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1.  Introduction  
 

 

 

1.1.  Overview of Digitot  Inventory  Control  

Digitot  Inventory  Control is a comprehensive food service cost ac counting 

software package designed to isolate losses due to theft, shrinkage, over 

portioning, incorrect purchasing, poor yields, over production and a host of 

other mistakes that affect the bottom line. Our goal is to give your 

management team the informa tion they need to make correct decisions on a 

timely basis that will substantially decrease food cost while increasing 

profitability.  

 

"This is a profit making organization.  

That's the way you planned it... that's the way it is."  

 

Foodservice is a manufact uring business. Raw products are turned into 

finished products quicker in foodservice than any other industry. By 

developing a systemic approach to the process of inventory, procurement, 

receiving, recipe development, preparation, assembly and analyzing da ta 

from menu sales one finds there are three costs of doing business for any 

foodservice operation. From fast food to fine dining to catering to 

institutional foodservice the understanding of the cause, effect and 

interaction of each of the three food cost  principles will play a key 

role in the success or failure of your operation . 

 

1. Targeted food cost: This is the food cost goal of your operation. This 

ideal food cost helps you plan your profit. It is the food cost you must run in 

order to make a profit.  If your operation returns an 18% profit running a 

32% food cost then you will likely be losing money if food cost climbs near 

42%. Food cost can't just be allowed to happen. It must be targeted or 

planned.  
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2.  Theoretical food cost : This is the perfect fo od cost. It is based on the 

principle of buying the correct product at the right price, receiving what is 

paid for, preparing, producing and serving only what the guest is entitled to 

receive all the while maintaining adequate security measures. It does no t 

include Rands that are lost due to waste, improper receiving, product 

substitutions, waste, theft, spoilage, improper yield, over portioning and the 

other host of lost profit pitfalls in the food service industry.  

 

3.  Actual food cost : This is the food c ost that appears on your profit and 

loss statement. It is calculated by (beginning inventory + purchases) -  

(ending inventory). Read it and rejoice or read it and weep.  

 

Shrinkage (or theft, to put it bluntly) is the enemy of profit. Shrinkage is the 

diff erence between theoretical, or perfect food cost and the actual, or real 

food cost. The difference between theoretical and actual in food service 

ranges from 2% to 15%. That is 2 -15% of sales in lost profits and often the 

difference between a profitable fo od service operation and one that has 

closed it's doors. Every food service operation has shrinkage -- this number is 

a management controllable. Digitot Inventory  Control is designed to give 

management timely reports on every item in inventory and subsequent  tools 

to recover lost profits. Once implemented, Digitot Inventory  Control software 

is like turning on your headlights at midnighté Everything is so much clearer. 

Control of food cost is based upon planning.  

 

We know that food service software must be eas y to use, learn, and 

maintain. Digitot Inventory  Control is designed exclusively for food service. 

You'll see that our screens, reports, help system, documentation, and even 

our support and sales staff all show a real understanding of your business.  

Food s ervice has unique challenges and business demands. We understand 

what it takes to keep your operation profitable and efficient, and translate it 

to software that will help you every working day: Digitot Inventory  Control  
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1.2.  Running Digitot  Stock Control  

 
          Double Click on the Digitot  Stock Control  Icon on the desktop,  

Or 

Select Start -> Programs -> Digitot  Stock Control -> Digitot  Stock 

Control .exe  

 

The Login page will be displayed . 
 

  
 

Select your User Name fro m the Combo box, type in your password and 

press óOKô. 

When the program is run for the first time, the only existing user will be 

óSupervisorô, and the password will be blank. 

 

If a valid password is entered, you will enter the óDigitot  Inventory  Control  

program  ô, otherwise an error message will be displayed.  
 

If the program is being run over a network, select connection method 

óDSNô, otherwise select óDirectô. 
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2 Setup  

2.1 Categories  and Cost types  

2.1.1 General Ledger Categories  

 
Select óSetupô -> óCategories & Cost Typesô -> óGeneral Ledger Categoriesô. 

