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START HERE

How to use this guide
This guide covers selling in STOCK2TRACK: setting up invoices, the four billing screens, printing,
returns, quotes, delivery challans and collecting what customers owe. Each chapter explains what the
screen is for, why it matters, the steps, annotated screenshots (orange numbers match the list under
each picture), and what must be set up first.

Which billing screen should I use?

Screen Best for

Sales Invoice (classic) Every kind of sale: credit customers, serials, batches, several tenders, delivery addresses.

Easy Invoice Fast counters: scan and tap one payment button.

Advanced Invoice Trained staff on a keyboard, with a customer display and margins.

Quick Invoice Touch screens and fixed menus without barcodes.

Before your first bill

Products have a selling price (MRP), GST rate and HSN code; stock has been entered.
Your company and each branch have their GSTIN and state; customers have a state, so GST splits
correctly into CGST + SGST or IGST.
Invoice settings are saved (Chapter 1) and the print template matches your printer.
Staff have the Invoice Creation privilege (Admin › User Roles).

Chapters

1. Invoice Settings

2. Finding an Invoice

3. Creating an Invoice

4. Easy Invoice (one-tap billing)

5. Advanced Invoice (keyboard billing)

6. Quick Invoice (touch POS)

7. Viewing and Printing an Invoice

8. Invoice Template Designer

9. Returns and Credit Notes

10. Quotes and Estimates

11. Delivery Challans

12. Customer Ledger and Collecting Dues

13. Due Payments

14. Coupons

15. Invoice Report



CHAPTER 1 · ADMIN › SETTINGS

Invoice Settings
The settings that decide how every invoice behaves: the print template, the default payment type,
stock rules, pop-ups and the messages sent with a bill.

Who Owner, administrator
How
often

Once, then when your process changes

Why it matters

Set these once and every counter bills the same way. Wrong defaults (for example the wrong print template)
cost time on every single bill.

How to use it

1. Open Admin › Settings and find the invoice section.

2. Choose the Invoice Print Template your printer uses (A4, A5 or 2-/3-inch thermal) and the Invoice
Default Payment Type.

3. Decide the stock rules: Add in FIFO (sell the oldest batch first), Delivered with Invoice (stock leaves
when billed) and whether the same product may appear twice on a bill.

4. Switch on Invoice Qty Popup if staff should confirm quantities, and Partner Required if every bill needs
a sales partner.

5. Set the loyalty points rules (Rupees to Points, Min Points for Redeem) and whether bills are sent on
WhatsApp or SMS.

6. Press Save. Settings are read when a user signs in, so sign out and in again.



Figure 1. Payment, print template, messages and points

1 Payment type selected by default on new bills

2 Print template used for invoices and WhatsApp PDFs

3 SMS / WhatsApp message sent with each bill

4 Loyalty points: rupees per point and the minimum to
redeem



Figure 2. Invoice behaviour switches

1 Sell the oldest batch first

2 Allow the same product twice on one bill

3 Ask for the quantity on every scan

4 Stock leaves when the bill is made

5 Send a message with every invoice

6 Save, then sign in again

Before you start

Administrator rights. The Default Billing Screen (classic or Easy Invoice) is set by your installer.

Good to know

Change one setting at a time and test a bill before the counter opens.



CHAPTER 2 · SALES › SALES INVOICE

Finding an Invoice
Every bill in one list, filtered by date, company and branch, with totals for the period.

Who Counter staff, owner
How
often

Every day

Why it matters

Reprint, resend or correct any bill in seconds when a customer comes back.

How to use it

1. Open Sales › Sales Invoice. Today's bills are shown.

2. Change From Date, To Date, Company or Location, or type a name, phone or invoice number in
Search, and press Filter.

3. Use the row icons to view, print, edit, send on WhatsApp or delete a bill.

4. Press New to start a bill.

Figure 3. The invoice list

1 Dates, company and branch

2 Search by name, phone or invoice number

3 Apply the filters

4 Start a new bill

5 Totals for the period: count, amount, paid and due

6 View, print, edit, WhatsApp or delete



Before you start

Privilege Invoice Reprint to see the list; Invoice Creation to edit.

Good to know

Avoid deleting invoices. Deleting puts the stock back, but the invoice number is left unused: report it as
cancelled in your GST return. To undo a sale, issue a return (credit note) instead.



CHAPTER 3 · SALES › SALES INVOICE › NEW

Creating an Invoice
The full billing screen: scan or search products, set quantities and discounts, pick the customer, take
payment in any mix of tenders, and create the bill.

