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1. How to start CES TS Software 
 

 
 
 
 
 
 
 
 

2. How to Access Back Office from the Sales 
Mode 
 
When in the Sales Mode, just type in 10101 to 
access Back Office. 
 
 

3. How to exit from CES TS Software 
 
Go to Back Office by typing 10101 
 

 
 

 

Double click on this 
icon on your desktop 

Click on Exit button in the 
bottom right-hand corner 



Page 4 

4. How to create a Group 
 

 
 

 
 
 

Click on 
Products 
button 

Click on 
Groups 
button 



Page 5 

 

 
 

 
 

 
 
 
 
 
 
 
 
 

Type in a new Group Code. 
Start with 01, 02, 03 etc 
and 
Press ENTER on your 
keyboard. 
A message will pop up 
asking you if you want to 
create a new group. 
Click Yes. 

Type in a Description 
for this group e.g. 
Food 

Click on 
Save button 

Click on Exit 
button 
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5. How to create a Department 
 

 
 

 
 

Click on 
Products 
button 

Click on 
Departments 
button 
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Type in a new 
Department Code. Start 
with 01, 02, 03 etc and 
Press ENTER on your 
keyboard. 
A message will pop up 
asking you if you want to 
create a new department. 
Click Yes. 

Type in a new 
Description 
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Click here to 
select a group that 
this Department 
belongs to. 

Type in the 
maximum allowed 
discount for all 
items in this 
Department 

Click on Save 
button 
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Click on Exit 
button 
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6. How to create a Supplier 
 

 
 

 
 

Click on 
Products 
button 

Click on 
Suppliers 
button 
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Type in a new Supplier 
Code. Start with 01, 02, 03 
etc and 
Press ENTER on your 
keyboard. 
A message will pop up 
asking you if you want to 
create a new supplier. 
Click Yes. 

Type in a Supplier 
Name.  
If you don’t want to 
enter all your 
suppliers you can just 
create only one 
suppler and call it 
Default Supplier. 

All other fields you 
can omit as they are 
not required. If you 
do wish you can enter 
all other supplier 
details. 

Click on Save 
button 
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Click on Exit 
button 
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7. How to create a Product 
 

 
 

 
 

Click on 
Products 
button 

Click on 
Products 
button 
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Type in a new PLU number or 
barcode. For PLU use first 2 
digits from Department code 
and then 4 digits for the new 
Product followed by Enter.  
A message will pop up asking 
you if you want to create a new 
product. Click Yes. 

Type in a new 
Description such 
as Tapas 5xP 

Click here to select 
the Department this 
product belongs to 
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Click here to select 
the Supplier you’re 
buying this product 
from 

Enter how many of 
these products come 
in a case when you 
buy it from a 
supplier e.g. when 
you’re setting up can 
of coke it might 
come in packs of 6 
cans so you put 6 in 
this field 

How much you 
pay for a 
single unit. 
This amount is 
entered ex 
GST 

If you don’t 
know what the 
unit cost is you 
could enter the 
Case Cost ex 
GST and Unit 
Cost would be 
calculated 
automatically 

Click here to select the Unit 
of Sale. For all products that 
you sell as a whole unit 
select EACH. 
If you sell beers, all 
stubbies and cans would be 
set as EACH but if you also 
sell slabs you would select 
SLAB from the list. 
If you need to create a new 
Unit of Sale check next 
chapter in this manual. 
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Type in the price you’re 
selling this item for. This 
price should be entered 
inc. GST 

Select GST Rate if this 
product attracts GST or 
No GST if it’s GST free 
such as milk, juice etc. 

If you print kitchen or 
bar dockets select 
Controls Tab 
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Select remote printer 
where you want this 
product to be printed 
out 

Click on Save 
button 
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Click on Exit 
button 
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8. How to create a Units of Sale 
 

 
 

 
 

Click on 
Products 
button 

Click on 
Products 
button 
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Click on 
Units of Sale 
button 

Type in the Unit Of 
Sale Code and press 
Enter on your 
keyboard. 

