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Part 1 BackOffice Introduction

§th Touch -

SoftTouch BackOffice

Copyright {c) 2002 - 2013 hits B
protected by LS and interna
Abouk Box,

+

Loading please wait... HEEEEE

SoftTouch BackOffice is a powerful, easy-to-use tool that employs intuitive controls to customize
your environment. This is where you set up all of your preferences for your SoftTouch Hospitality
System.



Version 6.1.16

Login to BackOffice



Version 6.1.16

Part 2 Login to BackOffice

1. When you first log into the SoftTouch BackOffice on a new installation you will be required
to type in this username and password:

username: softtouchadmin
password: itsprivate2

2. On the new screen (as shown below) you must put in your old password (itsprivate2) and then
enter a new password.

The new password must be at least eight characters in length and must contain both numeric and
alphabetic characters.

SoftTouch BackOffice

Login Information

Change Security

Change Backoffice Password

Account password as expired, please create a new password

Old password I

Mew paszsword I

Confirm new password I

Swipe Cards
If uzing a swipe card just swipe it in the new password field

ik Ok Cancel

v Uszer agrees to terms and conditions of the Customer
Licenze Agreement.

1U days remaiming for registration.

Yiew Cuztomer Licenze Agreement

*Note: Your username will continue to be softtouchadmin.

3. Make sure you remember what you type in for your new password. Upon signing into
BackOffice, if you mistype your password more than three times you will be locked out of
BackOffice for half an hour.
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Part 3 BackOffice Manual Guidelines
MENU GUIDE

1. A path you need to follow in order to get to certain function settings is marked with the info

1
bubble \!) image at the top of the page.

2. Function names are grouped by sections on the left. See image:

8 SoftTouch BackOffice [==&]=]

Functions  Administration  Logout  Help

General RLWelcome Screen [ T S Y Y o 0 - |

@ Company Regist
% System

& Crder Functions
é Employees

¥! Time Editar

[ﬂ' Custamers

#'0 Scheduling

E= Item Builder

:' Stack{Barcodes J
H Seating/Zones =
L 4 Lovyalky

ﬁ' Hostess

“°= SoftTouch Msgs

Hardware _
,!J Stations
1S sl pay
ﬁ Printers/Coursing
T Pole Display
F Caller ID J
= Credit Cards Sections

Welcome to the backoffice application!

Please click and select a screen function on the left to start working with
the backoffice.

Pager/alerts

[ Email{SMs
a Dineblast Mobile
Financial I-l_'

3 Banks

Revenue Centers
E_ Media/Accounts
__Zi Tax Table
Adjustments

£ Sales/Journal Yiew
"= Tip Sharing

Miscellaneous _4
¥ Activations |
Surveys

[# Receipt Template |
9 ChalkboardfSpecials |
4 Paid/Quick msg |

| hawe 1 MEW SoftTouch messages..,

3. Function settings are sometimes divided into two or more parts of the screen. There will
always be a header name for every part of the screen.



Version 6.1.16

I SoftTouch BackDffice
Functions  Administration  Employes  Logot  Help

Genersl & = Employee setup |

_E m:“ “’m""“’“' Employee st | New ampdopes “wizad” |
SorderFuncines | [employee it T
4: Atk Seauch by last name ey fiest name ™ Hide macties emplospesd]
il Departmerts |Fiest Hareen [Last Hame |usmtip | A |Curert Employee Job Lin |-~
Em Deser softtochadmin MEantence:

Fl Server 1 sepverl Rectangle Dharver
‘ SestingfZones Toi Tom
M "W“"" i Apoel Justtin
H‘.'Sufttmthq-s Janna Backer Janna

Joige Duicey Joige

Hardware _-
& saione
S el Py
gmm part of the screen

Pole Display ) )
Eﬂﬂ'ﬂflg# Emplogee: | Sacurity | Firger Pink | Job & Wiages | Addies: | Phone numbess | Tle/Pocksts | Scheduing | Tracking | Aleits/Emad/SMS | Motes |
§ Pager/alerts | Employee AN =Deete
- EmadjsMs
O i ot Emplopes B 15017 \ Leh/Right haedied [ = =
Financial & Fiest niame [Diesler \\\ T e—
% Barés Last name | Drives Dispatch ’ﬁ
gmm Employes Type | = Asngament Mode

MedialAccounts
I Tax Table Socil secuity B part of the screen
% Adpstments . ) ™|
Y el s el A = —

There are two headers on the main page in the Employees applet. At top of the screen, the
header reads Employee list. In this section you can expect to view a listing of all employees
that have been added to and saved into the system.

At the bottom of the screen, the header reads Employee. This is where you will enter
information about the Employee you have highlighted at the top section of the screen. Notice
that above the header Employee, there are tabs labeled Employee, Security, Finger Print, Jobs &
Wages, etc. These are screens where you can add information about an employee, although not
all fields are mandatory. Each field of each screen will be explained in detail as we get to each
screen.

*Note: Always pay attention to the header names as we will refer to them often.
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Part 4 General Section

1
\r)The General section.

General .

] Company fR.egisk,
Y Svstem

ﬁ Order Functions
.é}a E!'nplnyges

| *) Time Edikor

[ﬁl Cuskamers

1) Scheduling

EE Item Builder

D Stock/Barcodes
H seating/Zones
Loyalky
Hostess

"% SoftTouch Msgs

The General section contains the following:

1. Company/Registration

2. System

3. Order Functions

4. Employees

5. Time Editor
6. Customers
7. Scheduling
8. Item Builder

9. Stock/Barcodes

10. Seating/Zones

11. Loyalty

12. Hostess

13. SoftTouch Messages
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11

Part 5 Company/Registration

1
\r)Under the General section click on Company/Regist. applet.

Geners
Syskerm
Order Functions
Emplovees
7 Time Editor
Zuskomers
40 Scheduling
= Trern Builder
Stack/Barcodes
El Seatingf/Zones
v Lowalky
ﬁ Hostess
|:2% SoftTouch Msgs

Company/Registration

Company & Location Registration Y - L @

Company Information 24 Urida

Compary nare IYDur Restaurant
Address] IAn_l,there St
Address2 I
City [CORAL SPRING State |FL | Zip code [33085

MNaotes

Registered to: = Software Mot Registered *

Location Detail | «+—

Location Identifier I

Location Maotes

Enter your company information in the Company information part of the screen.

X Undao

If you make a mistake you can undo it by pressing the button.

Press the ¥ 5ave button when you are done.
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Part 6 System

1
\\r)Under the General section click on System.

14

System

General M

55| Order Functions
éa E!'nplnw;.-'e.es

L ¥} Time Editor

[i' Zuskomers

40 Scheduling

E= Item Builder

D Stack/Barcodes
| Seating/Zones
v Lowalky

W Hostess
"% SoftTouch Msgs

System Setup contains the following tabs:
1. General

2. Rounding

3. Tips

4. Gratuity

5. Future Orders

6. Hours & Wages

7. Intranet

8. Custom Programs

9. Function Buttons

10. Customer Search

11. 7
12. Z Results

13. Services
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6.1 General Tab

1
\\r)Under the General section click on System. Select the General tab.

General

System setup

Houndingl Tips ] Gratuity | Future Orders | Hours & Wages | Intranet | Custom Programs | Function Buttong | Customer Search | & | Z Results | Services |
General Settings

Operation Date: 3/2672014

Swipe card reader begin |%

Swipe card reader end |7

Web home page |www. softtouchpos. com

Layout theme  |Left -
Backaffice inactivity timeout 15 51 Minutefs)

Check Generator |Sequential -

Manager histary check count =
] the larger the count the slower it will take ta bring up history checks
Emplovee higtory check count 4 [Defaults are Manager - 8, Employee - 4

Digplay = previous arders on NEW Takeout and Delivery arders. 0- Dizabled, 1- Old Style

W Employvee acceptance for check transfers
[ Allow negative cash sales - Warning: When enabled this will change the

behavior of negative priced items [main items]) to
ring with a negative quantity)

- General Settings -

Operation Date This will display your current operation date. All
transactions will be recorded as sales on current
operation date.

Swipe card reader Pertains to Employee Swipe Cards which are used for
begin logging into the front end. Enter the symbol that
appears before the actual card number. (Example: if
the data on the card looks like this: %123457? then the
% is the begin symbol, 12345 is the card number, and
the ? is the end symbol.)

Swipe card reader Pertains to Employee Swipe Cards which are used for
end logging into the front end. Enter the symbol that
appears after the actual card number. (Example: if the
data on the card looks like this: %12345? then the % is
the begin symbol, 12345 is the card number, and the ?
is the end symbol.)
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Web Home Page

The default address of a web page that is displayed in
the Internet Browser when you go to System >
Web/Internet in SoftTouch.

Layout Theme

You can choose to have your Mode buttons on the left or
the right side of the screen.

Backoffice inactivity
timeout

This field will determine how long Backoffice will stay
open when there is no activity before you must enter
your User ID and Password. You can set this for 1 to 15
minutes. 15 minutes is the maximum amount of time
Backoffice can be inactive before you will be logged out.

Check Generator

Sequential: generates check numbers in order, so
checks would start say at 100 and the next check would
be 101

Random: generates check numbers at random, so first
check could be 201102 and the next check could be
526611

*NOTE: When using random check numbers, you will
get a six digit order # (check #).

Manager history
check count

This is where you can set the number of checks previously rung up
that will display and become accessible when a manager hits the
History button.

Employee history
check count

This is where you can set the number of checks previously rung up
that will display and become accessible when an employee hits the
History button.

Display __
previous orders
on NEW Takeout
and Delivery
orders

Use the arrows to specify the number of previous orders you would
like shown on new takeout and delivery orders. Entering 0 disables
this feature.

Employee
acceptance for
check transfers

This will require the employee that a check is being transferred to
accept the transferred check before they become responsible for it.
If a server transfers a check to another server, the second server
has to accept it or the first server will remain responsible for that
check.




Version 6.1.16

18

Allow negative
cash sales

This dictates whether the site will allow a negative cash sale.
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6.2 Rounding Tab

1
\\r)Under the General section click on System. Select the Rounding Tab.
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Rounding

" General |Ti|:|s ] Gratuity | Future Orders | Hours & Wages | Intranet | Cugtom Programs | Function Buttong | Customer Search | &

Rounding Settings

[+ Enable Rounding

Round checks |Ear Ornly

Round to nearest 05

Round Calculation |F|u:|und to nearest +4-

v Dizable when food tems are prezent

v Save

| Z Results | Services |

X Undo

Enable
Rounding

Turns on the Rounding feature.

Round
Checks

Bar Only: will only use rounding for the bar mode.

Bar and Dining:will only use rounding for the dining and
bar modes.

All Modes: Will use rounding in all modes you have
enabled, including delivery, drive-thru, and counter
mode.

Round to
nearest

The number for rounding that you can set. This is
measured in increments of $.05 cents and you can round
up to $1.00.

Round
Calculation

Round to the nearest +/- : a check is adjusted in
increments depending on what the penny is closer to.

Example: if the check was $5.46 and you had the rounding
set to five cents it would then adjust to $5.45. If the check
was $5.48 the check would adjust to $5.50.

Round UP only: the check will always be adjusted to an
additive increment.

Example: If the check was $5.41 it would be rounded to
$5.45 if you had the rounding set to $0.05.
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Disable When you have a check open that only has liquor items
when food on it, the rounding will be enabled. If this option is
items are checked on, once a food item is placed on the check, the
present rounding will be disabled.

- Bar Rounding Setup for VAT (Value Added Tax) -

If you are using Value Added Tax for your Bar, you will need to setup Bar Rounding so that you
will not have to deal with pennies or change altogether. Rounding is needed to work in
conjunction with VAT because there are certain situations where the tax has to be rounded and it
may cause a bill that you would like to be $12.00 even end up being $12.01.

If you have VAT only for liquor and the VAT only applies to the Bar, choose Bar Only in the
Round checks drop down box. If you have VAT available for all types of checks, choose All
Checks.

For the Round to nearest option, what you put here depends on what type of change you may
or may not want to deal with. If you have some items with VAT that are priced at $3.50 (not an
even dollar amount) then you should put $0.50 in the Round to nearest box. If all of your
items are supposed to be an even dollar amount (ex. $4.00 or $5.00), then you can put $1.00 in
the Round to nearest box.

*Note: You should not round by large amounts if you are NOT using VAT.
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6.3 Tips Tab

1
“\J)Under the General section click on System. Select the Tips Tab.
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Tips

" General I Riounding | Gratuity | Future Orders | Howrs "W ages | Intranet | Cuztom Programsz | Function Buttong | Customer Search | i

Tip Settings

v Save

[+ Reprint a receipt when an employee is declaring a tip

Calculate employee tip distribution |by check sales % ﬂ

Het minimum tip zale percentage mn x

Require a manager overide when declaring tips over a0 % 0-dizabled

Canvenience Tipping

Corvenience lip guest count
Convenience tip percentage 1
Cornvenience tip percentage 2

Cornvenience tip percentage 3

Reprint receipt on
tip entry

This option box will allow you to print a receipt after a
tip is entered. Usually tips are added at the end of a
shift so a site may not want to waste the paper. If
management feels it is best practice for them to verify
the amount of tip entered into the system verses what
the guest wrote on the check, this option will allow the
reprint of the check with tip entered into the system
printed on it.

Calculate employee
tip distribution

If you select "by check sales %" from the drop down list, in
the scenario where more than one employee rings sales on a
check, the portion of the tip each employee gets will be in direct
relation to the portion of total sales that employee rung onto the
check. For example, if a bartender rings $20 in liquor and a
server rings $80 in food on the same check, where a $20 tip
was left, the bartender would get $4 (20% of the tip amount)
while the server would get $16 (80% of the tip amount).

If you select "by check owner" the person who started the
check (in the case where 2 bartenders are ringing on the same
check) or the person who the check was transferred to (in the
case where a server takes over a check for a bartender) will
receive 100% of the tip.

| Z Results | Services |

X Unde
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Net minimum tip
sale percentage

The government requires that a tipped employee declare a
certain percentage of their sales as tips. This is simply a
calculation that will print on the server report showing the
percent they should be declaring and whether or not the tips
declared by this employee are more or less than what they are
required to declare.

For example, if an employee rang $1,000.00 in sales and they
only had $90.00 in credit card tips, if 10% were filling in this
field, the report would reflect that they should declare a
minimum of $10.00 as their cash tips.

Keep in mind, the government requires all employees to
enter in 100% of all cash tips.

Require a manager
override when
declaring tips over

This field allows you to enter the percentage of the sale,
where when an employee enters a tip on a check and
the tip is greater than the percentage set in this field, it
will require a manager override.

For example, if an employee has a $100 check and
enters a tip of $50.00 or more, a manager will need to
approve the action.

This cuts down on employees mistakenly entering the
wrong amount (the tip was $20.00, not $50.00 and they
entered the wrong amount by accident). The employee
can then correct the error before it is finalized and
requires manager intervention.

Convenience tip
guest count

If the number of guests meets or exceeds the number
you enter here convenience tip amounts will be shown
on the receipt. For this to show up or not show up on
the receipt, you must add or remove the corresponding
tags from the receipt template (see below and/or
Administration->Template Screen).

Convenience tip
percentage 1

Enter the first suggested tip amount you want to display
on customer receipts. For this to show up or not show
up on the receipt, you must add or remove the
corresponding tags from the receipt template (see below
and/or Administration->Template Screen).

Convenience tip
percentage 2

Enter the second suggested tip amount you want to
display on customer receipts. For this to show up or not
show up on the receipt, you must add or remove the
corresponding tags from the receipt template (see below
and/or Administration->Template Screen).
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Convenience tip Enter the third suggested tip amount you want to
percentage 3 display on customer receipts. For this to show up or not
show up on the receipt, you must add or remove the
corresponding tags from the receipt template (see below
and/or Administration->Template Screen).

- Convenience Tipping Receipt Template -

In order for convenience tip percents and amounts to display on the receipt, you must change the
receipt template. Refer to Administration->Template Screen at any time to for more details.

Step 1. Go to Administration->Template Screen (from the gray toolbar at the top of
BackOffice).

Step 2. Select the "Receipt" template from the list.
Step 3. Insert the following tagging where you want it to appear.

<c>

<ifconveniencetipguestcount+>

Convenience Tipping<cr>

<conveniencetippercentl >%=<conveniencetipamountl1>
<conveniencetippercent2>%=<conveniencetipamount2>
<conveniencetippercent3>%=<conveniencetipamount3><cr>
<endif>

<cr>

</c>

Step 4. If you want convenience tipping to show on all receipts (and not just checks that meet
the Convenience tip guest count), remove <ifconveniencetipguestcount+> and <endif>.

Step 5. There are also tags that allow you to show the totals with the convenience tips added.
Refer to Administration->Template Screen.
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6.4 Gratuity Tab

1
“\J)Under the General section click on System. Select the Gratuity Tab.
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Gratuity

. General] Hounding] Tipz | Gratuity |Fulure Orders | Hours & Wages | Intramet | Custam Programs | Function Buttons | Customer Search] z | Z Results | Services |

Gratuity Settings v Save

Do NOT use gratuity if you are operating a buziness in the United States!
Click here for further information

[~ Enable gratuity in SoftTouch

General

Apply an autarmatic gratuity uzing the "'Conditional tip 1"
an dining/bar arders for parties of or greater.

Enable tax on gratuity uzing this tax definition | ﬂ

Bar Gratuity with CC Tenders

Charge gratuity on bar arders when tendered with a “'zingle’’ credit card.

bulti tenders not supported.

Minimum amount required
Charge E4

Enable gratuity in
SoftTouch

When enabled there will be a button in cashout mode in
SoftTouch that allows gratuity to be added to the check.

If operating in the United States, this should be left disabled.

Apply an automatic
gratuity using the
"Conditional tip 1"
on dining/bar
orders for parties of
____ or greater

If enabled, gratuity can automatically be applied to
tables with the number of guests (or more) you specify
here.

The amount charged for gratuity is taken from the value
you entered under the Tips tab for Convenience tip
percentage 1 (see System->Tips).

Enable tax on
gratuity using this
tax definition

If enabled, gratuity set up to automatically be applied to
a check can also be taxed. Use the drop-down to select
the appropriate tax. For taxes to show up here, you
must create them under Tax Table.