Who Counter staff
How
often

Every sale

Why it matters

One screen handles walk-in sales, credit sales to known customers, serial-numbered items, points and coupons.

How to use it

1. Scan the barcode, or type in Product Name and choose the item. Use Camera Scan on a laptop with a
webcam.

2. Check each line: MRP, offer price, quantity and discount. For serial-numbered items, choose the serials
and press Add Selected.

3. Type the customer's Phone. A known customer fills in, with points and dues. Tick Unknown for a walk-in.

4. In the payment panel, enter what is paid in each tab: Cash, Card, Wallet/UPI, Cheque, Coupon, Credit
Note, Points or Bank Transfer. Anything unpaid stays as due.

5. Press CREATE INVOICE. Send it on WhatsApp when asked, and print it.

6. Busy counter? Press Park to hold a bill and serve the next customer; reopen it from Parked.



Figure 4. Products and customer added

1 Scan a barcode (or use the camera)

2 Or search by product name

3 Lines: MRP, offer price, quantity and discount

4 Products other customers often buy with these

5 Customer's phone: name, points and dues fill in

6 Grand total with the GST split

7 Create the invoice

8 Park the bill and serve the next customer



Figure 5. Payment and totals

1 Payment tabs: Cash, Card, Wallet/UPI, Cheque, Coupon,
Credit Note, Points, Bank

2 Round the final amount (spread across the lines)

3 Due date for an unpaid balance

4 Discount on the whole bill

Before you start

Privilege Invoice Creation. Products need a selling price and GST rate; customers need a state for the right GST split.

Good to know

Overall Discount % applies to the whole bill; Adjust Final Amount rounds the total.
A partly paid bill appears in the customer's ledger and in Due Payments.



CHAPTER 4 · SALES › EASY INVOICE

Easy Invoice (one-tap billing)
A simpler billing screen: scan, then tap one big button for how the customer paid — Cash, UPI, Card
or Credit.

Who Counter staff
How
often

Every sale (fast counters)

Why it matters

Fewer taps per bill. New staff learn it in minutes; points and store credit are one button each.

How to use it

1. Open Sales › Easy Invoice and scan or type products. Each line is a card you can change.

2. Type the customer's phone if they want points or the bill on WhatsApp. Chips show their points, credit
and dues; press REDEEM or USE CREDIT to use them.

3. Tap CASH, UPI, CARD or CREDIT. One tap means paid in full; Credit leaves the bill as due.

4. Need to split the payment, change the date, rep or discount? Open More options, or press Classic
screen.



Figure 6. Easy Invoice

1 Scan, or search a product

2 Each line is a card: change quantity or remove

3 Customer's phone for points, credit and WhatsApp

4 One tap: Cash, UPI, Card or Credit

5 Split the payment or edit amounts

6 Date, rep, notes and discount

7 Switch to the classic billing screen

Before you start

Same as Creating an Invoice. Your installer can make Easy Invoice the default for New Invoice.

Good to know

UPI is saved as a Wallet payment in reports.



CHAPTER 5 · SALES › ADVANCED INVOICE

Advanced Invoice (keyboard billing)
A billing screen built for the keyboard, with a customer display, a margin column, batch selection and
repeat orders.

Who Experienced counter staff
How
often

Busy hours

Why it matters

Fastest for trained staff: every action has a key, and the customer sees each item on a second screen.

How to use it

1. Open Sales › Advanced Invoice. Press Shortcuts to see the keys: F1  barcode, F2  product, F3  phone,
F5  create, F7  park, F8  parked bills.

2. Use Customer View or Open in 2nd Screen to show the bill to the customer.

3. Pick a batch for batch-tracked items; the margin column (with the Profit privilege) warns you before you
discount too far.

4. Repeat Order loads the customer's last bill; you can also load the items of any invoice.

5. Type the cash amount in the Cash tab (it is not filled in for you) and press F5 .



Figure 7. Advanced Invoice

1 Keyboard shortcuts (F1–F8)

2 Show the bill to the customer

3 Open the customer display on a second screen

4 Margin on each line (Profit privilege)

5 Payment: type the cash amount

Before you start

Privilege Invoice Creation; Profit to see margins. Service job cards open here when you press Generate Invoice on a
job.



CHAPTER 6 · QUICK INVOICE (TOP BAR)

Quick Invoice (touch POS)
A touch-screen point of sale with product category tiles, a running bill and a checkout panel.

Who Counter staff
How
often

Every sale (touch screens)

Why it matters

Ideal for cafés and counters that sell from a fixed menu without barcodes.

