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Overview
1. If there is any question/problem regarding Xilnex Portal can directly contact our

support team at IT Support Whatsapp.
2. Note: The interfaces of this portal may differ based on user roles.
3. Several features with the label ‘Coming Soon’ are still not available to access.

Login to Xilnex Portal
1. This is the link to Xilnex Portal https://portal2.xilnex.com/Login.
2. Email and password are required in order to login. In case of necessities, users can

reset the password by click on Forgot password and fill in the email. PRVC will be
sent to the email address for verification and users will receive a new password.

3. After successful login, users can choose a selected store to proceed. Mark the store
as default by checking the box so that notification will not pop up again after relogin.
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https://wa.me/+60193650232
https://portal2.xilnex.com/Login


Menu
1. Sidebar menu on the left consists of different web pages while at the bottom users

can find the logout button.
2. By clicking the three vertical dots on the right, users can change store and password.

Dark mode feature is available in this portal.

Home
1. Summary of all store total sales and current store total sales are displayed on this

home page. Click on the view details link to redirect to the sales channel for more
precise information.

2. Also, users can check on total active stores, total transactions and total clients
information.
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3. Data of sales summary of the day for all stores is shown and also visualised by the
bar graph.

Customer Engagement
1. Users can manage customer information on this page. Client database overview

shows total clients count based on client type.
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i. Client
- Users can search or retrieve customer’s detail based on their type of

information e.g. name, email and mobile number.
- To export details of a customer's click on the more button and choose export

this page.
- Click on the add button to add a new user. Fill in customer details and make

sure to fill in compulsory fields before saving.

5



ii. Point Management
- View report of point summary, adjustment and expiration.
- Manage and adjust current/lifetime point settings.

iii. Voucher Management
- Users can view the list of redemptions or search by redemption code to view

certain coupons/vouchers.
- Create a new voucher/coupon by clicking on the add button. Fill in the

compulsory fields e.g type, name, code, group and date.
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iv. Promotion Management
- View promotion settings by promotions or rules. Double click on selected

promotion/rules to view campaign information.
- Click the add button to add a new promotion/campaign. Fill in compulsory fields

in Step 1 and make sure to add at least one rule in Step 2 before save.
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Product Information
1. The master data consists of items and vendor information.
2. Store and manage products by item details, unit price, cost and more. Product

overview shows the total of products by each category.
3. Users can view product details based on selected store and stock type. Double click

on selected product for more details.
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Sales Channel
1. Sales channel includes daily sales transactions of the store, sales return, sales order,

quotation, collection list and also payment profile.
2. View sales by invoice or item. Filter details or fill in the search bar to find a specific

sale of the day.
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Supply Chain
1. Inventory functions that allow users to create or manage purchase orders (PO),

goods received note (GRN), transfer note (TN) and stock related.
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i. Purchase Order
- View PO list, PO list by item and pending approval. Search PO by PO ID.
- Create or issue PO by clicking on the add button. Choose a vendor and

fill in compulsory fields e.g. ref PO no, date.
- Search or scan items to add/purchase with the quantity. After that click on

confirm and save button.
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ii. Good Received Note
- View list of GRN that has been made. Fill in the search bar by GRN ID or

filter by date, status or store to find specific GRN.

iii. Transfer Note
- View transfer note list or transfer note list by item.
- Create a new transfer note, fill in compulsory fields before clicking on

confirm and save button.
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iv. Stock Card
- Keep track of inventory product stock. Fill in item code to search and view stock

cards.

v. Stock Adjustment
- Double click to view stock adjustment that has been made or create a

new stock adjustment to make changes of the inventory stock.
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System Configuration
1. Manage general system settings related to store management, database and users.

Insights (Beta)

TBA

14



Reports

1. Click on the report to be redirected to Xilnex Web App Report.
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https://reportapp.xilnex.com/Retail/ReportList.aspx

