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Admin

User Guide

Set up the organisation, configure meal times and
accounts, then monitor the whole canteen operation

from one place.
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START HERE

Admin guide contents

Forthe personin charge of Canteenkuinyour organisation. The Admin

holds almost every menu: settings, users, reports, and the subscription.

The screenshots show the app inIndonesian. Inthe app, openProfile & Account and choose

EN to switchthelanguage.

® WHAT YOU CANDO OUTSIDE THIS ROLE
® Setmealtimes, prices, canteens, Approve a correctionyou submitted
departments, andlocations yourself (another Admin or Finance useris
needed)
® Manage employeesanduseraccounts with
theirroles Change yourown mainrole oraccount
status
® Manage the menu, vendors, andfood
safety See otherorganisations'data
® Trackreports, vendor bills, corrections, and Delete claim history (itis only corrected)
the auditlog

® Setupthe subscription, the payment
gateway, and WhatsApp

Get started: signin andinstall

Signin, installonyour phone, turn on notifications, and set up youraccount.

Setting up the organisation

2
First steps so the canteenisready to use: meal times, departments, locations, and vendors.
- Employees and useraccounts
Who may eat, and who may signin as what.
4 Menu, production, and food safety
Both the Admin and vendors can fill in the menu.
E Claims at the canteen, guests, and overtime
Scanning, guest vouchers, and extra allowances.
; Communication and employee engagement
Announcements, polls, surveys, and elections.
; Reports and control
Costs, bills, corrections, and the audit trail.
. Subscription, payments, and WhatsApp
The Canteenku plan, receiving payments, and notifications.
: Frequently asked questions

Short answers to the most common problems.

Canteenku - Admin Guide - version1.0
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CHAPTER 1

v Getstarted: signinandinstall

Signin, installonyour phone, turn on notifications, and setup your account.

o Signin to Canteenku 9un
@ Canteenku

Your accountis created by the admin or HR of your organisation. You do not
needtoregisteryourself. Selamat datangiSE

Masuk ke akun Canteenku Anda

1 Opencanteenku.cloudin Safarior Chrome, oropenthe Canteenku
appifitisalready installed.

G MasukdenganGoogle

Email atau usemname

2 Enterthe Email orusername and Passwordyour admin gave you, then
tap Signin. Ao E—

c (O]

3 IfyouraccountusesaGoogle email, tap SigninwithGoogle.

4 Aftersigningin,youlandonthe home page foryourrole.

oleh

INFO

Forgotyourpassword?Tap Forgot password? onthe sign-inpage, enter - -/
youremail, and follow the buttonin the email. Accounts without anemail: ask
youradminto reset the password.

The sign-inpage oniPhone

TIP

Afteryourfirst sign-in, change yourpassword in Profile & Accountso only
youknowit.

a Installit on your phone 7 D =)

m Canteenku Masuk

Canteenkuworksinabrowser, butitismore convenientinstalledlike an app.
Pasang Canteenku di HP

Chooseyourphone. || Anda

Satu menit. Setelah terpasang, masuk dengan
usemame dan password dari email atau dari
admin Anda.

1 Android: opencanteenku.cloud/unduh, tap the download button,

open the Canteenku.apk file from the notification or the Files app, e e
allow install from this source if asked, then tap Install. " ot G, Wt ik
2 Ketuk tombol Bagikan (1 (kotak dengan
2 iPhone: opencanteenku.cloudin Safari, tap the Share button (abox B e — -
. . ketuk Tambah
with an arrow pointing up) at the bottom of the screen, choose Addto B oo carfon s i,

masuk dengan akun Anda.

Home Screen, thentap Add.

Canteenku dibuka dari ikon layar utama (I0S

3 OpenCanteenkufromtheicononyourhome screenandsigninwith ‘
your account.

\ Cetak poster QR untuk kantin )
CAUTION — ’
The download page andinstall

instructions

OniPhone, notifications only work when Canteenkuis opened from the icon
on the home screen (i0S16.4 orlater), not from regular Safari.



Turn on notifications

Notifications tellyouwhatmattersright onyour phone or computer, with the
Canteenkulogo.

1 OpenNotifications (from the mainmenuor the bellicon).

2 UnderThisdevice, tap Turnonnotifications, then choose Allowwhen
your phone asks.

3 UnderNotificationtype, tick the notificationsyouwanttoreceive.

TIP

Turnthis onforevery phone orcomputeryouuse. The setting applies per
device.

o Profile, password, and language
Itisallinthe Profile & Account menu.