How to use it

1. Press Quick Invoice in the top bar.

2. Tap a category, then tap products to add them. Tap a line to change the quantity.

3. Type the customer's phone if needed.

4. Choose the tender (Cash, Card, Wallet, Cr. Note, Coupon), enter Cash Paid to see the change to give
back, and press Checkout.

5. Switch on Auto Print, WhatsApp and Auto reset so each bill prints, is sent and clears itself.

Figure 8. Quick Invoice

1 Classic or POS layout

2 Choose a category

3 Tap a product to add it

4 Cash paid and change to give back

5 Create the bill

6 Auto print, WhatsApp, auto reset



Before you start

Product categories (collections) with products in them.



CHAPTER 7 · SALES INVOICE › VIEW / PRINT

Viewing and Printing an Invoice
The invoice as saved, and the print screen with a choice of templates and printers.

Who Counter staff
How
often

Every sale

Why it matters

Reprint any bill in the format the customer needs: A4 for businesses, thermal for the counter, PDF for email.

How to use it

1. From the invoice list press the view icon to see the bill, its items and payments.

2. Press Print Invoice. Choose a Template and a Printer.

3. Press Direct Print, Save PDF or Send WhatsApp.

Figure 9. An invoice

1 Invoice and customer details

2 Items with discount and GST

3 Amount, payments and what is due

4 Open the print screen



Figure 10. Print preview

1 Choose the template (A4, A5, thermal)

2 Choose a printer for direct printing

3 Open or save the PDF

4 Send the PDF on WhatsApp

5 Preview of the printed invoice

Before you start

Templates are set up in the Invoice Template Designer.

Good to know

For serial-numbered items use a template that prints serials (Multiple Page Modern 3-inch or A4 Classic).



CHAPTER 8 · SALES › INVOICE TEMPLATE DESIGNER

Invoice Template Designer
Design your own invoice layout: logo, headings, columns, totals, terms, QR code and barcode, for A4
or thermal paper.

Who Owner, administrator
How
often

Once, when you set up printing

Why it matters

Bills that look like your brand and carry the details your customers and auditors need.

How to use it

1. Open Sales › Invoice Template Designer. Starter templates are read-only: press Clone to make your
own copy.

2. Pick a section (page header, invoice details, items, totals, footer) and add elements: static text, bound
text (a field from the invoice), logo, image, line, QR or barcode.

3. Use the position and style settings on the right; press Preview and Print Test.

4. Press Save, then Set as Default. Use Invoice Column Aliases to rename columns for one template or
all.



Figure 11. Template Designer

1 New template (or Clone a starter)

2 Page size, orientation and margins

3 Sections of the invoice

4 Choose and order the item columns

5 Fields you can place: invoice, customer, company, items,
totals, tax

6 Make this the default template

Before you start

Administrator rights.



CHAPTER 9 · SALES › REFUNDS

Returns and Credit Notes
Take goods back against the original invoice, put them back in stock, and refund the customer or give
a credit note.

Who Counter staff, manager
How
often

When a customer returns goods

Why it matters

Every return is tied to its bill, stock stays correct, and GST on the return is reversed properly.

How to use it

1. Open Sales › Refunds. Search by invoice number, name or phone and press Select on the bill.

2. For each item coming back, enter the Return Qty and press Add to Return.

3. Choose Pay Now to refund in cash, card, wallet or cheque (the refund total is filled in for you), or Pay
Later to give a credit note the customer uses on the next bill.

4. Press Generate Credit Note.

Figure 12. Finding the bill

1 Search by invoice number, name or phone

2 Search

3 Select the original bill



Figure 13. The items on the bill

1 The items on the original bill 2 Add an item to the return



Figure 14. How many are coming back

1 Return details for the item

2 How many are coming back

3 Refund for this line, with GST reversed



Figure 15. Refund or credit note

1 Items on the credit note

2 Refund now

3 Or keep it as a credit for the next bill

4 How the refund is paid

5 Create the credit note

Before you start

Privilege Refunds Creation.

Good to know

An unpaid credit note shows in the Notifications bell until it is refunded or used.



CHAPTER 10 · SALES › QUOTE / ESTIMATE

Quotes and Estimates
Price a list of items for a customer, print or email it, and turn it into an invoice when they agree.

Who Sales staff
How
often

When customers ask for a price

Why it matters

No retyping when the customer says yes — the quote becomes the bill.

