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How to use this book
This guide walks you through Retail & Point of Sale 360 — the standalone Osebo app for a 
shop that sells across a counter. It is one of the Osebo 360 apps: sold on its own, with its own 
signup, its own price and its own menu. You are not buying a workforce platform with a till 
bolted to it.

Work through Parts 1 and 2 once, in order, before you take a single payment. After that you 
will live in Part 3, which is the day, and Part 6, which is how you find out whether the day was 
any good.

Every figure in this book comes from one real workspace — Osu Corner Shop — on the Retail & 
Point of Sale 360 plan. It has been traded: 20 products across 21 barcodes on one price list, 
5 sales and 1 return through 2 shifts, taken on cash, mobile money and a split of the two. 
Where this book quotes a number, that number is on the screen beside it.

The big picture — four moves
Whatever you use today — a cash box and a notebook, a till that prints a roll nobody keeps, a 
spreadsheet on a Sunday — this app does four things, and the menu is organised around 
them:

•  Put the shop on the system. Shops, products, prices and barcodes. Parts 1 and 2.

•  Sell. The till, the drawer, the tenders and the receipt. Part 3.

•  Take things back. Returns, on the tender the customer paid with. Part 4.

•  Count and read the day. The drawer at close, the register, and what it all cost you. Parts 5 
and 6.

The one idea to hold on to: the shelf price is the price
This is the idea the whole till is built on, and it is where it differs from software written for 
countries that add tax at the counter.

A Ghanaian shop prices on the shelf. The number on the label is the number the customer 
hands over, and the tax — VAT, NHIL, GETFund, the COVID-19 levy — is worked out of it, not 
added to it. So the till never surprises anybody at the end, and the receipt can still split the 
components so a business customer can reclaim them.

Osu Corner Shop is not registered for VAT, and the till says so rather than printing a zero: “No 
tax to add — this shop is not registered for VAT, so the shelf price is all revenue.” A zero 
would read as a charge that came to nothing, which is a different claim.

  IMPORTANT★

This is also why you never type a tax-exclusive price anywhere in this app. If you catch yourself 
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computing backwards from a net figure, you are fighting the product: enter what is on the label.

The second idea: a payment that cannot be proved is not a 
payment
Mobile money is most of the counter in Ghana, and a MoMo line with no reference against it is 
a payment nobody can trace when the customer disputes it three weeks later.

So a MoMo tender takes the network and the transaction id with it. Cash takes an amount 
and gives change the till works out. A card takes its own reference. And a basket can be 
settled across several of them at once — half on MoMo, the rest in cash — which is what people 
actually do.

  WATCH OUT▲

A tender that cannot give change is applied before one that can. Send MoMo first and cash last, 
or a correct GHS 70 of mobile money against a GHS 120 basket is refused as an over-tender on a 
tender that has no way to give the difference back.

The third idea: the drawer is counted tender by tender
At the end of a shift the cashier counts what is in front of them — cash, mobile money and card, 
separately — and the till compares each against what it says should be there.

Two facts, never one. A drawer that is twenty cedis light on cash and twenty over on mobile 
money nets to nil, and a single net figure of zero would hide both. That pair is exactly what is 
worth looking at: it is usually one sale rung on the wrong tender, and it is invisible to any 
system that only reports a total.

What you actually pay for
You pay for the people who work the counter, and for nobody else.

Four roles spend a seat: the Shop Manager, the Shift Supervisor, the Cashier and the Stock 
Clerk. The Shop Viewer costs nothing, however many of them there are — the owner and the 
accountant read the products, the shelf and the takings without being counted.

  WATCH OUT▲

The figures are on this app’s page on the Osebo site, where they are kept current. They are 
deliberately not printed here: a book outlives a price list. What does not change is the mechanism 
— you are counted by the people on the counter, and everybody who only reads is free.
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Who can do what
Five roles ship with the app:

•  Shop Manager — runs the shop: products, prices, shops and who works here. Closes 
anybody’s drawer.

•  Shift Supervisor — works the counter and oversees the shift: price overrides, refunds, and 
closing a drawer that is not theirs.

•  Cashier — sells, takes money, and counts their own drawer at the end of it.

•  Stock Clerk — receives, counts and corrects stock. Does not touch the till.