¥ Undo
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Charge gratuity on
bar orders when
tendered with a
"single" credit card

Enabling this option will add gratuity on the check for
bar orders.

If operating in the United States, this should be left disabled.

Minimum amount

If enabled, you can set checks over a certain dollar

required amount to have gratuity applied. If you wish to add it to
all checks, put .01 in this field.
Charge If enabled, specify the percent that will be charged as

gratuity.
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6.5 Future Orders Tab

1
W)Under the General section click on System. Select the Future Orders tab.

Future Orders

' General] F!nunding] Tips ] Gratuity Hours & Wages | Intranet.{ Custom Programs ] Function Buttong | Custormer Search] = | Z Resultz | Services1
Future Orders ”‘!‘P‘s’%
Fire future order(z] min(z] before

Enter "0 to disable the auto fire of future orders : :
Any changes made to this setting requires a restart of the server to take effect. ‘_ Remember: 0 disables this feature.

Fire future order (s) Enables you to fire a future order at a set time before
the order is due automatically (without the manager
having to manually fire it in the morning).

*Note: Keep in mind that if you enter 0 (zero) it will
disable this feature.

Example: If you have entered 60 minutes in this field,
and someone calls and says they want an order for the
next day at 6:00 pm, the system will fire the order to
the kitchen automatically for you at 5:00 pm that day
(which is 60 minutes before it's due).

*Note: You can change the send time on the fly as
you're placing a future order if desired.

*Note: You must restart the server computer for
changes made here to take effect.

**ANY CHANGES MADE WILL REQUIRE A REBOOT OF THE SERVER FOR THE
CHANGES TO TAKE EFFECT.
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6.6 Hours & Wages Tab

1
‘\r)Under the General section click on System. Select the Hours & Wages
tab.

Hours & Wages

**Warning**: This section is still to be filled out by the accountant. This is just
an explanation of what each section is for.

Cuzstom Programsz | Function Buttonz | Cuztomer Search ] £ ] £ Results | Services |
General ] Fiounding ] Tips | Gratuity | Future Orders | Howrs & Wages || [ntranet |

Weekly Hourz and Wages Settings

Wage Calculation |F|egular ﬂ

eneral Settings 3 Hr Rule Overtime

Mirnirurn howrly wage $7.00 Owertime factor #1 aver hrg
Wwhork week 40 hrs Overtime factor B2 aver hrs

Time format |Decimals l.'

[+ th consecutive day

Ti dit $5.00
IEZElet Overtime factaor | for the first
. . . . hrs
Tip credit allowance differential Owertime Fachar | aveEr ]

Whork week, overtime factor 1.5 - Note: Vorkday is 12:00am
Fay penod ztart day |h-1-:unu:|aj,l j

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND WAGES FEATURES!
It is the sole responsibility of the user to ensure that the weekly hours and wages calculation Features of this
product are properly configured to comply with state and federal labor and pay wage laws._

Wage You can choose between Regular and 8 Hour.

Calculation

Minimum Enter the minimum wage for your state here.

Hourly

Wage

Work Week Enter the number of hours in a standard work week.
Employees who surpass this amount of hours in a work week
will receive overtime pay.
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Time
Format

Choose minutes or decimals from the drop-down box. This
changes how the hours are displayed on the Hours and Wages
report.

If an employee has worked 7 hours and 45 minutes and you
select the minutes option, their time will show as 7:45.
If an employee has worked 7 hours and 45 minutes and you
select the decimal option, their time will show as 7.75.

NOTE: When running the Employee Attendance Report
from BackOffice, you will get the option to run this report in
minutes or decimals. The restaurant owner should be made
aware of this. In the event they select a different option than
the one set here, the system will appear to produce different
numbers when the numbers are actually accurate.

Tip Credit

This field is for tipped employees whose regular salary is below
minimum wage. This value is used in calculating overtime
wages for tipped employees.

Speak with your state labor department or visit the Department
of Labor’s website for information regarding the proper figure to
enter in this field:

http://www.dol.gov/whd/state/tipped.htm.

*Note: You must also put a check mark in the “Apply Tip Credit” box
that is found in the Employee area of BackOffice when setting up the
job and wage information for a specific employee. Do this for every
employee who is paid below minimum wage for their regular salary.

Tip credit
allowance
differential

Tip Credit Allowance Differential: Some states do not permit a
tip credit unless the average wage of the employee (including
the employee wage and tips received) exceed the applicable
minimum wage by a fixed amount. Enter the fixed amount
here.

Example: If the state requires that the employee average wage must
exceed the applicable minimum wage by $0.50 in order to qualify for
tip deduction, then enter $0.50 in this field.

*Note: If a tipped employee’s direct wage plus tips does not equal the
minimum wage for the time worked, then the employer is typically
required to make up the difference. A warning will be displayed on the
Hours & Wages report for employees who are making below the
minimum wage.

Work week
overtime
factor

Enter the overtime factor here.

Example: If employees get time and a half for overtime pay, then
enter 1.5. If they get double time, enter 2.0.
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Pay period
start day

Select the day of the week that starts your pay period.

Example: If you select Monday, regular hours and overtime
wages are calculated from Monday through Sunday and start
again on Monday.

8 Hr Rule
Overtime

Use this section if an employee should be paid overtime for
working more than a certain number of hours in a day.
For"___ over ___ hrs," the first blank field should contain the
overtime factor/multiplier and the second blank field should
contain the number of hours after which that multiplier begins
to take effect.

Overtime factor #1 and Overtime factor #2 allow two sets to be
entered.

Example: If employees get time and a half for working over 8
hours and double time for working over 12 hours, enter "1.5
over 8 hrs" for Overtime factor #1 and "2 over 12 hours" for
Overtime factor #2.

*Warning: The above is an example; you must check your state's
requirements.

7th
consecutive
day

Use this section if an employee should be paid overtime for
working seven consecutive days.

For "___ for the first ___ hrs," the first blank field should
contain the overtime factor/multiplier and the second blank
should contain the number of hours (after the seventh day) for
which the employee should receive that multiplied rate.

For "___ over," the blank field should contain a second
overtime factor/multiplier that goes into effect after the number
of hours you entered previously has already passed.

Example: If employees get time and a half for the first 8 hours
after seven consecutive days and double time for anything past
that first 8 hours, enter "1.5 for the first 8 hours" and "2 over."

*Warning: The above is an example; you must check your state's
requirements.
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6.7 Intranet Tab

1
\\r)Under the General section click on System. Select the Intranet tab.

31

Intranet Settings

The Intranet is used in conjunction with the Paging/Alert system. It has the ability to send

custom messages to servers' pagers. It can also show you any active or past alerts. The options

you see here are for customizing the way the intranet page is formatted.

Intranet

Faaing

Button Columng
Button Height

'Generall Hounding] Tips | Gratuity | Future Orders | Hours & 'wWages | Custom Progranns | Function Buttonz | Cuztomer Search] z

Custom Meszage |

Show |

Build addrezs with query stiing ‘

Wweb Addresz/Bookmark.

Intranet Web Addresses

tanager Login Screen

http: /¢S erverlPAddress/sweb. exe/pageweh
HT TP Manual Paging

http: /¢S erverl PAddress/sweb. exe/page ?pager=PagerMumberinsg="ourM essage

] Z Results | Services |

Button Columns

Choose the number of columns you want to appear.

*Note: Each button on the intranet page will correspond to an
employee’s name, so if you have a large number of employees,
then you may want more columns so that they can all fit on
screen.

Button Height

Enter a number to define the height of the buttons.

Custom Message

Enter a message that will be pre-filled by default. This should
be the most common message you would need to page
someone for. (Ex: See me in the office!)
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Show

With this drop down box you can choose whether you want all
server’s who are clocked in to show up, or to show everyone
who's clocked in.

*Note: employees must have a pager assigned to show up.

Build address with
query string button

Make all of your settings choices and then click this button to
create the Web Address.

*Note: You can copy and paste this address into a web browser.
This creates a web page with a field where you can type a
message and a list of employees currently clocked in.

Web
Address/Bookmark

If you filled in the above fields and pushed the Build address
with query string button, the Web Address will appear here.

Intranet Web
Addresses

You can use the URLs in this section to display different
aspects of the Intranet pages. Be sure to change where it says
“ServerIPAddress” to your server’s IP address.

Example: If you server’s IP address is 192.168.68.101, then the
web address for the Manager Login Screen would be:
http://192.168.68.101/sweb.exe/login.

Example of what it would look like:

Manager Login Screen: Main Intranet Login URL. Replace
“ServerIPAddress” with your IP.

http://ServerIPAddress/sweb.exe/login

Paging: Main paging screen. Replace “ServerIPAddress” with
your IP.

http://ServerIPAddress/sweb.exe/pageweb

HTTP Manual Paging: Used for paging someone directly by
typing this URL into a browser. Replace “ServerIPAddress”
with your IP; replace “PagerNumber” with the pager number
of the employee you want to page; and replace
“YourMessage” with the text you want to appear on the
server’s pager.

http://ServerIPAddress/sweb.exe/page?pager=PagerNumbe
r&msg=YourMessage

*Note: Instructions on using the Intranet Page in the web browser:

If you type a message into the field at the top, you can then click on a server's name to send a
custom message to their pager. A pager system must be installed and enabled and the server
must be assigned a pager for this to work properly.
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For Instructions on setting up a pager system go to Hardware Section->Pager
Alerts->Activations.

33




Version 6.1.16

34

6.8 Custom Programs

1
‘\r)Under the General section click on System. Select the Custom Programs
tab.

Custom Programs

The Custom Programs feature allows you to add up to 4 buttons in SoftTouch, which can be
accessed by going into the Employee section and pressing the Custom Programs icon.

For example, if you want a button that will pull up Notepad, you would put Notepad (or any
desired descriptor) in the Button 1 Name field. You would put C:\Windows\notepad.exe in the
Button 1 Filename, where C:\Windows is the path that the notepad.exe file resides. Be aware
that you will need to give the permission "custombnamel" to any security group that wishes to
use this button (see Miscellaneous->Security).

" General Hounding] Tips | Gratuity | Future Orders | Hours & \Wages | Irtranet | Custom Programs | Function Buttons | EustomerSearch] z ] Z Resuls | Services |

Custom Programs

You may create up to 4 progranm buttons to be aded in SoftTouch. The buttons will be located
urder the employes soreen. 1F pou use ™ in the button name it will perfarm a carriage reture,

The filename can be any file [Document, URL, Program etc..].
Each button has security item aszigned to it [Ex. Button 1 is custombrameT, Button 2 is custombnamez, ete..]

Button 1 Hame

Button 1 Filenarne |

Button 2 Mame

Button 2 Filename |

Buttan 3 MHame

Button 3 Filename |

Buttan 4 Mame

Button 4 Filename |
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6.9 Function Buttons Tab

1
\r)Under the General section click on System. Select the Function Buttons
tab.

Function Buttons

In this section you can disable any buttons from the POS system that will not be used in the
restaurant. By adding them here and checking the Disable option, the button will not be visible

inside of SoftTouch. Make sure the name is typed in exactly the same as it is in the POS system
and the Disable box is checked for this to work.

.Generali Fh:-undingl Tips ] Gratuit_l,li Future Drders; Hours&Wagesi Intraneti Custarn Programs | Function Buttons §

Eu&tomerSearchi i I ZHesuItsi Servicesi
Function Buttons

|Buttnn MHame |Disab|e I

) a“a— O |

Example:

Let's say you have no need of the Switch View button in the POS system.

- — r/ .. o
Mew Dining Get by eating -= Float -= Seating -
9 Order Orders Seatin Seati Float

| MewTable ||  print
|| Check |
"‘:_J‘s. i " s F -:-f.an—' -
‘ Yiew/Hide ||Customens/ Switch Assist Page Yisit i
Loyalty Yiew Seatin Employee Seatin 1 |

Check

In BackOffice, from the System applet, under the Function Buttons tab, type in the name
Switch View and check on the Disable option box:

ystem setup e T o e

ieneral] Custom Programs  Function Buttons 1El:uunter] Ear.-’Dining] Hourz &'W'ages] Intranet] I:Inline] z 1 Z Hesultsi 2

Function Buttons

|Buttu:un M arme Digzable
B Switch View

With this checked on the
buttan will be disahled.

The Mame of the
buttan.
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Now when you log into the POS system the Switch View button is no longer visible within the POS
system:

MNew Bar
é\) -

If you have the Switch View button in the list and you would like to be able to see it again,

uncheck the Disable option or delete the whole entry with the S option. If you would like

to add another button to be disabled click the ¥ #dd option.
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6.10 Customer Search Tab

tab.

1
\r)Under the General section click on System. Select the Customer Search

37

Customer Search

"General | Rounding | Tips | Gratuity | Future Orders | Hours &\Wages | Intranet | Custom Programs | Function Buttons | Customer Search ||
Customer Search Dptions

Mew customer order search options
| =

Phone number area code quick entry buttons
[6 max]

frea Code -
4 A

+ Add

| Z Resuls | Services |

 Save
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New customer order
search options

When you do a delivery or takeout order, the first thing the
system does is search for an existing customer by the phone
number. When the phone number is not found in the list you
then search for the customer by the last name. The following
options let you choose in which manner the last name will be
handled:

Search Last Name, Confirmation: Searches by phone
number first; if the phone number is not found in the system,
you will be prompted to search by last name. If the last name
is not found, a confirmation dialog box will come up asking if
you are sure you would like to add a new customer with that
last name.

Search Last Name, No Confirmation: Searches by phone
number first; if the phone number is not found in the system,
you will be prompted to search by last name. If the last name
is not found, the system will immediately begin creating a
new customer record with that last name.

No Last Name, Confirmation: Searches by phone number
first; if the phone number is not found in the system, you will
not be prompted to search for a last name. You will be given
a confirmation dialog box asking if you would like to add a
new customer to the database.

Example: A person calls and their number does not show up in the
system. The system will ask you if you would like to add the person
without searching for the last name first.

No Last Name, No Confirmation: Searches by phone
number; if the phone number is not found in the database,
the system will immediately begin creating a new customer
record.

Phone number area code
quick entry buttons (6
max)

You can put up to six area codes that are common to your
region in this section. These will then appear as buttons on
the phone number entry dialog in SoftTouch that you can
touch for faster phone number entry into the system.
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1
‘\r)Under the General section click on System. Select the Z tab.

Z Settings

Here you specify your Z settings and preferences.

.Genelall Hounding] Tips | Gratuity | Future Orders | Hours & Wages | Intranet | Custom Programs | Function Buttons | Customer Search |Z Results | Services |

Z Settings

[ Reset checkl onZ

[v Clear drawers that were assigned on £

[ Shut Down/Power Off client machines on 2

[w Print £ status report

Last Z: 3/25/2014 12:33:13 PH

I 24 How Operation
[ Keepemplovees clocked in at 2

Z Repart width |40 -

. Stop £ future from to
v Print Z report | |
Start Check at # 100 The Z reports runs and prints on a server printer mapped or
local no matter where it is started. Make sure you have the
report printers setup correctly on the server station for the £
reports to print.
Auto 2

[~ Enable Auto 2

Auto Z Warning! Click here for more information |

Monday |4:00:00 Ak
Tueszday |4:00:00 Ak
Wednesday |4:00:00 &k

Z Report Batch
|F|ep0rt Mame

Thursday |4:00:00 A
Friday |4:00:00 Ak

Saturday |4:00:00 Ak
Sunday (4:00:00 &M

Format: Hour:Minute:5econd AMIPM
Leave blank For day[s) you wish to skip

#4dd = Dele

ﬂ Department Sales Feport

Reset check # on 2

If this option is checked, the check numbers will get reset
back to the starting check number. (default is 100).

Clear drawers that were
assigned on Z

If this option is checked, during the Z operation all the
employee assignable drawers will be unassigned.

*Note: Only the self-assignable drawers will be cleared.
The drawers that are in the "assigned" section on the
employee will not be unassigned. This will be explained in
further detail in the employee section of this manual.

Shut Down/Power Off
client machines on 2

If this option is checked, the client machines will be shut
down during the Z process. The server computer will not
be shut down.

**Warning**: Do not use this option if you have
NetEpay or DialEpay software installed on one of the client
machines, because that machine may be shut down before
it has a chance to send out the batch.
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Print Z status report

If this option is checked, the Z status report will print after
the Z procedure. The Z status report will give you
information informing you if your back up completed
successfully, if the credit cards batched, etc.

Print Z report

If this option is checked, the Z report will print after the Z
procedure.

24 Hour Operation

Check this option if your establishment never shuts down
and runs 24 hours.

If the 24 hour operation is checked, the checks do not get
reset, drawers do not get cleared and employees do not get
automatically clocked out at Z time.

*Note: If Z is set to 24 hour operation server's open tips do not
get cleared on Z, employees do not get clocked out and drawers
as well as the checks numbers do not get reset.

If the establishment is not set to 24 hour operation, clocked in
employees are automatically clocked out on Z (if they have not
been scheduled to work past the time of Z), server's open tips get
cleared, drawers, and check numbers are reset.

**Warning**: You should not enable Auto Z if you are
going to have 24hr operation on.

Keep employees clocked
inatz

Unless this boxed is checked, any employees still clocked in
when you Z out will automatically be clocked out. Check
this box if you want to keep them clocked in.

Z Report Width

Select the appropriate report width. If you are printing
reports on the local receipt printer, select 40. If you are
printing reports on a regular office printer, select 80.

Stop Z future from and
Stop Z future to

This feature is designed to help prevent an accidental Z.

If you enter, for example, 10:00 AM for "Stop Z future
from" and 5:00 PM for "Stop Z future to" then you will not
be able to run the Z between 10 AM and 5 PM if the
Operation date will be set into the future.

For example, if the Op date is 1-5-10 and the system date
on the computer is also 1-5-10, then you will not be able to
run the Z between 10 AM and 5 PM because the Op date
will be set to 1-6-10, which is in the future.
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Start Check at # You can select the starting check humber. The default is
100.
Enable Auto Z If checked, the system will Z automatically at the specified

days and times.

**Warning**: Do not have this checked on if you are
going to use the 24hr operation option.

Time Fields listing Enter the times at which you would like the system to Z out
Monday-Sunday in the blank fields next to the days of the week. In the
picture above's example the restaurant chose to have the
Auto Z run every night at 4 AM. This is a good time because
if the restaurant closes say at 2 AM, it gives the Managers
time to input data into the system before a Z occurs.

