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Empower SMEs to grow E-commerce Business

Prime Commerce 
POS - User Manual
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Prime One-Stop Solutions

Prime POS is an online 
software(Desktop & Mobile App) 
which could help to tracking sales 
and reporting , it also could help 
SMEs take the payment whereas 
their customer are and pair to 
online payment with billing 
printer to become all-one-one 
powerful system.

Prime Web is online 
web builder which could 
help SMEs to build the e-
commerce store in 
minute.

Prime Influencer is 
online software which 
could help SMEs to book 
influencer and manage 
their influencer 
campaign in real-time .

Prime Distribution is online 
software which could help 
SMEs manage multiple 
channels (from E-commerce, 
social media to offline retails)  
in one place and sell 
everywhere effortlessly.

Prime Dashboard is 
dashboard software for 
everyone by visualizing 
analytics data and tracking 
end-to-end business 
performance.
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Prime CRM is an online  software 
which could help SMEs manage their  
customer’s inquire in multiple 
channels from  online to offline (from 
social media, website, SMS, email-
marketing, call-center etc.) and turn 
conversations into conversions



Copyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary InformationCopyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary Information

GET STARTED

Go to https://auth.primecommerce.asia

Login by enter user name and password provided by 
PRIME

Explore 5 products to leverage your business
Choose Prime POS
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PRIME POS (Point of Sale)

Description: Prime POS (Point of Sale) is a POS
software (Desktop & Mobile App) which could
help to tracking sales and reporting , it also could
help SMEs take the payment whereas their
customer are and pair to online payment with
billing printer to become all-one-one powerful
system.

1. Suitable for all categories

2. Features

➢ Absolute security
➢ Sales on any device
➢ Start business after 

one click
➢ Cost saving

➢ Accurate report
➢ Offline using
➢ Manage all the time
➢ Order management
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PRIME POS
USER MANUAL

Agenda
I. Dashboard [6-9] 
II. Product [10-13]
III. Product Group [14-16]
IV. Invoice Management [17-20]
V. Warehouse Management [21-29]
VI. Finance [30-36]
VII. Customer [37-39]
VIII. Supplier [40-41]
IX. Product report [42-43]
X. Settings [44-50]
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I. Home - Dashboard

Menu:
POS: access to the order page

Dashboard: Dashboard page

Product: Products management of the restaurant  

Product Group: Manage products follow category/ group

Invoice Management: Manage 2 types of invoices: Sales 

invoice and Returned invoice

Warehouse Management: Manage Import item, Return 

import item and Transport

Finance: List of income/expenditure

Customer: Customer list

Supplier: Supplier list

Product report: Product statistics report (sales) and Input -

Output Inventory

Settings
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Business activities stats 

shows: 

● Revenue - Profit

● Sales invoice - Sales 

amount

● Returned invoice -

Returned amount

● Compared to 

yesterday in term of 

revenue and profit

I. Home - Dashboard
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In revenue and profit report: 

You can custom date range by 

clicking                      on the 

drop-down list (Last week/ 

Today/ This week/ This month)

I. Home - Dashboard
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Top 10 best selling products:

You can custom date range by

clicking on the drop-

down list (Last week Today This

week This month)

Sales diary: Diary show date and

time of selling products and

product price

I. Home - Dashboard
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Step 1: Select 

Step 2: Input product name

Step 3: Input cost

Step 4: Input price

Step 5: Input stock

Step 6: Select product image

Step 7: Select product group

Step 8: Select supplier

Step 9: Input note

Step 10: 

Click to add new products

Click  to add and continue 

add new product

Click to exit.

I. Product - Add new product
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Step 1: Click

Step 2: Click 

Step 3: Click                 to add new 

from Excel, Click            to exit .

I. Product - Import from Excel
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Click

I. Product - Export to Excel

Display notify popup 
when complete
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Click               to 

select categories that 

you want to show in 

below data table 

I. Product – Show data
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Step 1: Click 

Step 2: Input Name of product group

Step 3:Input Note

Step 4: 

Click to add new product group, 

Click             to add and continue add 

new product group

Click to exit 

II. Product group  - Add Product group 
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Step 1: Click 

Step 2: Click 

Step 3:  Click to add new from Excel

Click to exit .

