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jCatalog

Procedural Guide

jCatalog lets your wholesale customers order online from your QLists made in
jWebPOS.
1-Login

You can log in to jCatalog with your jWebPQOS
user credentials.

You will have to make Customer credentials B\ _

for each of your customers to let them access

the jCatalog. el |

Edit: Customer
— H 3 v X

jCatalog Login

To add login credentials to Customers,
navigate to Edit/New in jWebPOS. Select
the Customer button. Customer

General | Address | Contact | Details | Notes

Select Customer... ~ +

eSelect an existing customer or create a new one.

Name

Check 'Wholesale' if this is a wholesale customer. Discount %
This will let them be eligible for discount levels. 200
Sales Rep
Select User... «
Route
Select Route... ~
. . M Aci
Navigate to the Details tab: o
[ ] checks
/= | L] aitt
General | Address | Contact | Details | Notes [ Rent
D Wholesale
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You should see a page like this: General | Address | Contact | Details | Notes

Charge allows your customers to run a tab.

(] charge Limit 0.00
You can set the Limit on their account tab,
0.00 being no limit. ) TaxExempt  ID#
Default Acct
Tax Exempt enables the option for the T T
customer to make tax-exempt purchases. e

Enter their state-issued ID # in the box to Select Loyalty Card...

the right.

User Name
Default Acct sets an account for the
customer's purchases to be charged to. Password

Loyalty allows the customer to run their
purchases through one of your loyalty programs, letting them be eligible for your
loyalty-program-specific discounts and offers.

At the bottom of the menu, fill out a User Name and Password for your customer to
use.

Make sure to let the customer know what their credentials are to sign in with!

2 - Main Menu

If you have QLists already made and checked Catalog, you should see a page
like this:

= JPOS Liquor Demo ¥ 4 =m0
Main Menu
Find |find text Q | find UPC Q = ?
Bourbon Brandy
Cockiails Cordials
Gin Rum
Scotch Tequila
Vodka Whiskey
Whiskey Canadian Whiskey Irish

If you do not have any QLists already made, refer to the QList guide.
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When you select a list from the Main Menu, you should see a page like this if it is
populated:

= JPOS Liquor Demo

Find find text Q | find UPC Q < ? | 9 matching items
Evan Williams Black Evan Williams Black !
86P & 86P750ml
Ezra Brooks 90P Jim Beam 80P
750MI ;;]1

|

Ik

|
Jim Beam Honey
. 65P _
=
. . = JPOS Liquor Demo
When a customer selects an item, they will

see a page like the one on the right:

Jim Beam 80P750ml

1| Add to Cart

Keep Shopping

Beneath the item name, a description
may appear if you have added it to the
item. {,@j}#}% :

BOURI
WHIS

You can add a description through Edit
ltem in jWebPOS:

EZRA BROOKS 90P 750ML

45% ALC/NOL - 20 PROOF

TASTING NOTES Caramel and vanilla with hints
of spice and chocolate for a smooth, warm finish.

INGREDIENTS Corn, rye, and barley
UPC 08835211092

SKU 018196
Deposit 0.15

eGo to Edit/New, then select:

12.99

*Go to the Notes/Image tab:

General | Type | Price/Cost | Inventory | Notes/Image | Tenders
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You should see a page like the one on the Edit ltem
right: —

General | Type | Price/Cost | Inventory | Notes/Imz
Item Description will give info that the

o 45% ALC/VOL » 90 PROOF <br=<br>
customer can see. (320 character limit) ' o

TASTING NOTES
Caramel and vanilla with hints of_spice and
Item Notes are only for the store to view, and  chocolate for a smooth, warm finish. <br=<br=

will not be visible to customers in jCatalog. INGREDIENTS
Corn, rye, and barley

NEE 1]

missing one 07-2-12

Each of these text fields supports HTML
markdown for text formatting. Some quick
examples are: Z

<br> or </br> at the end or beginning of a Browse.. | Q = X | noimage
paragraph will create a line break. More <br>s
means more space!

