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Getting Started



With this step by step guide, you will be able to 
master the basics of Zettle Pro and be trading 
from your iPad in no time. 

Once you feel comfortable using the system, 
you may wish to refer to our other guides to get 
started with our more advanced features such 
as Stock, Loyalty or Staff Management.

Welcome
Thank you for choosing Zettle Pro.



Glossary of Terms

Button Layout: The position of a product/button within a category.

Categories: A subset of Department. (The Hot Drinks category would fall 
under the Drinks department. The Sweet Pastries category 
would fall under the Food department.)

Departments: The highest level of product classification (eg. Food, Drinks, 
Wet, Dry).

Force Syncing: Forcing a synchronisation between the Backoffice and your 
iPad to reflect the changes made in the Backoffice (on your 
terminal login screen, at the bottom left, tap on All products 
and sales synced).

Instructions: Non-chargeable added product preferences (for example, the 
instruction Medium rare added to a steak order, or Skimmed 
milk added to a coffee order).

Messages: Pre-set instructions that can be applied to products at the 
time of order; these messages are different from instructions 
as they are not mandatory choices to be made when ordering. 
(No cheese, No mayo, No nuts).

Open Pricing: An item with no set price that allows the cashier to enter the 
sale price at the register.

Option Groups: A grouping of chargeable products to be applied to a product. 
(A product such as Steak could have an additional chargeable 
product such as Side of chips, as well as carry a cooking 
instruction such as Rare) – the option groups neatly display all 
these extra choices on your iPad.

Products: The items that you are selling. Each product must be associated 
with a category (a product such as Croissant would fall under 
the category Sweet Pastries, which in turn falls under the 
department Food).

Portions: Portions are a fractional quantity of a whole product (selling a 
Glass of wine is a fractional quantity of a whole bottle).

SKU: (Stock Keeping Unit) A unique identification number or product 
barcode.

Terminal 
Layout:

The terminal main sales screen, with all the categories displayed 
at the bottom. Layouts can be adjusted across all terminals or 
on individual terminals if required.

Volume Pricing: An item which has a sale price dependent on a weighted 
quantity or volume.

Below is a glossary of common terms used throughout the manual; we then 
introduce you to the concept of product hierarchy and encourage you to 
think of your own product classification prior to using the system. 



Zettle Pro - iPad Screens

Login/PIN Screen

Function Menu

Main Sales Screen

Settings

Tables

FAQ’s

The entry point to the app, simply log in with your PIN (default PIN is 1234) 
to access your EPOS terminal.

This screen gives you access to advanced features. In this screen you can 
search for orders, add promotions, create a gift card and view your online 
orders. From this screen you can also enter training mode.

This is the main hub of the application. Access your categories, tables, 
functions, settings and select your products to apply them to an order. 
After the products have been added to an order, the transaction subtotal 
will appear on the left section of the screen.

This is the place where you can configure your app to best suit your busi-
ness. It is here that you can add staff members, create promotions, set up 
printers and run your z reports..

This is the screen where you can access your table areas and add orders to 
tables. You can configure your table areas to represent the rooms in your 
establishment.

If you have a question about any of the features or functions of Zettle Pro 
a searchable set of FAQs can be accessed from the app. 



Backoffice - Desktop Screens

Dashboard

Recipes

Reports Add Products

Timesheets

The dashboard shows you widgets of information about your business per-
formance today and over the last 7 days. There are a set of standard widgets 
and an additional set that can be added or removed from the dashboard.

Recipes are part of the stock management system. You can create recipes 
for your products which will then destock your stock as you sell products.

The reports section gives you access to financial reports and business in-
sights. You can see your data graphically and in tabular form for a particular 
date or a range of dates. You also have the option to download the data.

The products section is where you can add products and the associated 
information of a product.

View and export your staff clock in and clock out times through the Back-
office.



Initial Product Upload
Use our template to upload your products in bulk to the Backoffice: 

Quick System Setup

Please note that the following procedure is to get you 
started with Products only. Other functions and features 
will be covered later.

Before You Use Your System
The product tree below, illustrates the relationship/
hierarchy between Departments, Categories & Products. 
Establishing a classification for your products right from 
the start, is not only good business practice, but will also 
generate much more specific and helpful sales reports at a 
later stage.