  

      
 
General Ledger Categories are used for the General Ledger Report which 

shows how much was spent on each General Ledger Category that  was 

vata ble, non -vatabl e and the total.  

  

You will be given a list of all your existing General Ledger Categories.  

 

To add a new GL category, type in the GL category and press the óAddô 

button.  

 

To change a GL category, select it from the list, make the required 

changes and pres s the óChangeô button. 

 

To delete a GL category, select it from the list and press the óDeleteô 

button. You will not be allowed to delete categories that have items 

assigned to them.  

 

To Print the General Ledger Categories, press the óPrintô Button. 
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2.1.2  Buyin g Categories  

 
Select óSetupô -> óCategories & Cost Typesô -> óBuying Categoriesô. 

 

 
 
You will be given a list of all your existing Categories.  

 

To add a new category, type in the category, select whether it is a Food, 

Beverage or N on F & B cost type, select a G/L Category and press the 

óAddô button. 

 

To change a category, select it from the list, make the required changes 

and press the óChangeô button. 

 

To delete a category, select it from the list and press the óDeleteô button. 

You will not be allowed to delete categories that have items assigned to 

them.  

 

To Print the Categories, their cost type and their GL Category, press the 

óPrintô Button. 

 

If you will be exporting to Pastel enter the Vatable and Non Vatable codes 

for the Buyin g Category, if you are not exporting to Pastel these fields can 

be left blank.  
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2.1.3 Cost Types  

 
Select óSetupô -> óCategories & Cost Typesô -> óCost Typesô. 
 

 
 
Cost types are used to determine cost of sale for each dif ferent cost type.  

  

You will be given a list of all your existing Cost Types.  

 

To add a new Cost Type, type in the Cost Type and press the óAddô button. 

 

Select whether it is a type that gets resold or not and whether you want to 

show import errors or not.  Import errors occur when an item is sold 

without a recipe attached to it, or if the recipe ingredients are not assigned 

to the revenue centre  that sold the item.  

 

To change a Cost Type, select it from the list, make the required changes 

and press the óChangeô button. 

 

To delete a Cost Type, select it from the list and press the óDeleteô button. 

You will not be allowed to delete categories that have items assigned to 

them.  

 

To Print the Cost Types, press the óPrintô Button. 
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2. 2  Report Groups / Selling Cate gories  

 
Select óSetupô -> óReport Groups / Selling  Categoriesô. 
 

 
 
Report Groups / Selling Categories are the numbers used by the Point Of 

sale System to represent each sales category.  

 

You will be given a list of all you r existing Selling Categories.  

 

To add a new Report Group / Selling Category, type in the Report Group / 

Selling Category Name, the number (PLU CODE) and select the Cost Type 

and press the óAddô button. 

 

To change a Selling Category, select it from the lis t, make the required 

changes and press the óChangeô button. 

 

To delete a Report Group / Selling Category, select it from the list and 

press the óDeleteô button. You will not be allowed to delete categories that 

have items assigned to them.  

 

To Print the Report Groups / Selling Categories, press the óPrintô Button. 
 

 

 

 

 

 

 

 



                                      

 

 

Copyright © 201 3 All rights reserved  

Digitot.com  
All product names and trademarks are the property of their 

respective owners.  

 

 

 

 

 

2. 3  Bulk Optimum Levels  

 
Select óSetupô -> óBulk Optimum Levelsô. 
 

 
 
Select whether you would like to capture optimum levels by Cost Type, 

Category Ar ea or All Items.  

 

Select if you would like to sort the items by Category Name or Item Name 

and press run.  

 

You will be given a list of all items, there categories, and there counting 

unit.  

 

Enter the optimum levels and press save.  
 

    To print a list of o ptimum levels, press the óPrintô Button.  

    To export the optimum levels to Excel press the óExportô button. 
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2. 4 Adjustment / Wastage Types  

 
Select óSetupô -> óAdjustment / Wastage Typesô.  

 

 
 
Adjustments are u sed to write off stock that has not been sold or issued.  

 

You will be given a list of all your existing Adjustment Types.  

 

To add a new Adjustment Type, type in the Adjustment Type Name and 

press the óAddô button. 

