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1. First installation 
The end user can download the HioPOS Cloud App by this link:  

apk.icg.eu/8954 

 

HioPOS Cloud will guide the user through the various initial configuration screens so that, at 
the end of it, the point of sale is ready to start working. 
 

Before you install the application, it is important to have activated in the Android terminal, 
Settings that the device has access to unknown sources (applications not installed from 
Google Play). 
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1.1  Sele ct  your  language  

HioPOS Cloud can be displayed in your language by selecting it from the list and starting the 
installation The HioPOS Cloud language can be changed from the Settings section, once the 
installation is complete. 

1.2  Ident ification  

Enter your User Name (Customer email in Cloud License) and Password (password of the 

terminal in which you want to operate) in order to access the terminal. When finished, press 
continue. 
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1.3  Store  

Enter the information of your establishment and the terminal that you are configuring. 
 
This information will be visible in the sales ticket and can also be modified from the 
Configuration, once the installation is finished. 

 

1.4  Taxation  

HioPOS Cloud comes with the taxes of your already configured country and region. You can 
modify them in this window or once the installation is finished in the Taxes section of 
Configuration. 
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The legal framework of each country is different, so the HioPOS Cloud application allows to 
establish different types of taxes. 

 

1.5  Custom configuration  

Select at this point if the prices are inclusive of taxes. If your business is a restaurant, also 
choose whether you want to work with table screens or not. 

 
You can change these parametres later un theSettings  options. 
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1.6  Impor t  articles  from file  

HioPOS Cloud allows you to import articles using a CSV data file- files generated froma a 
program such Excel- In the initial configuration the application itself asks if we want to import. 

In the case that the initial response of the user is negative, the initial configuration process 
will continue. We can import items from a file. For this we will have to locate in Configuration, 
Item and Edit item. We will select Import, in the upper left margin and in the drop-down 
Importfile. 

At this moment, we will find a file finder. We can select a file from DCIM, Card, Images or 
Downloads. In case that the importation of articles is carried out by means of a HioPOS, the 
user has, among many alternatives, to connect a USB with the aforementioned file 
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1.7  Quick creation of articles  

HioPOS Cloud organizes articles in three main levels, these are Family, Subfamily and Item. 
To create new articles, you must first create a New family. 

Once we have created the New family and have given it its name, we can create a New 
subfamily or else Edit items. We select the second option. 

 

1.7.1  New items  

In the article edit screen we can create a new article and give you the settings of Price, 
Reference and Barcode, also configure if you have stock. 
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In the item edit screen, you can select from the top menu the family whose articles you want 

to edit, as well as the rate you want to modify. 
 

Import menu, Gallery option offers us databases of items with images that already come pre-
configured in HioPOS Cloud to facilitate the installation and start-up, also to organize more 

easily the images of the articles that we are editing. 

Select your type of  business and within it you will find the corresponding families with your 
initial selection, as well as ítems of the same. Select the items you want to add. HioPOS 
Cloud includes a variety of business created by default, which will allow you to configure your 
terminal with great ease and speed. 
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To modify more tan one article at a time, you simply mark the initial boxes of each article you 
want to modify, then proceed to the modification. 

You can also search for ítems by clicking. Search button in the lower right-hand corner, so 
you can select the item you want directly. 
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1.7.2  Marginõs calculation  

The second option at the bottom, of the screen allows us to calculate profit margins. 

This option is designed so that you can ser the prices of the products according to the cost of 
the products and the margin, in real value or absolute value, that you want to obtain. 

Firstly, we are going to introduce the Cost that we have of the product. At this cost we will 
add the margin we wish to obtain by selling the same. 

We can always modify the price, as well as the other options, in order to be able to offer the 
price according to the margins that interest us most. 
 
As you enter purchases in HioPOS Cloud, the cost of the items will be updated. 
 

1.7.3  Tax  configuration  

The third option at the bottom of the screen allows us to assign a tax to each item.   

If the items have different taxes, assign each item its corresponding sales tax, Take away tax 
if It is different and purchase tax. 

If all items in the store are subjected to the same tax, you do not have to assign the item-by-
article tax on article editing, since you can set up at the store level the tax that should be 
applied to all items. To do this, once the installation process is finished, assign the default tax 
in the Default taxes section of the Shop Configuration. 
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1.7.4  Multiples  t axes  configuration  

HioPOS Cloud allows you to add more than one tax to articles, allowing to accumulate them 
or not. The configuration of these will be done through the Taxes section, in Configuration by 
selecting New tax option.  