Pro Tip: All Products must be assigned to a Department 
and Category

FOOD

SWEET 
PASTRIES

CROISSANT CHEESE  
SCONE

ESPRESSO COKE

LATTE IRN BRUCHEDDAR 
TWIST

MUFFIN

SAVOURY 
PASTRIES

HOT 
DRINKS

SOFT 
DRINKS

DRINKS

Pro Tip: The product upload is designed to be used for the initial upload 
only,  later additions and edits should be done in the backoffice/app.

1. Log into your Backoffice (your username & password will 
be emailed to you when you download the app from the app 
store)

2. On the left sidebar, click Products > Products

3. Once on the product screen, at the top right, click on Upload 
Products > Download Template

4. Once downloaded, open the excel file uploadTemplate.xlsx



Filling The Template

1. At the bottom of the template, select the Tax Rates 
tab and the tax rates that you are likely to use. Use 
this link for reference

2. Next, select the Category tab and enter your 
category attributes.

3. Lastly, select the Products tab to fill in various 
product attributes.

Tax Rate: Select as per setup in your Tax Rate 
tab: 1=20%, 2=5%, 0=no tax

Category: Enter the name exactly as entered in your Category tab.

Column I & J: Although you may not wish to use Priced by weight and 
Open product, you must still enter a 0 value in both 
columns for the template to upload properly.

Other attributes: You will notice there are several other columns on the 
template, but for a quick initial set up, you can leave 
these blank for the time being.

Notes



Upload Your Products

1. Once you have finished filling in your 
template, save it to your computer.

2. In your Backoffice, in the left sidebar, select 
Products > Products, at the top right, click 
Upload Products > Browse Files; select the 
file from your computer > Upload.

3. Your products are now uploaded into your 
Backoffice; to see your product listing 
navigate to the left sidebar 
> Products > Products.



iPad Synchronisation & Display

At this stage, your main sales screen on the iPad will be 
populated with all the products you have just uploaded.

1. On your iPad select the Zettle Pro app

2. Login using the default password (1234)

You are now looking at your main sales screen

Alternatively, you may already have been logged in the app, in 
which case, from the main login screen, bottom left, tap on tap on 
All products and sales synced.

At this point you could feasibly start processing transactions if 
your business requires a very simple setup. 

However, this setup may just be too simplistic for your business 
needs. Next, we describe how to setup some of the most commonly 
used advanced features in the hospitality sector.



Editing Products

1. Log in to your Backoffice

2. From left sidebar, select Products > Products, 
select a product from the list and click Edit

3. On the product screen, you can edit various attributes 
like Display Name, Category or Price as needed. When 
finished, at the bottom right, click on Update Product to 
save the changes. Then at the bottom right, click Back on 
Products to get back to your main product listing

4. You will also notice other tabs next to the General product 
tab: Portions, Instructions, Option Groups, ‘Variant 
Groups’ - These must be set up separately before you can 
associate them to a ‘Product’



Setting Up Product Modifiers

Portions
Portions are set up to modify the standard size and price of a 
product and reflect this on the terminal (iPad) main sales screen. 

Here are examples of some of the most commonly used portions: 

Instructions

As an example, a Cappuccino can come in Small, Regular 
or Large sizes, with the price varying accordingly.

Instructions are non-chargeable product attributes; for example, 
Rare, Medium or Well-Done are instructions that could be 
attached to a product - like Steak.

To add or edit instructions go to the left sidebar and click on:
Products > Instructions

Other examples include: 

1. In the Backoffice, on the left sidebar click on 
Products > Portions

Wine By The 
Glass:

125ml, 175ml, 250ml 

Beer: Pint, 1/2 pint

Coffee: Tall, Grande, Venti, Small, Regular, Medium, Large

Milk For Coffee: Full-Fat, Soya, Semi-Skimmed, Almond

Potatoes As A Side: New, Fries, Roast, Mashed

Teas & Herbal 
Infusions:

English, Assam, Earl Grey, Green, Jasmin, 
Peppermint, Camomile 

2. At the top right, click on Add Portion and start to fill in 
the Display Name; choose a Colour, select Create and 
repeat these steps to add as many portions as you need.



Setting Option Groups

Option Groups can be allocated to Products so that they ap-
pear as a choice when that product is sold. An Option Group 
can contain additional Products such as a side order of Chips, or 
non-chargeable instructions, such as Medium-Rare.