 

To change an Adjustment Type, select it f rom the list, make the required 

changes and press the óChangeô button. 

 

To delete an Adjustment Type, select it from the list and press the óDeleteô 

button. You will not be allowed to delete categories that have items 

assigned to them.  
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2.5 Suppliers  

 
Select óSetupô -> óSuppliersô.  

 
 

 
 
To add a new supplier, enter the Supplier Name ï mandatory field, and any 

of the remaining optional fields:  

Contact Name, Telephone 1, Telephone 2, Fax Number, Email Address, 

Comment, bank Name, Branch Name, Bank Code, Acc ount Number , External 

Code  as required, and press the óAddô Button. The Supplier will be added, and 

the supplier list will be refreshed.  

 

Order Acc Number is your account number with the supplier and will be 

printed on your orders.  

 

External Code is used f or exporting to Pastel.  

 

If you discontinue using a supplier, you can mark that supplier inactive, so 

that their items do not appear on stock sheets.  

 

To change a supplier, select the supplier from the Suppliers list, make the 

changes, and press the óChangeô Button. The supplier will be updated, and 

the supplier list will be refreshed.  

 

To delete a supplier, select the supplier from the list, press the óDeleteô 

Button. The supplier will be deleted, and the supplier list will be refreshed.  

To clear the input  fields, press the óClearô Button. 

 

To search for a particular Supplier, enter text in the Search Text field. As you 

type, the supplier list will be refreshed, the search will be done on the current 

heading that the list is sorted by.  

To change the sort or der of the supplier list from Supplier Name to Contact 

Name, press the óContact Nameô heading in the list. 
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To print a list of suppliers, press the óPrintô Button.  

To export the data to Excel press the óExportô button. 

2.6 Items  

 
Select óSetupô -> óItemsô.  
 

 
 
Selecting Active, Inactive or All will determine which items are displayed in 

the list.  

Selecting Food, Beverage or All will determine which items are displayed in 

the list.  

 

To change the sort order of the item lis t from Item Name to Category or 

Supplier Name, select the Item, Category or Supplier option button.  

 

To search for an item, enter text in the Search Text field. As you type, the 

item list will be refreshed, the search will be done on the field that the lis t 

is sorted by.  

 

To add a new item, enter the Item Name ï mandatory field.  If possible 

include the size eg. Coke 330ml or Onions 10Kg.  

Select a buying category . (To edit Buying Categories:  óSetupô->ôCategories 

and Cost Typesôï>ôSelling  Categoriesô).  

Select  whether the item is Vatable.  

Select whether the item is Active.  

Enter a purchase unit ï optional field.  

Enter a counting unit ï optional field. ( See below)  

Enter PP factor ï mandatory field. ( See below)  

Enter the optimum level ï Optional field  

Enter bar c ode ï optional field to be used to if linking to Digitag . 

 
Supplier and Price:  

In the supplier frame:  
Select a supplier. (To edit Suppliers:  óSetupô->ôSuppliersô). 
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Enter a price excluding Vat ï mandatory field.  

If you only have the price inclusive of VAT,  press the óSubtract Vatô button, 

and vat will be taken off the supplier price  you are editing.  Enter the 

suppliers item code ï this field is optional and will be used if you create 

orders on the system.  

 

If you have a second supplier for the same item, se lect the existing item 

from the grid, select the second supplier, enter the price excluding Vat and 

the supplier code if required and p ress the óAddô button inside the supplier 

frame.  

It is important that the purchase unit and PPFactor is the same for 
all suppliers of a particular item.  

 
 
Purchase Unit  is to be used for invoices. Please note this is the unit you 

are charged for on the invoice, not necessarily the packaging unit ï You 

may receive your prawns in 2Kg boxes, but be invoiced by kg. In this case 

the purchase unit is KG.  

Counting Unit  is to be used for stock take sheets. You may order/receive 

an item by the case, but want to count it as a unit.  

