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Adding User & Assigning
Location to a User

Adding users

To add a new user , follow the steps given below

1. Goto User Management -> Users ->Add New
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2. Fill the user details, select user role, give a unique username.
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User

Salutation:
Mr / Mrs [ Miss
First Name:*

Staff Test

Last Name:

Last Name

Identity Card No. :

dentity Card No
Email:*

staff@gmail.com

Isactive? @

Enable service staff pin @

More Informations

Date of Birth: Gender:
Date of Birth Please Select

Marital Status: Blood Group:
Marital Status v Blood Group

Mobile Number: Alternate Contact Number:
Mobile Number Alternate Contact Number

Roles and Permissions

Allow login
Password:
Password
Leave password field blank if you don't want to update password
Confirm Password:
Confirm Password
Role:* @

Cashier

Access locations @
All Locations @
Interns Test (BLOOO1)

Kiosk Makanan (SMKPU)

Sales Commision

Sales Commission Percentage (%): @

20.00

Max sales discount percent: [ ]

10.00

Allow Selected Contacts @

3. Sales Commission Percentage (%): Provide the commission % for this user. This option gets applied
if the commission agent feature is enabled. (Not available in Senangurus-Enterprise)

5.

Sales Commision

Sales Commission Percentage (%): (i ]

Sales Commission Percentage (%)

Max sales discount percent: (i ]

Max sales discount percent

Allow Selected Contacts €@

Is active?: Activate/Deactivate the user.

Is active ? €@

You can Edit/Delete a user.

Username 1= Name
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Assign locations

While adding the user, select the locations that the user can access. You can either select all locations or select
one or more particular locations.

Refer to the image below:

Access locations @
All Locations €@
Interns Test (BLOOO1)

Kiosk Makanan (SMKPU)

Max sales discount

Max sales discount percent: @

10.00

The maximum discount that an user can give during sales in the POS & sales screen. If you don’t want to have
this restriction then simply keep this value blank.

Disable login

You can provide login permission for an user or deny it. If you allow user to login, then you have to provide the
username and password for that user.

Refer to the image below

Roles and Permissions

Allow login

Video Demonstration:

https://www.youtube.com/embed/gXYdwaivbFQ
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Role Management
Adding Roles

1. Every new business comes with some default roles — Admin & Cashier.
Roles and Permissions Manage Roles and Permissions

Allroles

Show 50 v entries

Roles and Permissions 1= Action

Admin

Cashier
Executive Manager
Manager
Service Staff

Admin have all permissions in the application.
Cashier have permission to only POS section.

2. You can create a role by clicking on Add button -> Giving a Role Name and then selecting the

appropriate permission for that role.
Add Role

+ Add 5

Role Name:*

Permissions:

Contact

Supplier Customer

Product

Product Brand

Unit Category

Purchases

Purchase & Stock Adjustment
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3. Sometime you may need to give a user access to a/some particular location(s) only. In this case, select
the locations from Access locations permission. Select All Locations to give permission to access all
locations for your business.

Access locations @
All Locations @
Interns Test (BLOOO1)

Kiosk Makanan (SMKPU)

4. Roles permissions can be Edited & Deleted.

Roles and Permissions 1= Action

Admin

Cashier
Executive Manager
Manager
Service Staff

You must update the role of an existing user before deleting a role.
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Using Commission Agent feature

Commission Agent is useful for many businesses. Businesses pay sales agent/commission agent commission on
every sale they bring.

Enabling & Choosing

Commission Agent Type:

By default Commission Agent is Disabled. You can enable it from Settings -> Business Settings -> Sale ->
Sales Commission Agent drop-down.

Dummy Test
Admin

Dashboard
Contacts
T Item Catalogue <
Purchases
sales
Expenses
5 Mylnvois
Manufacturing
Repair
Reports.
Human Resource
&  Staff Portal

Settings

User Management

Roles and Permissions
Sales Agents

Business Settings
Business Locations
Invoice Settings

Invoice Reference Settings

—  Barcode Settings

You will see 3 different types:

Business Settings

Business
Tax @
Product

Contact

POS

Purchases

Payment

Dashboard

System

Prefixes

Email Settings

SMS Settings

Reward Point Settings

Modules

Custom Labels

Default Sale Discount:*

% 000

Amount rounding method: @

None

Enable Sales Order @

Default Sale Tax:

i None

Sales price is minimum selling price @

Is pay term required?

Sales Item Addition Method:

Increase item quantity if it already exists

Allow Overselling @

Commission Agent:

Sales Commission Agent:
——
i Disable \ S

Commission Calculation Type:

i Invoice value

Is commission agent required?