Once the creation of taxes has been done, the user must apply them to the articles he wants. 
For this we will go to Configuration, Items, Edit items and select the third section (%) of the 
bottom. 
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Once inside the Tax Assignment screen, if we want to apply an additional tax to an item, first 
we will select the tax that we want to apply and in the second, the other tax. The last one can 
be accumulated or not.  

 
Once the taxes are set per item, we attach as an image the sales ticket of the article 
configured with two taxes. We note that two types of taxes are applied. 
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1.8  Items  edit ion  

When we access the Configuration Items section, the following screen opens. From here, 
you can change the name of the selected family to delete it. It is necessary to emphasize that 
you can not delete a family with items inside, so if you want to delete a family first you must 
delete all the items included. 

 
In the white box that appears on the right margin of the screen, you can select an image for 
the family.  
 
Selecting on an article, the following options related to this article will be opened: 
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- Change price: Allows you to change manually the price of the selected item 

- Change color: This option changes the color of the item, whether it has another color 
or an image. 

- Picture from file: You can add an image looking for it in the terminal itself. 

- Picture from gallery: You can add an image from the fallery according to the type of 
business, which ICG males available to customers.  

- Pictures from internet: This option allows you to search an image directly from the 
Google browser. When selecting, the Google page will be opened with the name of 
the article. To select ant of the photos you must make a longclick on the desired 
image.  

- Change family: Allows to change the selected article family.  A  pop-up will show all 
the families to select the desired one.  

- Change name: Allows you to change the name of the item.  

- Delete items: Delete the item 
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2. Sales 
HioPOS Cloud allows diferent payment types sales and finalize them by different methods. 

 

2.1  Sales screen  

The sales screen has three main modules: families, articles and ticket 

The order in which families and articles appears can be modified from the Configuration 
Items options by doing a longclick. If we select an item this is addede in the ticket.  
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2.1.1  Modifica tions to the ticket lines  

We can make different modifications to each item we have added to the sale, just select the 
article or items of the ticket and we will se the available options. 

- Units: It allows to modify the units of the articles that we select. 

- Discount: Allows you to assign a percentage discount to the selected articles. 

- Price: Allow to modify the units of the article that we select 

- Modify: Allows you to add a modifier to the item selected. The modifiers have to be 
created in advance in the Modifiers section of the Configuration. 

- Refund: It allows to refund the selected articles. The selected item will appear as a 
ngative line for the amount of the item.  

- Delete: Remove the item from the ticket. 

 

 

 

 

 

 

 

 

 

 

 



Page 16 of 123 

 

2.1.2  Modifi cations to the  whole  ticket  

If we click on the top of the ticket, it shows a dropdown with the oprions we have to modify 
the ticket as whole. 

- Customer: Assign the sale to a customer and make a bill of it. 

- Rate: It allows changing the price rate that is beinf applied to the ticket.  

- Discount: Apply a percentage discount on the total sale.  

- Client: Assign the sale to a customer and make a bill of it. 

- New split: Create a second ticket within the same sell, allowing you to finalize two 
tickets at a time and charge separately. 

- Split: It allows you to divide the sale into two or more sales. Any item can be 
transderred from one ticket to another, just  drag it.  

- Select all: Select all the items of the sale.  
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2.2   Sale in Cash  

HioPOS Cloud includes a fast medium for those sales that are made in cash. This feature 
does not have to select the type of payment and prints the ticket automatically. 

- First select the ítems to sell. 

- When the items are in the ticket, in the top menu will appear the Cash button, select it 
and enter the amount that the customer gives the cashier and HioPOS Cloud will 
show directly the change to return 

- Press Accept to finfish the sale and print the ticket. 

In case you have CashDro configured, CashDro will appear instead of Cash. 
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2.3  The sale with different types o f payment  

If you work with differents types of payment you can select any of the ones you have 
available before finalizing the sale. 

First, select the items to sell and press Total. 

HioPOS Cloud already automatically displays the available types of payment. Select the one 
you want to use, as well as the quantity delivered. 