- Z Report Batch -

The Z report batch allows you to tie some additional reports that will get printed along with your
Z report.

Step 1. Click the Add button.

Step 2. Under Report Name column, from the drop-down menu select the report you wish to tie
to the Z.

Step 3. Under the Width column, specify the report width. If you select 80, the report will print
on your 80 column printer.

Step 4. Repeat the above steps if you wish to automatically print more reports when the system
performs a Z.
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6.12 Z Results Tab

1
\\r)Under the General section click on System. Select the Z Results tab.

Auto Z Results

Allows you to view the last Z results. It is the same as what gets printed during the Z.

Z Results Last Z: 9412452011 5:35:20 PM

Auto £ Resulkz

9122071 53519 P - £ Started for operation date 3/6/2011
912/2071 53520 P - STEP 1. SUCCESS, Mew operation date set
9122001 B3R 20 P - STER 2 SICCESS cloging batch

Lo not forget to balance wour

merchant batch totals with SoftT ouch

922071 53521 PR - STEF 3. SUCCESS printing report]z)
9122001 53521 P - STEP 4. SUICCESS Histary data
9122071 53521 PR - STERP B SUUCCESS Export process
9122071 53524 PM - STEF 6. FAILED Backup process
Error backing up to media

922071 53524 PM - STER 7. SUUCCESS Sweep process
9122011 5:35:24 PM - £ Ended for operation date 9/6/2011
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6.13 Services Tab

1
\r)Under the General section click on System. Select the Services tab.

SoftTouch Services

Allows you to stop or start any SoftTouch services.

If you need to restart a particular service, say your reports seem to be freezing, you would just
highlight the SoftTouch Report Server and click stop. As long as the Guardian Server is running, the
report server will restart on its own.

*Note: If you want to stop any of these services without having them restart, you will need to stop the
SoftTouch Guardian Server service first and then work on the other services. When finished, restart the
SoftTouch Guardian Server service. Starting the SoftTouch Guardian Server service will automatically start
the rest of your services as well.

. General] Rounding ] Tips ] Gratuity] Future Orders ] Hours &W’agesl Intraneti Customn Programs ] Function Buttuns] Customer Sealch] 7z ] Z Results

SoftTouch Services

Started/Hunning

SoftTouch Alert Server
SoftTouch Caller Server
SoftTouch FTP Server
SoftTouch Guardian Server
SoftTeuch Main Server
SoftTeuch Online Server
SoftTouch Pager Server
SoftTouch Repart Server
SoftTeuch Tunnel Client
SoftTouch VIP Manager
SoftTeuch Web Server

Start Stop J
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Part 7 Order Functions

1
\r)Under the General section click on Order Functions.

47

Order Functions

General u

€k Company/Reqgist,
;]

| Drder Functions
dds EM

G

;'*? Time Editor

[i' Zuskomers

40 Scheduling

E= 1tem Builder
El Stack/Barcodes
| Seating/Zones
v Lowalky

W Hostess
1:2% SoftTouch Msgs

Order Functions contains the following tabs:
1. Counter

2. Bar/Dining

3. Delivery

4. Online
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7.1 Counter

1
\\r)Under the General section click on Order Functions. Select the Counter

tab.

48

Counter

Order Functions

Counter Settings

Bar;"Dining ] Delivery ] Orline |

Eat-ln Eat-Out |Er'u:| af check ﬂ

Customn Label |

Custarn zer Prompt Data
[Dineblazt Mobile Only)

- Counter Settings -

Eat-In Eat-Out

You have the option to ask whether the order will be an
eat in or to go order at the Start of check or End of

check. You can make your selection from the drop
down.

Custom Label

You can have a custom label pop up in counter mode
when placing an order.

Custom User Prompt
Data

For SoftTouch use only.
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7.2 Bar/Dining

1
\r)Under the General section click on Order Functions. Select the

Bar/Dining tab.
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Bar/Dining

Courter | Deliver_l,l] Online |

Bar/Dining Settings

 Misc.

[T Show employes logine on bar

[ Bewerage count v guest count check for tables

Preduwutharize Default Amavnt

Dizplay CC bar orders by ]Last % Firzt Mame ﬂ

iPOSAT able/ikiozk -

[+ Enable POSAT abledikiosk server

- Misc Bar/Dining Settings -

Show employee
logins on bar

With this option selected, all clocked in employees will have a
button showing their name on the login's numeric keypad.
This allows anyone to press the button and login without the
need to swipe an ID card or enter a number.

*NOTE: While this may afford a quick way to login, you
eliminate all security as any employee can ring under any other
employee's number. For the greatest speed and security, please
look into our RFID solution.

Beverage count vs
guest count for
tables

With this option selected, an employee will be required to have
one or more beverages rung up for each guest.

*NOTE: If this option bit is used, it is suggested that you
program a glass of water at a zero price for those guests who
just want water and/or a No Beverage button for guests who are
not ordering a beverage with their food.
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PreAuthorize Default
Amount

SoftTouch gives you the ability to pre-authorize a credit card to
ensure that a client's credit card is good before they order and
consume the food or beverage. You can set this for a small
amount like $5.00 just to verify the card, or you can set it for a
larger amount if the tabs at this restaurant or bar are for large
amounts.

Display CC bar
orders by

You can select to display CC bar orders by Last & First Name or
by First & Last Name.

- iPOS/iTable/iKiosk Settings -

Enable iPOS/iTable/
iKiosk server

If you are using one or more of these devices, you must
check this box.
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7.3 Delivery

1
\\r)Under the General section click on Order Functions. Select the Delivery
tab.

Delivery

Order Functions

. I:::uunter] Bar/Dining | Online |
Settings | Zip Codes & Dniving Directions | Deliverny Charges | Delivery Bounds |

Delivery Settings

Delivery waiting time for i
unaszigned drivers 40 Mins

our area code
birimumn delivery amount

Drriver lizt arder |Elr|:|er b ratatian [first i) ﬂ

Delivery bound lookup |2i|:| Codes ﬂ

Auto azsign deliveries ta | j

[ Print delivery tickets immediately on cashaut

[ Digable delivery payment warning

Delivery contains the following tabs:

1. Settings

2. Zip Codes & Driving Directions

3. Delivery Charges

4. Delivery Bounds
7.3.1 Settings

1
\\r)Under the General section click on Order Functions. Select the Delivery
tab and then the Settings tab.
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Settings

Order Functions

Delivery Settings

unazsigned drivers

| Online |

Settingz 8 Zip Codes & Driving Directions | Delivery Charges | Delivery Bounds |

Dreliveny waiting time far m s

Your area code
kinirum delivery amount

Diriver list order |I:Ir|:|er by rotation [first in) j

Delivery baund loakup |Zi|:| Codes ﬂ

Auto aszigh delivernies o |

- Delivery Settings -

=]

[ Print delivery tickets immediately on cashout

[~ Dizable delivery payment warning

52

Delivery waiting
time for unassigned
drivers

If a delivery order has been placed and is not assigned to a driver in
the amount of time specified in this field, the order will turn red,
indicating that it should be assigned soon.

Your area code

Enter the area code of the restaurant in this field.

Minimum delivery
amount

You can set a minimum order amount that must be satisfied before
a delivery is allowed. If the order is not as much as the amount
entered in this field, a warning will appear when the employee tries
to send or accept payment. This warning indicates that the
minimum was not met and gives the option to add additional items
to build the check up to the proper amount or allow the sale anyway
(in case the store is slow and they wish to deliver in spite of the
minimum not being met).

Driver list order

You can have the driver list in delivery sort the drivers by user ID or
by rotation (first in). Make your selection from the drop down.
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Delivery bound look
up

You can establish the area that the restaurant will deliver to by
using zip codes or longitude/latitude. Although longitude/latitude
will give you the most control over the delivery area, you will have
to use google maps to plot each point, returning to the starting
point to close the delivery area circumference.

Auto assign
deliveries to

You can assign all deliveries to one person from the drop-down list
here; otherwise deliveries can be assigned manually as orders are
placed.

Print delivery
tickets immediately
on cash out

You have the option to print the check when the order taker places
the order and cashes out the check or when the order is assigned to
the driver. If you wish to print the check when the order taker
places the order and cashes out the check, select this option.

Disable delivery
payment warning

If you hit send when completing a delivery order, payment is not
collected and it assumes that you will be collecting cash when you
deliver the order. If you actually take cash (the customer pays cash in
person for an order that should be delivered that night) you get a
warning. If you wish to disable this warning, check this box.

7.3.2 Zip Code and Driving Directions

1
“\J)Under the General section click on Order Functions. Select the Delivery
tab. Now select the Zip Codes & Driving Directions tab.
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Delivery Zip Codes & Driving Directions

Order Functions

. Enunter] Bar/Dining  Deliverny | Online |

. Settingz rfili' Codes & Driving Directions I Deliverny Charges | Delivery Boundz |
Delivery Settings

Deliven ip Codez

Zip Code -
4

+ Add

kultiSingle driving directions JAL & query sting

http: /A172.16.51.150/dnving.html?q1 =[saddress1]kq2=[scitp]kgI=[zstate]kqd=[zzip]
kq5=[dbaddress1Jkqb=[dbcity]kq7=[d6state]ikqB=[d6zip]tq9=[d1 addreszs1]&kql1 0=

[d1 city]&q11=[d1 state]kql 2=[d1 zip]kql 3=[dZ2addresz1]kql 4=[d2city]kql 5=[d?state]
Lql6=[d2zip]kql 7=[d3addrezs1]kql B=[d3city]hql 9=[d3state]bq20=[d3z1p]kq21=

[d4 addrezs1 JkqZ22=[d4city]kq? I=[d4state]bkql4=[d4ziplkq25=[dDaddrezs] Jkq2b=
[d5city]kq27=[d5state]kq2B=[d5zip]

Enter all zip codes that you deliver to by pressing the *4dd pytton and entering in the zip

code. After adding a zip code, press the ¥ 5ave button. Repeat procedure above for any
additional zip codes.

7.3.3 Delivery Charges

1
\\r)Under the General section click on Order Functions. Select the Delivery
tab. Now select the Delivery Charges tab.

54
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Delivery Charges

. I:Dunter] Bar/Diring  Delivery | Online |

Settings | Zip Codes & Driving Directions | Delivery Charges | Deliverny Bounds |
Delivery list _

|Name |Deliver_l,l°/° |‘Z of zales |Fi:-:eu:| amu:uunt|.-’-'-.|:live I -
M Day Delivery 0 0 200 W | '

Delivery detail # Add = Delete

Diriver payment method

i Enable delivery charge Do HOT usze dnver payments if you are operating a business

in the United States!
Click _here for further information

Mame |Da_l,l Deliverny

Schedule Mame |.-'1'«II [Day Schedule ﬂ  Enable driver pagment
Drelivery Amont $5.00 P | : | L]
% of sales ] 0 | L]
Fixed amount | $2.00 | ﬂ

v Use delivery 2 OMLY if > 0.

- Delivery Charges Settings-

The top part of the screen displays all delivery charges configured. Press the Add button
to add additional delivery charges. The bottom part of the screen is where you configure
a new delivery charge.

Name You can assign any name you wish for the delivery
charge in this field.
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Schedule Name

You can put a delivery charge on a schedule. For
example, if you charge a $2.00 delivery charge during
the day and a $3.00 delivery charge at night, you would
set those schedules in the schedule applet of the
General section in BackOffice (see System Schedules
Tab) and then select the schedule that applies from this
drop down list. If you only use one schedule at all
times, you would select the All Day schedule from the
drop down list.

Delivery amount

Enter the amount of the delivery charge in this field.

Enable Driver
Payment

If you wish to pay the driver a percentage of the
delivery charge, this box must be checked.

If operating in the United States, this should be left disabled.

Delivery charge %

If you wish to pay the driver a percentage of the
delivery charge, enter the percent of the delivery charge
they will receive in this field. (If the delivery charge is
$2.00 and the driver should get $1.00 of that, enter 50
in the % field.)

From the drop down to the right of the percentage field
you will need to select expense or wage. Select expense
if the driver gets paid daily and select wage if the
percent of the delivery charge that is given to the driver
will be added to his hourly wage and paid in his pay
check.

% of sales

If you wish to pay the driver a percentage of the sale
amount rather than a percentage of the delivery charge,
enter the percentage here. From the drop down to the right
of the percentage field you will need to select expense or
wage. Select expense if the driver gets paid daily and
select wage if the percent of the delivery charge that is
given to the driver will be added to his hourly wage and
paid in his pay check.

Fixed amount

If you wish to pay your driver a fixed amount per delivery,
enter the amount here. From the drop down to the right of
the percentage field you will need to select expense or
wage. Select expense if the driver gets paid daily and
select wage if the percent of the delivery charge that is
given to the driver will be added to his hourly wage and
paid in his pay check.
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Use delivery %
ONLY if>0

7.3.4 Delivery Bounds

1
‘\r)Under the General section click on Order Functions. Select the Delivery
tab. Now select the Delivery Bounds tab.

Delivery Bounds

If you use different delivery charges depending on the location to which you're
delivering, or if you want to establish different zones that you do or do not deliver to,
create different location boundaries and attach Delivery Charges to them here.

. Enunter] Bar/Dining  Delivery | Onlire |

Settings | Zip Codesz & Driving Directionz | Delivery Charges | Delivery Bounds

Delivery Bounds -

Delivery Zone &+ fdd | Delivery Charge 4 444
|.-“-‘-.u:tive |Name Type I - |Deliver_l,lName I E
M | (2] |
Delivery Lat/Lon & Add Lookup addresz lat/lon |
|Lat Lon Motes I H
C |

- Delivery Zone-

Use the Add button and click in the blank space below Name to type in a name for this
delivery zone. You can create as many as needed.

Under Type, use the drop-down to select either IN or OUT. IN is a zone that you deliver
to. OUT is a zone that you do not deliver to.

You can deactivate this zone by removing the check from Active.

*Note: Whichever zone here has the arrow next to it is selected and will be edited when
you make adjustments under Delivery Charge and Delivery Lat/Lon.
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- Delivery Charge-

Use the Add button and click on the blank space under DeliveryName to activate the
drop-down. From the drop-down, select the delivery charge you want to add to the
selected delivery zone. You can add as many as needed.

You can set up additional delivery charges under the Delivery Charges tab.

*Note: If you have set a Delivery Zone's Type to OUT, you do not need to attach any
delivery charge.

- Delivery Lat/Lon-
This is where you define the actual perimeter/boundaries of the selected delivery zone.

Use the Add button and click in the blank under Lat to type in the latitude and click in
the blank under Lon to type in the longitude. The zone will be defined by connecting the
latitude/longitude points you have supplied (it includes everything within that perimeter).
You must add a minimum of three latitude/longitude coordinates but can add as many as
you need.

*Note: If there is an area within this zone that you do not deliver to, set this area up as
a separate delivery zone and set the Type to OUT.

The Lookup address lat/lon button brings up all addresses from your customer list
(see Customers->Customer List Tab) and allows you to search within it for
latitude/longitude coordinates.

You can also use Google Maps to determine the latitude and longitude of an address or
physical location on a map. Go to
https://support.google.com/maps/answer/18539?hl=en for more information on how
this is done.



http://www.google.com/maps
https://support.google.com/maps/answer/18539?hl=en
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7.4  Online

\lr)Under the General section click on Order Functions. Select the Online tab.

Online

The online area is used by SoftTouch personnel only. If you have a customer
interested in online ordering and how it can dramatically increase sales, please
contact SoftTouch and they will expedite this service for your customer.
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Part 8 Employees

1
\\r)Under the General section click on Employees.

Employees

General u

jﬂ CompanyFegist,
3 Swskem

mfs
Emplovees

[i. Cuskamers

i1 Scheduling

E= Item Builder

|:| Stock/Barcodes
£ Seating/Zones
@ Loy alky

E Hostess

1722 SoftTouch Msgs

Employee Setup contains the following settings:
1. Employee
2. Security

3. Finger Print

»
-
o

o
:
o
o

6. Address

7. Phone Numbers

8. Tills/Pockets
9. Scheduling

10. Tracking
10. Alerts/Emails/SMS

11. Notes
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8.1 Employee List

1
\r)Under the General section click on Employees and then the Employee list
tab.

Employee List

All the employees that you add show up under the Employee list part of the screen.
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By default, anything with just a black arrow next to it is what the highlighted employee is. Changes
made will be made to this employee.

Emplovee Logout  Help

JEmployee setup I+ om0 Shemnr EEH
Enpkyes 5] New enplyee "Wiad'| L e—
Search by last name b first name [~ Hide inactive employees

First Mame | Lazt Mame . | User [ - Type = ”~ |Eurrent Ermployee Job List | ”~
anager tanager = | M|Bartender =
_|Serverd 1 Dirivver
_|Tom Tom
_|ustin Appel Justin
_|Jenna Backer Jenna
_|Daaler Cornpary adrnin
' |Jorge Dulcey Jomge

Ewverything listed as options for
each individual ermployees.

W b

Employes ] Securit_l,li Finger F'rint1 Job ] “wage ] Address} Phone numbers] TiIIsHPockets] Scheduling 1 Tracking | dlertz/Email/SkS 1 Motes ]

If you need to actually select a name, scroll through the list and click on the Employee you would like
to edit; the employee will then be highlighted.

l Firzt Mame ] Last Mame |.User |} ) Type ] - [ Current Employes Job List
Dealer Company softtouchadmin ﬂ Bartender
Drriveer Last Mame Driveer
Employes Mew 13

Eubank Cazzandra
Johnzen
Manager Last Hame Manager
Online Online?

SelfPay SelfPays
Server Server 1
Texas Mike2

The employee in the list is now highlighted to indicate this employee is selected. Notice
there is still a black arrow next to the name as a second indicator that this employee is
selected.

- Current Employee Job List -

To the right of the employee list is the Current Employee Job List. This section lists the jobs
assigned to the employee you have highlighted. Sometimes you will edit details of one specific job of
the selected employee, so you will want to make sure to click on that specific job to select it. When a
job is selected, it will have an arrow next to it and possibly be highlighted.
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Employes list | Mew employee 'Wizard"l

Employee list

Search by lazt name I by first nanne I

I~ Hide inactive empl

Jo il
bl arnager tanager Last Mame

_|Online Online
_|SelfPay SelfPay
_|Sandy Semver
|Mike Texas

- Search for an Employee -

bl arnager
Online?
SelfPayd
Server 1
tike2

First Marme |Last M arne |Llser [ Type AI Current Employes Job List
Dealer Dealer Campary zafttauchadmin I M| B artender

] Drriver 14 Drriver Laszt Mame Diriveer

Mew Employes Mew 13 This employee only has one
Cazs Eubank Cazzandra joh. If this employee had

more than one job, it would he
listed here.
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If your employee list has become too long to scroll through, you may search for an employee by their
last or first name in the search fields.

