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To be able to sell an item through Touch POS, you need to create a touch button. This guide will 
go through the basics of creating a touch button in Touch POS.

Before creating a button, you need to create an inventory item to sell. 

Please see the Inventory Management document and create the inventory item before following 
this doc to create the touch button. 
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Step 2
• Search for Touch Screen Management in the Filter Menu.

Step 3
• Click Touch Screen Management in the Results.

Step 1
• Click the 9 Dot Menu button in the top left of the RecTrac screen.
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• Step 4
• Double-click on TouchScreenArea1.
• Chances are you will have more than one option here. Which one you pick 

depends on what hardware you have. 
• The Screen should be ‘TouchScreenArea1’. 
• Check with CNIC if there are any questions. 
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NOTE: On the left hand side of this screen, there is a list of Layers. Layers are different screens 
that a user could utilize to process transactions. Each layer has a region and SAP site number 
prefix. You should only edit screens that have a prefix that match your business location. 

The Navy will have 3 layers displayed at the same time. 
1) The default keypad layer at the bottom is standard and should not be changed. 
2) Each business location will have a second keypad layer ending in -MAIN. This is location 

specific and can have buttons added to it as needed. 
3) The third layer is the sales item layer that will change per menu screen. 

Keypad Layers (Highlighted in Yellow

To preview what a screen will look like during a transaction, you can toggle on the toggle box in 
each layer that will show up when a cashier is processing transactions. In the screenshot above, 
SE0106-MAIN, FnB Dflt Keypad, and SE0106-ALCOHOL layers are toggled on. 

Keypad Layers



RecTrac 3.1 Creating a Touch Button Touch POS

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Updating a Layer

6

Step 5: Select the layer that needs the button added. 

Step 6: Right Click in the white background and Select Add a Button. 
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• Step 7
• In Touch Button Create – Base Style screen, you will need to update the above 

fields.
• Use the Picklist button to browse to your available inventory. 
• The Label shows up on the button, it does not print on the receipt. 
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NOTE: There is a Quantity field available when creating a touch button. If you change this to 0, 
it will force the cashier to input the quantity during the transaction. This is useful for things that 
are often sold at a higher quantity than just one at a time.  

EXAMPLE: You sell chicken wings by the wing, $0.50 a wing. If you leave the quantity at 0, when 
utilizing that button, you will be asked for the quantity of wings sold before the item is added 
to the cart. 
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Step 7: Click the Save button at the bottom of the screen

The new button will be in the top left corner of the screen. Notice there is no style applied 
yet. Occasionally the new button will be covered by existing buttons so you may need to 
check under other buttons. 
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Step 8: At the top of the Layer list on the left hand side, select the Default Button Themes layer.

Step 9: Find the button category that matches the category of item you just added. Let CNIC 
know if there isn’t a suitable match.

Step 10: Left click once on that button to select it then right click on the button to bring up the 
options menu. 

Step 11: Left click on Copy Button
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Step 12: Scroll back to the layer where the new buttons was added

Step 13: Left click and then right click on your new button.

Step 14: Go to Paste and left click on Paste Button Theme. 

• Step 15
• The new button will be 

Stylized just like the button 
that was copied.

• You can move that button 
where it fits best. Be careful 
not to overlap a keypad 
button.

Note: You can also “copy” a button theme from an existing “like” button that is already on a 
layer. So if you are adding a new sandwich item, copy the theme from another sandwich item 
on the layer you are working on. 
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Step 16: Once you are done creating/editing buttons, click ‘Done’ in the bottom left. The 
following information prompt will display:

Note: After touch screen changes have been published, users will need to close the Touch POS 
Processing tab they have open and relaunch Touch POS for the changes to display. 

Click ‘Publish Now’ to finalize any button changes you have made. The following message will 
display and a notification will let you know when the buttons are published.  