To finish the sale press No print or Print, depending on whether you want to print the ticket or 
not. Do not print button will be visible if the oprionis set in Configurations, Terminal, Type. 
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2.4  Subtotal  

When you are in the process of making sale you can print a subtotal of it so that. 
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Once you hace accepted the Subtotal, the cashier can proceed to end the sale with the 
button of Total. 

 

2.5  Discount  

On the sales process we can apply two differents discounts. We are able to apply a discount 
for the total of the ticket or just for an article. In addition, discounts may have an associated  
reason. 

 

2.5.1  Discount  reasons  

The discount reasons are necessary to make a discount on the total. To create or modify a 
discount reason we have to go to Settings and select the Discount Reasons. 

Within the discounts menu you can modify the name and select the maximum and minimum 
percentage that the cashier will have to manoeuvre. 

We can also make that the discount percentage is not changeable, so each time the discount 
is selected this will apply a discount for the value of the Maximum percentage over the total. 
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We can also set the discount reasons so that these are applied by amount, at the time of 
selecting this option, we will have to report a Minimum amount and a Maximumamount. Then 
the discount reasons by amount screen is attached. 

2.5.1.1 Example Discount Reason: Internal Consumption  

Exist multiples possibilities to create reasons for discounts; commercial discount, discount for 
customer loyalty, discount for early payment ... In our case, the configuration of the discount 
for internal consumption of articles will be explained below. 
 

In Settings, Discount Reason, we will create the discount. At the time of creating the Discount 
Reason the application will ask us for certain information; a name; If it is a discount by 
amount or a percentage discount; If it is a discount that we can modify and if we want the tax 
description is printed on the ticket of the sale. 

To apply the discount for Internal Consumption (100% discount) we will have to place, at the 
time of making a sale, in the line of Sale of the application. 



Page 22 of 123 

 

We will select to display the menu of options and we will choose the option Discount. 
Will ask you to apply one of the discount reasons that we have configured, we will select 
Internal Consumption. 

At this time, HioPOS cloud will generate an Invitation, with the total price discounted. 

The user can always consult the total of the internal consumption by retrieving the data in the 
Query, Sales section and selecting the Invitations filter in the lower right margin. In this way, 
invitations generated during a certain period of time can be consulted.  

Provided that in the configuration screen of the Internal Consumption Discount Reason, the 
option was selected; The description is printed on the ticket, the Invitation will contain the 
Name of the Discount, being able to speed up the visualization of the Internal Consumption 
within the totality of Invitations. 
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2.5.2  Ticket discount  

You can select this type of discount by clicking on the header of the ticket on the sale screen 
or by clicking on the ticket on the screen of the payment types. 

The discount on the total will always imply assigning a discount reason, having to select one 
from the list of existing discount reasons. Once selected the reason for discount we enter the 
amount, in percentage, to discount and press accept. 

To apply a new discount will be necessary to remove the current discount, click on the ticket 
header (or on the ticket, depending on the screen) and select Remove discount. Now you 
can apply a new discount. 
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2.5.3  Product  discount  

The discount on the product is applied by sales lines. To make a discount on one or multiple 
products first we will select them from the ticket and the drop down click on the option 
Discount. 

The Discount function allows you to apply a reduction on the Price of the ítemun percentage. 
Once we have entered the discount we click OK. 

 

2.6  As sign sales to a customer  

HioPOS Cloud allows you to work with customers, to whom tou can assign sales, make 
invoices and track them. 
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You can assign a customer to a sale from three different sites en HioPOS Cloud. 

1. By clicking on the bottom of the sale screen (where appears Customer). 

 

2. Click on the header of the ticket 
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3. Click on the ticket 

In all three cases, the customer query screen will be displayed, where we can search by NIF, 
Name, Phone or email.  
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You can also check, modify or create new clients in the Customer section in Settings. 

Click to the New customer button to create a new one. 

For each customer we can complete all the personal data (Name, gender, phone, e-mail, 
date of birth, address, zip code, city, provinceé). 
 
In addition, there is also the possibility of selecting a default rate for this customer as well as 
a particular discount. In this way, when we make a sale and assign it to this client, the applied 
rate and discount will be applied directly. 