•  Shop Viewer — sees the products, the shelf and what is on it. Changes nothing, costs no 
seat.

  WATCH OUT▲

The split that matters is the price override. A cashier cannot change a price; a supervisor can, and 
every override is recorded on the sale with their name on it. A till where anybody can discount 
anything is a till that cannot be reconciled.

How to read a figure
Every screenshot in this book is annotated: an arrow points at the control being discussed, a 
label says what it is, and the caption underneath gives the real figures from that screen. 
Figures are numbered in document order — Figure 12 is the twelfth figure in the book.

What this app does not do
Said plainly, so you do not go looking:

•  It does not keep your books. Every sale records what the stock cost it, and Day end 
books the matching entry for the whole shop in one run — but a ledger to post into is 
Osebo Finance & Accounting’s. Without it the till sells, takes money and closes its drawer 
exactly as before, and the Day end screen tells you plainly that there is nowhere for the 
takings to land rather than failing quietly.

•  It does not file your return. It works the levies out of the shelf price and splits them on the 
receipt so they can be returned. Filing is yours.

•  It does not sell on credit. A basket is settled before it is a sale. An account customer who 
pays at month end is an invoice, which is a different product.
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•  It does not take a payment it has not recorded. Settling needs the connection. The till 
keeps the basket in front of the cashier and says plainly when it cannot reach the server, 
rather than appearing to take money that no record exists for.
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Part 1  Setting up the shop

Step 1.  The shop itself
A shop is a place that sells: its own till, its own drawers, its own stock. Most customers start 
with one and some never add another, but the register above them shows which is which 
rather than one merged number.

Do this now

1.  Open Shops.

2.  Name the shop as a customer would recognise it, and set what prints at the top and 
bottom of its receipt.

3.  Add the others only when you actually have them.

Figure 1 — Shops. A shop is a place that sells: its own till, its own drawers, its own stock. What prints at the top and 
bottom of its receipt is set here, per shop.
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Step 2.  The workspace
One screen about the company rather than about the selling: the name, the currency and the 
timezone. The timezone is what decides which day a sale belongs to, which is the whole basis 
of Day end.

Do this now

1.  Open Workspace.

2.  Set the trading name as a customer would recognise it on a receipt.

3.  Set the currency and the timezone, and leave them alone afterwards.
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Figure 2 — Workspace — the one screen about the company rather than about the selling. The timezone set here is 
what decides which day a sale belongs to, which is the whole basis of Day end.

Step 3.  Products
A product carries its name, its unit, its barcodes and its picture. Osu Corner Shop runs 20 
products behind 21 barcodes — one product carries two, which is ordinary: a multipack and a 
single of the same thing scan differently and sell differently.

Do this now

1.  Open Products and add each thing you sell.

2.  Scan the barcode in rather than typing it. The thing the cashier scans has to be the thing 
the shelf label says.

3.  Add a picture for anything that has no barcode — a tile the cashier can tap is how loose 
goods get rung up.
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Figure 3 — The catalogue for Osu Corner Shop: 20 products, each with its shop code, what it is sold as, the stores 
item behind it and its shelf price — every price marked “tax included”, because that is the only price this app asks you 

to type. Indomie Chicken 70g carries two codes, which is ordinary: a multipack and a single scan differently. Club 
Beer 625ml is age restricted. The carrier bag and the plastic bag levy move no stock, and the levy is marked “not 

taxable” and found by name rather than by scan.

  TIP✓

Products with no barcode get their own panel on the till, so the plastic bag levy and the loose 
items are one tap away instead of a search.
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Step 4.  Price lists
A price is not a field on a product, it is a row on a price list. That is what makes a promotion 
one change instead of a hundred edits, and it is what lets a second shop charge differently 
without duplicating the catalogue.

Osu Corner Shop runs one list — Shop floor prices (Shelf price), GHS — carrying 20 prices. 
The till names the list it charged from, so when a customer says the shelf said something else 
there is a list to go and look at.

Do this now

1.  Open Price lists and create the list the shop sells from.

2.  Put a price on every product. A product with no price cannot be rung up.

3.  Make a promotion a second list rather than an edit to the first one.

Figure 4 — Price lists. A price is a row on a list rather than a field on a product, which is what makes a promotion one 
change instead of a hundred edits — and what lets a second shop charge differently without duplicating the 

catalogue. The till names the list it charged from, so a customer saying “the shelf said something else” has somewhere 
to be looked up.
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Step 5.  Barcodes
Every code that scans to a product, in one place. A code belongs to exactly one product; the 
app refuses a duplicate rather than letting two things answer to the same scan.

