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A How multi-branch works

One company, one product list and one price list. Every shop and warehouse keeps its own stock,
its own tills and its own cashiers — and the back office sees everything, live.

Your back office — apos.amateta.com
one company · one catalogue · all reports · plans, keys and computers

every till syncs with the back office · sales keep working offline

HEAD OFFICE

Windhoek Main Shop

TILL-01 TILL-02 TILL-03

BRANCH

Oshakati Shop

TILL-04

WAREHOUSE

Northern Warehouse

stores stock

→ Transfers move stock between branches → Each till sells from its own branch

Stock per branch

Each branch has its own quantities. The company
total is always the sum of the branches, and the
system checks it for you.

No selling what is not there

A branch can never sell stock it does not hold,
even when another branch has some. Move it with
a transfer first.

Every computer has a place

Each till computer belongs to one till at one
branch. Its sales, returns and stock movements
are booked there, with its Till ID.

One licence key

The same key is typed on every till computer. Your
plan decides how many computers and branches
you may use.
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B Before you start

Set up takes about 30 minutes for a business with three branches. Have these ready:

Where to do it

Everything in this guide can be done on the website (apos.amateta.com) or inside the desktop till app.
In the app, the branch pages open live from the back office in the same window — no browser needed.

1 Choose a plan with multi-branch OWNER

Every plan card shows exactly what it includes: computers per licence, branches, and features such as
quotations and your logo on receipts.

Already on Enterprise?

Plans that include multi-branch switch it on automatically. If your branches page still says it is not
included, contact us and we will check your plan.

The owner's Amateta account (email and password). Only the owner or an admin can switch multi-
branch on.

A plan that includes multi-branch (for example Enterprise) — see step 1.

Your licence key (it looks like AMT-2026-XXXX-XXXX-XXXX ). It is emailed after payment and always
shown under Billing → My Desktop Licences.

The names of your branches and warehouses, and how many tills (counters) each one has.

Each till computer with Windows 10 or 11 and an internet connection for the first sign-in.

Optional: your stock list from your old system (Excel, CSV, Text or HTML) — see step 8.

Sign in at apos.amateta.com and open Billing → Payments (or Subscription).1

Choose a plan whose card says Multi-branch & stock transfers, then pay by EFT and upload the
proof of payment.

2

When the payment is approved you receive an email, and your licence key appears under Billing →
My Desktop Licences.

3
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2 Switch on multi-branch OWNER / ADMIN

Figure 1 The first branch receives all the stock you have today. Nothing is lost or counted twice.

You can switch it off again

Your branches, branch stock and transfers are kept, and switching on again carries on where you
stopped.

Open Branches & Tills in the menu (under Stock).1

Type the name of your first branch — the one that holds today's stock, usually your main shop (for
example Windhoek Main Shop).

2

Press Switch on multi-branch and confirm.3
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3 Add your branches and warehouses OWNER / ADMIN

Figure 2 Each branch shows its units in stock, the stock value at cost and its number of tills.

The line Your plan above the list shows how many branches you use and how many your plan allows.

On Branches & Tills, go to Add a branch or warehouse.1

Enter the name, a short code (for example OSH ), the type — Shop (sells) or Warehouse (stores)
— and the phone and address.

2

Press Add branch. Repeat for every branch.3
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4 Add the tills OWNER / ADMIN

A till is one counter where people sell. Each till gets its own Till ID (TILL-01, TILL-02…), recorded with
every sale and stock movement, so you always know where it happened.

Figure 3 Tills with their branch and, under Computer, the till computer that works as that till (step 6).

5 Install and activate each computer EACH TILL

Do this once on every till computer, at every branch.

In the Tills section, type a till name (for example Front counter 1).1

Choose the branch under At branch and press Add a till.2

Add one till for every counter at every branch.3

Download the Windows till from apos.amateta.com/download and install it.1

Connect the computer to the internet. Open the app and sign in with your Amateta account (the
owner's email and password). This links the computer to your business and downloads your
products, prices and staff.

2

Open Settings → Licence & Activation, type your licence key and press Activate Online (one
time).

3
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Connecting a NEW computer or till terminal to its branch — the whole flow

Done: within a minute it sells from that branch's stock, books its sales there with its Till ID, and keeps selling if
the internet drops.

Figure 4 Licence & Activation on the till. Use the same key on every computer; each computer takes one place ("seat").

How the key works

Your plan sets how many computers one key can run on. The same computer activating again (for
example after a reinstall) takes no new seat. When all seats are in use, the till tells you which computers
hold them — free one under Billing → My Desktop Licences → Release (step 12).

No internet at the shop?

A lifetime key can be activated without internet: send us the Device ID shown on this screen and type
the activation code we give you. Monthly and yearly keys need internet once, so the paid period can be
checked.

1

Install
Download the till from
apos.amateta.com/download
and install it on the new
computer.

2

Sign in online
Open the app with
internet and sign in
with your Amateta
account. The
computer is now
linked to your
business.

3

Activate
Settings → Licence &
Activation: type your
licence key. It takes
one seat.

4

Choose its branch
Back office →
Branches & Tills →
Tills: pick this
computer under
Computer next to the
till at the right branch
(main shop or
branch).
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6 Give each computer its till OWNER / ADMIN

After a computer has signed in (step 5), it appears in the Computer list by its Windows name.