If we want to assign more than one email, to do so, in the Email box, all the emails must be 
separated with semicolon (;)  
 
 

2.6.1  Gener ate  invoice  

In the same screen of customer edition we casactívate the Geberate invoice option, so each 
time we make a sale to this client, a adocument of invoice type instead of ticket type will be 
generated. 

 

2.6.2  Send  documents  by Email  

HioPOS Cloud can send invoices and tickets by email to the customer. For this, we need to 
have a valid email address in the client file, and activate the box Send document by email. 
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If we have the option Send document by email activated, each time we make a sale that is 
assigned to the customer, it will be sent from no-reply@hiopos.com to the client's email. 

Note: HioPOS Cloud uses a different numbering for ticket type, invoice and refund ticket. You 
can set the series of each type of document for each terminal in the Terminal section of the 
Configuration. 

If you has a CashDro configured, it would appear in the bottom of this screen. 

 

2.7  Sales on hold  

If we are in the sale process, with items already on the ticket, and we want to leave it on hold 
to return to it later, we have to click on the On Hold button that is in the upper left margin of 
the screen. 

To a sale hold, we need to introduce a sale identifier, which can be numeric or alphabetical.  
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If we pass a card as a Open Tab mode by the magnetic stripe reader, the card identifier is 
automatically saved. By this way, it will be easier to locate the sale waiting for a customer.  

To recover a sale on hold, we have to select on Sales on hold that appears on the ticket 
when there is no sale in process. 

We select from the list that has the identifier that we havre provided. Once selected, we can 
continue adding items to the ticket, put it back on hold or toalize it. he direct sale on hold 
allows you to filter among the sale on gold those that are of the user that we are useing.  
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2.8  Pending sales  

HioPOS Cloud allows al the time of totalizing a sale, select the type of payment Pending. In 
these cases it will always be mandatory to assign the sale to a customer so that the 
collection can be followed. 

For the management of outstanding charges, HioPOS has a couple of possibilities. The first 
is to consult customers who have pending charges and the second, to consult in statistics, 
the report of collections pending settlement. 

To visualize those customers who have outstanding charges we will have to go to Cash Flow, 
Pending and select the client that the user wants. To streamline the customer search, 
HioPOS Cloud offers the possibility to search by phone number.  

In this screen we can see the numbers of Invoices pending collection, the pending amount of 
the invoice and the amount to be paid. We will also be able to check all of the outstanding 
amounts and the client's preferred payment method. The field Comment, specially designed 
for the management of the client and to give complementary information that can be very 
useful in future operations, is observed in the right margin of the screen. 
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The second option to control the pending sales is through the pending report. The user can 
consult this information from Administration, Statistics, Audit, and Pending. 

In this screen of pending collections by the customer, the user can filter according to store, 
POS and Cash count. We will show the pending charges per customer using a four-column 
table with the fields; Customer name, total amount pending,% that this total means in 
reference to all pending customers and graphic weight that this client means in reference to 
the whole. 
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2.9  Split a sale  

The fraction of a sale is used to divide a ticket among several customers. 

 

2.9.1  Slpit  an  existing sale  

Split a sale will allow you to divide a ticket into two or more parts, in order to be able to 
charge separately. 

The cashier can split a sale clicking on different screens: 

- On the ticket header and then select Split. 

- The second one is found once we are in the selection screen of the payment type, 
selecting on the ticket and Split. 
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Selecting Split, the program shows two tickets on the screen: the current and the second 
ticket with which we want to do the split. To move an article from one ticket to another, drag 
them with your finger from one to another or select above the item that you want to split. 
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You can also divide an item and show it by the value of the division. Simply press in the 
name of the item and select Divide. 
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For each divison to move from one ticket to another, click on the item that was created at the 
beginning of the article line. 

 

If you want to undo the division, click on the item and select  Regroup. 
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If you are working with fractional sales, you can display the various tickets by using the 
arrows that are added to the ticket header. 

To total up and finalize the fractional tickets follow the usual procedure of sale, press Total 
and then finish sale. Note that each split ticket is finalized separately, one is made first and 
then the other. 

 

2.9.2  New Split  

HioPOS Cloud includes a function so that you can start a seconf ticket of the same sale 
without having to finish the current one or leave i ton hold.  

Click on the ticket header and select New Split. 
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You will see that the ticket is set to zero and the number two appears at the head is the 
same, this means that it is in ticket number two, to move between tickets use the arrows 
next.  