Do this now

1.  Open Barcodes.

2.  Scan each code in rather than typing it.

3.  Add the second and third codes a product really carries — a multipack and a single are the 
same product and different scans.
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Figure 5 — Barcodes: every code that scans to a product. A code belongs to exactly one product, and a duplicate is 
refused rather than letting two things answer to the same scan.
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Part 2  Stock, and what it cost

Step 6.  Getting stock in
Stock arrives on an opening receipt or a goods-in, each line carrying what you paid for it. That 
cost is not decoration: it is the layer the sale will take the stock down against, and it is the only 
reason margin can be a figure rather than an opinion.

Osu Corner Shop was stocked with 18 opening receipts across its 20 products.

  IMPORTANT★

A product with no cost behind it can still be sold — and the sale will say so. The register marks 
those rows “no cost behind it” and Day end refuses to show a margin while any sale in the day is 
unvalued, because a margin computed over half the basket is worse than no margin at all.

Step 7.  Stock on hand
What is on the shelf, by product. Every figure is summed from movements — nothing holds a 
running total — so correcting a movement corrects the page.

Do this now

1.  Open Stock on hand.

2.  Read it against a physical count before you trust a margin.

3.  Correct through a movement, never by editing a total — there is no total to edit.
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Figure 6 — Stock on hand, by product. Every figure is summed from movements and nothing holds a running total, so 
correcting a movement corrects this page.

Step 8.  Costing & posting
Where the cost layers and the posting accounts are set: which account the takings land in, 
which the cost of sales comes out of, and which period is open to be valued.

Do this now

1.  Open Costing & posting.

2.  Set the accounts the takings and the cost of sales belong to.
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3.  Check the valuation period is open before the first day you want a margin for.

Figure 7 — Costing & posting: which account the takings land in, which the cost of sales comes out of, and which 
period is open to be valued. A closed valuation period is the commonest reason a sale shows no cost — the sale is fine 

and the money is fine, the ledger has simply not been allowed to value it yet.

  WATCH OUT▲

A closed valuation period is the commonest reason a sale shows no cost. The sale is fine and the 
money is fine; the ledger simply has not been allowed to value it yet. Day end names the reason 
rather than leaving you to guess.
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Part 3  Selling

Step 9.  Open your drawer
Nothing can be taken until a drawer is open, and the till says so before you try: a payment with 
no drawer behind it has nothing to be counted against at the end of the shift.

Do this now

1.  Open The till.

2.  Press Open my drawer and enter the float you are starting with.

3.  Leave it open for the shift. One drawer, one person, one count at the end.

Figure 8 — The till. The scan box runs down the middle with the basket under it and the total to pay on the right, 
naming the price list it charged from. The keys are printed under the box: a quantity multiplier, up and down to pick a 
line, minus to take the last line off, F2 for a price override, F4 for payment, Esc to clear. Products with no barcode get 
their own panel, so the plastic bag levy is one tap rather than a search. Nothing can be taken until a drawer is open, 

and the banner says so rather than letting a cashier find out at payment.
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Step 10.  Ring a basket
Scan, or tap a tile for anything without a barcode. The basket builds down the middle of the 
screen and the total to pay sits on the right, with the price list it charged from named 
underneath it.

The keys are on the screen under the scan box: a quantity multiplier, up and down to pick a 
line, minus to take the last line off, F2 for a price override, F4 for payment and Esc to clear.

  TIP✓

Type 3 ∗ before scanning to add three of the next thing. It is faster than scanning the same item 
three times and far faster than editing the line afterwards.

Step 11.  Take the money
F4 opens payment. Choose the tender, or several: cash takes an amount and the till works out 
the change; mobile money takes the network and the transaction id; a card takes its reference.

Do this now

1.  Press F4.

2.  Add each tender the customer is paying with. Put MoMo and card before cash.

3.  Confirm. The receipt is ready, and the stock has already moved.

  WATCH OUT▲

The confirm button stays disabled until the tenders settle the basket. That is not a bug: a sale 
settled for less than it is worth is a shortage somebody has to find at close.