Search by last name Search by first name
‘; Tip: Another way to scroll through the employee list one by one if you are in the tabs section is by using the

buttons in the top right corner of the screen near the X sign for exiting SoftTouch BackOffice. The name of the
employee who is currently selected will be displayed on the top left.

Employee setup - Smith, John ' < > e

LH - ¢
very first = / \ very last

previous next

- Hide All Inactive Employees -

If you have a long list of employees and do not want to see the employees that are no longer active
check on the box Hide inactive employees.

Employee list

Search by last name b first hame | [ Hide inactive employees

If you've already checked on the box to hide inactive employees and then mark another employee as

inactive, pushing the refresh button S will hide that employee from Employee list immediately.

The option to activate or deactivate an employee is found under the Security Tab.
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8.1.1 Employee Tab
L . :
Under the General section click on Employees and then the Employee list
tab. Select the Employee tab.
Employee Tab
Security] Firger F'rint] Job | YWage | Address | Phare numbers | Tillz/Pockets | Scheduling | Tracking] Alerts/Emal/SMS ] Mates |
Employee % Add '-Dﬁ[é
EmploraeilD | Left/Right handed [ ]
Third Party |D | ButonSize [ ]
Fi Deal Driver Di h
Irst name | ealer Assig:?;enlfﬁdaotge I—L|
Lazt name |
Employes Type | j
Social security # Show/Hide
Birthday -
Employment date -
Group Mame |

[v Dealer Accourt

- Add an Employee -

Delete Save

N

Click the *#dd bytton and fill out the employee information.

- Add an Employee Options -

Third Party ID If you need to create a different ID for this employee for any
reason for your own use outside of SoftTouch, such as for
exporting to payroll, it can be entered here.

First Name and Last The First and Last Name of the employee must be filled out.

Name
*Note: This section is not optional to fill out.
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Employee Type

You can leave this field blank or choose from the following
options:

SoftTouch Employee: When set to this, the employee will
use the POS system for SoftTouch.

iTable Employee: This is used in conjunction with the iTable
solution. When a customer places an order it will show up in
SoftTouch as the iTable employee placing the order.

Internet Employee: This is used in conjunction with the
internet option for placing an order for delivery / pick up.
When a customer places an order it will show up in SoftTouch
as the internet employee placing the order.

Self-Pay Employee: This option would be used in
conjunction with the Self-Pay machine where a customer
cashes themselves out. When a customer cashes themselves
out it will show up in SoftTouch as a Self-Pay Employee
cashing out.

Dineblast Mobile Employee:This is used in conjunction with
Dineblast Mobile.

*Note: This option is not available yet.

iKiosk Employee:This is used in conjunction with the iKiosk
solution. When a customer places an order it will show up in
SoftTouch as the iKiosk employee placing the order.

*Note: If you leave this field blank the default selection is a
SoftTouch employee. This section is optional to fill out.

Social Security #

Enter your Employee's social security number here.

You can choose to show or hide this information by clicking the
Show/Hide button.

*Note: The social security number will be displayed on the top
of the Hours & Wages report encrypted and on the Employee
Attendance Report in full. This section is optional to fill out.

Birthday

You can add the Employee's birthday information to this
section.

*Note: This section is optional to fill out.

Employment Date

You can input when the employee started at the restaurant.

*Note: This section is optional to fill out.
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Group Name

This is where you can specify a group name. When you run
the Hours and Wages report, you can also specify a group
name in the parameters of the report so that only the people
who have the same group name will show up on the report.

Example: If you enter "server" here, you can then enter
"server" in the hours and wages report to see only people who
have "server" in the group name field.

Dealer Account

If you check this option it gives the Employee access to the
system as if they are a Dealer.

**Warning: The Dealer (and maybe the owner) should be the
only ones with the Dealer access to the system. Any changes
you make to a dealer account will bring up a prompt asking if it
is okay to change the account information.

Left/Right Handed

You can change the side of the screen where you want the
check to appear when ringing up orders by choosing from the
Left/Right handed drop down list.

Button Size

You can choose if you want to display small or large buttons
by making a selection from the Button Size drop down list.

Driver Dispatch
Assignment Mode

Advanced: Gives the user the ability to assign other drivers to
the delivery orders as well as themselves.

Basic: Gives the user the ability to assign orders to
themselves.

*Note: If this area is left blank the person will be assigned the
basic functions of the driver dispatch assignment mode.

Once you have entered the employee information, click the ¥ 5ave button.
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8.1.2 Security Tab

1
\r)Under the General section click on Employees. Select the Security tab.
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Security

Employee list

Search by last name bw firzt name

Security

v Activeldcoount Disabled

|g account locked:

Supstern Uszer 1D |Leif21

— Manager Options —

— Leave cashout/payment amounts under
anginal employes

[+ Show bank detail amourts on screen

Step 1. Make sure the Active/Account Disabled box is checked on for an active employee.

— Backoffice Pazsword

Change Pazsword |

Pazgword expires
343047900

 SoftTouch Swipe ID/RFID -

v Swipe id/RFID never expires
Swipe ID/BFID expires

Firzt Mame |Last M ame |L|ser ] Type
__|Busbaoy Buzboy Buzboy14
| Carie Cazhier Cashier
|Joe Comy Joe19
| Dealer Dealer Company zofttouchadmin
_|Driver 14 Driver Last Mame Drriver
_[Mew Employes Mew 13

Cazzi Eubank; Cazzandra

if Johrzen

_|Manager bl anager Last Mame bd anager
| Onlire Orilire Online?

Mewver
Change Swipe [0 Change RFID
Clear Swipe D Clear RFID

71

.mpu:u_l,lee ecurity § Finger Print | Jo age ress one numbers | Tille/Pockets | Scheduling | Tracking | Alerts/Emai
Employee | Secuity § Finger Print | Job | Wage | Add Ph bers | Tills/Pocksts | Scheduling | Tracking | Alerts/Email/SMS

*Note: If the account is inactive, when you check on the Hide inactive employees box, the Employee's

account will be hidden.

Step 2. Specify a System User ID for the employee.

*Note: The User ID of an employee you specify here shows up on the guest checks. It is advisable to
have a name placed within this section. This is also the User ID that is used when accessing
BackOffice. If you do not want this employee to have access to BackOffice, do not use the Change

Password button under the BackOffice section of this screen.

Step 3. Set a password for this Employee only if they should have access to BackOffice. Click
on Change Password under the BackOffice section. A box such as below will pop up. Enter the

employee's password in the box and click okay. The password must be at least 6 characters and

one number.

*Note: Remember to read the section in the box about Swipe Cards.
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Change Security @

Change Backoffice Password

Mew password ||

Confirm new password |

Password must contain at least 7 alphanumeric
characters.

Swipe Cards

If uzing a swipe card just zwipe it in the new password figld

ok LCancel

Step 4. The password will expire after 90 days. You will know when your password will expire by
checking the Password Expires section.

B ackoffice Pazsward

Change Pazsward

Paszwiord expires
12/21/2011 B:31:16 P

Step 5. The SoftTouch Swipe ID/RFID section is where you will you assign the number or card
the employees will use when ringing up orders, as well as additional SoftTouch options.

SoftTouch Swipe ID/RFID
[v Swipeid/RFID never expires

Swipe |D/BFID expires
Mever

Change Swipe 1D Change RFID

Clear Swipe |0 Clear RFID

Step 6. Additional SoftTouch options can be adjusted in the Manager Options section.

b anager Optionz

Leave cazhaout/pavrment amounts under
ariginal employes

[+ Show bank detal amounts on screen

- Security Option Explanations -

If the box is checked, your swipe ID or RFID will not

Swipe id/RFID never
expire after 90 days.

expires
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Leave cashout/payment
amounts under original
employee

This option should only be enabled for managers.
Here is why:

Let's say the server needs a manager's help cashing out
their order. There are two things to remember here:

1. When a server starts a check he/she is the owner of
that check and is therefore responsible for the money

2. If the manager cashes out that check, they will have to
physically hand over the money to the person who started
the check because it will be reported under that
employee's server report.

So if this option is not checked, the cash-out amount will
go under the manager's ID and not the server's ID. When
a manager helps a server cash out their check, you want
the server to still be responsible for the money and not
the manager. Therefore, make sure that manager's
always has the "Leave cash-out money under original
employee" option checked.

*Note: If a manager started the order and cashed out the
order, the cashout amount will go under manager's ID
even if this option is checked. That's fine, because the
manager is the owner of that check and the manager
cashed it out, so he is the one responsible for the money.

Show bank detail
amounts on screen

This option lets an employee see the amount of
money in each bank that displays in the Tills,
Pockets & Store Management area of the Manager
Screen in SoftTouch.

Change Swipe ID

Press this button, then enter the desired employee
number or swipe an employee ID card if you are using
cards.

Change RFID

*Note: This must be done from a computer that has an
RFID transmission box installed on it.

Press this button, then wave the RFID bracelet over the
RFID transmission box.

Clear Swipe ID

Press this button to remove this employee's swipe
ID.

Clear RFID

Press this button to remove this employee's RFID.
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8.1.3 Finger Print Tab

1
‘\r)Under the General section click on Employees and then on the Employee
list tab. Select the Finger Print tab.

Finger Print ID

To register the finger print for an employee press the Register Finger Print button. In the
window that pops up, an employee will need to place his/her finger on the sensor 4 times in order
to complete its registration. After this you might want to verify the finger print scan by pressing
the Verify Finger Print button and having an employee place their finger on the sensor again.
The finger print can be cleared by pressing the Clear Finger Print button.

You have now registered an employee's finger print.

Options on what you will use the fingerprint ID for are covered later in the manual under
Hardware->Stations->Hardware Devices->Fingerprint.

. Empluyee] Security Jab ] Wage ] Address] Phaone numl:uers] Ti"SJ'PDCkElS] Scheduling | Tracking | Alertz/Email /S5 ] Mates |
Finger Print

Reaqister Finger Print |

Werify Finger Print |

Clzar Finger Print |

|3 finger print registered? Mo

Mote: IF you register new Finger prints you must reload them in SoftTouch under system functions or
restart SoftTouch, this is done For Fast finger print recoqnition.
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8.1.4 Job Tab

75

1
\\r)Under the General section click on Employees and then on the Employee
list tab. Select the Job tab.

Employee Jobs

Here you assign either one job or multiple jobs to your employees.

. Emplu:u_l,lee] Seu:urit_l,l] Finger Print | YWage ] Address | Phane numbers | Tillz/Packets | Scheduling | Tracking | Alerts/Email/Sk5 ] Mates |

Employee job detail

Job Description |Eartender

Security Group |Bartender

Auto Login |Nune

# Add =Dl
j v Achve Shifts
Shift lactive | -
= &1l Day Shilt Mo |
=]

Job Code 1 |

Job Code 2 |

* Add == Delete

[+ Pickup all employes checks

[+ Azzign RFID or zwipe card on clockin

- Assign Job Information -

First select an employee from the Employee list part of the screen, then click the Job Tab.

In the Employee job detail part of the screen click the * 84 button and enter job information in

the fields below.

Active

This box must be checked for the specified job to be active.

Job Description

Select a job for an employee from the drop-down menu

*Note: What is listed in this section is what is created in the Jobs applet,
which is covered in Miscellaneous->Jobs.

Security Group

Specify the security level for the job. We will talk about security later,
but if you wish to learn more about this feature now go to
Miscellaneous->Security.
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Auto Login If you select a mode from the drop-down field of this section, when
an employee clocks in, swipes their card, or inputs their number into
the POS system, they will always be taken to that mode.

If the Auto Login is left at none, the employee will not be logged
immediately into any mode. They will be brought to the chalkboard
screen.

*Note: A mode is Counter, Dining, Bar, etc.

Job Code 1 If you need to create a job code for this employee for any reason
for your own use outside of SoftTouch, such as for exporting to
payroll, it can be entered here.

Job Code 2 If you need to create a second job code for this employee for any
reason for your own use outside of SoftTouch, it can be entered
here.

Pickup all Enable this for employees that should have access to other

employee employees' checks. Managers, as well as cashiers that close checks

checks for servers, are a couple of examples of jobs that should be able to

pickup all employee checks.

If the employee has more than one job, this option can be set
differently for each job they work.

Assign RFID or If you wish to assign a different swipe card or RFID bracelet each
swipe card on time this employee clocks in, check this option box. This is usually
clockin used for RFID bracelets that restaurant owners do not want their

employees going home with.

If the employee has more than one job, this option can be set
differently for each job they work.

Shifts Specify the shift(s) during which this job is applicable to the
selected employee. Use the Add button below this section to
designate more than one shift. Instead of deleting a shift that no
longer applies, you can uncheck Active if that shift might apply
again at a later date. For shifts to appear as choices here, they
must first be created (see Scheduling->Add Schedule).

- Assigning Multiple Jobs -

You can do this for different job descriptions for each employee. For example, you might have servers that alsc
work as bartenders or busers. Each employee can have an unlimited number of jobs.

The best way to accomplish this is to assign multiple jobs.
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Step 1. Select/highlight the employee from the Employee list you want to add jobs to.

Step 2. Under Employee job detail, select a job description and fill in the rest of the above mentioned fields.
Step 3. Once complete, hit Save and then click Add.

Step 4. Select another job description and fill in the rest of the above mentioned fields.

Step 5. Add as many job descriptions as required for that employee, remembering to save each time.

Step 6. Repeat this process as needed for each employee.

*Note: Pay for a particular job can be adjusted under the Wage tab, which is covered next in
Employees->Employee List->Wage.

To make changes to a job you've previously created, first click/highlight that job under the Current
Employee Job List.

You can deactivate a particular job for later re-activation without having to delete it. Do this by
de-selecting the Active option. If you need to reactivate the job, put a check mark back in the
Active option.

Click " 3ave when you're done.

8.1.5 Wage Tab

1
\r)Under the General section click on Employees and then on the Employee
list tab. Select the Wage tab.

Employee Jobs

Here you assign either one job or multiple jobs to your employees.

.Empluyee] Sec:urity] Finger F'rint] Jab Address | Phane numbers | Tillz/Packets | Scheduling | Tracking ﬁlerts.-’EmaiI.-’SMS] Mates |
# Add = Del

FPay Type |H|:uurl_l,I L]

wiage Amount = Show/Hide

[7 Apply tip credit

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND WAGES FEATURES!

It is the sole responsibility of the user to ensure that the weekly hours and wages
calculation features of this product are properly configured to comply with state and
Federal labor and pay wage laws.

- Assigh Wage -
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First select an employee from the Employee list part of the screen, select a job from the Current
Employee Job List (if more than one have been assigned), and then click the Wage Tab.

Pay Type Specify how the employee is being paid for this job (ex. hourly or
weekly).

Hourly: This is for any employee who is paid by the hour.

Overtime Exempt: This is for any employee on a salary. Specify
one week's pay in the Wage Amount field.

Wage Amount Enter the amount the employee is being paid for this job.

Whether this pay is given hourly or weekly depends on what you
specified in the Pay Type field.

You can choose to show or hide this information by clicking the
Show/Hide button.

Apply tip credit Enable this for employees who get paid below minimum wage (such
as servers). The tip credit that was filled out in the Hours & Wages
setup (see System->Hours & Wages) will then be applied in
calculating that employee's overtime wage.

Click " 3ave when you're done. You can set different wages for different jobs an employee might
have.

8.1.6 Address Tab

1
N')Under the General section click on Employees and then on the Employee
list tab. Select the Addresses tab.
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Address

This section is optional to fill out. Multiple addresses can be listed here for any employee.

' Emplu:u_l,lee] Security] Finger Print | Job ] WWage Phaone numbers | Tillz/Pockets | Scheduling | Tracking] Alertz/Email/SH5 ] Motes |

Address Detail + Add
Description | | Desciiption | &ddressT |City |statelzip | -
Address1 |
Address2 |
City | ot

State | Zipcode 1 3

First select an employee from the Employee list part of the screen and click the Address Tab if
you haven't already. Click the * #dd putton and fill out the fields:

e Description

e Address1 and (optional) Address2
e City, State, and Zip Code

Click the ¥ Save button when you're finished and the * #dd putton if you would like to add
another address and repeat the steps listed.

8.1.7 Phone Numbers Tab

1
\\r)Under the General section click on Employees and then on the Employee
list tab. Select the Phone Numbers tab.

Employee Phone Numbers
Here you can add employee phone numbers.

-Empluyee] Securit_l,l] Finger Print | Job ] "-.-\-"age] Address Tillz/Pockets | Scheduling | Tracking AlertstmaiI.fSMS] Hates |

Employee phone numbers + Add

Area Code |Ph0nei¢ |E>:ten$iu:un |Deacripti0n

»
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First select an employee from the Employee list part of the screen and click the Phone Numbers
Tab if you haven't already. Click the * #dd button and fill out the fields:

Area Code

Phone #
Extension (if any)
Description

Click the ¥ Save button when you're finished and the * #dd putton if you would like to add
another phone number.

8.1.8 Tills/Pockets

1
\\r)Under the General section click on Employees and then on the Employee
list tab. Select the Tills/Pockets tab.

Employee Tills/Pockets

Here you can add any tills or pockets that an employee will work out of.

Assigned tills are used for employees that are banking themselves and will always use the same

"pocket." In some cases, if there is only one till in a restaurant you can enter that as assigned to
people that work that till so that you do not have to select the till they will be working from each
day.

Assignable tills are for employees that will work out of different cash drawers. For example, a
bartender may work the front bar, the back bar or the patio bar. You would want to add all three
tills as assignable so they can select which drawer they will be working out of when they get to
work and find out which area they will be working at.

