	  not	  filled	  up	  such	  as	  
category,	  class	  group,	  group,	  etc	  etc.	  
	  
Filling	  them	  up	  will	  assure	  the	  user	  that	  the	  items/products	  will	  be	  classified	  
properly.	  	  Upon	  clicking	  on	  the	  save	  button,	  the	  item	  will	  be	  created.	  
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To	  upload	  a	  list	  of	  products	  instead	  of	  single	  creation,	  octopus™	  provides	  a	  method	  
of	  uploading	  via	  a	  comma	  separated	  valued	  file.	  
	  
Click	  on	  the	  multiple	  tab	  at	  the	  product	  information	  page,	  and	  the	  following	  page	  
appears.	  
	  
STEP	  1:	  
	  

	  
	  
Follow	  the	  on-‐screen	  instructions	  and	  the	  file	  will	  be	  uploaded	  accordingly.	  
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STEP	  2:	  
	  

	  
	  
Click	  on	  the	  browse	  button	  to	  navigate	  to	  the	  correct	  file	  on	  the	  computer	  and	  
ascertain	  whether	  the	  file	  has	  a	  header	  row.	  	  If	  it	  has,	  check	  on	  the	  checkbox.	  	  Click	  
Upload	  file	  Now	  Button.	  	  If	  the	  file	  format	  is	  successful,	  the	  user	  will	  be	  directed	  to	  	  
Step	  3	  where	  user	  can	  do	  a	  visual	  check	  of	  what	  is	  being	  inserted.	  
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STEP	  3:	  
	  

	  
Click	  Save	  to	  confirm.	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  



11	  

Setting	  Up	  a	  Outlet	  
	  
The	  setup	  of	  a	  new	  outlet	  for	  Octopus™	  system	  is	  only	  possible	  with	  the	  relevant	  
licenses.	  
	  
To	  setup	  a	  new	  outlet,	  navigate	  to	  Administration	  -‐>	  Outlet	  Information.	  
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Click	  on	  the	  new	  button	  at	  the	  bottom	  right.	  
	  

	  
	  
The	  user	  can	  then	  fill	  in	  the	  relevant	  information	  accordingly	  and	  hit	  the	  Save	  
button.	  	  
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Setting	  Up	  Users	  
	  
The	  Octopus™	  system	  provides	  a	  flexible	  of	  way	  of	  adding	  users	  with	  different	  
privileges.	  
	  
Octopus™	  allows	  the	  user	  to	  create	  user	  groups	  with	  differing	  access	  privileges	  and	  
new	  users	  can	  then	  inherit	  the	  new	  user	  group	  privilege.	  
	  
By	  default,	  Octopus™	  comes	  with	  a	  set	  of	  pre-‐defined	  user	  group	  privileges.	  
	  
We	  will	  show	  an	  example	  of	  how	  to	  create	  a	  new	  user	  group	  and	  create	  a	  new	  user	  
to	  inherit	  the	  new	  user	  group	  privilege.	  
	  
To	  create	  a	  new	  user	  group,	  navigate	  to	  the	  Administration	  -‐>	  User	  -‐>	  User	  Group	  
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Click	  on	  the	  User	  group	  and	  the	  following	  screen	  will	  appear.	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  
Click	  on	  the	  magnifying	  glass	  and	  you	  will	  see	  the	  pre-‐defined	  list	  of	  user	  groups.	  
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To	  create	  a	  new	  user	  group,	  click	  on	  the	  new	  button.	  	  Key	  in	  the	  user	  group	  name	  
and	  tick	  accordingly	  the	  privilege	  that	  you	  need.	  
	  

	  
	  
	  
Click	  on	  Save	  and	  the	  user	  group	  will	  be	  created	  with	  access	  to	  inventory	  and	  
Administration.	  
	  
To	  create	  a	  user,	  navigate	  to	  Administration	  -‐>	  User	  -‐>	  User	  Information.	  
	  
The	  screen	  will	  display	  accordingly.	  
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Click	  on	  the	  new	  button	  and	  fill	  in	  the	  user’s	  details	  accordingly.	  	  
Select	  the	  user	  group	  according	  to	  the	  privilege.	  
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Setting	  Up	  Suppliers	  
	  
Setting	  up	  Suppliers	  is	  a	  breeze	  in	  Octopus	  POS	  system.	  	  To	  setup	  a	  supplier,	  click	  on	  
Administration	  -‐>	  Supplier	  Information	  and	  the	  following	  screen	  will	  appear.	  
	  

	  
Click	  on	  the	  new	  button	  and	  fill	  in	  the	  supplier	  details	  accordingly.	  
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Setting	  Up	  categories/Brands/Groups/Unit	  of	  
Measurements/Colour/Size/Class	  Group	  
	  
The	  Octopus	  Point	  of	  Sales	  allows	  the	  users	  to	  setup	  multiple	  and	  unlimited	  
categoriese/brands/groups/Unit	  of	  Measurements/Colour/Size	  and	  Class	  Groups.	  
	  
These	  different	  categorization	  allows	  the	  user	  to	  analyze	  reports	  such	  as	  the	  sales	  
analysis	  reports	  and	  sell	  through	  reports	  thoroughly	  thus	  achieveing	  clarity	  in	  
operating	  one’s	  business.	  
	  
The	  setup	  of	  the	  different	  categorization	  is	  exactly	  the	  same.	  	  To	  illustrate,	  setting	  up	  
a	  new	  category	  is	  as	  follows:	  
	  
Click	  on	  Administration	  -‐>	  Product	  Category	  
	  

	  
	  
Click	  on	  the	  New	  Button	  in	  the	  following	  Screen.	  
	  
	  
	   	  



20	  

	  
	  
The	  listing	  of	  the	  already	  setup	  categories	  can	  be	  viewed	  by	  clicking	  on	  the	  
magnifying	  glass.	  
	  
To	  setup	  a	  new	  category,	  click	  on	  the	  New	  button	  and	  the	  following	  screen	  appears.	  
	  
Fill	  in	  the	  details	  accordingly.	  
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Setting	  Up	  Discount	  Policies	  
	  
The	  Octopus	  Point	  of	  Sales	  allows	  users	  to	  setup	  discount	  policies	  for	  different	  types	  
of	  customers.	  
	  
To	  do	  so,	  click	  on	  Administration	  -‐>	  discount	  policies.	  
	  

	  
	  
Click	  on	  the	  new	  button	  and	  the	  following	  screen	  allows	  users	  to	  fill	  in	  the	  relevant	  
details.	  
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To	  illustrate,	  the	  following	  details	  when	  saved	  will	  allow	  the	  Octopus	  Point	  of	  Sales	  
to	  automatically	  award	  10	  percent	  off	  the	  retail	  selling	  price	  of	  the	  products	  when	  
the	  system	  tracks	  the	  customer	  is	  a	  ‘MEMBER’	  type	  of	  customer.	  
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System	  Preferences	  
	  
Octopus	  Point	  of	  Sales	  allows	  the	  users	  to	  be	  able	  to	  setup	  certain	  system	  
preferences	  across	  the	  entire	  system.	  
	  
Click	  on	  the	  Administration	  -‐>	  System	  preferences.	  
	  

	  
	  
The	  various	  tabs	  General,	  Receipts,	  Advanced,	  Product	  Upload,	  Customer	  allows	  the	  
users	  to	  setup	  various	  parameters	  according	  to	  the	  tab	  label.	  
	  
For	  example,	  under	  the	  General	  tab,	  the	  user	  can	  setup	  company	  name	  and/or	  tax	  
code	  accordingly.	  
	  
	  
	  
	  
	  
	  
	  
	  
	  


