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RETAIL ORDER MANAGEMENT

MYNT RETAIL

This Is a step-by-step guide on Order Management in Mynt Retail.

Adding an Item to the Cart
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Jade Plant 1 $5.99 Ui
iquor
Golden Pothos Jade Plant Large Ceramic
Small Ceramic Pot 1 $3.99

Open Category

SubTotal: $9.98
Tax:$0.78
Balance Due: $10.76

Pot
=

Peace Lily Snake Plant

Medium Ceramic
Pot

Housewares

Small Ceramic
Pot

Spider Plant ZZ Plant
Accessories

s Total: $10.76 | Hlouse Plants

o) &= » Ty <+ 9
CASH ($10,76] CARD ($11_‘|9} SEND PAY CLEAR SALE SELECT RETURN

Items can be added to the invoice either by Scanning the barcode or navigating to the category
and selecting the item.
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Adding an Item to the Catalog

Items can be added either by scanning in a new barcode while in the invoice screen, or by
navigating to “POS Operations” and selecting “Add Item”.

Fri, Oct 16, 516 PM Virtual Demo

Add Quick Item
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*Product Name Price

COG Markup %

*Select Category -+
elect Sub Category +

t Tax Class
Mynt Tax

Sele

Track Inventory 4

Enable Weight +

Both of these methods will pull up the “Add Quick Item “ screen. Fill out the fields above, and
then press “Save” in the top right. If the item’s barcode was scanned in through the invoice
screen, the “SKU” will already be entered.
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Add Quick Item Save

*Select Category

Select Sub Category

Select Tax Class

Mynt Tax
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Track Inventory

D Enable Weight

D Enable Track Inventory

+

D Enable Negative Inventory

D Enable Insufficient Quantity alert

[:] Enable for web

“Track Inventory” can be enabled as seen in the above screenshot.

By enabling “Negative Inventory”, you will be able to sell the product, even when the count of the
inventory is less than zero.

If the “Insufficient Quantity Alert” is enabled, it will alert you to reorder the item before the count
reaches zero.
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Applying a Discount to the Entire Order

Fri, Oct 16, 5:45 PM

Virtual Demo Online
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ADMIN Guest ORDER START
. MyntAdmin ] Oct 16, 2026 at pay $1 56 35
545 PM
. | . . . a $20 $SO
Amethyst Ring 1 $24.99
Cash
Silver Bangle 1 $22.00 7 More $'|5635
Amethyst Ring 1 $21.99
Card
Oval Platter - Fig Floral 1 $50.00 n m . . g
$162.60
D SubTotal: $144.97
Tax: $11.38 $ Refund Manual Credit
Balance Due: $156.35
Discount >
@ Total: $156.35 Extra Sharge >
& = - & I} + 9
CASH ($156.35) CARD ($162.60) SEND PAY CLEAR SALE SELECT RETURN

On the Invoice Screen, press the “Pay” button on the bottom, and scroll down to “Discount”.

Enter the discount % or discount $ and enter the reason for a discount. You can also select the

discount reason from the predefined reasons.
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Applying a Discount to an item

Fri, Oct 16, 553 PM Virtual Demo Online
- QUICK ORD..
— #29
% ADMIN Guest  ORDER START 5 6 7 8 9 10 M 12 13 14 15 =
MyntAdmin 1 Oct 16, 2026 at
553 PM
A hyst R !
methyst Ring 2 $4398 e
Sun Hat Sunglasses Winter Gloves
Amethyst Ring 1 $24.99
Open Category
Silver Bangle 1 $22.00
=
Sun Hat 1 \IPREl Short-Sleeve Shirts
Winter Scarf Bandana Patterned Socks
SubTotal: $103.96 Housewares
Tax: $8.16
Balance Due: $112.12
Jewelry
Accessories
House Plants
@ Total: $1212
& = » & |} + pa!
CASH ($112.12) CARD ($116.60) SEND PAY CLEAR SALE SELECT RETURN

Press the “Select” button on the bottom.
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e QUICK ORD... 0
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ADMIN Guest  ORDERSTART x
MyntAdmin 1 Oct 16, 2026 at
553 PM
Amethyst Rin 2 $4398 . .
e . Discount >
° hmethyst Ring 1 $24.99
Silver Bangle 1 $22.00 Comp >
Sun Hat 1 $12.99
B Change Price >

SubTotal: $103.96
Tax: $8.16 E. Void >

D Balance Due: $112.12

[ﬁ] Delete

@& Move Item

@ Total: $112.12
& = ”» & T + =)
CASH ($112.12) CARD ($116.60) SEND PAY CLEAR SALE UNSELECT RETURN
Select the item(s) that you would like to discount, and then press the “Discount” button.

Enter the discount % or discount $ and enter the reason for a discount. You can also select the
discount reason from the predefined reasons

Congratulations!

You can now take orders in Mynt Retail!
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