. Emplu_l,lee] Securit_l,l] Finger Print | Job | Wage | .ﬁ.ddress] Phone numbers | Scheduling | Tracking] Alertz/E mail /55 l Maotes |

Permanently assigned tills/pockets Assignable temporary tills, requires to be assigned on clockin
+ Add + Add

_ Eqp_l,l Records  Paste Records _ D:up}_l Record:  Paste Records
|F'etmanent|_l,l azsigned | - |.-“-‘-.ssigna|:||e |

M | L |

- Add an Assignable Till -
To add an assignable till to an employee you must first create the drawer.
*Note: If you wish to find out about this function now see under Financial>Banks.
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First select an employee from the Employee list part of the screen and click the Tills/Pockets Tab
if you haven't already.

Step 1. Click the *4dd putton.

Step 2. Click in the blank white box under the header Assignable.
Step 3. Select the drawer that this employee will be working out of.
Step 4. Click the ¥ 3ave button.

Step 5. Repeat the steps above for each additional drawer this employee will use.

8.1.9 Scheduling Tab

1
N')Under the General section click on Employees and then on the Employee
list tab. Click on the Scheduling tab.

Scheduling

This is where you can enable employee scheduling to be used with select employees.

- Empluyee] Securit_l,l] Finger Print | Job | Wage | Address] Phione numbers] Tillz/Pockets | Trackingl Alertz/E mail /S5 ] Maotes |

Employee scheduling + fdd = Delets
[+ Scheduling Enabled

Schedule grace perniods

Before = Minz
Aifter 21 Minz

Scheduling Enabled Unless you have scheduling enabled, the before and after scheduling
grace periods will not work. You must also have this box checked
before this employee will show up in the list of employees you can
schedule in the Employee Scheduling area (see
Scheduling->Employee Scheduling).

*Note: This is used in conjunction with the Employee Scheduling option
located on the System Schedules tab under Scheduling.
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Before Mins. This means that an employee will not be allowed to clock in earlier
than the number of minutes specified here.
Example: If "Before" is set to 5 min. an employee will be able to clock in
5 minutes earlier than their scheduled time, but not 20 minutes earlier.
After Mins. This means that an employee will not be allowed to clock in later

than the number of minutes specified here.

Example: If "After" is set to 15 min. an employee will be able to clock in
15 minutes later than their scheduled time, but not 20 or 30 minutes
later.

8.1.10 Tracking Tab

1
\\r)Under the General section click on Employees and then on the Employee

list tab. Select the Tracking tab.

Tracking

You can track how many items are sold by a specific employee. This is called Employee Tracking. You
can track items sold by Super Departments, Departments, Family or by the Item Number.

Some establishments use tracking to encourage employees to sell more items, offering them a

reward to do so.

Employee tracking

Copy Recordz  Paste Records

Super Department
p Beverage

Department F arnily [tern #

Champaghe
Merchandize

710

- Add Employee Tracking -

To set tracking for a certain employee, first select that employee from the Employee list part of

the screen.

Under the Employee tracking part of the screen click the ® #dd button. If you click twice in the

box under Super Department, Department, or Family, you will then be able to activate a

drop-down menu and choose what item's sales you wish to track. Or click twice in the box under

Item # and type in the number of the item you wish to track.

- Find Out the Item Number -

To find out an item number go to Item Builder under General section, select the Menu & Rule
Builder tab, click the red Items button, expand an item group and select a particular item. On

the bottom right side of the screen, select the Item tab. The item number is displayed under

Item properties.
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General

8] CompanyFegist,
% System

& Order Functions
é Emplovess

{*) Time Editar

[i. Custamers

4 Schieduling

L 2| ShackfBarcodes
| seating/Zones
L Lovalty

W Hostess
|27 SoftTouch Msgs

Hardware

.,!J Stations

.,!J Self-Pay

&= Printers/Coursing

o Pl Display

’:K Caller ID

== Credit Cards
Pager/Alerts

[ Email}sts

@ Dineblast Mobile

Financial _
¥ Banks
Revenue Centers
g] Media/Accounts

| Tax Table
Adjustments
SalesfJournal Yisw
_:.: Tip sharing

Mizcellaneous I-
Ly Activations
Surveys
% Receipt Template
ﬁ; Chalkboard/apecials

$ PaidiCuck msgjshift |

.= Jobs

.A

Item Builder - 12 Wings

Departments | Menu & Rule Builder § Smart Rules ] Menu Categories 1 |tem Maintenance 1
-4 Emm=

Items

Builder

|bem

=658 Item Builder

e O T oy IO e B o}

-l 25 Wings

[#
- 50 Wings

[+ 12 Garlic Wings
[+ 25 Garlic Wings
[+l 50 Garlic Wings
-l X-Celery Bleu Cz
-l Xtra Wing Sauce

- g@Cold Subs

i.HDt Subs
i.Sides
g Desserts

- gliBeverages

Links

M

Button properties

Button Text  Font... j Color
12 wings |:|

Internal image. ..

Cugtom image...
Clear button image

Item propetties

Iterm # 103594

[~ Hide Buttan

B APH L0 vEHleowsiIx@B QHEHF VA

12 Wings

v &ctive

Item Mame ]1 2 Wiings

Print M arne ]1 2 Wiings

Receipt ]

Farnily ]Food Farnily

Pricirity :i

Barcode/PLU ]1 2'wings

Enable Scale i -

¥ Roll Modifiers $
¥ Upszell Display

[ Do not print on checkfreceipt if 0

Man priced modifiers

[Putting a value greater than 0 will cverride all

[~ 86

[ Allow Refills [Kiosk)

[+ Naon Taxable

nan priced individual rodifier groups)

[~ Page Break
Mode Dizplay

|l Modes

=

83

“Modifier LItern & Pricing 4 Print Groups ARecipe 4T ax aAdiust, 4 Rent:
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8.1.11 Alerts/Email/SMS Tab

1
\r)Under the General section click on Employees and then on the Employee
list tab. Select the Alerts/Email/SMS tab.

Alerts/Email/SMS

In the image below, the SMS Via email section shows you how to properly format the phone number.
This could change without notice.

. Employee] Securilyl Finger Pririt | Job ] wage ] Address | Phone numbers] Tills/Pockets | Schedulingl Tracking | Alets/Email/SMS §l Motes |

Alertz / Email / SM5

Email/SMS addresq |3544152222@ mamail.ne SMS via email [might change without notice]

P o ATT: 1+AreaCode+Mobile@mmode. com
ager Werizon: AreaCode+Mobile@vtest com
r— Mextel: AreaCode+Mobile@page nestel.cam

T-Mohile: AreaCode+td abile@tmnomail net

v Master Pager/blerts Sprint: AreaCode+Mobile@messaging. sprintpcs.com
Cingular; 1+&reaCode+M obiled@Emobile. mpcingular. com
U5 Cellular: AreaCode+Mobilet@email. uzcc. net

**Warning**: There may be fees and/or charges applied by the cell phone company for texting.
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Email/SMS Address

This area is for setting up cellphones to act as pagers through an SMS
message for alerts that are set (in the Pager/Alerts section) to be sent
to managers via Email/SMS.

To set up the Email/SMS you need to fill in the SMTP server information
(seeHardware Section->Email/SMS).

1. Enter the cellphone information. The cellphone number has to be in
an email format that matches the provider within the SMS via email
area.

Example: 1234567890@messenging.sprintpcs.com or 1234567890@vtext.com

2. Navigate to the Pager/Alerts section (see
Hardware->Pager/Alerts) and enable the Pager/Alert system. Make
sure some alerts are activated, such as the Labor Sales, by checking on
the Alert Active box. Check on the Alert manager via email box.

Alert managers via?

Send to manager after 1 :| unattended alert(z] [0 dizabled]
Send to manager HTML conzole after 1 :| unattended alert[z] [0 dizabled]

[+ Alert manager via pager syshem

I [« Alert manager via email [zmz supported via cell provider email gateway) I

Send manager alert to print group | j

*Note: It is possible to use the email/SMS settings even if you do not have the
physical LRS paging system installed.

3. Reboot the Server or restart the Pager and Alert services.

(might change
without notice)

Pager ID Shows the current pager number assigned to the employee.

Alerts On If the box is checked on, this enables alerts for the employee. When the
employee clocks in, they will be asked to assign a pager number. The
pager will be unassigned when they clock out.

Master Enable this option for managers so they will receive alerts that are set

Pager/Alerts: to be sent to the manager via pager and/or email after a specified
number of unattended alerts. (This number can be set on the
Destination tab under Hardware->Pager/Alerts->Alert List Tab.)

SMS via Email This section helps you to configure emails and SMS messages to be

sent to cell phones. The information here is subject to change based on
cellular/wireless service providers.
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8.1.12 Notes Tab

done

1
‘\r)Under the General section click on Employees and then on the Employee
list tab. Select the Notes tab.

86

Notes

Here you may add notes regarding your employee.

. Emplnyee] Securit_l,l] Finger Print | Job | Wage | Address | Phone numbers | Tillz/Pockets | Scheduling | Tracking | &lerts/Email/SMS

Employee notes

v

I thiz box, | can wite whatever | want as notes on thiz emplopes |
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8.2 New employee Wizard

1
\\r)Under the General section click on Employees and then click on the New
employee "Wizard" tab.

1. Press the Click here to start adding a new employee button.

Employee setup N ¢

Ermploves list INew employes Wizard" I

Welcome

Create new employes wizard

€~ Thiz wizard iz designed to step you through simple steps on creating a new employee in
the system. If you wish to modify employees or modify more advanced employee features
M then click on the “"Employpee lizt” tab above.

Click here to start adding a new employes

2. You must enter the first and last name. All other fields are optional. Press the Next button at the
bottom right of the screen when you are done.

Employee setup -,
Employee list  Mew employes "wizard" |

Employee details

Employes detail information

Pleasze enter the employee information below, please note that some hields are required to
be filled in to proceed.

First name ||_Eif Fiequired

Last name |J|:|hnser" Fiequired

Social zecurity #

Birthday |

=]
E mployment date | ﬂ

3. All fields on the Address and Phone # screen are optional. Press the Next button at the bottom
right of the screen when you are done.
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Employee setup - Johnsen, Leif
Emploves list  Mew employes "wizard" |

Address and Phone #

Please enter the address and phone # information for this employes

Please enter an addrezs and phone number for thiz employee, if you do not have this
information then you may skip to the next step.

Address
Description j
Address] |
Address2 |
City |

Phone #
Area Code

State -
Zip code
I—
Ii

Phone #

E =tenzion

D ezcription |

4. On the Security Settings screen, specify a System User ID for the employee.

*Note: The User ID of an employee you specify here shows up on the guest checks. It is advisable to
have a name placed within this section. This is also the User ID that is used when accessing
BackOffice. If you do not want this employee to have access to BackOffice, do not use the Change
Password button.

By using the first drop-down list, you can select an employee that has the same security
setting that you wish the newly added employee to have. Once you select a name from the
drop down list you will get a message:

"Are you sure you want to override the current security settings with security settings from
the selected employee?"

Click Yes if you wish to copy the security settings of the selected employee to you new
employee.

If you wish to manually configure the options shown, refer to the Security Option
Explanations chart below to learn about each option.
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Employee setup - Johnsen, Leif
Emplayes list  Mew employes “wizard" |

Security Settings

Pleaze zet vaur security settings

Please fill in any zecurity settings you wish this employee to perform, you may hover your
mousze on top of any label for a brief moment to get a more detail explanation for the item.

If you're not sure which settings to use then you may want to pick an employee from the drop down
to uze that employees settings. Thiz will configure all settings shown in the box below.

M anager Last Hame, Manager j ‘

Global Systern User 1D |Leif21

v Swipe id never expires
[+ Leave cazhout money under original emploves

[+ Show bank detail amounts

- Security Option Explanations -

Swipe ID never expires If the box is checked, your swipe ID will not expire after
90 days.
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Leave cashout money under
original employee

This option should only be enabled for managers.
Here is why:

Let's say the server needs a manager's help cashing out
their order. There are two things to remember here:

1. When a server starts a check he/she is the owner of
that check and is therefore responsible for the money

2. If the manager cashes out that check, they will have to
physically hand over the money to the person who started
the check because it will be reported under that
employee's server report.

So if this option is not checked, the cash-out amount will
go under the manager's ID and not the server's ID. When
a manager helps a server cash out their check, you want
the server to still be responsible for the money and not
the manager. Therefore, make sure that managers always
have the "Leave cash-out money under original
employee" option checked.

*Note:If a manager started the order and cashed out the
order, the cash-out amount will go under manager's ID
even if this option is checked. That's fine, because the
manager is the owner of that check and the manager
cashed it out, so he or she is the one responsible for the
money.

Show bank detail
amounts

This option lets an employee see the amount of
money in each bank that displays in the Tills,
Pockets & Store Management area of the Manager
Screen in SoftTouch.

5. Clicking next will take you to the Passwords screen.

If this employee should have access to BackOffice, press the Set a BackOffice Password button
and add password for this employee.

You must set a swipe ID or register a fingerprint for each employee. If you want the employees to
use a swipe card or type in a number to access SoftTouch, press the Set Swipe ID button and

either swipe the ID card or type in the number this employee will use. If you wish to register a
fingerprint, you must first have a fingerprint reader installed on this computer. To register the
fingerprint for an employee press the Register Finger Print button. In the window that pops up, an
employee will need to place his/her finger on the sensor 4 times in order to complete its registration.

After this you might want to verify the finger print scan by pressing the Verify Finger Print button

and having an employee place their finger on the sensor again.
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|Employee setup - Johnsen, Leif
Employee list  Mew employes "afizard" |

Passwords

Azzign a backoffice password and softtouch swipe id

In thiz zcreen you may asszign a backoffice password, swipe id. If you use
fingerpnnt readers in your system then you must assign the employees fingerprint.

Click on the button to get the backoffice pazsword. |§ Set a BackOffice Pazsword
Click on the button to set the SoftT ouch swipe login Set Swipe (D
AND/OR ] Fiequired
Click on the button to set the emplopees fingerprint Reqister Finger Print

6. Click next. Fill in the fields below to set job, security and wage information. Please refer to the
chart below the Job assignment screen for explanations of each option.

If this employee has more than one job, you would enter the first job here, then go back to the
employee record, highlight it, select the Job and Wage tabs and enter the information for each
additional job this employee works.
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Employee setup - Johnsen, Leif

Employes list  Mew employes "“wizard" |

Job assignment
Pleaze zelect a job. ..

Pleaze zelect which job thiz employee will be performing, the secunty assigned to
thiz job and please fill in the wage information.

Select a job and securnty

Job Dezcrption |Manager

Security Group |Managers

Wage |nfarmation

(SR BT (v ertime E sempt

Wage Amount | Show/Hide

[+ Apply tip credit

Job Description

Select a job for an employee from the drop-down menu

*Note: What is listed in this drop-down is what was created in the Jobs
applet (see Miscellaneous->Jobs).

Security Group

Specify the security level for the job. We will talk about security later,
but if you wish to learn more about this feature now go to
Miscellaneous section->Security.

Pay Type

Specify how the employee is paid (ex. hourly or weekly).
Hourly: This is for any employee who is paid by the hour.

Overtime Exempt: This is for any employee on a salary. Specify
one week's pay in the wage amount field.

Wage Amount

Enter the amount the employee is paid. This is hourly or weekly
depending on the Pay Type specified.

You can choose to show or hide this information.
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Apply tip credit

Enable this for employees who get paid below minimum wage (such
as servers). The tip credit that was filled out in the Hours & Wages
setup (see System->Hours & Wages Tab) will then be applied if
the employee works overtime.

7. Click next. Depending on the type of employee being created, you may be taken to a screen
allowing you to set up the employee's till. If not, skip ahead to step 8.

Under Permanent or Assignable, click one or the other depending on that employee's needs:
e Permanent tills are used for employees that are banking themselves and will always use the
same "pocket." In some cases, if there is only one till in a restaurant you can enter that as

assigned to people that work that till so that you do not have to select the till they will be

working from each day.
e Assignable tills are for employees that will work out of different cash drawers. For example, a

bartender may work the front bar, the back bar or the patio bar. You would want to add all

three tills as assignable so they can select which drawer they will be working out of when they

get to work and find out which area they will be working at.

To add an assignable till to an employee you must first create the drawer.
*Note: If you wish to find out about this function now see under Financial>Banks.

The first drop-down list in the Banks section lets you copy another employee's till settings to this

employee.

Clicking in the box under Banks (with the black arrow) allows you to use a drop-down list to

select a till. If this employee will be using more than one till, use the ¥ #ddBank pytton and select

additional tills as needed. Click next when you're ready to move on.
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Bartender banks
Bartender banks

Will thiz bartender be using a permant till or will he/she assigning a till on start of shift?

Permanent or &zzignable

" Permanent

f* Azsignable

Banks

If you're not sure which banks to use then you may want to pick an employee from the drop down and then click
"uze employee settingz™ to use that employees settings. This will configure all banks used by the selected employee.

| =]

|Banks I -

L I

# Add Bank

8. Press the Finish button at the bottom right corner of the screen.

< Back | Nest » |

94

Cancel
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Employee setup - Johnsen, Leif

Employee list  Mew employes “wWizard" |
Finish

Hew employee created

Mew employee created! Click finish on the bottom right to exit the wizard.

Repeat this process for additional employees you wish to add.
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Part 9 Time Editor

1
‘\r)Under the General section click on Time Editor.

Time Editor

General ﬂ

€ Company Fegist,
Swskermn

& Order Functions

=

*) Time Editar

#1) Scheduling
EE Item Builder
|-_-| Stock/Barcodes
H Seating/Zones
P Lowalky

E Hostess

“-% SoftTouch Msgs

You can manage employee time punches in BackOffice through the Time Editor. From this
applet you can modify a pay rate for a time punch record, edit a time clock entry, add an in and
out time or add a break in and out time.

Employees get paid for breaks. If you add a break in and out, the employee will get paid for the
time the employee was on break. If you add a time clock in and out, the employee will not get
paid for the break.

Time Editor includes the following functions:

1. Get Time Clocks

2. Select/Unselect All

3. Adjust Pay Rate(s)

4. Edit Time Clock Entry

5. Delete Time Clock Entry

6. Add In/Out
7. Add Break/In
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9.1 Get Time Clocks

1
\r)Under the General section click on Time Editor.

