Canteenku @ UserGuide

USER GUIDE

Finance

Reconcile vendor bills, control budgets, review
corrections and anomalies, and manage your
Canteenku subscription.

canteenku.cloud

¥ Canteenku Demo Canteenku ® Premium  Tral 353 han - Berlangganan L @ Dewanggnin o,

Dashboard
o A B Hariini - Kam

S%  Menu Makanan B Tagihar

Rp 2.250.000 : o -
Sii o
© Jam Makan & Kantin o 2 ke I3 5

[B] Biaya makan hariini

2, Karyawan
£ Departemen
kamera, tanpa kartu. Sekitar 10 detik.

Brodulisl €. Saa © Perkiraan porsi besok

Keamanan Pangan N m Canteenku
e teenku

Kebutuhan Makan

(¢]
()
B JadwalKerja
a
&

Konfirmas| Makan

5% Event

@ Klaim Sore S Total Konsu|

1 2

B Dompet & Kasir
(©] O klaim ditolak

Makan Lembur

Sl Sari Wulandari
Doz
Ciutkanmenu Front Office
Konsumsi 14 hari terakhir Konsumsi per departemen hari ini
Jun m b an Total klaim berhasil, semua jam makan

Quayat  Menu

Version 1.0 - 29 October2026 IE-HE!I P
-,

canteenku.cloud/panduan/en
Scan for the web
WhatsApp +62 857-0779-9569 version




START HERE

Finance guide contents

Forthe finance team that approves vendor bills, tracks meal costs, and

looks after the subscription. Most of the work is most comfortable ona

laptop.

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

EN to switchthelanguage.

® WHAT YOU CANDO

Check and approve vendorbills againstthe
claimdata

Setdepartment budgets andtrack their
usage

Decide corrections and disputes onclaims

Review anomalies, savings, and the audit
log

Manage the subscriptionandits payments

Get started: signin andinstall

OUTSIDE THIS ROLE

Change the original claim history (itis only
corrected, never deleted)

Approve a correctionyou submitted
yourself (asecondpersonisneeded)

Manage employees, departments, or
menus

Setmealtimesandcanteens (an Admin task)

Signin, installonyourphone, turn on notifications, and set up youraccount.

Dashboard and reports

Today's cost, thismonth's vendor bill, and reports you can download.

Vendor bills

Bills are compared automatically with the meal claims recorded in the system.

Department budgets and savings

Control meal cost perdepartment and see what Canteenku gives you.

Corrections, anomalies, and audit

Keeping the claim data honest.

Subscription and the employee wallet

Pay foraplan, and set up the wallet if the company usesit.

Frequently asked questions

Short answers to the most common problems.
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CHAPTER 1

« 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 buttoninthe 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: open canteenku.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
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Profil & Akun
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Role
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Bahasa [ o JE
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admin. Nam
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Profile & Account




CHAPTER 2

.l Dashboard andreports

Today's cost, thismonth's vendor bill, and reports you can download.

o Reading the dashboard

1 Mealcosttodayisbrokendownby meal
time (portions andrupiah), withthe meal
time's status: in progress, finished, ornotyet.

2 Vendor bill thismonth shows the estimated
billand the number of portionsup to today. If
there isaminimum portion count, the number
of billed portionsis explainedbeneathit.

3 Tomorrow's portionforecast shows portions
permealtime, basedonthe duty roster, meal
history, overtime, and guestvouchers.

4 The Employeesworking, Lunchclaims,
Dinner claims, and Total Consumption
Today cards showwho has already eaten. A
14-day chartandthe Latest claimsare
below.

5 Thepagerefreshesitself every 30 seconds.

a Reports

1 OpenReports. Choose the Daily, Monthly,
Department, Employee History, or Ratings
& Commentstab.

2 Setthe Date, All departments, and All meal
times.

3 Readthe Summary permeal time and the
table belowit, then download with Excel,
CSV, or PDF / Print.

canteenku. cloud

RpQ @ reomnverorimn
Rp 2.250.000

Sore

The Finance dashboard

»»»»»»»

canteenku.cloud

Reports

RpO

8 PDF/Cetak




a Analytics, the Group
Dashboard, and the ESG Report

1 Analytics: portions, total cost, costper
portion, allowancesnottaken, and
Automatic findings (the busiestday and
hour). Choose 7,30, or 90 days.