Step 12.  The receipt
Sized for an 80mm till roll as well as A4, because that is what a shop actually owns. It carries 
the shop’s own header and footer, the lines, the tenders with their references, the change, and 
— where tax was charged — the net and each component, so a business customer can put it 
through their books.

  IMPORTANT★

Where no tax was charged the receipt says so in words. A printed “VAT 0.00” reads as a charge 
that came to nothing, and a customer cannot tell that from a sale by a trader who is not registered.
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Part 4  Taking things back

Step 13.  A return
One screen, against the original sale. Pick the lines coming back, give a reason, and the 
refund goes out on the tender the customer paid with. The stock goes back on the shelf and 
the ledger is reversed at the cost it left at.

Do this now

1.  Open Returns.

2.  Find the original sale by its number from the receipt.

3.  Tick the lines coming back and the quantity of each.

4.  Give the reason, and refund.

Figure 9 — The returns desk. A return is taken against the original sale, line by line, and the refund goes back on the 
tender the customer paid with. The stock returns to the shelf and the ledger is reversed at the cost it left at.

  WATCH OUT▲

A refund needs an open drawer, exactly as a sale does — there has to be somewhere for the 
money to come out of, or it cannot be counted at close. The app refuses rather than recording a 
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refund that belongs to no shift.

Step 14.  Who may refund
The Shop Manager and the Shift Supervisor. A cashier cannot, and the returns desk is not 
offered to them at all rather than offered and then refused.

  GOOD TO KNOW◆

Changing the tender a refund goes back on is a separate permission again. A desk that may not 
change it can still refund — on the tender the customer paid with, which is the default and the right 
answer almost every time.
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Part 5  Counting the drawer

Step 15.  Close your drawer
At the end of the shift the cashier counts cash, mobile money and card separately and enters 
each. The till compares every one against what it expected and shows the difference per 
tender.

Do this now

1.  Open My drawer.

2.  Count each tender and enter it.

3.  Write a note if anything is off. “Cash does not agree with the MoMo log — handed to the 
manager” is worth more in a month than a number alone.

4.  Close.

Figure 10 — My drawer: one cashier, one shift, from the float to the count. Cash, mobile money and card are counted 
separately and each is compared with what the till expected.
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Step 16.  Drawers
Every shift, open and closed, with its difference. A supervisor or a manager can close a drawer 
that is not theirs — somebody has to be able to, because cashiers go home.

Osu Corner Shop closed two shifts for the same cashier, both marked tenders off and both 
netting to nil: the pair of offsetting differences this app exists to show you separately.

Do this now

1.  Open Drawers.

2.  Read the difference per tender, never the net.

3.  Close anything a cashier left open before the next shift opens its own.

Figure 11 — Drawers. Every shift, open and closed, with its difference — and a supervisor or manager can close one 
that is not theirs, because cashiers go home. Both of Osu Corner Shop’s closed shifts read “tenders off” and net to nil: 

a drawer light on one tender and over on another, which is the pair a single net figure would have hidden.
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Part 6  Reading the day

Step 17.  The sales register
Every sale and every return the shop has recorded, with what the filter above it adds up to 
rather than a lifetime total nobody asked for.

Osu Corner Shop reads GHS 649.20 taken, net of returns — 5 sales with 1 return against 
them — with 0 baskets still open. Beside it the register says how many sales are waiting on 
the ledger and how many have no cost behind them, which are the two reasons a margin 
cannot be read.

Do this now

1.  Open Sales.

2.  Narrow to the day or the period you are asking about. The headline adds up what the filter 
returns, not a lifetime.

3.  Open anything marked waiting on the ledger or with no cost behind it, and fix the cause 
rather than the row.
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Figure 12 — The sales register: GHS 649.20 taken net of returns across 5 sales with 1 return against them, and 0 
baskets still open. Beside them the two reasons a margin cannot yet be read, counted rather than described — 6 sales 
waiting on the ledger and 6 with no cost behind them. Every row carries its sale number from the receipt, the tax, the 

cost and the ledger state.

Step 18.  One sale
What was sold, at what price, on what tender, by whom, and what it cost. Every override and 
every reference is on it.