98

Get Employee Time Clock Entries

1. Select the employee whose time records you would like to view from the Select employee drop

down list.

on  Time Clock  Logout  Help

2| Time Clock Editor

Select employes ||

| From | 9/30/2011

=

= Hold the Ctrl or

|

Bar Back 77. Ben the
Bartender, Bart

Bartender, Blade
Buckmaster, Gannon
Busbaoy, Bushoy

Cashier. Carie

Comy, Jog

Dealer Company, Dealer
Diriver Last Mame, Driver 14
Employee, Mew

Eubark, Cazsi

Johnzen, Leif

i anager Last Mame, Manager
Online, Online

SelfPay, SelfPay

-~

To | 9/20/2011

<=

&

Get Time Clocks

2. Use the From and To drop down calendars to select the date range for which you would like to
pull up the selected employee's time clock records.

1 Time Clock  Logout  Help

me____1

1Time Clock Editor

Select emploves | R RSO0 EA;

= Hold the Ctrl or Shift key to select one or more time clock record

3. Press the Get Time Clocks button on the right side of the screen.

j. 9/30/2011 - . granseml - Get Time Clocks




Version 6.1.16

99

1 Time Clock  Logout  Help
{Time Clock Editor — E— PT—

| Fom [ amoemt <] To | asaoczmi L]I Get Time Clocks I

® Hold the Ctrl or Shift key to select one or more time clock record

i

Select employes

This will bring up a list of all time records for the specified employee during the specified date range.
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9.2 Select/Unselect All

1
\:)Under the General section click on Time Editor.

Select All Time Clock Entries

1. You may have more than one record if you select more than one day or if the employee has
clocked out or clocked out on break. To select all records, press the Time Clock option at the top of

the screen.

Tirme Clock | Logout

Time Clock Editor T & PriT S
Select employes [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Gt Time Clocks
= Hold the Ctrl or Shift key to select one or more time clock record
Clock Type|Description Shift FPay Type

Time Clack

24272014 3:05:50 &M

Clockin

All Dray Shift

‘Wage § Operation Start
43 2014 2 A
$3.022/1/2014 2:30:35 &M

Operation End
24242014 30551 AM

Clockout | Server All Day Shift Hourly 27242014 305:57 Ak
2/2/2014 F:00:06 PM Clockin Server All Day Shift Hourly $3.02 2/2/2014 2:05:51 &M 2432014 20209 &M
2432014 2:02:09 Ak Clackaut  Server All Day Shift Havirly $3.02 2/2/2014 30551 AM 24342004 20209 AM
2432014 B:00:08 Ah Clockin Server All Day Shift Hourly $3.02 2/3/2014 2:02:03 &M 243/2014 331:02 PM
2432004 3302 PM Clockout  Server All Day Shift Hourly $3.02 2/3/2014 2:02:03 &M 2432004 3302 PM
244,/2014 10:00:08 PM Clackin Server All Day Shift Havirly $3.02 2/3/2014 3:31:02 PM 2442004 10:01:00 PR
244,201 4 10:01:00 P Clockout  Server All Day Shift Hourly $3.02 2/3/2014 3:31:02 PM 2442014 10:01:00 P

2. From the Time Clock option list, click Select All.

W= == Logout Help
Unselect All

Sdjust Pay Rate(s)

Edit Tirne Clock Entry
Delete Tirme Clock Entry
Sdd In/Cut

Ldd Break/In

All time clock entries shown on this page should be highlighted, showing they are selected.
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Titme Clock  Logout  Help
Time Clock Editor 2 e B PRINT

Select employes IJohnsen, Leif LI From I 24 20204 LI Tao I 20 42014 ;I Get Time Clocks |

~ Hold the Ctrl or Shift key to select one or more time ¢lock record

Time Clock Clock Type|Description Shift Pay Type Wage § Operation Start

Operation End
0141 :

Unselect All Time Clock Entries

1. Press the Time Clock option at the top of the screen.

Tirme Clock | Logout  Help
Time Clock Editor [t TP g PRINT

Select employes [Johnsen, Leif x| Fom | 227214 w| To| 2742014 ¥ Get Time Clocks |

= Hold the Curl or Shift key to select one or more time clock record

Time Clock Clock Type|Descnption Shift Pay Type Wage § Operation Start

QOperation End
04 1 ’ :

Logout  Help

fdjust Pay Ratels)

Edit Tirne Clack Entry
Delete Tirme Clack Entry
Sdd In/Out

&Add Break/Tn

All highlighted entries will be unselected.
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Tirme Clock  Logout
Time Clock Editor

Select employes |Johnsen, Leif

102

& PRINT %

~| Fom | 27 2ems w| To| 242014 | Gt Time Clocks

“ Hold the Ctrl or Shift key to select one or more time clock record

Tirme Clack Clack Type|Dezcription |Shifl |F'a_|,l Tupe |Wage % |Dperation Start |D|:ueration End
L 24272014 1:30:09 A Clockin Server Al Day Shift Hourly $3.02 24172014 2:30:35 AM 2422014 305:51 Ak
_|aszs24 0550 AM Clockout | Server Al Day Shift Hourly $3.02241/2014 2:30:35 AM 2/2/2014 3:05:51 Ak
_|2/2/2014 70006 PM Clackin Server Al Dap Shift Hawirly $3.02 2/2/2014 30551 AM 2/3/2014 2:02:09 Ak
_|2/3/2014 2:02:03 AM Clockout | Server Al Day Shift Hourly $3.02 24272014 305:51 AM 24342014 2:02:08 Ak
_|2/3/2014 2:00:02 AM Clockin Server Al Day Shift Hourly $3.02) 2432014 2:02:03 AM 2732014 331:02 P
_|2/3/2014 3:31:02 PM Clackaout | Server Al Dap Shift Hawirly $3.02 2/3/2014 20209 AM 20372014 331:02 P
| 2/4/2014 10:00:06 P Clockin Server Al Day Shift Hourly $3.02) 24372014 3:31:02 PM 204,/2014 10:01:00 P
_|2/4/2014 10:01:00 Phd Clackout | Server Al Dap Shift Hawirly $3.02 2432014 331:02 PM 204,/2014 10:01:00 P
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9.3 Adjust Pay Rate(s)

1
\r)Under the General section click on Time Editor.

Adjust Pay Rates

1. Pull up the time records for the desired employee and date(s). Refer back to Get Time Clocks if
you need help.

2. Click on the time record with the incorrect pay amount to highlight it. If you would like to make
the same adjustment to multiple records at once, use ctrl or shift while clicking, or use Select All
from the Time Clock drop-down. When the appropriate record(s) is/are selected, press the Time
Clock option at the top of the screen.

Tirme Clock | Logout  Help
Time Clock Editor ; R

Select employes [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Gt Time Clocks

= Hold the Ctrl or Shift key to select one or more time clock record

Time Clack Clock Type|Description Shift FPay Type ‘Wage § Operation Start Operation End
|2/ 24201 4 130009 & Clackin All Day Shift $3.02( 242014 2:30:35 AM 202,201 4 30551 AM

24272014 3:05:50 &M Clockout — Server All Day Shift Haourly $3.02/ 2/1/2014 2:30:35 &M 2727204 3:05:51 AM
2/2/2014 7.00:06 PM Clockin Server Al Day Shift Hourly $3.02) 2/2/2014 30551 &M 2/3/2014 2:.02:09 &AM
24372014 2:02:03 &M Clockout  Server Al Day Shift Haurly $3.02) 2/2/2014 30551 &M 2/3/2014 2:02:09 AM
24372014 8:00:08 &M Clockin Server All Day Shift Haourly $3.02) 2/3/2014 2:02:03 &M 27372014 3:31:02 PM
2/3/2014 3:31:02 FM Clockout  Server Al Day Shift Hourly $3.02) 2/3/2014 Z.02:03 &M 2/3/204 33102 PM
2/4/2014 10:00:06 P Clackin Server Al Day Shift Haurly $3.02| 2/3/2014 3:31:02 PM 27472014 10:01:00 P
244720014 10:01:00 P Clockout | Server Al Day Shift Haurly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P

3. From the Time Clock option list, click Adjust Pay Rate(s).

W= Logout Help
Select &l
Unselect Al
dit Tirne Clock Entry
Delete Tirme Clack Entry
Sdd InfOut
&Add Break/Tn

4. From the Payment Adjust screen, select the job they worked from the Select a job description
drop down list; select whether the employee was being paid hourly or overtime exempt (salaried)
from the Select a wage type drop down list; select the shift they worked from the Select a shift
drop down list; and enter the wage amount in the Select a wage amount field. When all entries are
complete, press the Adjust button at the bottom left side of the Payment Adjust dialog box.
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'I.'imE'Editu:-r

FPayment Adjust

Select a job dezcription I

Select a shift I

Select a wage type IHl:lurly

Select a wage amount I

Adjust

Cancel

104

You will notice the amount under the Wage $ header for the highlighted records has changed to

reflect your entry.

Time Clock  Logout  Help
Time Clock Editor

i e i

Select employes IJohnsen, Leif

>| Fom | 2/ 272m4  w| To| 2 42014 | Giet Time Clacks I

= Hold the Ctrl or Shift key to select one or more time clock record

Time Clack Clack Type|Description

N
A [ .ok
24272014 7:00:06 PM Clackin

2/3/2014 2:02:03 &AM Clockout
2/3/2014 8:00:08 &AM Clockin
24372014 3:31:02 PM Clockout
2/4/2014 10:00:06 PM Clockin
24472004 10:01:00 P Clackout

Repeat this step for all time clock entries that need to have the pay rate adjusted.

(=18

Server
Server
Server
Server
Server

Al Day Shift
All Day Shift
All Day Shift
All Day Shift
Al Day Shift
All Day Shift
All Day Shift

Hourly
Huourly
Hourly
Hourly
Hourly
Hourly
Hourly
Hourly

i

2 2/2/2014 3:05:51 AM
$3.02) 24272014 3:05:51 AM
$3.02/2/3/2004 2:02:03 &AM
$3.02 24372014 2:02:03 AM
$3.02/2/3/2014 3:31:02 PM
$3.02) 24372014 3:31:02 PM

Operation End

2/3/2014 2:02:03 AM
2/3/2014 3:31:02 PM
27372014 3:31:02 PM
2/4/2014 10:01:00 PM
27472014 10:01:00 Pk
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9.4 Edit Time Clock Entry

1
\r)Under the General section click on Time Editor.

Edit Time Clock Entries

1. Pull up the time records for the desired employee and date(s). Refer back to Get Time Clocks if
you need help.

2. Click on the time record with the incorrect pay amount to highlight it. Press the Time Clock option
at the top of the screen.

Tirme Clock | Logout  Help
Time Clock Editor — : @ e 5

Select employes [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Gt Time Clocks

= Hold the Ctrl or Shift key to select one or more time clock record

Time Clack Clock Type|Description

Operation Start Operation End

Clockin All Dray Shift 3 A2014 2 ol 24252004 30557 AM
Clockout | Server All Day Shift Hourly $3.022/1/2014 2:30:35 &M 27242014 305:57 Ak
2/2/2014 F:00:06 PM Clockin Server All Day Shift Hourly $3.02 2/2/2014 2:05:51 &M 2432014 20209 &M

24372014 2:02:03 &M Clockout  Server Al Day Shift Haurly $3.02) 2/2/2014 30551 &M 2/3/2014 2:02:09 AM
24372014 8:00:08 &M Clockin Server All Day Shift Haourly $3.02) 2/3/2014 2:02:03 &M 27372014 3:31:02 PM
2/3/2014 3:31:02 FM Clockout  Server Al Day Shift Hourly $3.02) 2/3/2014 Z.02:03 &M 2/3/204 33102 PM
2/4/2014 10:00:06 P Clackin Server Al Day Shift Haurly $3.02| 2/3/2014 3:31:02 PM 27472014 10:01:00 P
244720014 10:01:00 P Clockout | Server Al Day Shift Haurly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P

3. From the Time Clock option list, click Edit Time Clock Entry.

W= Logout Help
Select &l
Unselect All

L u &
S| 3y 1

Delete Tirme Clack Entry
Sdd InfOut
&dd BreakiIn

4. From the Edit Time Clock Entry screen, select the date from the drop down calendar (if
applicable) and/or enter the correct time (if applicable). When all entries are complete, press the
Adjust button at the bottom left side of the Edit Time Clock Entry dialog box.
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Time Editar ==

Edit Time Clock E nkry

2/ 22014 w| | z0000AM =

Cancel

5. You will notice the time under the Time Clock header has changed to reflect your entry.

Tirme Clock  Logout  Help
Time Clock Editor o o Sy

Select employee [Johnsen, Leit >| Fom | 2/22m4  ~| To |z a2ma ~| Get Time Clocks

“ Hold the Ctrl or Shift key to select one or more time clock record

Clock Type|Description Operation Start
Clackin All Day Shift /2014 2 A 4 3055

Clockout | Server Al Day Shift Hourly $3.02 2/1/2074 2:30:35 AM 20202014 205:51 AM

Operation End

Clockin Server All Day Shift Hourly $3.02) 2/2/2014 3:05:51 AM 24342014 2:02:03 &M
2/3/2014 2:02:03 AM Clockout  Server Al Day Shift Hourly $3.02) 2/2/2014 3:00:51 AM 2/3/2014 Z:02:03 &M
27342014 8:00:08 AM Clackin Server Al Day Shitt Haoirly $3.02) 2/3/2014 2:02:09 AM 27372014 3:31:02 PM
27342014 3:31:02 PM Clockout  Server All Day Shift Hourly $3.02) 2/3/2014 2:02:09 AM 2/3/2014 3:31:02 PM
2/4/2014 10:00:06 PM Clackin Server Al Day Shitt Haorly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P

2/4/2014 10:01:00 PM Clockout  Server All Day Shift Hourly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P
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9.5 Delete Time Clock Entry

1
\:)Under the General section click on Time Editor.

Delete Time Clock Entries

***When you delete a time clock entry, you will be deleting both the in and the
out time.

1. Pull up the time records for the desired employee and date(s). Refer back to Get Time Clocks if
you need help.

2. Click on /highlight the time record you would like to delete. If you would like to make the same
adjustment to multiple records at once, use ctrl or shift while clicking, or use Select All from the
Time Clock drop-down. When the appropriate record(s) is/are selected, press the Time Clock option
at the top of the screen.

Tirme Clock | Logout  Help

Time Clock Editor I - & PRIMT @
Select employes [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Gt Time Clocks
= Hold the Ctrl or Shift key to select one or more time clock record

Time Clack Clock Type|Description Shift FPay Type ‘Wage § Operation Start Operation End
014 1:30:09 &M Clockin AllDay Shift $3.02|2M/2014 2 5 b 2/2/2014 30551 AM

24272014 3:05:50 &M Clockout — Server All Day Shift Haourly $3.02 2172014 230:35 4 2727204 3:05:51 AM
2/2/2014 7.00:06 PM Clockin Server Al Day Shift Hourly $3.02) 2/2/2014 30551 &M 2/3/2014 2:.02:09 &AM
24372014 2:02:03 &M Clockout  Server Al Day Shift Haurly $3.02) 2/2/2014 30551 &M 2/3/2014 2:02:09 AM
24372014 8:00:08 &M Clockin Server All Day Shift Haourly $3.02) 2/3/2014 2:02:03 &M 27372014 3:31:02 PM
2/3/2014 3:31:02 FM Clockout  Server Al Day Shift Hourly $3.02) 2/3/2014 Z.02:03 &M 2/3/204 33102 PM
2/4/2014 10:00:06 P Clackin Server Al Day Shift Haurly $3.02| 2/3/2014 3:31:02 PM 27472014 10:01:00 P
244720014 10:01:00 P Clockout | Server Al Day Shift Haurly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P

3. From the Time Clock option list, click Delete Time Clock Entry.

*Note: No confirmation dialog box follows this, so be sure you have selected the correct record(s)
and that you really want to delete them.

W= Logout Help
Select &l
Unselect All

Sdjust Pay Ratels)
Edit Tirne Clock Ent

Delete Tirme Clack Entry

Add Break/In

Both the clock in and the clock out entry for that time record will be deleted.
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9.6 Add In/Out

1
\:)Under the General section click on Time Editor.

Add In/Out

Even if you are adding an in and an out time entry, it is a good idea to pull up any time
records for the day you are adding the record for. This way you can verify that there are no
other time clock entries and if they did work two shifts that all time records for that day are
correct and you are not overlapping time records.

1. Pull up the time records for the desired employee and date(s). Refer back to Get Time Clocks if
you need help.

2. Look at the existing time records for the date range you specified. Make sure your desired new time
entry will not overlap. It does not matter if a record is highlighted or not.

Tirme Clock | Logout  Help
Time Clock Editor I N R Y = O |

Select employes [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Gt Time Clocks

= Hold the Ctrl or Shift key to select one or more time clock record

Time Clack Clock Type|Description Shift FPay Type ‘Wage § Operation Start Operation End
014 1:30:09 &M Clockin AllDay Shift $3.02|2M/2014 2 5 b 2/2/2014 30551 AM

24272014 3:05:50 &M Clockout — Server All Day Shift Haourly $3.02/ 2/1/2014 2:30:35 &M 2727204 3:05:51 AM
2/2/2014 7.00:06 PM Clockin Server Al Day Shift Hourly $3.02) 2/2/2014 30551 &M 2/3/2014 2:.02:09 &AM
24372014 2:02:03 &M Clockout  Server Al Day Shift Haurly $3.02) 2/2/2014 30551 &M 2/3/2014 2:02:09 AM
24372014 8:00:08 &M Clockin Server All Day Shift Haourly $3.02) 2/3/2014 2:02:03 &M 27372014 3:31:02 PM
2/3/2014 3:31:02 FM Clockout  Server Al Day Shift Hourly $3.02) 2/3/2014 Z.02:03 &M 2/3/204 33102 PM
2/4/2014 10:00:06 P Clackin Server Al Day Shift Haurly $3.02| 2/3/2014 3:31:02 PM 27472014 10:01:00 P
244720014 10:01:00 P Clockout | Server Al Day Shift Haurly $3.02) 2/3/2014 3:31:02 PM 2/4/2014 10:01:00 P

3. From the Time Clock option list, click Add In/Out.

W= Logout Help
Select &l
Unselect All
Sdjust Pay Ratels)
Edit Tirne Clack Entry
Delete Tirme Clock Entry

Add In/Out

Sdd break/In

4. From the Add Time Clock Entry input screen, select the job description and shift, then enter the
date and time that this employee should have clocked in and then enter the date and time this
employee should have clocked out. Select a job description and/or shift if this employee has multiple
jobs/shifts. Press the Adjust button when finished.
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(Time Editor

Add Time Clock E nry

Select a job description |

Select a shift ]

IN | 2/ 47204 x| | 550:26 PM i
ouT | 2/ 4204 | | 3E02EPM

Adjust | Caricel

The information you just entered will now display on the screen.
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9.7 Add Break/In

1
\V)Under the General section click on Time Editor.