1 OpenProfile & Account from the mainmenu.
2 Language: choose ID(Indonesian)or EN (English) for the app and email.

3 Profile photo: tap Choose photo. Colleaguesandadmins cansee your
photo.

4 Change password: tap Change password, enter anew password, then
save.

5 Two-stepverification(2FA): turnitonforextra protection. Some
organisationsrequireitfor certainroles.

CAUTION

Nevershare yourpassword or QRcard. Every claimis recorded inthe
account owner's name.

Demo Ca.. 'Thal3szhai O () sw [>

Notifikasi
Terima pemberitahuan langsung di HP atau
komputer, lengkap dengan logo Canteenku.

Perangkat ini

Jenis notifikasi

Pilih pemberitahuan yang ingin Anda terima.

per

The Notifications menu

DemoCa.. 'Tal3sshai O () sw [>

Profil & Akun

Nama
Sari Wulandari

Email
Belum ada
qa.employee

Role
Employee

Bahasa [ o JE

Profil Saya

Nama dan f
admin. Nam

Foto profil

© @ Pilih foto

Nama lenakap

Profile & Account




CHAPTER 2

gz Settingup the organisation

Firststepssothe canteenisready touse: mealtimes, departments, locations, andvendors.

canteenku. cloud

o Meal times and canteens

OpenMeal Times & Canteens. Eachemployee L
getsatmost1claimpermeal time perday. The
systemuses mealtimesto decide whetheraclaim
is Lunch or Dinner (and other timesif turned on),

according to the time zone.

1 OntheLunchandDinnercards, setthe
Name, Start time, andEndtime.

2  Fillinthe Price perportion (Rp). This price is
usedto calculate cost, vendor bills, and
savings.

Meal Times & Canteens

3 Fillinthe Minimum portions billed per day if
the agreementwiththe vendor setsone.The
minimum is counted from the organisation's
first claim.

4 Click Addcanteentoaddaplace where
claims are made.

TIP

Breakfastforthe morning shift (06:00 to
10:00, the same price as lunch) and Supper for
the night shift(22:00 to 02:00, may runpast
midnight) canbe turned onwiththe Turn on
breakfastand Turn on supper buttons. Ameal
after00:00 stillcounts as the previous day's
supper.

TIP

Always bought by the office keeps that meal
time off the vendorbill, but claims are still
recorded and the cost stillappears inreports.

TIP

Flexible allowance lets employees take their
Lunchand Dinnerallowance at any meal time (at
most1Lunchand1Dinnerperday, neveroutside
meal times).




e Departments and locations

1 Departments: click Add department, thenfill
inthe code andname. The table shows the
number of employees, the default
allowance (Lunch andDinner), and the status.
Use Editto change one.

2 Locations: one organisation canhave
severalhotels, factories, or offices. Click
Addlocationandsetitstime zone.The
number of locations depends onthe plan.

Catering vendors

Avendor supplies employee meals. Theirbills are
calculated andreconciled automatically.

1 OpenVendors, thenclick Addvendor.

2 Fillinthe name and contact, thenchoose the
canteensthey serve. Create the vendor's
accountunderUsers & Roles so they can sign
in.

i Canteenku

canteenku.cloud

© AwPatw o,

+ Tambah departemen

Departments

Demo Canteerku

i canteenku

Dapur Sehat Katering (Demo)

canteenku.cloud

Vendor Katering

Vendors




CHAPTER 3

2 Employees and useraccounts

Who may eat, andwho may signinaswhat.

o Employees

Addthem one by one, orimportfrom Excel. The
fullguide isinthe HR guide (the Employee data
chapter).

1 AddEmployee: fillin Full Name, Employee
ID, Department, Position, Start Date, and
Entitledtomeals.

2 ImportExcel /CSV:downloadthe template,
fillitin, uploadit. Rows with problems are
skipped, withthe reason.

3 Setlnactive orfillinthe End Date for
employeeswholeave: claims stopandface
datais deleted automatically.

Semuadepartemen

Employee data

aaaaaaaaaaa




e Users & Roles

Employeeseatwitha QR card; sign-inaccounts

are createdhere. Theroles available are Admin,

HR, Finance, Department Head, Canteen

Operator, Menu Staff, Vendor, and Employee.

1

2

OpenUsers & Roles, thenclick Adduser.

Fillinthe full name, then the email or
username (or both), and choose therole.

If thisperson also eats atthe canteen, make
them anemployee too: they getaQRcard, a
meal allowance, andthe My Cardmenu, and
use one employee slotinthe plan. Fillinthe
Employee code (optional), or choose an
existingemployee.