Type-in the Description 
prefix. This is not 
required but whatever is 
in this field it will be 
printed in front of the 
product description every 
time you sell a product. 

Enter the quantity 
for this Unit of Sale Click on 

Save button 
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Click on Exit 
button 

Click on Exit 
button 
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9. How to create a Recipe Product (Cocktails) 
 
Go to Back Office 
 

 
 

 
 

Click on 
Products 
button 

Click on 
Products 
button 
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Type in a new PLU number 
such as 15001 and press 
Enter. When asked to 
create a new product press 
Yes Fill in all required fields 

such as Description, 
Department, Supplier and 
Tax. You can put the price 
in now or later once you 
find out what the cost of 
the whole recipe is 

Also select remote 
printer on the 
Controls tab 
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Select the 
Recipe tab 

Tick PLU is a 
Recipe check 
box 

Click on Add button 
to start adding 
recipe items 

Type in a PLU 
number of the 
item you want 
to add to the 
recipe 

If you don’t 
remember the 
PLU number 
you can click on 
the search 
button to 
search by PLU 
number 

… or you can 
search by 
Description 

Type in the portion 
that needs to be 
deducted from this 
item when the recipe 
is sold 

Cost of 
the item 

Retail 
value of 
the item 
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Retail 
value of 
the recipe 

Click on Save 
button 

Cost of 
the recipe 

Once you add all recipe items 
click on Save button on the 
bottom of the screen 

Click on Add 
button if you want 
to add more items 
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The message will pop up asking 
you to update the main recipe 
cost price. Click Yes here. 
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10. How to create a Mix & Match  
 
Go to Back Office 
 

 
 

 

Click on 
Products 
button 

Click on Mix 
& Match 
button 
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Click on this arrow 
button and a list of all 
available mix & match 
deals will pop up 

Scroll down to the 
bottom of the list to 
find the last mix & 
match number 

Type in a new mix 
& match number 
and press Enter 
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Fixed Amount – Buy x items for $y  

Amount Off – Buy x items get $y off 

Cheapest Free – Buy x items get cheapest free 

Discount % - Buy x items get y% off 
 

 

Type in a meaningful 
description for this 
deal 

Type in a text that 
will print on the 
customer docket 

Select from one of 
these deals 

Buy 3 items 

… and get $1 off 

Click on Save button 
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Click on Exit button 

Click on 
Products 
button 
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Select the product 
you want to apply 
the mix & match 
deal to 

Click on 
Controls tab 

Click on the 
arrow button and 
select a mix & 
match deal from 
the list 

Click on Save 
button to save 
the product 
changes 
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11. How to create a Product Button in the Sales 
Mode 

 

 
 

 
 

Create a new button here 
for product Tapas 5xP. 
Hold down Shift on your 
keyboard and click on this 
button. 

Click on Define Key 
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If you know the 
PLU number type it 
in here followed by 
* e.g. 010001* 

If you don’t know 
the PLU number 
click on the PLU 
button 

If you clicked on PLU 
button then this 
screen shows up 

Type in a part of the 
PLU code in here and 
press Enter e.g. 10 and 
it lists all PLUs that 
include searched text 

Select an item 
from the list 

Click on Accept 
button 
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Description on 
the button in 
the Sales Mode 

Click on Fore Colour if you wish to 
change the text colour of the button 

Click on Back Colour if you wish to 
change the back colour of the button 

Click on Change Font if you wish to 
make text bigger or smaller 

Select the colour you want by 
clicking on its box 

Click on OK 
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Select Font 
type and Size 

Click on OK 

Once you’re happy 
with the look of 
your button click 
on Save 
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12. How to create a Condiment Table 
 

 
 

 
 
 

Click on 
Products 
button 

Click on 
Condiments 
button 
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Type in a new Condiment 
Table Number. Start with 
1, 2, 3 etc and Press 
ENTER on your keyboard. 
 