Add Break/In

**xA BREAK IN AND OUT RECORD WILL PAY THE EMPLOYEE DURING THE
BREAK TIME. IF YOU WISH TO RECORD AN UNPAID BREAK, USE THE ADD
IN/OUT FUNCTION FROM TIME EDITOR.

Even if you are adding a BREAK in and out time, it is a good idea to pull up any time records
for the day you are adding the record for. This way you can verify that there are no other
time clock entries and if they did work two shifts that all time records for that day are
correct and you are not overlapping time records.

1. Pull up the time records for the desired employee and date(s). Refer back to Get Time Clocks if
you need help.

2. Look at the existing time records for the date range you specified. Make sure your desired new
time entry will not overlap.

3. Click on the time record for which you would like to add a Break/In to highlight it. Press the Time
Clock option at the top of the screen.

Tirme Clock | Logout  Help

Time Clock Editor T, o S emnr [

Select employee [Johnsen, Leif x| Fom | 2/ 22m4  ~| To |27 42014 | Giet Time Clacks
= Hold the Ctrl or Shift key to select one or more time clock record
Time Clack Clock Type|Description Shift FPay Type ‘Wage § Operation Start Operation End

& i b Clockin AllDay Shift $3.02|2/1/2014 2:30:35 &AM 202,201 4 30551 AM
24242014 3:05:60 &M Clockout | Server All Day Shift Hourly $3.022/1/2014 2:30:35 &M 27272014 30561 AM
24272014 7:00:06 PM Clackin Server All Day Shift Hourly $3.02 2/2/2014 2:05:51 &M 2/3/2014 2.02:09 &M
24372014 2:02:09 &M Clockaout | Server All Day Shift Hourly $3.02) 2/2/2014 2:05:51 AM 27372014 2:02:09 AM
24342014 8:00:08 &M Clockin Server All Day Shift Hourly $3.02 2/3/2014 2:02:03 &M 2/3/2014 3:31:02 PM
24372014 3:31:02 PM Clockout | Server All Day Shift Hourly $3.02 2/3/2014 2:02:03 &M 2/3/2014 3:31:02 PM
2/4/2014 10:00:06 Ph Clackin Server All Day Shift Hourly $3.02)2/3/2014 3:31:02 PM 2/4/2014 10:01:00 PM
244742014 10:01:00 P Clockout | Server All Day Shift Hourly $3.02 2/3/2014 3:31:02 PM 2742014 10:07:00 PM

4. From the Time Clock option list, click Add Break/In.

W= Logout Help
Select &l
Unselect All
Sdjust Pay Ratels)
Edit Tirne Clack Entry
Delete Tirme Clack Entry
Add In/Out

Add Break,/In
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5. From the Add Break/IN Entry input screen, enter the date and time that this employee should
have started their break in the fields next to BREAK and then enter the date and time this employe
should have ended their break in the fields next to IN. Press the Adjust button when finished.

Time Editar =

Add Break/IM Entr

BREAK | 2/ 3/2m4  »| | 63000PM =+

IN | 2/ 372014 «| | 73000EE @@ =

Adjust | Cancel

The information you just entered will now display on screen.

e
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Part 10 Customers

1
\\r)Under the General section click on Customers.
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Customers

General I_-

€k Company/Reqist,
L Swstem

Eﬁ" Order Functions
“af’ E!'nplnw;.-'e.es

G Costoners 2
40 Scheduling

EE Iter Builder
E| Stack/Barcodes

v Lowalky
ﬂ Hostess
|"== SaftTouch Msgs

Customer Setup contains the following settings:

1. Settings & Maintenance

2. Auto Completion

3. Filter Customer List

4. Customer List
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10.1 Settings & Maintenance Tab

1
\r)Under the General section click on Customers. Select the Settings &

Maintenance tab.

116

Settings & Maintenance

Logout  Help

Customers

Settings & Maintenance ) &uto Completion | Filker Customer List | Customer List ]

Settings & Maintenance

SoftTouch Search Options

Search option |

=

[+ Enable zoundex [phonetic algarithm]

kaintenance

Delete all custaomers |

Clear all loyalty |

Clear all loyalty wvisits |

Clear all lopalty points |

- SoftTouch Search Options -

No wildcard search

The exact match will have to be entered when searching for a first
and/or last name of a customer.

Example: if you typed in Smith you would get all the listing of all the
last names of Smith, but if you typed in only Smi you would be asked if
you want to add a new customer with the last name of Smi.

Full wildcard
search

When you type in a couple of letters to search by, all fields will be
searched for words containing the letters.

Example: If you typed in SM it would search for any name containing

SM, such as Smithers, Small Town, Asmoth Valley, Delsmor Beach, etc.

*Note: This searches across first name, last name, company, and
address/city fields.
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Partial wildcard
search

When you type in a couple of letters to search for a word, it will only
search the beginning of the words.

Example: If you typed in SM it would search only the first part of the
words for SM, such as Smoke, Smith, Smithey.

*Note: This searches across first name, last name, company, and
address/city fields.

Enable soundex

If you meant to type a word one way but spelled it wrong and it

(phonetic sounds the same, the system will bring up a list of words that sound

algorithm) the same.
Example: If you typed in Smyth but the person's name was really
spelled Smith the computer would bring up a list containing both Smyth
and Smith because they phonetically sound the same.
*Note: This only searches across first name, last name, and company
fields.

- Maintenance -
Delete all Enables all customers listed in the Customer list to be deleted.
customers

Clear all loyalty

Enables all loyalty history and loyalty history tied to customers to
be deleted.

Clear all loyalty
visits

Enables all loyalty visits and loyalty visits tied to customers to be
deleted.

Clear all loyalty
points

Enables all loyalty points history and loyalty points tied to
customers to be deleted.
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10.2 Auto Completion Tab

1
\r)Under the General section click on Customers. Select the Auto
Completion tab.

Auto Completion

Customers

Settings & Maintenanceh,_Auto Completion B Filker Customer List | Customer List |

Auto Completion

[+ Disable automatic completion [ Skip auko completion fields

Address Custom Completion | First Mame Custom Completion |

Address keywords + Add
Import D ata... ] Delete all imports | Delete all custom 1 Filter Data. .. | Locate Data. . |
|.~'-‘u:|dress |Eity |State|Zi|:| Code |Eom|:|any |D:|rn|:|le:-: -

The Disable automatic completion option allows you to turn off auto completion. If disabled, it will not matter
what you have listed under the Address Custom Completion tab or the First Name Custom Completion tab.

Auto Completion explanation includes the following:

1. Address Custom Completion

2. First Name Custom Completion
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10.2.1 Address Custom Completion Tab

1
\r)Under the General section click on Customers. Select the Auto
Completion tab. Select the Address Custom Completion tab.

119

Address Custom Completion

Customers

Settings & Maintenance | Auto Completion | Filter Customer List | Customer List |

Auto Completion

[+ Disable autormatic completion [ Skip auto completion fields

Address Custom Completion,® First Name Custom Completion |

Address keywords + Add
Import D ata... | Delete all imports | Delete all custom | Filter Data. .. | Locate Data. . |
|.~'-‘u:|dress |Eity |State|Zi|:| Code |Eom|:|any Complex
)

- Auto Completion -

Disable automatic

Checking on this box will prevent it from automatically completing

completion fields

completion what you are typing if it matches information already in the
system.
Skip auto Checking on this box will prevent it from automatically completing

fields other than the one you are typing in (such as city, state, and
zip code if you are entering the address).

*Note: This applies only to Address Custom Completion and not
First Name Custom Completion, as First Name Custom Completion
involves only one field (First Name).

- Address Keywords -

Import Data

Enables you to import a listing of addresses from the zip codes
software, if purchased, for delivery and take-out in the restaurant's
area.

*Note: You can call 954.531.0471 for the options/prices of addresses.
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Delete all imports If used, this will delete all imported data.

*Note: This will not delete any custom data.

Delete all custom You have the option of adding custom addresses to the address
section (see below for more information). If you decide you would
like to delete only the custom addresses you have plugged in, use
this option.

*Note: This will not delete any imported data.

Filter Data This lets you list data by different parts of the addresses,
alphabetically or logically. (See below for more detail.)

Locate Data This enables you to search the data using different search criteria.
(See below for more detail.)

- Filter Data -

Eields Addrezs
3 Field W alue
City
State 4
Zip Code Search Type
Company (" Ewact Match x Cancel
Complex PR -
A e (* Partial Match at Beginning
Lat " Partial Match Srmaberns
Lon
[ Caze Sensitive

Al Searched | By¥alue | By Range |

Field Order
(" Alphabetic {* Logical YWiew Summary |
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Figlds Lat
E!:Idress Starting Range
Iy p

State J A

Zip Code i

Compaie Ending Range x Cancel

Complex ] A

Zone Code

Lat

Lon

&l Searched | Byyalye EYBange

Field Order

™ Alphabetic * Logical Wig 5 ummary | |

Fields You have the option of selecting what field, listed within the All tab,
you would like to search.
*Note: The selection highlighted in blue is what will be searched.
The Searched tab tells you what fields you have already searched.

By Value The By Value tab is shown in the top screen above this chart.
In this mode you type in what you are looking for in the Field Value
section and select the Search Type you would like to use
If you are in the search will search for values listed between the
ranges you have specified.

By Range The By Range tab is shown in the bottom screen above this chart.
This mode enables a search for values listed between the Starting
Range and Ending Range ranges you have specified.
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Search Type

Exact Match: Searches for exactly what you have typed in.
Example: If you type in Smith it will search only for Smith.

Partial Match at Beginning: searches only for the
letters/numbers you have typed at the beginning of the word

Example: If you type in 123 it will search only for items beginning with
123 (it could find 12345 and 12321 but not 51234 or 11233). If you type
in sm it will search only for items beginning with sm (it could find Smith
but not Blacksmith).

Partial Match Anywhere: Searches anywhere in the
words/numbers for what you have typed in.

Example: If you type in 123 or sm it will search for items that contain
123 or sm anywhere in the sequence (it could find 12345 and 54123; it
could find Smith and Blacksmith).

Field Order

This option lets you search the database alphabetically or logically.

Alphabetically: Arranges the searchable options in the Fields area
in alphabetical order (Address, City, Company, etc.).

Logically: Arranges the searchable options in the Fields area in a
format that follows the order in which address components would
normally appear (Address, City, State, Zip Code, etc.).

View Summary

Shows the search results in a separate window based on what you
have told it to search for.

OK

Clicking OK will change the customer list you see on the Auto
Completion screen to show only what you have input into the
search fields.

*Note: If you would like to see your entire address

database again, make sure all search fields are blank

(you can do this by using theClear buttons or clicking

on New Search). Then, with all input fields blank, click
OK. This will bring up the entire address database in
alphabetical order.

New Search

This will clear search criteria you've entered so you can start over
fresh.

- Locate Data -




Version 6.1.16

ﬁ" e T Y Ty

Pl

Search Type
[ LCase-zenzitive

(" Ewact Match

{+ Partial Match at Beginning
" Partial Match Anpwhere

Fields

Firzt MHest

x Cancel

123

Field Value

This is where you type in the name, partial name, word, etc.
that you are looking for.

Search Type

The same concept as listed previously in the Filter Data chart.
Exact Match: Searches for exactly what you have typed in.

Example: If you type in Smith it will search only for Smith.

Partial Match at Beginning: searches only for the
letters/numbers you have typed at the beginning of the word

Example: If you type in 123 it will search only for items beginning
with 123 (it could find 12345 and 12321 but not 51234 or 11233). If
you type in sm it will search only for items beginning with sm (it could
find Smith but not Blacksmith).

Partial Match Anywhere: Searches anywhere in the
words/numbers for what you have typed in.

Example: If you type in 123 or sm it will search for items that
contain 123 or sm anywhere in the sequence (it could find 12345 and
54123; it could find Smith and Blacksmith).

Fields Select what field you would like searched from the drop-down
list.
First On the customer list, this will place an arrow next to the first

item that matches the search criteria you have specified.

If you have already clicked next a couple of times, clicking First
again will bring you back to that first item.
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Next

On the customer list, this will move the arrow to the next item
that matches the search criteria you have specified (the next

one after whatever is currently selected or displaying an arrow).

*Note: When you click Next, the Locate Data box will close. If
you reopen the Locate Data box, your search criteria will still be
there, meaning you can still click Next to navigate to the next
item that matches that criteria.
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10.2.2 First Name Custom Completion Tab

1
\r)Under the General section click on Customers. Select the Auto
Completion tab. Select the First Name Custom Completion tab.

First Name Custom Completion

Customers

Settings & Maintenance | Auto Completion § Filker Customer List ] Cuztormner Lizt ]

Auto Completion

[ Dizable automatic completion  [& Skip auto completion fields

Addrezs Cugtam El:umpletiu@me Cuztomn En@

First name keywords = et =N o= Add

Delete all imports ] Delete all custam ] Filter Data... Locate Data...

| Firzt Mame I

) |

The First Name Custom Completion area is the same concept as the Address Custom Completion
area except it only uses first names for imported or added customer data. Within the Filter Data
and Locate Data options, the only difference is that you would only have the First Name as an
option field to search within.

How to use these options was covered previously (see Address Custom Completion Tab).

Example: Visual of Filter Data; as you can see, the only searchable field is "First Name."

Fields Firzt Mame
First Mame Field % alue

| oo |

Search Type I el
" Exact Match x—

{+ Partial Match at Beginning
7 Partial M atch Anpwhere

| Caze Sensitive

Al Searched By ¥ alue By Hange

Field Order
I~ &lphabetic + Logical Wi Surmmary |
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10.3 Filter Customer List Tab

1
\\r)Under the General section click on Customers. Select the Filter Customer

List tab.

Filter Customer List

Logout  Help

Customers

Settings & Maintenance | Auto Completionf Filter Custamer List ) Custamer List

Filter Customer List

" Show all loyalty awaiting custamer input

i Birthday | Manth
™ Anniverzary v] Month

O Last visited 110/17/2005 = | To [10/17/2005 =]

" Mew Customers  |10/17/2005 | To [10/17/2005 |

" # Visits o 210 Z

" # Paints |':' ﬂ To |':' ﬂ

i~ Faworite [tems |

Actieate Filker |

- Filters -

=l

Show all

Shows all the customers in the database in alphabetical order.

*Note: If you have previously filtered the list, click this and then
press Activate Filter if you would like the database to go back to
showing all the customers.

Show all loyalty
awaiting customer input

Searches customer database for loyalty accounts that have
been created but have not had the rest of the customer
information entered yet (such as name, address, etc.).

Birthday

Searches the customers based on their birthday month. Use
the drop-down list to select the humber corresponding with the
month you would like to search for.

*Note: You must have birth dates entered for the customers to
get any results from this filter.
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Anniversary

Searches the customers based on their anniversary month. Use
the drop-down list to select the nhumber corresponding with the
month you would like to search for.

*Note: You must have anniversaries entered for the customers to
get any results from this filter.

Last visited

Searches for customers whose last visit falls in between the
dates you specify using the drop-down calendars.

New Customers

Searches for new customers you added between the dates you
specify using the drop-down calendars.

# Visits

Filters the data by the number of visits the customers have
had. When you specify a range, the lowest number has to
come first.

Example: You can enter "1 to 99," but if you enter "99 to 1" no
customers will show up.

*Note: This section only works if you have visits as an available
option for the customers to acquire under the Loyalty section of
Back Office (see Loyalty->Visit Setup).

# Points

Filters the data by the number of points the customers have
accrued. When you specify a range, the lowest nhumber has to
come first.

Example: You can enter "1 to 99," but if you enter "99 to 1" no
customers will show up.

*Note: This section only works if you have points as an available
option for the customers to acquire under the Loyalty section of
Back Office (see Loyalty->Point Setup).

Favorite Items

Filters the customers by the item specified in the drop down
menu.

*Note: If you know the name of the item you would like to
search by you can type it into the field, but if the item has not as
of yet had any customers tied to it, the search will be ineffective.

Instead of selecting an item that appears on the drop-down list,
you can type it, but the spelling must be the same. Beginning to
type an item can also help you select that item from the
drop-down list more quickly.

Activate Filter

Once you have selected how you would like the customer
database filtered, click Activate Filter to have the data sorted.

Click the Customer List tab to view the filtered data.
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*Note: For those filters that require you to fill in something (a date, number range, etc.), don't forget also to click
the circle to the left of that filter name before pushing
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10.4 Customer List Tab

1
‘\r)Under the General section click Customers. Select the Customer List tab.

Customer List

You can search the customer list by first and/or last name and by card/loyalty #. you can also
find the customer by barcode if you have assigned a tag with a barcode on it to the customer.

Customers I T & rrT 2

Settings & Maintenance] Auto Eompletion1 Filter Customer List] Customer List l

Customer List -

Search: First | Last I card/layalty # | Find by barcode J
|Eu&tnmer # |First hame |Last harme Ernail Card/Lovalty # |Ereated On I
[ 4 23250 Mickey Mousze
23251 Jane Doe 12345678 FAB/2008 3:33:42 PM
23252 John Srith FAB/2008 3:34:02 PM

/ Each customer has specific settings in each of these tabs

Customer ]Addresses] Fhone Numbers] Maotes | Ll:n_l,lalt_l.JNIF']

*Note: The black arrow points to the customer currently selected; if you need to select a different customer
you would just click on their name to highlight that customer as your selection.

Customer Tab This will bring up customer detail. In this section you must fill out the
First Name and Last Name fields. The other fields are optional.

*Note: The Customer Card # is usually a field filled out for a customer having
a loyalty card or member card assigned to them. If you are creating a
customer for take out or delivery, they do not need a card # so this option
does not have to be filled out.

Addresses Tab This information is necessary for when the customer is having food
delivered to them. If the customer is just ordering takeout, this area will
probably not be filled out.