2 Group Dashboard: compares cost, portions,
ratings, andHACCP acrosslocations. Itis
usefulwhenthe organisationhas more than
one location.

3 ESGReport: asummary of foodwaste andits
impact.

CHAPTER 3

b Vendorbills

canteenku.cloud
Analitik
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Analytics

Bills are compared automatically with the meal claimsrecordedin the system.

o How reconciliation works

OpenVendorBills (VendorBills &
Reconciliation). The portion countcomesfrom
the scans atthe canteen(employeesand guests)

multiplied by the agreed price per portion.

1 Automatic bill fromthe system: createdon
the 1stfor the previous period, and on the 16th
forvendors billed twice amonth. You canalso
choose amonthandclick Create automatic
bill. The current periodis calculatedup to
yesterday andcanbe refreshed while the
vendor hasnotresponded.

2 Manual bill: click Manual bill tofillitin
yourself (orletthe vendor fillitin).

3 Openabilltosee the portions, price, and
cost foreachday. |t canbe printed or saved
asaPDF.

canteenku. cloud

Vendor Bills & Reconciliation




e Deciding on a bill

1 Approve persystemdata: use the figuresfrom the recorded claims.

2 Approve pervendorbill: use the figures the vendor submitted.

3 Dispute /refuse: fillinthe Note /reason(required).

4 Returntothe vendorforrevision: the billgoesbacktodraftandthe

vendor canchange the counts.

CAUTION

Once the vendorhas submitted, the counts cannotbe changed unless

Finance returns the bill.

TIP

Expenses and extra services are billed separately from portions and are not

part of the taxdeduction.

Vendors and their scorecard

Vendors lists the vendorswho serve employee
meals, their contacts, the canteensthey serve,
andtheir status. Vendor Scorecard gives a
monthly score fromfoodratings, food safety,
foodwaste, billing accuracy, and complaints.

canteenku. cloud

Demo Canteenku  « Premium 1l 353 hr - Baringganan

Rapor Vendor

Dapur Sehat Katering (Demo)
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Vendor Scorecard




CHAPTER 4

= Departmentbudgetsandsavings

Controlmeal cost perdepartmentand see what Canteenku givesyou.

o Setting budgets

1 OpenDepartment Budgets. The top cards
show the total budget for this period, used,
remaining budget, and the number of
departmentsabove 80%.

2 UnderBudget period, choose the startdate:
Tmeansacalendar month, 26 means a payroll
period of the 26thto the 25th. Click Save.

3 UnderPerdepartment, fillineach

department'sbudget, thenclick Save onits
row.

INFO

The system sends anautomatic reminder when
usagereaches 80% and 100%. Meals are not
blocked: only the warning is configured.

a Savings

Savings shows the costyou did nothave to pay
thanks to Canteenku, calculated withyour
organisation's price per portion: double claims
prevented, employeeswho are Off, onleave, or
inactive, meals withoutan allowance, someone
else'scardorface, vendoroverbilling, and
reducedfoodwaste.

TIP
If the price perportionhas notbeenfilledin,

savings showRp O. Fillinthe price underMeal
Times & Canteens (anAdmintask).

canteenku.cloud
Budget Makan Departemen

Rp O Rp 2.250.000 Rp O

nnnnnnnnnn

Department Budgets

canteenku.cloud
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CHAPTER 5

© Corrections, anomalies, and audit

Keepingthe claim data honest.

o Corrections & Disputes

EmployeestapNot meinMealHistory whenthere
isaclaimthey didnotmake. The original history is
neverdeleted.

1 OpenCorrections & Disputes. The Awaiting
decisiontabholdsreports thatneedyou.

2 Checkthe employee'snote, thenapprove or
refuse.

3 If approved, the claimismarkedvoided, no
longer countedinreports andvendor bills,
andthe employee'sallowanceisreturned.