II. Product group  - Import from Excel 
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Step 1: Select name of product group

Step 2: 

Adjust the information below and 

click to save

Click to delete the product 

group

Click to skip editing

II. Product group – Update product group
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Invoice ID: Input Invoice ID to search

Customer: Input Customer name or 

Customers’ Phone number to search A

Staff: Select staff to search invoice

Click                    to search invoice

At menu Sales invoice, you can search invoices easily by using the 

search filter of POS, include:

All time: View Sales invoices in a period of time: This month, Today, 

Yesterday, This week, This year, etc.

Select time: View Sales invoices at a specific time: Select range date

Status: Select Sales invoice status: Completed or Deleted

III. Invoice management - Sale Invoice
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III. Invoice management - Sale Invoice

At List of Sales invoices: 

Click to download data as an Excel file

Click              to select the information displayed
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Step 1: Select invoice

Step 2: Input Cashier name

Step 3: Input Staff name

Step 4: Input Note

Step 5: Check staff update

Step 6: 

Click to complete

Click to print

Click to delete invoice

Click to cancel

III. Invoice Management - Sales invoice - Update information of invoice
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Invoice ID: Input Invoice ID to search
Customer: Input Customer name or Customers’ Phone 
number to search 
Staff: Select staff to search invoice

Click                    to search invoice

At menu Return invoice, you can search invoices easily by using 
the search filter of POS, include
All time: View Return invoices in a period of time: Today, 
Yesterday, This week, This month, All time, etc.
Select time: View Return invoices at a specific time: Select range 
date
Status: Select Return invoice status: Completed or Deleted

III. Invoice management - Return invoice
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At the interface of the Import, you can search invoices more easily by using the system's search filter, including:

All time: View the invoice in a specific period in the system: This month, this week, last week, this year, last year, or all time.

Select time: View the invoice in specific day.

Invoice ID: Enter the invoice ID of the returned product

Supplier: Enter the name or telephone number of the supplier.

Staff: Choose the name of the Staff in charge of the invoice.

Status: select order status: provisional, deleted, or all.

Click to find the invoice.

IV. Stock Management - Import items
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Click to select the information displayed in the List of imported invoices.

Click the Export to Excel button to automatically download the list of Excel import invoices to your device.

IV. Stock Management - Import items
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Step 1: Click

Step 2: Select supplier in Search supplier or

click to add a supplier you want

Step 3: Enter the discount value

Step 4: Enter the amount to be paid to the

supplier

Step 5: Select to add a product to the import

sheet

Step 6: Select the payment method

Step 7: Select Staffs

Step 8: Select creation date

Step 9: Click to temporarily save the

sheet information

Click to create the import sheet

IV. Stock Management - Import items - Create import invoice
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At the interface of the Product Return, you can search invoices more easily by using the system's search filter, including:
All time: View the invoice in a specific period in the system: This month, this week, last week, this year, last year, or all time.
Select time: View the invoice in specific date day.
Invoice ID: Enter the invoice ID of the returned product
Supplier: Enter the name or telephone number of the supplier.
Staff: Choose the name of the Staff in charge of the invoice.
Status: select order status: provisional, deleted, or all.
Click                    to find the invoice.