Payment Link ©:

Enable payment link

Toyyibpay: Do not account? click here to create account

Key:

Stripe:

Stripe public key:

Sales Commission Agent:

i Disable

Disable

Logged in user

Pay select from user's list

Category Key:

Stripe secret key:

Select from commission agent's list

1. Logged in User: If this option is used then the Logged in User will be automatically considered as the
commission agent for the sales added by him. Meaning the user adding the sales will get the

commission for the sales.
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2. Select from User’s List: If this option is enabled then in POS & Sales Screen you will see the list of “
users” present in your business. The user adding the sales will select the commission agent from the
list of users displayed.

3. Select from Commission Agent List: If this option is enabled then in POS & Sales Screen you will
see the list of “Sales Commission Agents” present in your business. The user adding the sales will
select the commission agent from the list of “Sales Commission Agents” displayed.

‘ Select the option as per your business requirements.

Adding Commission Percentage:

Commission Agent:

Sales Commission Agent:

1 Disable v

‘ You can add commission % while adding/editing the User or Sales Commission Agent

Commission Calculation Type:

The commission for a user can be calculated based on two methods

1. Invoice value:

Commission Calculation Type:

i Invoice value -

With this method, commissions are calculated based on the total invoice amount generated by the agent.
For instance, if an agent’s monthly invoice amount totals $5000 and the commission percentage is set at 10%,
the user will receive $500 as commission.

2. Payment Received:
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Commission Calculation Type:

i Payment Received

Alternatively, commissions can be calculated based on the actual payments received.
For instance: if the agent’s monthly invoice amount is $5000 with a 10% commission rate, but only $2000 is

received within the month, the user will receive $200 as commission. If the remaining $3000 is received in the
following month, the user will receive an additional $300 as commission.

Calculating Commission Amount:

To See the commission amount, Go to Reports -> Sales Representative Report.
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Select the User for which you want to see the commission amount.
Sales Representative Report
Y Filters

User: \ Business Location: Date Range:

All Users All locations - 02/01/2025 - 01/31/2026

On selecting it will show you the detailed summary of Total Sale, Total Sale Commission & Total Expense. Also,
the table below lists all the transactions.


https://docs.senangurus.com/uploads/images/gallery/2025-10/mmOimage.png
https://docs.senangurus.com/uploads/images/gallery/2025-10/PH0image.png

Summary
Total Sale - Total Sales Return: RM 2,475.00 - RM 0.00 = RM 2,475.00

Total Sale Commission: RM 0.00
Total Expense: RM 100.00

£ Sales Added £ Sales With Commission £ Expenses

Show 50 ~ entries B Exportto CSV B ExporttoExcel @ Print  [MColumn visibility [ Export to PDF arc
Invoice No. Customer name Payment status Total amount Total paid Total remaining
0012 Walk-In Customer RM 500.00 RM 500.00 RM 0.00
0010 Mr Joseph 920815-03-2380 RM 225.00 RM 225.00 RM 0.00
0008 Walk-In Customer RM 250.00 RM 250.00 RM 0.00
0007 Walk-In Customer RM 750.00 RM 750.00 RM 0.00
0002 ‘Walk-In Customer RM 250.00 RM 250.00 RM 0.00
0003 Walk-In Customer RM 250.00 RM 250.00 RM 0.00
0001 Walk-In Customer RM 250.00 RM 250.00 RM 0.00
Paid -7 RM 2,475.00 RM 2,475.00
Total: Paid - 7 RM 2,475.00 RM 2,475.00 S T R
Sell Return Due - RM 0.00
Previous n Next
Showing 1to 7 of 7 entries. -~

Sales commission is calculated without shipping or tax. Sales commissions are from the sales of the
items, not the overhead cost such as taxes, freight, shipping, handling, etc.

Commission payment:

After getting the commission amount, SenangUrus ERP have 2 ways to make payment for the commission.

Using expense

e Calculate the commission from the sales representative report and after paying the amount add it as an
expense in Add Expense menu.
¢ In Add expense, select the Expense-For dropdown

Using HRM module

e Use the HRM module.

¢ In the HR module, when creating payroll for a user, it will automatically include the sales commission.

e Sales commission will be shown as Payroll-Components so that the business owner and the user both
know details of the commission.
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Adding superadmin user

Creating Superadmin user:

Login to the server from Cpanel or DirectAdmin or Plesk or Filezilla (FTP) or similar panels.

Open .env file with the file editor. .env file is present inside the UltimatePOS directory

3. Inside the env file, you will find “ADMINISTRATOR_USERNAMES” configuration. Add the username of
the user which you want to make as superadmin.
Example if you want “userl” to be superadmin then add it like below:
ADMINISTRATOR_USERNAMES="user1?
NOTE: userl mentioned here is for example only and the username is case sensitive.

4. You have to add an already existing/signed up username here. To add multiple users as superadmin

you can add them comma separated.

ADMINISTRATOR_USERNAMES="user1,user2,user3?

N o=

NOTE: If super admin user is added, that user can

e Access modules tab in side menubar
e Can enable backup — To enable backup using superadmin user
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