To finish the sale of a fraction follow the usual steps. 
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2.10  Ti ps and Service  charge  

The tips and service charge can be configured from the Terminal Type section in 
Configuration. 

 

2.10.1  Tip s 

The gratuity is an amount that is modified at the end of the sale. 

To enter the tip, we have to be in the selection screen of the types of payment, once the 
ticket has already been totalled. Select the Tip box next to the selected payment type and 
add the corresponding amount.  

This option will be selectable if the option of Allow overpayment (Destination: Tip) has been 
activated in the Settings, Payment types. 
 
You can find the main configuration in the Configuration section, Terminal type, Tip. 
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Even if the option of Allow overpayment with tip destination is activated in the payment type, 
if in the configuration of Type of terminal tipping is not allowed, when you finalize a sale, we 
will not be able to add a tip manually. The reason is that the configuration reflected in the 
Terminal Type is above the configuration of the Payment Types. 

If desired, the tip can be automatically applied when charging and determining a percentage 
for it. 
 

2.10.2  Service charge  

The service charge is always applied on the total sale. 

In Terminal Type, from the Configuration menu, select the percentage to apply to each sale. 
It is important to determine if itôs better to apply before or after discounts and if there is any 
tax to apply.   
 

 

 

 

 

 

 

 

 

 

 

 

2.11  Packs  type items  

The creation of packs allows grouping different items according to whether they are in one. 
For example, a pack that offers the choice of pants, a shirt and a tie at a global price.  
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To access the creation of packs go to the Configuration section. Here you can create new 
ones or edit the existing.  

 

2.11.1  Creation and maintenance of packs  

The main screen of the module Packs is the following:  

From the general options of the pack you can modify the name, the number of groups that 
will be offered, the Price os the pack as whole, the family where the ítem will be found and 
the rate.  
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There is also the option to choose what you want to print: all the lines of the items choosen, 
only the lines with increased price or any line. 

Each group can contain as many items as you wish, as well as select which days each item 
will be available. In adition you can add a supplement or price increade per item, which 
would be added to the total package price.  

Selecting above the name of the group, for example ñGroup 1ò, the next window will be 
opened where you can change the name, set a minimum or maximum number of items to 
select in the same order.  
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If no value is written in the minimum or maximum number, it will be undestood that it will be 1 
(only one ítem van be selecte in this group). 

 

2.11.2  Sale  of packs  

First, you should have a pack already created, as specified in the previous point.  
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On the sales screen, select the family that contains the pack. You will see the groups that 
make up the pack as well as the items available for each group.  

Select the item of the first group, repeat the action for each group until you have selected 
them all. You do not have to press next (as long as the minimum and maximun values are 
the same), the next button is only to end the process.   

Although for example, if the minimum value is 2 and the máximum 4, and in the package 
sales screen we hace selected 3 items from that group and we want to move to the next 
group, we will have to select More orders to change the group.  

If you want to finish without having selected all the groups you have configurated, press OK. 
Later you can access again selecting in the line of the ítem and Modify. 
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HioPOS Cloud allows you to sell several packs simultaneously. To do this, select the number 
of packs to sell on the numeric keypad of the sales screen and then select the item pack. For 
example: if you select 3 packs, you must enter 3 items of the first group, 3 of the second 
group, etc. 

 

2.12  Modifiers  

Modifiers are items that are added to the initial product, in order to customize the article on 
which they are applied. These modifiers may have a supplement or price increase or not, 
which would be added to the total of the item. 

To add modifiers first you need to have them created in the Modifiers section of the initial 
configuration. Modifiers are created by groups, so an article will add a group of modifiers 
instead of a single modifier. 
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 You can add as many literals as you want.   

You can add an image to the article to be displayed on the sale screen.  Also there is the 
option to select which modifiers you want to print so that they appear in the sales ticket: all, 
those with price increase or none.  
 
 
Also, you can create modifiers by selecting an item already existed (Add item) or writing as a 
free comment (Add comment).  
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3. Consult Sales 
To consult the tickets that have been made we have to make a sales query. Click the Consult 
button and select Sales. 

You can enter the number of the sale in the upper left field to look for it or filter by POS, Date, 
Z Cash Count, Customer, Seller or Types in the upper right panel. 

 

 

 

 

 

 

 

 

 












































































































