<b>Wrapping text</b> like this will make its contents bold.

<i> These </i> wraps will apply italics.

Customers can also find items by using the search bar:

Find  find text Q | |find UPC Q

(]
-

3 - Ordering

When your customer adds items to their cart, it will be updated in the top right

Qty:2
f® o

corner of their page:

'Y
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Selecting the E cart button will bring up the checkout review window:

order to your Active Orders

list.
Submit #Shop Empty Cart
#®3SNop il return the
customgr to the ma!n tem Qty Each Total
menu without clearing the
Ezra Brooks 90P 750MI 1 1299 12.99
cart.
Empty Cart . Subtotal 12.99
W|” Clear the Tax 071
cart and return to the main Deposit 0.15
menu. Total 13.85
Motes
Your customers can add
notes to their order with p
this text box:

Customers can recall items they have ordered recently from the Favorites Page.

4 <
Go to the D favorites button on the right ' (1 $¢

side of the Navigation Bar:

= JPOS Liquor Demo
Iltems purchased on the logged in account recently _

will populate the Favorites Page: Jameson Irish
Whiskey 80P375ml

1
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4 - Reviewing Orders as a jCatalog Customer

In jCatalog, you can view your orders as a = JPOS Liquor Demo
customer and edit your active orders before
they go to processing. AHome
Orders
Go to the Navigation Bar and select Orders: Invoices view your active orders

Theme

Log Out

Active orders are orders waiting to be
reviewed and processed. You can use
RecallEdit to bring up the order in the

Processing orders are orders that have Active v | View Recall/Edit
been reviewed by a jWebPOS user and
are currently underway.

Processing * | View
Completed ¥ | View

Completed orders are finished orders
marked as such by a jWebPOS user.

Viewing an order will bring up a window like this:

Order: 03-25-2026 11:04:13

X

ltem Qty Each Total
Ezra Brooks 90P 750MI 2 12.99 2598
Subtotal 2598

Tax 143

Deposit 0.30

Total 2717
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5 - Processing Orders as a jWebPOS User

When you have active orders pending as a jWebPOS user,
you will see the active orders button in jWebPQOS on the
Navigation Bar:

This button will bring you to the Customer Orders page:

Customer Orders

Active | Processing | Completed | View Order

Active v | |Recall 'Processing '« Completed | Delete

From here, you can view all active orders by using the drop-down menu. A search
window will open up, similar to this one if you have active orders pending:

WebOrder X

kearch x

04-24-2024 17:08:22 - JD's Package
05-06-2024 11:17:20 - JD's Package
10-13-2025 12:07:13 - Rons
01-23-2026 15:22:23 - Roopers
01-23-2026 15:35:16 - Roopers
03-05-2026 11:00:34 - JD's Package
03-05-2026 14:33:11 - JD's Package
03-05-2026 14:34:15 - JD's Package
03-09-2026 07:59:10 - JD's Package
03-25-2026 11:04:13 - JD's Package
03-25-2026 11:40:35 - JD's Package
03-25-2026 11:43:42 - Demo Liquor Store
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When you select an order, it will be held in the drop-down button:

Active | Processing | Completed | View Order

03-25-2026 11:43:42 - Demo Liquor Store * | Recall Processing < Completed | Delete

Recall will send the order to the Invoice Page, where it can be edited or have notes
attached.

The order will remain even if the cart is emptied on the Invoice Page.

Processing il advance the order to the Processing stage, indicating that the order is
being reviewed by a jWebPOS user and is currently underway.

. . QD q Email Notification X
Moving an order to Processing can send a notification

email to the customer, if an email is provided in that Send: Order is Processing email?
customer's contact information.

Yes No

Completed \yill mark an order as fulfilled. At this stage, it can only be viewed or

deleted.

Delete will permanently delete an order.
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