1. In the Backoffice, in the sidebar on the left, click on 
Products > Option Groups

2. Enter a Group Name (for example: Milk Preference) then, 
in this case, at the bottom right, click on Add Instruction

3. From the search instructions box, find and select the first 
Instruction you wish to add (for example: Skimmed).

4. Repeat these steps to add as many instructions as 
needed. When finished, at the bottom right of the page, 
click Create Group to save

Instead of instructions, you can also create a group of options made 
of chargeable products; for example, a product called Toast could 
have chargeable additional options such as Butter and Jam. Repeat 
the same steps as above, but this time, select Add Product.

Linking Modifiers To Products
Now you have set up your advanced features (Portions, Instructions, 
Option Groups etc.) you can associate these to products.

Instructions



Options/Instructions

1. In your Backoffice, on the left sidebar click on Products > 
Products, select a product that you want to add options to. 
(for example Flat White coffee).

1. In your Backoffice, on the left sidebar, click on Products > 
Products, select a product that you want to add Portions to. 
(We will use the same example as before, of adding a Milk 
Preference option to a Flat White.)

2. In the Flat White product general screen, select the Por-
tions tab and at the bottom right, click on Add Portion.

3. Select the portion from the Select Portion drop down menu.

5. Continue adding as many portion sizes as required. In our 
case, we also want to add a Large size to our Flat White 
coffee

4. For the Flat White product, the first option I want to select 
is the Size; Small. You then need to enter the Price for that 
size of coffee and a Takeout Price if required. You can also 
edit the Cost Price for the Small coffee size from here. Click 
on Save when done.

2. Select the Option Groups tab and click on Use Existing 
Group and from the Search Group box, select the option 
group you would like to associate to this product, click Use 
to link this group to the product. (For example: we want to 
associate the product Flat White to the Milk Preference 
group we created earlier.)

Option Groups Viewing On The iPad
Log in to your terminal on the iPad and select the Product that you 
have just assigned an Option Group to; a pop up should immediately 
appear where you can Select Option

Portions

Note: Unlike Options, Portions have a Price and Cost attached to them 
and so will not appear as a pop-up when the product is selected; instead 
Portions are added to the terminal layout.



Additional Features
Messages

This feature lets you create common predefined messages or prompts 
that you may use regularly when processing orders; for example 
No cheese or No mayo. 

Note: Whilst you can create messages as and when you need them 
from the iPad terminal, for speed of use during service, we recommend 
you create as many messages as you think you may need before you 
start trading.

This feature applies to retail businesses and can therefore can be skipped.

Editing Layouts: At this stage, all your Products, Options and Portions 
are set up. It is now time to organise your terminal/iPad layout.

1. In your Backoffice, on the left sidebar click on 
Products > Messages

1. In your Backoffice, on the left sidebar, click Layouts > Per Terminal 
Layouts > Manage Default Button Layouts.

2. This will display the default terminal that is created as you 
add Categories.

3. You will see this layout mirrored on your terminal/iPad (shown below). 
In just a few steps you can optimise the layout to suit your 
business needs.

2. At the top right, click on Create Message > Type the message and 
click on Save

Variants

Layouts



4. The first button at the top left; Default Category Layout is automatically 
generated, however it does not contain any Products. This button is 
therefore redundant and it’s best to be removed from the layout. To 
do so, click on the little ‘x’ on the top right corner of the button. Then 
at the bottom right, click on Save Changes

5. The button has now disappeared and the layout automatically re-
organises itself.

6. If you wish to re-organise the button layouts yourself, click on the 
icon with the three lines at the top left of the button and drag the 
button to its new position.

1. If you have more than one terminal, these will be listed in :Layouts > 
Per Terminal Layouts.

2. All terminals will automatically be set up to the default layout; you 
may however want Terminal 1 to have a different layout than 
Terminal 2.

3. To do so, click on the terminal you wish to customise > Use Custom 
Button Layout.

6. If you decide to use the default layout after all, select the chosen 
terminal > Reset To Default.

4. At the top right, click on Add Button Layout and choose the 
Category(ies) you wish to add from the drop down menu. When you 
have added all the buttons required, bottom right click on > Save 
Changes.

7. Once you have organised your ‘Categories’ layout, you may wish to 
re-organise the buttons (‘Products’) layout within each ‘Category’.