Do this now

1.  Open a sale from the register, or find it by the number on the customer’s receipt.

2.  Read the tenders and their references first when a payment is disputed.

3.  Read the cost line when a margin looks wrong.

Figure 13 — One sale, end to end: what was sold at what price, on which tender, by whom, and what it cost. Every 
override and every payment reference is on it.

Step 19.  Day end
The one page that answers “was today any good”: what was taken, what it cost, what the tax 
was, and what has not reached the books yet. It opens on the last finished day, because a day 
still being traded is a figure that changes every time you reload it.
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Do this now

1.  Open Day end.

2.  Leave it on the last finished day.

3.  Read what was taken, what it cost and what the tax was.

4.  Press the button that books the cost of sales. Nothing else will.

Figure 14 — Day end — what was taken, what it cost, what the tax was, and what has not reached the books yet. It 
opens on the last finished day deliberately: a day still being traded is a figure that changes every time the page is 

reloaded. Cost of sales is booked from here, once per day for the whole shop, by somebody pressing the button — 
nothing runs it on a schedule.

  WATCH OUT▲

Cost of sales is booked here, once per day for the whole shop, by somebody pressing the button. 
Nothing runs it on a schedule — a posting that happens by itself is a posting nobody reads.

Step 20.  Drawer differences
A shop’s cash difference is a profit-and-loss item, and a shortage nobody books is a shortage 
nobody notices. Day end lists the shifts whose differences have not been booked, and the 
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opening float is deliberately not among them — it was already in cash on hand when it went 
into the drawer, and a journal for it would count it twice.
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Part 7  Your people and your seats

Step 21.  People & seats
Everybody who works the shop, and which of them costs a seat. Osu Corner Shop runs 3 
people on the counter.

Do this now

1.  Open People & seats.

2.  Invite each person by email and choose their role.

3.  Give read-only people the Shop Viewer role. They cost nothing.

Figure 15 — People & seats. Four roles spend a seat — Shop Manager, Shift Supervisor, Cashier and Stock Clerk — and 
the Shop Viewer spends none, which is how the owner and the accountant read the shop for nothing.
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Step 22.  The subscription
What you are on and how many seats are spent. The counter counts distinct people holding 
one of the four working roles, so taking a role off somebody gives the seat back immediately.

Do this now

1.  Open Subscription.

2.  Read the seats spent against the people in the workspace.

3.  Move anybody who only reads onto Shop Viewer. The seat comes back immediately.
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Figure 16 — The subscription: what the workspace is on and how many seats are spent. The counter counts distinct 
people holding one of the four working roles, so taking a role off somebody gives the seat back immediately.
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Glossary
•  Basket — a sale being rung up, before it is settled.

•  Tender — a way of paying: cash, mobile money, card.

•  Split tender — a basket settled across more than one of them.

•  Drawer — one cashier’s shift, from the float to the count.

•  Shelf price — the price on the label, tax included. The only price you type.

•  Price list — a set of prices a shop charges from.

•  Override — a price changed at the till. Its own permission, recorded on the sale.

•  Cost layer — what a specific unit of stock was bought for, and what a sale takes it down 
against.

•  Day end — the once-a-day run that books what the day’s sales cost.
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Setup checklist
1.  Workspace: name, currency, timezone.

2.  The shop, with its receipt header and footer.

3.  Products, with barcodes scanned in rather than typed.

4.  A price list, with a price for everything you sell.

5.  Stock in, with what you paid for it.

6.  Costing & posting: the accounts, and an open valuation period.

7.  People & seats: one Shop Manager, then the counter.

8.  Ring one basket, settle it, refund it, and close the drawer before you open for real.



33

The routine
•  Every shift — open a drawer, and count it at the end.

•  Every day — Day end: what was taken, what it cost, and book the cost of sales.

•  Every week — the sales register, and any drawer difference still unbooked.

•  Every month — the price list against the shelf, and stock on hand against a count.
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Where to go next
Everything in this book is in the app under the menu group it belongs to. If the shop is one 
end of a bigger stock operation — a warehouse, customers’ goods, zones and put-away rules — 
Inventory & Warehouse 360 is the same stock engine with a building on the front of it, and it 
has a book like this one. If you want the takings to land in a real ledger, with a trial balance and 
a VAT return you file from, that is Osebo Finance & Accounting, and this shop posts straight 
into it.
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