How to use it

1. Open Sales › Quote / Estimate and press New Quote.

2. Choose the customer, add the items and prices, and press Create Quote.

3. Open the quote to print it (A4 or 3-inch) or send it by email.

4. When the customer agrees, press Convert to Invoice: the billing screen opens with the items.

Figure 16. Quote list

1 Date range

2 New quote

3 View, print, email or delete

4 Items of the selected quote



Figure 17. A new quote

1 Add products

2 The customer

3 Quote total with GST

4 Save the quote

Before you start

Privilege Quote.

Good to know

Old quotes that never became sales appear in the Action Queue so you can follow them up.



CHAPTER 11 · SALES › DELIVERY CHALLAN

Delivery Challans
A delivery challan sends goods out (on approval, for a job, or before billing) and reduces stock
without making a sale.

Who Dispatch staff
How
often

When goods leave without a bill

Why it matters

Goods out of the shop are always on paper, with stock kept right.

How to use it

1. Open Sales › Delivery Challan and press New.

2. The DC number fills in. Set the date, add the items, and enter billing and shipping addresses.

3. Press Create DC. Stock is reduced. Deleting a challan puts the stock back.

Figure 18. A new delivery challan

1 Add the items going out

2 Who they are for

3 Where they are going

4 Create the challan (stock is reduced)

Before you start

Privilege Delivery Challan.



Good to know

A challan does not turn into an invoice by itself: bill the goods separately when the customer keeps
them.



CHAPTER 12 · CUSTOMERS › CUSTOMER LEDGER

Customer Ledger and Collecting Dues
Everything a customer bought, paid and returned, with the balance they owe, and a place to record
what they pay.

Who Owner, accounts
How
often

Weekly

Why it matters

Know exactly who owes what before you give more credit, and record collections against the right bills.

How to use it

1. Open a customer's ledger from the customer list or Finance › Customer Ledger.

2. Read the totals: invoiced and paid in the period, and the total due for all time.

3. The Invoices, Payments and Credit Notes tabs show every entry.

4. Press Record Payment, choose how they paid and, if you like, which invoice it is for.

Figure 19. A customer ledger

1 Opening balance when you started

2 Total owed, all time

3 Period for the tabs below

4 Record a payment

5 Invoices, payments and credit notes

Before you start



Privilege Customer Ledger. Enter the customer's opening balance when you start.

Good to know

Without a chosen invoice, a payment clears the oldest bills first.



CHAPTER 13 · FINANCE › DUE PAYMENTS

Due Payments
All unpaid invoices across customers, oldest first, with a quick way to record a collection.

Who Accounts
How
often

Daily or weekly

Why it matters

One list to chase every rupee owed to you.

How to use it

1. Open Finance › Due Payments.

2. Filter by date or customer; the oldest dues are at the top.

3. Press Record Payment on the customer, enter the amount, date, Payment Type (cash, card, wallet,
cheque or bank transfer) and reference, and save. The oldest bills are cleared first.

Figure 20. Due payments

1 Find a customer

2 Total owed by all customers

3 Record what was received

Before you start

Privilege Customer Ledger.



Good to know

To pay a particular invoice rather than the oldest, use Record Payment on the customer ledger.



CHAPTER 14 · ADMIN › COUPONS

Coupons
Create discount coupons with an amount, a minimum bill value, a usage limit and validity dates.

Who Owner, marketing
How
often

For each campaign

Why it matters

Run festival and win-back campaigns that the counter can redeem on any bill.

How to use it

1. Open Admin › Coupons. Press Generate for a 16-character code, or type your own.

2. Set the Amount, the minimum Bill Value, how many Usages are allowed, and Valid From / To. Save.

3. At billing, enter the code in the Coupon tab.

Figure 21. Coupons

1 Coupon code

2 Generate a random 16-character code

3 Valid from and to

4 How many times it can be used

5 Discount amount and minimum bill value

6 Save the coupon

Before you start

Privilege Coupons.



Good to know

Coupons expiring within a week appear in the Notifications bell.



CHAPTER 15 · REPORTS › SALES & REVENUE › INVOICE REPORT

Invoice Report
All invoices for a period with amounts, tax, payments and dues, ready to export.

Who Owner, accounts
How
often

Daily and monthly

Why it matters

Your sales register for the accountant, and a quick check that every bill was paid.

How to use it

1. Open Reports › Sales & Revenue › Invoice Report.

2. Choose the dates and press Generate.

3. Export to Excel for your accountant.

Figure 22. Invoice report

1 Date range

2 Generate

3 Collections by tender

4 Export to Excel

Before you start

Privilege Invoice Report.



Good to know

The Refunds Report lists credit notes for the same period.