IV. Stock Management - Return import item
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IV. Stock Management - Return import item

Click          to select the display information at List of Product return invoice section.
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IV. Stock Management – Shipping (For users have more branches)

At the interface of the Product Return, you can search invoices more easily by using the system's search filter, including:
All time: View the invoice in a specific period in the system: This month, this week, last week, this year, last year, or all time.
Select time: View the invoice in specific date day.
Invoice ID: Enter the invoice ID of the returned product
Branch transfer: Choose the name or branch transfer.
Branch entry: Choose the name of Branch entry 
Status: select order status: provisional, deleted, or all.
Click                    to find the invoice.
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IV. Warehouse Management – Shipping – Create shipping orders

Step 1: Click

Step 2: Select to add a product to the

shipping sheet

Step 3: Select the branch

Step 4: Select creation date

Step 5: Take note at Note

Step 6:

Click to temporarily save the

sheet information

Click Complete to create the import

sheet
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IV. Warehouse Management – Shipping – Update shipping orders

Step 1: Select invoice

Step 2: Change entry branch at To the 

branch

Step 3: Take note at Branch transfer 

notes

Step 4: 

Click Update to complete

Click to print

Click to delete invoice

Click Skip to cancel
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IV. Warehouse Management – Shipping – Export to excel

Click to export shipping data as an Excel file

Click            to select the display information at List of Product return invoice section.
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In the Finance, users can manage their 
list of Income and Expenses cash book

V. Finance
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At the interface of Finance, you can find the invoice easier by using the system's filter, including:
All time: View the invoice for a specific period in the system: This month, this week, last week, this year, last year, or all time.
Select time: View invoice on the specific date
Document type: Type of voucher for the receipt or payment voucher.
Income/expenditure type: Type of income/expenditure 
Voucher code: Enter the coupon code of the return slip.
Status: status of the cashbook: paid or deleted.
Business outcome: Accounting or not accounting.
Staff: staff in charge of income/ expense bill.
In charge group: select one of the following groups: customers, suppliers, Staffs.
PIC: Enter the submitter's name or phone number.
Click the button                     to find the invoice.

V. Finance - Filter
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At List of Income and Expense, the numbers below will be displayed:

Funds: Amount at the beginning of the period

Revenue: Amount collected in the period

Income/Expenses type: The amount spent in the period

Fund: The remaining amount of the fund.

VI. Finance – List of Income and Expenditure
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Step 1: Click 

New window appears, adjust the following 

information:

Step 2: Select the type of receipt

Step 3: Select time

Step 4: Select the Subject group

Step 5: Input the cash value of the receipt

Step 6: Input notes for the receipt

Step 7: Select to add the receipt, 

Choose to exit.

VI. Finance – List of Income and Expenditure- Add receipts
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Step 1: Click 

New window appears, adjust the following 

information:

Step 2: Select the type of payment

Step 3: Select time

Step 4: Select the Receiver group

Step 5: Select the cash value of the slip

Step 6: Note for the payment voucher

Step 7: Click Save  to add slip or Click 

to cancel

VI. Finance – List of Income and Expenditure- Create payment voucher
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VI. Finance – List of Income and Expenditure- Create payment voucher

Click to export shipping data as an Excel file

Click             to select the display information at List of Product return invoice section.
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Step 1: Select voucher

Step 2: Take note at Note

Step 3: 

Click U           to complete

Click to print

Click to delete 

invoice

Click to cancel

VI. Finance – List of Income and Expenditure- Update voucher
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VII. Customer

At the Customer list, users can view and manage their customers information through the customer list 

section. Which includes:

● Customer's full name

● Customer's contact phone number

● Total amount sold to that customer (except return)

● The date the customer was created in system.
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Step 1: Click 

Step 2: Input Full name

Step 3: Select Gender

Step 4: Input Phone number

Step 5: Input Email 

Step 6: Input Birthday

Step 7: Input Note

Step 8: Click Additional 

information

Step 9: Click to add 

new products, Click 

to add and continue add new 

product, Click to exit.

VII. Customer - Add customer



Copyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary InformationCopyright © 2020 by Prime Commerce Holding Pte Ltd. Confidential & Proprietary Information

Step 1: Select 

Step 2: Select 

Step 3: Click to complete the 

adding process. Click to exit.

VII. Customer - Import from Excel
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VIII. Supplier - Add supplier

Step 1: Click 

Step 2: Supplier: Enter company 

name, store, etc.