Password: enterone yourself, orleave it
empty soatemporary passwordis
generated. The passwordis shown only
once, so download or note itbefore closing
the page.

Tick Ask to change the password at the first
login. Untickitforaccountsthatkeep afixed
password, forexample an operator's kiosk
phone.

Bulkemployee accounts: choose a
department, thencreate sign-inaccounts for
many employeesatonce. Tick Sendthe
username and password to the email of
employees who have one, then Download
the accountlist (Excel).

canteenku. cloud

o @ AwPetw

+ Tambahpengguna
Departemen

CAUTION
Anaccount without anemail cannot use Forgot
password. Its passwordis reset from this page.

TIP

If Active accountis turned off, the person
cannotsignin. Youcannot change yourownmain
role oraccount status.

Users & Roles




CHAPTER 4

W Menu, production, and food safety

Boththe Adminandvendors canfillinthe menu.

canteenku.cloud

o The menu
1

OpenMenu, click Addmenu, andfillinthe
date, mealtime, canteen, dishname, note,
andphoto.

Menu Makanan

2 TheMenuforthe next7 days panelshows
whichdays are filled andwhich are not. The
Late menuchangescardrecords changes
made close to the day itself.

3 Dishsuggestions shows foodsuggestions

fromemployees.
Menu

4 Forapre-order, mark two ormore dishes at
the same mealtime. Employeeschoose by
the day before atthe latest.

a Production & Waste and Food Safety

These two pagesare mostly filledin by the vendor, but the Admin can
monitor andfillthemin. Their contents and use are in the Vendor guide.

CHAPTER 5

g2 Claims atthe canteen, guests, and overtime

Scanning, guestvouchers, and extra allowances.

Menu7 hari ke depan /7 O Belumad:

o Meal claims and kiosk mode JOC

The Admin canalso openMeal Claims (the Scan B A Sl s
screen)andscanemployees. Operatorsuse the
same screen. The fullguide isin the Canteen
Operatorguide.

1 Inthe Android app, the Kiosk mode button
locks the phone to the Scanscreen. Toleave,

tap the padlock and enter the account
password.

2 Onthe Scanscreen, the Dashboardicon

Meal Claims (Scan)

returns to the Admin dashboard.

D canteenku conocanteans © 143347




Guests & Vouchers
and overtime meals

Guests & Vouchers: click Create Voucher
forone guestorBulk Vouchersformany. The
costischargedtoadepartment(costcentre)
withaPICincharge.

Overtime Meals: approve employee
requests, orgrantanallowance directly. The
costgoestothe employee'sdepartment.

CHAPTER 6

canteenku. cloud

Demo Conteenku  + Premium 0353 hr - Beringganan o @ AwPaw o, [

Tamu & Voucher Makan

©
+
g

Guests & Vouchers

<1 Communication and employee engagement

Announcements, polls, surveys, and elections.

Announcements, polls,
surveys, and elections

All of these menus are the same asHR's. The full

stepsareinthe HRguide.In short:

1

TV Screens & Notices: announcementson
the canteenTV andas pop-upsinthe app,
plusTVscreenlinks thatneedno sign-in.

Polls & Surveys: quick questions througha
pop-up, withanonymous answers.

Employee Surveys: surveysinsections, with
anonymous answers; only the combined
results are visible.

Best of the Month: vote for the best
colleagueineachcategory.

Meal Confirmation: ask employeeswhether
they willeatatthe canteentomorrow.

canteenku. cloud

Layar TV & Pengumuman

Pengumuman aktf & terjadwal

TV Screens & Notices




CHAPTER 7

li  Reports and control

Costs, bills, corrections, and the audit trail.

o The dashboard and reports

1 Dashboard: today's meal cost, thismonth's
vendor bill, tomorrow's portion forecast,
employeesworking, LunchandDinner
claims, al4-day chart, and the latest claims.

2 Reports: the Daily, Monthly, Department,
Employee History, and Ratings & Comments
tabs. Download with Excel, CSV, or PDF /
Print.

3 Analytics, the Group Dashboard, Savings,
and Department Budgets: they are
explainedinthe Finance guide.

a Vendor bills, corrections, anomalies

1 VendorBills: compared automatically with
claims. Approve per system data or per
vendor bill, orreturnitforrevision.

2 Corrections & Disputes: Not me reports
fromemployeesandclaim corrections. The
originalhistory is never deleted. Two-person
submissionis available onthe Premium plan.