A computer without a till

works as a head-office till and is listed as a warning on the page until you give it its till.

7 Choose where each person works OWNER / ADMIN

Each cashier signs in with their own account. Give cashiers, supervisors and managers a home branch:
they sell and receive stock only there. All branches is for head-office staff and owners.

Figure 5 Staff home branches: choose a branch for each person.

Add staff under Staff as usual (see the guide Staff, roles and who can sell in the Help Centre).

On Branches & Tills → Tills, find the till.1

Under Computer, choose the computer that stands at that counter. It is saved at once.2

Within a minute that computer sells from that branch's stock, and its sales are booked there with
its Till ID.

3
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8 Bring in products, prices and stock OWNER / MANAGER

Moving from another system? Import its stock report instead of typing. Excel (.xlsx), CSV, Text, HTML,
Unicode Text and Unicode HTML all work — including the old Windows "Export" reports.

Figure 6 Each column of your file, its first values, and what it is imported as.

Open Products → Import from another system, choose the file and press Read the file.1

Check the columns. Common names are recognised (OH = quantity on hand; TC = total cost, not
imported).

2
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Figure 7 The preview shows exactly what will happen to every row.

Safe by design

Stock is only ever added, never overwritten. The same file cannot be imported twice by mistake, and
Undo this import puts prices back and takes the added stock out.

9 Move stock between branches MANAGER / STOCK

Choose what should happen: Products & prices, Update prices only, or Stock received.3

In a business with branches, choose which branch the stock is at, then press Preview.4

Check every row, then press Import. Nothing is saved before this.5

Open Stock Transfers → New transfer. Choose where the stock comes from and where it goes to.1

Add the products and quantities. You see what the sending branch holds and cannot send more.
Phones travel with their IMEI numbers.

2

Approve, then Dispatch: the stock leaves the sending branch and is in transit.3

Print the delivery note for the driver.4

At the receiving branch, open the transfer and Receive: enter what arrived. Missing, damaged and
returned items are recorded.

5
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Figure 8 A new transfer: from, to, products and quantities.

Figure 9 A received transfer, with its history.

Figure 10 The A4 delivery note.

Pressed twice?

A double click or a slow network never dispatches or receives a transfer twice.
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10 Check stock at every branch OWNER / MANAGER

Branch Stock shows every product at every branch, the value at cost, and a Balanced check: the
company total always equals the sum of the branches. Use Export CSV to open it in Excel.

Figure 11 Branch Stock: totals per branch and the reconciliation check.
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11 Working from the till DESKTOP APP

On the till, Branches & Tills, Branch Stock, Stock Transfers and Import open live from the back office
inside the app, signed in as the person at the till. Everyone sees the same, up-to-date figures.

Figure 12 Opened from the till: the live back office. Back to the till (bottom right) returns to selling.

Each person keeps their own rights: a cashier cannot open branch settings.

With no internet, these pages say so and offer Try again. Selling carries on offline as usual; the
sales are sent when the connection returns.
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12 Licence keys and computers OWNER

Billing → My Desktop Licences shows each key, its plan, and every computer using it.

Figure 13 One key (example) used by three computers of its four seats, with Release next to each.

Moving to a new computer

Need more computers or branches?

Upgrade the plan under Billing → Payments. The new limits apply as soon as the payment is approved.

C When the plan ends

Plan What happens

Monthly / yearly Selling continues for 7 days after the paid period (the grace period). After
that it pauses on the website and on every till, also offline.

Lifetime Never ends.

Free trial Selling stops when the trial ends. Reinstalling does not start a new trial.

Your records Always available: reports, sales history, customers and products can be
viewed and exported. Nothing is deleted.

To renew: pay under Billing → Payments. When it is approved, connect each till to the internet once —
it then sells again, also offline. Changing the Windows clock does not extend a plan.

Press Release next to the old computer. Its seat is free at once.1

Activate the new computer with the same key (step 5), then give it its till (step 6).2
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D Questions & answers

Question Answer

Branches says "Multi-branch is not
included in your plan".

Choose a plan that includes it (step 1). Already paid for one?
Contact us and we will check your plan.

My computer is not in the Computer list. Sign in once on that computer with your Amateta account while
it is online (step 5). It appears within a minute.

"All computers on this licence are in use". Release a computer you no longer use (step 12), or upgrade for
more seats.

A branch says it does not have enough
stock.

That branch has none of it. Transfer stock from another branch
(step 9).

The till says there is no internet on the
branch pages.

Those pages work live with the back office. Connect, then press
Try again. Selling is not affected.

I reinstalled Windows on a till. Install the app, sign in, and activate with the same key — the
same computer takes no new seat. If the computer changed,
release the old one first.

Where are the Help guides? apos.amateta.com/help, and Help & guides in the app menu —
they also work offline on the till.

We are here to help
Our team in Namibia sets up branches, tills and hardware with you, and trains your staff.

EMAIL

support@amateta.com
PHONE & WHATSAPP

+264 85 344 1248
ONLINE

apos.amateta.com/help

Amateta Retail Suite · Multi-Branch Setup Guide support@amateta.com · +264 85 344 1248 · Page 15 of 15