8. On the left sidebar, click on ‘Layouts’ > ‘Button Layouts’ from here, 
you can ‘Delete’ or ‘Move’ buttons in the same way as above.

9. In addition, you will notice on the top of the screen the ‘Add Portion 
Control’ button; click on it and select all the portion controls you wish 
to add from the drop-down menu. For optimum efficiency it is best to 
add all your portions at the top of the screen.

10. When you are happy with the button layout, click ‘Save Changes’ at 
the bottom right

Custom Layouts
Multiple Terminals

5. Repeat these steps for the other terminals as needed.



Adding A Main Screen
You may have a large range of products organised in a 
traditional layout (Categories at the bottom, Product 
Layout within Categories). 

However, on a daily basis, you may use some Products 
more than others and for speed of use, you may wish 
to have a Main Sales screen that will be the default 
display of your most used/ or most popular products.

1. In the sidebar on the left click Layouts > Button Layouts, then 
at the top right > Create Button Layout.

2. Enter a Layout Name (example Main Screen) choose a colour 
and click on Create.

3. Your new layout is now added to the list of button layouts; 
select your new layout and click > Manage Button.

4. You now have 42 buttons available. Remember that as well 
as Products, you will need to Add Portion Control if re-
quired.

5. At the top of the screen, firstly click Add Portion Control 
(if using Portions); select all the Portions needed from the 
drop down menu. Then click > Add Product and select all the 
Products required from the Search for Products box, then 
click Add.

6. Again, Move and re-organise the buttons as needed, keeping 
the Portions at the top of the screen for optimum efficiency.



Additional Features
Now that you have uploaded and edited your products in the Backoffice, 
you need to set up your terminal/iPad to suit your business needs.

Adding A Single Screen
Alternatively, you may have a smaller, targeted range of 
products which may well all fit within a single screen, without 
having the need to use category button. (Bare in mind that the 
screen can hold 42 buttons, including portions.)

1. On the left sidebar, select Layouts > Per Terminal Layout select the 
chosen terminal and > Use Custom Button Layout.

2. At the bottom right, click Save Changes this will clear all layouts.

3. On the left sidebar, click Layouts > Button Layouts, then at the top 
right > Create Button Layout.

4. Enter a Layout Name (example Main Screen) choose a Colour and 
click Create.

5. Your new layout is now added to the list of Button Layouts; select 
your new layout and click Manage Buttons.

6. You now have 42 buttons available; remember that as well as 
Products, you will need to add Portion Control if required.

7. At the top of the screen, click Add Portion Control (if using Portions); 
select all the portions needed from the drop down menu. Then click 
Add Product and select all the Products required from the Search 
Product box, then click Add.

8. Again, Move and re-organise the Buttons as needed, keeping the 
Portions at the top of the screen for optimum efficiency.



Setting Up Table Areas
You can create your table areas easily from within the Zettle Pro app.

1. Log in to the app and select Settings. 

2. On the left sidebar, select Tables > Create new table area enter 
an area name such as Bar then select Save.

3. Now select Edit Tables

4. Select Add New table and enter a table number such as 101 
then select Add. You can now choose the shape and size of your 
table.

5. The table will now appear on the screen. You can now tap on the 
table and drag it across the screen to where you want to place it.

7. Repeat steps 1-3 to add additional table areas if required. If you 
have multiple table areas, and wish to add or edit the layout you 
will need to select the Table Areas dropdown from the Edit Tables 
screen to select the layout you want to edit.

8. To choose which table area displays as default on the iPad terminal, 
you can tap on Select default table area on this terminal option 
from the Table Settings screen and select the default table area 
from the list.

6. Select           to return to the Table Settings screen.



These have all been set up from the 
Backoffice, you should not need to edit 
these features any further. However, If you 
do want to amend any of these features, 
we recommend that you do so from the 
backoffice for better performance.

Settings
In your main terminal screen, in the top left, click on 
the cog icon. The various settings will be displayed on 
the left

Categories
Products
Portions
Option Groups
Button Layouts

Tables: If you need table management in your 
business (for example: a restaurant)

Promotions: Set up promotions (for example, happy 
hour).

Users: Add users and manage access rights 
(example, don’t allow staff to edit settings).



https://www.zettle.com/help

Tel: 0800 404 5805

We’re here to help! 