4 ForSubmitacorrection(acancellationora
missed claim), the two-person principle
applies: the person who submittedit cannot
approve itthemselves;another Adminor
Finance usermust. Thisfeature is available on
the Premium plan.

TIP

Every decisionis recordedinthe auditlog and
appears inAnomaly Detectionperoperator.

e Anomaly Detection

Available onthe ProandPremium plans. The
system automatically flags unusual claim patterns:
excessive manual entry, back-to-back claims that
are too quick, Not me reports, and attempts with
someone else'sface.

1 OpenAnomalyDetectionandchoose a
range of 7,30, or 90 days.

2 Checkeachfinding.Itisnotanaccusation,
only a starting pointforreview.

3 Ifthereisalotof manualentry, consider
turningit off so claims only gothrougha QR
cardoraface.

canteenku.cloud

Koreksi & Sengketa

Corrections & Disputes

canteenku.cloud

Anomaly Detection

A @ Dewigaen o, [y




Audit Log

Allimportantactivity isrecorded permanently and
cannotbe changedordeleted. Filter by date,
action, anddata, then download with Export CSV.

canteenku.cloud

Audit Log



CHAPTER 6

= Subscription and the employee wallet

Pay foraplan, and setup the walletif the company usesit.

o Paying for or changing a plan

1 OpenSubscriptionatcanteenku.cloudina
browser. Paymentis not made through the
Android app.

2 Choose Monthly or Yearly, thenthe plan
(Basic, Starter, Pro, or Premium). Your
currentplanismarked.

3 Click Pay. PaymentgoesthroughiPaymu:
bank Virtual Account, QRIS, e-wallets, and
more.

4 Once paid, the subscription activates
automatically. If you change planinthe
middle of a period, the new plan applies that
day andthe remaining time onthe old planis
convertedinto extra days proportionally.

TIP
The face scan add-onis calculated from the
numberof active employees (minimum 10) and
is already included inthe Premium plan.

TIP
Need amanualinvoice / bank transfer?
Contactus using the detailsinthe last chapter.

Langganan

canteenku.cloud

(@ Trial ki, 353 hallagi (sampai 17 Oktober 2027, Paket.

Basic

Rp 750.000

Starter

Rp 1.500.000

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

Subscription

Rp 3.500.000

Bayar :Rp7.500.000




canteenku. cloud

e The employee wallet

Dompet Karyawan

Amonthly employee balance for shopping at the

canteentillandvendors, without cash. Itis not
electronic money: the balance istoppedup by the

ReO RO RO RO
company.

Penjualan per penjual Pengaturan dompet

1 OpenWallet &Till, thenturnonthe
employee walletunder Wallet settings.

Saldo karyawan

2 Fillinthe Monthly balance peremployee and
the monthly payroll-deductionlimit.

3 Track Salesperseller. Use Payroll Excel for The employee wallet
the payroll-deductionreport, and Opentill
tosell.

CHAPTER 7

® Frequently asked questions

Shortanswerstothe mostcommon problems.

The vendor bill figure differs from the vendor's figure.

The system counts from the claimsrecorded atthe canteen. Open the bill, look at the daily
breakdown, and choose one: approve persystem data, approve pervendor bill, orreturnitforrevision
withanote.

Why does Vendor bill this month already have a value when there are no claims yet?

Some hotels use aminimum portion per mealtime. The minimum is counted from the organisation's
firstclaim, and the dashboard writes the numberbeneath the bill figure.

Ido not see Anomaly Detection or correction approval.

Some featuresdependonthe plan: Anomaly Detection on Pro and Premium, two-person correction
approvalon Premium. Upgrade under Subscription.

How do I cancel a wrong claim?

The employeereportsitwithNotme, oran Admin or HR submits a correction. Finance decidesunder
Corrections & Disputes. The original history stays.

The subscription payment succeeded but the planis not active.

Waitafew minutes, thenreload. The subscription activates automatically once the paymentis
confirmed. If itstillisnotactive, contactus with the invoice number.



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