PP Factor  is related to counting unit. Purchase Price Factor is the 

relationship between the units you pu rchase your items in, compared to 

the units you count them in for stock take . E.g . If you purchase an item in 

packs of 12, but count them in units, the PP Factor is 1 / 12 or 0.833 33 . If 

the purchase unit and the counting unit are the same, the PP Factor i s 1.  

If you would like the application to calculate the PPFactor for you, click on 

the calculator icon.  

 

Press the óAddô Button. The item will be added. 
 
To change an item, select the item from the list, make the changes, and 

press the óChangeô Button. The item will be changed.  

 

To save loading time, the item list will not be refreshed after adding and 

changing items. To refresh the list press the óRefreshô button. 

 

To delete an item, select the item from the list, press the óDeleteô Button. 

The item will b e deleted, and the item list will be refreshed.  

 

To clear the input fields, press the óClearô Button. 

     To export the data to Excel press the óExportô button. 
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2.7 Areas  

Areas are used to divide your bulk stock into physical locations to print a separate 

stock sheet for each area, to make counting stock easier.  

Note:  Although the stock in each area is counted and captured separately it is 

stored globally.  

 

2.7.1  Edit Item Areas  

 
Select óSetupô -> óAreas (Bulk Stock Take) ô -> óEdit Item Areasô. 

  

  
 

Item Areas can be used for stock take purposes.  

  

You will be given a list of all your existing Item Areas.  

 

To add a new Item Area, type in the Item Area and press the óAddô button. 

 

To change an Item Area, se lect it from the list, make the required changes 

and press the óChangeô button. 

 

To delete an Item Area, select it from the list and press the óDeleteô 

button. You will not be allowed to delete Item Areas that have items 

assigned to them.  

 

To Print the Ite m Areas, press the óPrintô Button. 
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2.7.2  Capture Item Areas  

 
Select óSetupô -> óAreas (Bulk Stock Take) ô -> óCapture Item Areasô. 

  

  
 

Select the Item Area you would like to edit from the combo box.  

 

You will be a given a l ist of the items currently assigned to the selected 

area, and a list of the items not currently assigned to the selected area.  

 

To add items to the selected area, select items from the list on the left (to 

multi -select, hold down the óCtrlô key while selecting), and press the right 

arrow button. The selected items will be moved to the list on the right.  

Please note these changes will only be saved when you press the óSaveô 

button.  

 

To remove items from the selected area, select items from the list on the 

ri ght (to multi -select, hold down the óCtrlô key while selecting), and press 

the left arrow button. The selected items will be moved to the list on the 

left.  

Please note these changes will only be saved when you press the óSaveô 

button.  
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2.7.3  Items Not in Areas  

 
Select óSetupô -> óAreas (Bulk Stock Take) ô -> óItems not in Areasô. 

  

  
 

This report shows all items that are not assigned to areas. If you  are using 

areas when counting stock, it is important to ensure all items are in at 

least one area, or that item will not be counted.  

 

The list can be printed by pressing the óPrintô button.   

The list can be exported to Excel by pressing the óExportô button.  
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2.7.4  Items Area  Report  

 
Select óSetupô -> óAreas (Bulk Stock Take) ô -> óItems Area Report ô.  

  

 
 

This report d isplays what area(s) an item is assigned to.  

 

Select the item on the left, and the list on the right will display the area(s) 

the item is assigned to, if any.  
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2.8  Recipes  
 

Recipes are used to capture the ingredients of all the items sold.  

They are used to  determine  the cost of sale of all items, and to subtract used 

items from stock when sales are imported . 

 

2.8.1  Kitchen Recipes  

Select óSetupô -> óRecipesô -> óKitchen Recipesô.  
  

   
 

Kitchen Recipe items are components of menu items made up fr om 

ingredients (items) purchased.  

 

To add a new kitchen recipe, enter the kitchen recipe name, the prepare 

unit, the counting unit and the recipe PPFactor  and press the óAddô 

button.  

 

PPFactor  is the relationship between the units you prepare your kitchen 

recipe or menu item in, compared to the units you count them in for 

stocktake, e.g. If your prepare an item in units of 2.5 kg, but count them 

in 1 kg units, the PP Factor is 1 / 2.5 or 0.4. If the prepared unit and the 

counting unit are the same, the PP F actor is 1.  