A message will pop up 
asking you if you want to 
create a new Condiment. 
Click Yes. 

Type in a title description 
for this condiment table. 
This title is used to make 
it easier to select the 
right table when linking 
from the product screen. 
 

Type in all different 
options/condiments in 
this list. There are 16 
fields available to be used 
here. 
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If you tick this option, 
when in sales mode and 
this table comes up on 
the screen, user must 
select one of these 
options/condiments.  
 
If this option is un-ticked, 
user can just simply abort 
this screen without 
making any selections. 
 

Click Save 
button 

Click Exit 
button 
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13. How to link a Product to a Condiment Table 
 

 
 

 
 
 

Click on 
Products 
button 

Click on 
Products 
button 
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Select a Product 
that you want to 
link to the new 
condiment table. 

After you’ve selected 
the product, click on 
Controls tab 

Click on this arrow button 
and the list of all available 
Condiment Tables will drop 
down. Select the table you 
want to link to this 
product. You can select up 
to 3 different tables.  
When this product is sold 
each table will pop up on 
the screen one after the 
other. 
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Click on Exit 
button 

Click on 
Save button 



Page 42 

14. How to create a Menu 
 
Go to Back Office 
 

 
 

 
 
 
 

Click on 
Products 
button 

Click on Menus 
button 
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Type in a new Menu Number. 
Start with 1, 2, 3 etc and Press 
ENTER on your keyboard. 
 
A message will pop up asking 
you if you want to create a 
new Menu. Click Yes. 
 

Type in a PLU number 
of the product you 
want to come up in the 
menu.  

Type in a title description 
for this menu. 
 

If you don’t 
know/remember PLU 
numbers, click on this 
button to search by 
Product Description. 
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If you don’t 
know/remember PLU 
numbers, click on this 
button to search by 
Group/Department. 

Select Group (e.g. 
Vodka) by pressing 
+ in front of the 
Group Description 
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Select Department 
(e.g. Skyy Vodka) by 
pressing + in front of 
the Department 
Description 

Select an Item by 
clicking on it. 
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Selected item is 
automatically 
added to the list 
 

Click on Save 
button 
 

Click on Exit 
button 
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15. How to create a Menu Button in the Sales 
Mode 
 

 
 

 
 

Create a new button here 
that calls up menu Vodka. 
 
Hold down Shift on your 
keyboard and click on this 
button. 

Click on Define Key 



Page 48 

 
 

 
 
 
 

Type in Menu code 
followed by * and 
word “MENU” 

Description on 
the button in 
the Sales Mode 

Change the Fore Colour, Back 
Colour and Font to suite. 
 
Check chapter 7 for details on 
how to change colours and 
fonts of a button. 

This is what the 
button is going to look 
like in the Sales Mode 

Once you’re happy 
with the look of the 
button click on Save 
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16. How to create a Department Button in the 
Sales Mode 
 

 
 

 
 

Create a new button here that 
calls up department Vodka. 
 
Hold down Shift on your keyboard 
and click on this button. 

Click on Define Key 
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Type in Department 
code followed by * and 
text “DEPART/P/A” 

Description on 
the button in 
the Sales Mode 

Change the Fore Colour, Back 
Colour and Font to suite. 
 
Check chapter 7 for details on 
how to change colours and 
fonts of a button. 

This is what the 
button is going to look 
like in the Sales Mode 

Once you’re happy 
with the look of the 
button click on Save 
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17. How to Delete a Button from the Screen 
 

 
 

 

To delete this button 
press and hold down Ctrl 
button on your keyboard 
and then click on this 
button. 
 
At this stage it might ask 
you to confirm deletion, 
just press YES. 

The button is reset to default with no 
colour or text. If you want to 
completely remove this button from the 
screen, press and hold down Ctrl 
button on your keyboard and click on it 
again for the second time. 
 
At this stage it might ask you to 
confirm deletion, just press YES. 