3 AnomalyDetection: unusual claim patterns
(Proand Premium plans). Only a starting point
forreview, notanaccusation.

4 AuditLog: allimportantactivity isrecorded
permanently and canbe exportedas CSV.

canteenku.cloud

T csv & por/cetak

Reports

canteenku. cloud

o @ AwEew o [
Tagihan Vendor & Rekonsiliasi

+ Tagihan manual

Tagihan otomatis dari sistem

Vendor Bills & Reconciliation

eoe canteenku.cloud

Demo Conteeriu  + Promium 0 355 har - Sarangganan
Koreksi & Sengketa

Menunggukeputusan  Semu:

;;;;;;;
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Corrections & Disputes




CHAPTER 8

5 Subscription, payments, and WhatsApp

The Canteenku plan, receiving payments, and notifications.

o Subscription

1 OpenSubscriptionatcanteenku.cloudina
browser (paymentis notmade through the
Android app).

2 Choose Monthlyor Yearly and a plan: Basic,
Starter, Pro, or Premium. Your planis
marked.

3 Click Pay. PaymentgoesthroughiPaymu:
bank Virtual Account, QRIS, e-wallets, and
more. The subscription activates
automatically once paid.

4 Changingplaninthe middle of aperiodtakes
effectthatday, andthe remainingtime onthe
oldplanis convertedinto extradays
proportionally.

TIP

The face scan add-onis calculated from the
numberof active employees (minimum 10) and
is already included inthe Premium plan. Need a
manualinvoice orabank transfer? Contact us.

Langganan

canteenku.cloud

(@ Trialakeir, 353 hallagi (sampai 17 Oktober 2027, Paket.

Basic

Rp 750.000

BayarRp750.000 Bayar -Rp1.500.000 Bayar -Rp3.500.000

Starter Pro
Rp 1.500.000

Rp 3.500.000

Subscription

Bayar :Rp7.500.000




a Payment Gateway

(employee wallet)

ConnectaniPaymuaccountthatbelongsto your

organisationso payments from the employee

walletgointoyourowniPaymubalance.

1

Open Payment Gateway, thenfillinthe
iPaymuVirtual Account (VA) andthe iPaymu
APl key.

Choose the Mode: Sandbox (test) to try it
out, or productionforrealmoney.

Click Save, thenTest connection. If it
succeeds, turnthe gateway on.

TIP

The keys are stored encrypted and never shown
again. Anew gateway canonly be turned on after
asuccessfulconnectiontest, and it turns off if
the VAorAPlkeyis changed.

WhatsApp

Choose whoreceives automatic notifications

from Canteenku through official WhatsApp.

1

OpenWhatsApp. You can use yourown
WhatsApp Business account (optional): fillin
the Phone NumberID, WhatsApp Business
AccountID, and Accesstoken, then Save
and Verify.

Under Addrecipient, fillin the name and
WhatsApp number, then choose which
messages are sent. The Recipientslist
appearsbeside it.

INFO
WhatsApp sending becomes active once
Canteenkuturns it on. Until then, the recipients

yousave only start receiving messages afteritis
activated.

canteenku.cloud

Demo Conteenku  + Premium 353 hr - Beringaanen

Gateway Pembayaran

Payment Gateway

canteenku. cloud

Domo Canteenku + Premium  Trai 3

WhatsApp

Tambah penerima Penerima

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

WhatsApp




CHAPTER 9

® Frequently asked questions

Shortanswersto the mostcommon problems.

An employee cannot claim even though they are working.

Checkinorder:; the Statusis active and Entitledto mealsis tickedunder Employees, the mealtime is
openunderMeal Times & Canteens, and the Duty Rosterdoesnotmark a day off. If the organisation

requires aroster (Schedule required), make sure the rosteris filledin.

How do | deactivate an account for someone who left?

Change the employee'sstatustolnactive (face datais deleted automatically), then turn off Active
accountunderUsers & Roles so they cannotsignin.

I forgot my password, or the account has no email.

Accounts with anemailuse Forgot password?. Accounts withoutan email are resetby the Adminunder
Users & Roles.

This month's vendor bill has a value even though there are no claims.

The minimum portions per day are counted from the organisation's first claim. The number of billed
portionsiswritten beneath the billfigure onthe dashboard.

An announcement does not show in the employee app.

Make sure the dates are valid and the pop-up or notification optionis ticked. Employeesneedto turn
onnotificationsunder Notifications ontheirdevice.

Can other customers' data be seen?

No. Every organisationis separated atthe database level,andyou only see your own organisation's
data.

Still have questions?
[J ContactusonWhatsApp +62857-0779-9569 or by emailat
awantechsolution.bali@gmail.com. Tellusyourrole and the name of the menuyou opened.