 

The kitchen recipe cost will be updated after the items have been added.  

 

To change a kitchen recipe, select the kitchen recipe, make the changes 

and press the óChangeô button. 

 

To delete a kitchen recipe, select the kitchen recipe and press t he óDeleteô 

button.  

 

To print the kitchen recipes, press the óPrintô button. 

 

To edit kitchen recipe ingredients, select the óKitchen Recipe Ingredientsô 

tab.  
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2.8.2  Kitchen Recipe Ingredients  

Select óSetupô -> óRecipesô -> óKitchen Recipe Ingredientsô.  
 

  
 

Select the kitchen recipe you would like to edit.  

 

To add a new kitchen item, select an item or kitchen recipe ingredient, 

enter the item recipe factor , a description  and press the óAddô button. 

 

The text box alongside the item combo box is f or search purposes. As you 

enter text into this box it will move the combo box to the first item that 

begins with the text you have entered.  

 

Item Recipe Factor  is the relationship between the quantities you 

purchase your items in, compared to the quantity  you use for the recipe 

item.   

 

Ensure that your purchase quantity and recipe quantity are in the same 

unit.  

e.g. 1. If you purchase an item in 5 litre units, and use 250ml, the 

purchase quantity is 5 x 1000ml = 5000, and the recipe quantity is 250. 

There fore the recipe factor will be 250 / 5000 = 0.05.  

e.g. 2. If you purchase an item in cases of 24 x 410g, and use 325g, the 

purchase quantity is 24 x 410g = 9840, and the recipe quantity is 325. 

Therefore the recipe factor will be 325 / 9840 = 0.033.  

 

If yo u press the calculator icon alongside the item recipe factor textbox, 

you will be given a form to help calculate the item recipe factor.  

 

The total cost will be updated as items are added.  

 

To change an item, select the item, make the changes and press the  

óChangeô button. 
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To delete an item, select the item and press the óDeleteô button. 
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2.8.3  Menu Items  

 
Select óSetupô -> óRecipesô -> óMenu Itemsô.  
 

  
 

Menu items are items listed on your menu. This feature is to calculate the 

food cost percen tage of a particular menu item  and to setup what 

ingredients should be removed from stock when the sales are imported.  

Menu items can be made up of kitchen recipes and/or individual items.  

 

To add a new menu item, enter the menu item name the  selling price  

excluding vat, the PLU Code and press the óAddô button. 

 

There is a subtract vat button, if you only have the price including vat.  

 

The menu item cost and menu item cost percentage will be updated after 

the items have been added.  

 

To change a menu item, s elect the menu item, make the changes and 

press the óChangeô button. 

 

To delete a menu item, select the menu item and press the óDeleteô 

button.  

 

To print the menu items, press the óPrintô button. 
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2.8.4  Menu Item Ingredients     

 
Select óSetupô -> óRecipesô -> óMenu Item Ingredients ô.  

 

 
 
Select the menu item you would like to edit.  

To add a new ingredient , select an item name or kitchen recipe, enter the 

item recipe factor  and a description and press the óAddô button. 

 

The text boxes alongside t he item and kitchen recipe combo box are for 

search purposes. As you enter text into this box it will move the combo 

box to the first item that begins with the text you have entered.  

 

Item Recipe Factor  is the relationship between the quantity you 

purchase  your items in, or prepare your kitchen recipes in, compared to 

the quantity you use for the recipe item.   

 

Ensure that your purchase quantity and recipe quantity are in the same 

unit.  

 

e.g. 1. If you purchase an item in 5 litre units, and use 250ml, the 

purchase quantity is 5 x 1000ml = 5000, and the recipe quantity is 250. 

Therefore the recipe factor will be 250 / 5000 = 0.05.  

e.g. 2. If you purchase an item in cases of 24 x 410g, and use 325g, the 

purchase quantity is 24 x 410g = 9840, and the recipe qu antity is 325. 

Therefore the recipe factor will be 325 / 9840 = 0.033.  