Step 3: Enter phone number

Step 4: Representative: Enter full 

name of supplier

Step 5: Enter the brand conduct the 

product

Step 6: Enter supplier email

Step 7: Click additional information 

(Optional)

Step 8: Click to save the 

information, Click to 

save and continue add new supplier, 

Click to exit.
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Step 1: Click 

Step 2: Click 

Step 3: Click to complete the 

adding process from the Excel file

Click to exit.

VIII. Supplier - Add suppliers from Excel File
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At Sales menu, show 

Product statistics report 

(sales):  

Product ID

Product name

Product group

Quantity

Total amount

IX. Product Report - Sales
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1 2 3 4

At Input - Output Inventory report list, you can easily 

filter  Input - Output  Inventory Report follow date 

range or product name/ product group:

All time: View Return invoices in a period of time: This 

month, Today, Yesterday, This week, Last week, This 

month, Last month, This year, Last year, All time

Select time: View Return invoices at a specific time: 

Select range date

Product name: Input product name or product ID

Product group: Select Product group

Click                      to search.

Click                                to export data as an Excel file

IX. Product Report - Input/ Output Inventory
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At General information of Store settings, you can input store 

information:

Store logo: upload the logo of store to aware brand’s store

URL: this URL link to the customer account 

Store email: This email is for logging in to the account, you 

can use it for contacting or changing password. Store owner 

must use this email to log in.

Store name

Phone number: phone number of store

Store address: the address of store

Items per page: customize the items displayed of each page 

(select 10,20,30). 

Click                 to save the updated information    

X. Settings – Store setting
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X. Settings – Store setting

At Business invoices of Store settings:

Click Invoice of business if you want to create the 

business invoice:

● Business invoice has store information, customer 

information, product information and invoice 

details. Click to select/remove information you 

want to appear/disappear in the invoice. 

● The screen displays invoice: click        to edit detail 

information in invoice, click       to complete editing.    

Click                  to save the updated information    
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X. Settings – Store setting

At Business invoices of Store settings:

Click Retail bill if you want to create retail bill:

● Retail bill has store information, customer 

information, and invoice details. Click to 

select/remove information you want to 

appear/disappear in the bill. 

● The screen displays invoice: click       to edit detail 

information in invoice, click       to complete editing.    

Click                    to save the updated information    

1

2
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X. Settings – Store setting

At Features of Store settings:
Barcode: enable barcodes from
manufacturers. Scan directly from
the products (All products that have
barcodes on them)
Attribute: enable this feature to
create attributes (color, size, weight,
etc.) for the product, easily find and
manage products.
Product unit: enable the feature to
allow products to be changed in
conversion unit of conversion to
help manage and sell conveniently.
Average cost: enable this feature,
you will not be able to change the
cost on the product screen. Cost is
calculated by using the average
formula from imports, which helps
to calculate the total and exact
revenue for store.

Debt: enable this feature to allow customers to be debited when paying, the debt 

will be saved in the customer screen. If it’s not enabled, customers are not allowed 

to debit.

Change displayed mode: store owner can selects display mode for POS

Click                 to update. 
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X. Settings – Branch – Add new branch

At List of branches:

Step 1: Click , new window appears, 

fill in the following information:

1. Branch name

2. Phone number

3. Email

4. Address

5. District

6. City

Step 2: Click or to save 

these information.

Click to cancel.   
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X. Settings – Branch – Update branch information

At List of branches:

Click a branch to update branch information you want.

New window appears, adjust the following information in Information.

Click Update to save, Delete to remove the branch or Skip to cancel editing.

At List of staff, you can find out all staff of the branch.

Click Skip to cancel. 
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X. Settings – Staff – Add staff

At List of staff:

Click                to add new staff information

New window appears, fill in the following information.

User name

Password

Confirm password

Full name

Phone number

Email

All positions

Branch

Additional information (Optional)

Click              or                          to save these information.

Click Cancel to cancel. 
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Thank you

“At Prime Commerce, we believe that we can create positive impacts 
on people's lives through empowering online commerce.”

-----------------------
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