 

If you press the calculator icon alongside the item recipe factor textbox, 

you will be given a form to help calculate the item recipe factor.  

 

The total cost will be updated as items a re added.  

 

To change an item, select the item, make the changes and press the 

óChangeô button. 

To delete an item, select the item and press the óDeleteô button. 
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2.9 Revenue Centres  

2.9.1 Edit Revenue Centres  

 
     Select óSetupô -> óRevenue Centresô -> óEdit Revenue Centresô.  
 

 
 

You will be given a list of all your existing Revenue Centres.  

 

To add a new Revenue Centres, type in the Revenue Centre and press the 

óAddô button. 

 

To change a Revenue Centre, select it from th e list, make the required 

changes and press the óChangeô button. 

 

To delete a Revenue Centre, select it from the list and press the óDeleteô 

button. You will not be allowed to delete Revenue Centres that have items 

assigned to them.  

 

If the Revenue Centre has dedicated POS terminals, add the terminal IDôs 

using the óAddô and óDeleteô buttons.ô 

 

To Print the Revenue Centres, press the óPrintô Button. 
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2.9.2  Capture Revenue Centre Items  

2.9.2.1  Assign Items  

 
Select óSetupô -> óRevenue Centresô -> óCapture Revenue Centre Itemsô -> 

Assign Itemsô.  
 

 
 

Select the Revenue Centre you would like to edit from the combo box.  

 

You will be a given a list of the items currently assigned to the selected 

Revenue Centre, and a list of the items not currently assigned to the selected 

Reve nue Centre.  

 

To add items to the selected Revenue Centre, select items from the list on 

the left (to multi -select, hold down the óCtrlô key while selecting), and press 

the right arrow button. The selected items will be moved to the list on the 

right.  

Please note these changes will only be saved when you press the óSaveô 

button.  

 

To remove items from the selected Revenue Centre, select items from the list 

on the right (to multi -select, hold down the óCtrlô key while selecting), and 

press the left arrow butto n. The selected items will be moved to the list on 

the left.  

Please note these changes will only be saved when you press the óSaveô 

button.  
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2.9.2.2   Revenue Centre Areas  

Revenue Centre Areas are used to divide up your Revenue Centres into 

areas  to make stock take easier in the same way Item Areas are used in 

Bulk Stock take . 

Select óSetupô -> óRevenue Centresô -> óCapture Revenue Centre Itemsô -> 

óRev Centre Areasô.  
  

 
 
Select a Revenue Centre and you will be given a list of all your existing 

Revenue Centre Areas.  

 

To add a new Revenue Centre Area, type in the Revenue Centre Area and 

press the óAddô button. 

 

To change a Revenue Centre Area, select it from the list, make the 

required changes and press the óChangeô button. 

 

To delete a Revenue Ce ntre Area, select it from the list and press the 

óDeleteô button. You will not be allowed to delete Revenue Centre Areas 

that have items assigned to them.  
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2.9.2.3   Capture Item Areas  

 
Select óSetupô -> óRevenue Centresô -> óCapture Revenue Centre Itemsô -> 

óRev Centre items in Areasô.    
  

 
 
Select the Revenue Centre and Revenue Centre Area you would like to edit 

from the combo boxes.  

 

You will be a given a list of the items currently assigned to the selected 

area, and a list of the ite ms not currently assigned to the selected area.  

 

To add items to the selected area, select items from the list on the left (to 

multi -select, hold down the óCtrlô key while selecting), and press the right 

arrow button. The selected items will be moved to th e list on the right.  

Please note these changes will only be saved when you press the óSaveô 

button.  

 

To remove items from the selected area, select items from the list on the 

right (to multi -select, hold down the óCtrlô key while selecting), and press 

the left arrow button. The selected items will be moved to the list on the 

left.  

Please note these changes will only be saved when you press the óSaveô 

button.  
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2.9.2.4   Items Not in Areas  

 
Select óSetupô -> óRevenue Centresô -> óCapture Revenue Centre Itemsô -> 

óItems not in Areasô.    
  

 
 
This report shows all items that are not assigned to areas. If you  are using 

areas when counting stock, it is important to ensure all items are in at 

least one area, or that item will not be counted.  

 

Select the Revenue Centre you  would like to view, and the list will be 

populated.  

 

The list can be printed by pressing the óPrintô button.   

The list can be exported to Excel by pressing the óExportô button.  
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2.10  Capture Optimum Levels  

Select óSetupô -> óRevenue Centresô -> óOptimum Levelsô.  

  
  
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 

 
Select 

the Revenue Centre you would like to edit from the combo box and press the 

óRunô button. 

 

You will be a given a list of the items assigned to the selected Revenue 

Centre with their existing optimum levels.  

 

Type in the corr ect optimum levels and press the óSaveô button. Please note 

the optimum levels will not be saved until you press the óSaveô button. 

 

To change the sort order from category to item, press the óItemô heading in 

the list.  

 

To print the optimum levels, press t he óPrintô button. 
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2.11  I tem Special Prices  

 
Select óSetupô -> óItem Special pricesô.  

  

          
 
The special prices function is used if a supplier has committed to supplying 

a specific item at a specific price for a specific period of time.  

You will enter the price and end date for each item, and if you capture an 

invoice at a different price, you will be given a warning.  

 

Select the supplier name, whether you would like to sort your items by 

Item or Category Name and pres run.  

 

Enter the price, the end date and select active for all affected items.  

 

Press the save button.  

 

To print the list, press the óPrintô button. 

To export the list to Excel, press the óExportô button. 
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Bottom Line  

2.12  Headings  

Select óSetupô -> óBottom Lineô -> óHeadingsô. 
  

 
 
To add a new heading, enter the Heading Name ï mandatory field, press 

the óAddô Button. The Heading will be added, and the heading list will be 

refreshed.  

 

To change a heading, select the heading from the heading list, make the 

changes, and press the óChangeô Button. The heading will be updated, and 

the heading list will be refreshed.  

 

To delete a heading, select the heading from the list, press the óDeleteô 

Button. The heading will be deleted, and the heading list will be refreshed.  

To clear the input fie lds, press the óClearô Button. 
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2.13 Edit Items  

Select óSetupô -> óBottom Lineô -> óItemsô. 
  

 
 
To add a new item, enter the Item Name ï mandatory field, select a 

heading ï mandatory field and press the óAddô Button. The item will be 

added, and the item l ist will be refreshed.  

 

To change an item, select the item from the heading list, make the 

changes, and press the óChangeô Button. The item will be updated, and the 

item list will be refreshed.  

 

To delete an item, select the item from the list, press the óDeleteô Button. 

The item will be deleted, and the heading  list will be refreshed.  

To clear the input fields, press the óClearô Button. 

 

The Custom view works the same as the standard view.  
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3 Reports  

3.1 Purchase  Reports  

3.1.1 All  

Select óReportsô -> óPurchase Reportsô -> óAllô.  
  

 
 

The report can be viewed for a specific date range, by selecting the Date 

option button, and selecting a Start Date and an End Date, or for a complete 

month, by selecting the Month option butt on, and selecting a Month and a 

Year. The report can be viewed for food purchases, beverage purchases, non 

f & b purchases or all purchases.  

 

Press the óRunô button once you have selected your criteria. 

 

You will be shown purchases for food, beverage and n on f & B and the 

purchases total, the total discount received as well as a list of all invoices and 

their items for a selected period. You will also be shown a sub total for the 

invoice.  

 

You can search for a particular invoice, by entering an Invoice Numb er and 

pressing the óSearchô button. 

All fields are display only.  

 

To change the sort order of the invoice list from Date to Invoice Number, 

press the óInvoice Numberô heading in the list. 

 

To print the report, press the óPrintô button. 

To export the data to Excel press the óExportô button. 
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3.1.2  Purchases by Category Report  

 
Select óReportsô -> óPurchase Reportsô -> óPurchases By Categoryô.  

  

 
 

This report is similar to the Purchases report  all , except that you select the 

specific category you would like to view.  

 

Press the óRunô button once you have selected your criteria. 

 

At the bottom of the list, you are shown the total spent for the selected 

category, the percentage it is of food, beverage or non f & B, and the 

percen tage of total purchases.  

 

To print the report, press the óPrintô button. 

To export the data to Excel press the óExportô button. 
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3.1.3  Purchases by Item Report  

 
Select óReportsô -> óPurchase Reportsô -> óPurchases By Itemô. 

         

 
 

This report is similar to the Purchases report  all , except that you select the 

specific item you would like to view.  

 

Press the óRunô button once you have selected your criteria. 

 

At the bottom of the list, you are shown the total spent for the sele cted item, 

the percentage it is of food, beverage or non f & B, and the percentage of 

total purchases.  

 

To print the report, press the óPrintô button. 

To export the data to Excel press the óExportô button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                      

 

 

Copyright © 201 3 All rights reserved  

Digitot.com  
All product names and trademarks are the property of their 

respective owners.  

 

 

3.1.4  Purchases by Item by Category  Report  

 
Select óReportsô -> óPurchase Reportsô -> óPurchases by Item by Categoryô. 

         
 

 
 

The report can be viewed for a specific date range, by selecting the Date 

option button, and selecting a Start Date and an End  Date, or for a complete 

month, by selecting the Month option button, and selecting a Month and a 

Year. The report can be viewed for all categories or a selected category.  

 

Press the óRunô button once you have selected your criteria. 

 

You will be shown all  items for your selections.  

 

The report will show the Item Name, the quantity bought for the selected 

period, the purchase unit, the average cost and the total spent.  

 

All fields are display only.  

 

To print the report, press the óPrintô button. 

To export t he data to Excel press the óExportô button. 
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3.1.5  Purchases by Supplier Report  

 
Select óReportsô -> óPurchase Reportsô -> óPurchases By Supplierô.  

  

 
 

This report is similar to the Purchases report, except th at you select the 

specific supplier you would like to view.  

 

Press the óRunô button once you have selected your criteria. 

 

At the bottom of the list, you are shown the total spent for the selected and 

the percentage of total purchases.  

 

To print the report , press the óPrintô button. 

To export the data to Excel press the óExportô button. 
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3.1.6  Purchases Breakdown Report  

 
Select óReportsô -> óPurchase Reportsô -> óPurchases Breakdownô.  

  

 
 

The report can be viewed for a specifi c date range, by selecting the Date 

option button, and selecting a Start Date and an End Date, or for a complete 

month, by selecting the Month option button, and selecting a Month and a 

Year.  

 

Press the óRunô button once you have selected your criteria. 

 

You will be shown purchases for food, beverage and non f & B and the 

purchases total.  

 

You will also be given a list of all categories, the total spent on that category 

for the selected period, as well as the percentage of food, beverage or non f 

& B.  

 

To print the report, press the óPrintô button. 

To export the data to Excel press the óExportô button. 
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3.1.7  Invoice Summary Report  

 
Select óReportsô -> óPurchase Reportsô -> óInvoice Summaryô.  

  

 
 

The report can be viewed for a spec ific date range, by selecting the Date 

option button, and selecting a Start Date and an End Date, or for a complete 

month, by selecting the Month option button, and selecting a Month and a 

Year. The date range can apply to date of the invoice, or the date that the 

invoice was captured, depending on which option you choose.  

 

You also have the option of viewing invoices that are paid, unpaid or all 

invoices.  

 

Press the óRunô button once you have selected your criteria. 

 

You will be shown purchases for food, b everage and non f & B and the 

purchases total, as well as a list of all invoices for a selected period. Invoice 

items are not displayed on this report. You will also be shown a net total for 

each invoice, which includes vat and discounts.  

 

To change the so rt order of the invoice list from Date to Invoice Number or 

Supplier Name, press the óInvoice Numberô or óSupplier Nameô heading in the 

list.  

 

At the bottom of the report you will see the net totals for paid and unpaid 

invoices, as well as the total discou nt received. The totals shown on the grid 

for the invoices is before the discount has been subtracted.  

 

To print the report, press the óPrintô button.  
To export the data to Excel press the óExportô button. 


























































