Phone These are the customer's main contact number(s).
Numbers
Notes If you have any special notes you would like to add about the customer

this is the section to add them to. When you assign the customer to a
delivery or takeout order, the notes you enter here will pop up in the
upper left corner of SoftTouch for a few seconds. This is good for putting
things like "Doesn't like cheese."
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- Loyalty/VIP Tab -

The Loyalty Detail and Overall Totals section will automatically list what the customer currently has for all
items applicable, as will the Favorite Items section.

Custarner | .ﬁ.ddresses] Fhane Numl:uers] MNates

Loyalty

Loalty Detail
Last Wizit:

Last Purchaze:
Total Wisits:
Tatal Points:

Last Redemption:

Overall Totals
Total Lifetime Spent:
Total Lifetime Paints:

Total Lifetime Wigits:

Options/VIP section

Favorite [tems

O Refresh
[tern Marme Count | ~
|
w
Optionz" P
[« Dizable loyalty Auta digcount; | ﬂ
Clear all loyalty Clear all lovalty visits | Clear all layalty points |

Disable Loyalty

If you check this option on for the customer selected in the list, they will no
longer be able to receive loyalty points and/or visits.

Auto Discount

Within this section you select a discount to be applied automatically to this
customer's checks. The discount must be listed in the Adjustments section to
show up as an option here.

*Note: To understand adjustments right now see Financial Section->Adjustments.
You can set up any adjustments you would like specifically for the auto discount
section.

Clear all Loyalty

Clears all accumulated customer loyalty points and/or visits for the currently
selected customer.

Clear all loyalty
visits

Clears all accumulated customer loyalty visits for the currently selected
customer.

Clear all loyalty
points

Clears all accumulated customer loyalty points for the currently selected
customer.
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Part 11 Scheduling

1
\\r)Under the General section click on Schedules to open Schedules Setup
screen.

132

Scheduling

General M

€t Company[Regisk,
L System

afa Crder Funckions
é,—'. E!'nplnyges

L¥) Time Edikor

D Stock/Barcodes
HH| Seating/Zones
L Lowalty

#¥ Hostess

o= SoftTouch Msgs

Scheduling Setup includes the following:

1. System Schedules

2. Employee Schedule Setup

3. Employee Scheduling

4. Job Scheduling
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11.1 System Schedules Tab

1
\\r)Under the General section click on Schedules. Select the System
Schedules tab.

Schedules

In the Schedule Section is where you would set up the schedules for the menus to follow and for
the employees to follow.

{Scheduling

System Schedules | Employee Schedule Setup | Employes Scheduling | Job 5 cheduling

Schedules

o

*IMPORTANT!*

12:00 am rule:

Before we set up schedules we must first understand the following concept. Restaurants set their
operation date from beginning to close. Their operation date may start at 11:00 am and end at

2:00 am. Restaurants want all sales during this time period to report for this business day.

In the real world however, the next day really starts at 12:00 am. In other words, Monday
switches to Tuesday at 12:00 am (midnight) in the real world. Schedules follow the real world.

Therefore when programming schedules one must realize that if a restaurant wants to schedule a
time for 9:00 pm to 2:00 am we must observe the 12:00 am rule that the real world recognizes
from 12:00 am to 2:00 am as the next day even though the restaurant does not.

In other words, to add Monday 9:00 pm to 2:00 am to your schedule, you need to add both
Monday 9:00 pm to 11:59pm and Tuesday 12:00 am to 2:00 am.

System Scheduling includes the following:
1. Add Schedule

2. Copy Schedule Records
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11.1.1 Add Schedule

1
\\r)Under the General section click on Schedules. Select the System
Schedules tab.

- Add Schedule -

Here you create all your schedules and give a name to each schedule, start and end dates, days
of the week and start and end times.

Scheduling I T R I R e
Systemn Schedules ] Ermployese Schedule Setup | Employes Scheduling | Job Scheduling ]
Schedules &dd &l Day Scheduls | *+ 4dd  =Delste

Search schedule name |

M ame Start Date End Date |.ﬁ.|:ti'-.fe
&0 Day Schedule v
| Delivery Charge 1 ~
| Delivery Charge 2 ~
t Dollar Domestic 2
_|Ent v
_|Pool Table Day v
| |Pool Table Might v
Schedule Day,/Times
| Copy Riecords  Paste Aecords Fadd =it
|Da}l of Week |Start Time End Time Mate I
Mwednesday ¥ |12:00am 11:59pm
Friday 10:00am 03:00pm

Schedules are times that the menu items and menus themselves will actually be available for sale
at a restaurant. Schedules can be for Happy Hour, Item Specials that are only available
Wednesday Night between the hours of 7pm to 9pm for example. Schedules may also be used for
when Lunch and Dinner menus begin and end.

- To Add the Schedules -

Step 1.

First you should always add an all day schedule by clicking on the Add All Day Schedule button.
The days of the week will be automatically added in from Sunday to Saturday from 12:00am to
11:59pm. All your priced items whether Food or Liquor will be assigned to the All Day schedule by
default if the don't have any specific schedule assigned to them. This will allow their prices to be
available all operation day long.

Step 2.

Click on the *#dd button in the Schedules part of the screen. This will bring up a blank space to
put the name into. Name the schedule. If you would like to have this schedule be used, make
sure the active option is checked on. Click the ¥ Save button when you are done.
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System Schedules l Employves Schedule Setup | Employes Scheduling | Job Scheduling

Schedules Add All Day Schedule

Search schedule name |

- M ame - Start [ ate - End Date -|.t'-‘-.|::ti\-'e
_|Price3Station Add a New Schedule. give ita
_|5chedulel v name, save it and then start
| TeqNite v adding the days of the week to
|_|Test W it.
_|'wied Nite Special "

ding Soec

| | 5chedule Example @

Schetflule Day/Times

I Copd Records Paste Flec:c:-r-d;_ 4 Add

| D apetwemr™[Start Time End Time T ——— |

@% * | 12:00am 11:59pm _/) |

Step 3.

Under the Schedule Day/Times there will be a blank area for the schedules. Click on the drop
down menu for Day of the Week and select what day you would like the week to start on for the

restaurant.

*Note: As shown in the example image above, once you choose the day of the week you would like, the
Start Time and End Time are automatically filled in to be 12:00am for the start time and 11:59pm for the

end time.
Step 4.

To add more days to the schedule keep clicking the *#dd putton in Schedule Day/Times part
of the screen. You can list any variety of days you would like.

Example: Adding a Happy Hour Schedule: To add a happy hour schedule from Monday - Thursday from
4pm to 7pm you would just add the schedule Happy Hour and create Monday - Thursday as the days of
the week and put the start times on all to 4pm and the end times to 7pm.

Step 5.

As noted, by default the schedule is always from 12am start time to 11:59 end time. You can
change this by clicking within the start time area and typing in what you would like the start time
to do and then do the same for the end time area.

- Adding Schedules for a restaurant open past midnight -

To Add: Say you have a restaurant that runs from 10:00 am to 2:00 am. If a particular schedule
goes past Midnight, then you must stop the time at 11:59 pm on each day and create a new start
time for the next day at 12:00 am to whatever am time you want it to stop (for example 2am).

*Note: This means you will be using Sunday from 10am to 11:59pm and then the real world Tuesday
from 12am to 2am in Monday's operation day schedule.

This is and example of what the set up would look like:
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M|l Day Schedule L

Schedule Day/Times

| Copy Records  Paste Records |

Day of Wweek |Stalt Time |Enc| Time |N0te
_|Sunday 10:00am 11:59pm "\‘S
_|Monday 12:00arm 02:00arn unday's Schedule
_|Monday 10:00am 11:59pm
| Tuesday 12:00arm 02:00arn Monday's Schedule
Tuesday 10:00am 11:59pm
wdednesday 12:00arm 02:00arn Tuesday's Schedule
_|wednesday 10:00am 11:59pm
| Thursday 12:00arm 02:00arn wWednesday's Schedule
_|Thursday 10:00am 11:59pm
__|Friday 12:00arm 02:00arn Thurzday's Schedule
_|Friday 10:00am 11:59pm
_|Saturday 12:00am 02:00am Fridays' Schedule
_|Saturday 10:00arm 11:59pm
_|Sunday 12:00am 02:00am Saturday's Scheduls

*Note: See above image:

The Sunday schedule goes from 10:00am to 2:00am. In order to achieve this, a Sunday was added that
goes from 10:00am to 11:59pm. Then a schedule is added below that is for Monday that goes from
12:00am to 2:00am. A note was placed next to it to show that the Monday schedule from 12am to 2am is
really part of Sunday's schedule. This note is not necessary, but is useful to remind someone of how the
schedule is set up.

11.1.2 Copy Schedule Records

1
‘\r)Under the General section click on Schedules. Select the System
Schedules tab.

- Copy Schedule Days/Times -

To copy one or more records press and hold Ctrl key on your keyboard and click the grid on the
left of the day(s) you wish to copy (this way you specify that this is the record to be coped). See
image:

|Star
120
03:C
120
03:C

4= Currently selected record
» - Record to be copied

* - Multiple selected records

After you have selected records you wish to copy click the "Copy Records" button under Schedule
Day/Times. See image below:
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Schedule Day,/Times
d:EDpy Fecords ) Paste Records | | % Add = [elste - - # Undo |

Then in the Schedules part of the screen highlight the schedule name you wish to copy the
selected records to and click "Paste Records" button under Schedule Day/Times. See image:

Schedule Day,/ Times
| Copy Recards © Paste Hecurdsj)l & Add = Delete -7 C # Unde |

g Tip: You can copy multiple items at one time by holding down the CTRL key as you select them.
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11.2 Employee Schedule Setup Tab

1
‘\r)Under the General section click on Scheduling. Select the Employee

Schedule Setup tab.

139

Employee Schedule Setup

Here you specify how you want your employee schedule to be set up.

Employee Schedule Setup

Week startz on | Monday
Employes weekly max total hours

Schedule Intervalz

|

40 : (0] bor dizable the warking

"" Warning, changing the interval on an
7330 Min eziziting schedule will affect your

times, meaning your times will be

rounded to the closest minute interval

%) B0 Min selected.

Week starts on:

Select the start day of the week you prefer from the drop-down menu.

*Note: Most restaurants prefer to start their day on Sunday.

Employee weekly max total hours:

Specify the maximum total hours a week for your employees.
If an employee reaches their maximum weekly hours, a warning dialog will be displayed to notify them.
0 value disables the warning and no maximum weekly hours are set.

- Schedule Intervals -

30 Min

If this option is selected, the time grid in the employee scheduling
has 30 minutes appended to each hour.

Example:

*Note: this setting takes up more screen space.
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60 Min If this option is selected, the time grid in the employee scheduling
increases by 1 hour.
Example:
1:00 PM
2:00 PM
3:00 PM etc
**WARNING* *

Once you have employee schedule times all set in the BackOffice and you later decide to change
schedule intervals, your times will be affected; the system will round your times to the closest

minute interval selected.
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1
\V)Under the General section click on Scheduling. Select the Employee
Scheduling tab.

Employee Scheduling

In the Employee Scheduling you see a grid of the week with dates and times. Dates at the top
and times on the left side.

Syztem Schedules ] Employee Schedule Setup .Job Scheduling ]

+ O & RO Select Emplayse | B/ZEB200 v
-0 wk hrs { cost: $0.00
< Ohs/$000 | Ohes/$000  Ohs/$000 | Ohrs/$000  Ohes/$000 Ohs/$000 | Ohs/$000 | o
bon B/28/2010 Tus B/29/2010 wed B/30/2010 Thu 7/1/2000 Fii 74242010 Sat 74342010 syn7aatemn | T
dates
—‘= ;
times

Step 1.

: - E
Click on Select Employee button at the top [12) Select Employee |

They are grouped by job or name (you can switch between the groupings by pressing the buttons
at the top); click the plus signs to show all employees in the group.
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Search by last name b first name | | [ Group by Mame ] [ Group by Jobs ]

Job I

First Namne | Lazt Mame | Uszer ID | Last First

| Job: Driver
#| Jab; Server Dinrer
= Job: Server Lunch

Ok i[ E_._ar‘u:el ]

Step 2. Select an employee whom you are creating this schedule for and click Ok.

*Note: Only Employees who have scheduling enabled will show up in the list of employees to
choose from. To enable an employee to be scheduled, go to the Employees area in BackOffice,
select an employee, then go to the Scheduling tab for that employee. Put a check mark in the

"Scheduling Enabled" option.

- Add Schedule Item -

Step 1. Click the 4 sign button at the top left to add a schedule item.

Step 2. Next you fill out fields in the Schedule Entry screen that shows up
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Schedule Entry

Employee  Appel, Juzstin
Job | Server Lunch [

Deszcription

Start Time | 5/24/2004

4

End Time | 5/24/2004

(<»

Schedule Type
(52 work Time

2 Off Time

[ ]wieekly recuring schedule

J00004M (5]

5:00:00 PM |

4

143

[ Ok l [ Cancel

Employee You've already selected which employee you are creating this
schedule for by clicking the Select Employee button, so this
employee's name is displayed here.

Job Employee may have more than one job assigned to them so
make sure to specify from the drop-down menu which of their
jobs this schedule is for.

Description Enter a description of the schedule for an easy reference
later. (Optional.)

Start Time Specify the start date and time of the schedule.

End Time Specify the end date and time of the schedule.

Schedule Type Select whether it is a work time or an off time.

Weekly recurring If this option is checked the schedule will repeat weekly. You

schedule don't have to manually copy and paste the same schedule
from one week to the other ones. This is good if you know a
certain employee can never work on Tuesdays, for example.
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You can also create schedules by clicking and dragging the mouse on the grid from the start time
to the end time under the specific date column.

Example: Let's say you've decided to create a schedule for an employee on 11/15/2004 from 9:00 AM
to 5:00 PM.

Step 1.

Under the selected date column (11/15/2004) you left click and hold with your mouse the
field/cell on the selected start time (9:00 AM) and drag the mouse down until you reach the
selected end time (5:00 PM). You see the fields from 9:00 AM to 5:00 PM get highlighted
according to your dragging selection.

Appel. Justin - 0 wk hrs | cost: 50.00

| Ohs/$000 | Ohs/$000 | Ohis/d
| Mon11/15/2004 | Tue 11/16/2004 | wed 11/1

11 00 A
12 0OF .f

2. Now right click with your mouse in that highlighted area.

3. Next you fill out fields in the Schedule Entry screen that shows up. Since you already
automatically specified date, start and end times of the employee schedule while dragging the
mouse through the time fields, you will only need to fill out Job, Description (optional) and
Schedule Type fields, and if applicable the Weekly recurring schedule checkbox. Refer back to
Add Schedule above for a detailed description of each option.
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Appel, Justin - 0 wk hrs { cost: $0.00

g

000 AR

1 00 AR

*Note: If a down pointing arrow shows up in the schedule box it means that the schedule extends from
one day to the next (example: from 11/15/2004 at 8:00 PM to 11/16/2004 at 3:00 AM).

| Ohs/$000 |

Ohrs /$0.00 | Ohes/$000 |

145

| Mon 11415/2004 | T

!

Schedule Entry

Employee | Appel, Justin
Job | Server Lunch

Description

Start Time | 11/15/2004 %

| S00004M (5]

End Time | 11/15/2004 |3

Schedule Type
&) Work Time

3 0 Time

[ ]weekly recuning schedule

[ ()3 ] | Cancel
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11.4 Job Scheduling Tab

1
‘\r)Under the General section click on Scheduling. Select the Job Scheduling
tab.

Job Scheduling

Job Scheduling has the same concept as the Employee Scheduling and works exactly the same
when creating a schedule by the job. But instead of the Select Employee button at the top we
have a Filter Job(s) button, and the grid is a little different.

-

System Schedules 1 Employee Schedule Setup ] Emploves Schedulind, Job Scheduling

tRE& (2] Fiter Jobis) | [ 7702008 ]
@ @ FH4R2002 7 R2002
PreviNest Week o1 2 3 45 6 7 2 39 W01 1”1 2 3 4 5 6 7 & 9 W@\ 1 2
B:00 &0 - 1200,
. Server 1 Server Lunch
B hred$12.78
i o R e i
B:00 PM 7/1472...
Appel. Justin Server Lunch
B hrz/$72.00
Fo e e s
12:00 PM - E:00...
Backer. Jenna Server Lunch
. |
3|
741472008 |7/15/2008 | 741642008 |7417/2002 |7118/2002 |7.19/2008 |
| 18hrs/$84.78  Ohrs/$0.00 OhrsA$0.00 Ohrs/$0.00 Ohrs/$0.00 OhrsA$0.00

- Filter Jobs Button -

Clicking the Filter Job(s) button allows you to select only those jobs you wish to create schedules
for and/or view schedules of. In other words, only the jobs you select are displayed in the grid.

- The Grid -

Both the dates and the times are at the top of the grid. The time is displayed from AM (left) to PM
(right).
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Part 12 Item Builder

1
\\r)Under the General section click on Item Builder to open the Menu Builder
screen.

Item Builder

General M

€t Company[Regisk,
L System

afa Crder Funckions
é,—'. E!'nplnyges

L¥) Time Edikor

Cuskomers
iy Cobe ke o

HH| Seating/Zones
L Lowalty

#¥ Hostess

o= SoftTouch Msgs

Item Builder includes the following::

1. Departments

2. Menu & Rule Builder

3. Smart Rules

4. Menu Categories

5. [tem Maintenance
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12.1 Departments

1
\r)Under the General section click on Item Builder. Select the Departments
tab.

Departments includes the following:

1. Departments
2. Copying Items

3. Deleting Items
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1
\r)Under the General section click on Item Builder. Select the Departments

tab to open the Departments Setup screen.

Departments:

You always need to create a Super Department first that will hold your Department(s), which

will then hold the Families.

Example: tree view structure of the Departments is illustrated below to help you.

® Super Department

/\

@® Department ® Department

/N /N

- Super Departments -

Departments - Liquor <= Shows what super department is selected -

Super Dept. £ -_ I}_,_:j:i-z? Departments + = \MQ'EE
' |Name ]T_I,Ipe I A |Name |
Beverage |P|Beer
Food | |Liquar
Beverage [E]] |wine
erchandize
(i)
Families i-_li_;ug_l_,lﬁn.ein:-l.s IPaSt_EFE;:IrdS -|‘-t- -
|Famil_l,l name Real Time Pricing | Type |Di$al:ule Loyalty F'Dints| Semving Minutes| Jpzel
| M| Diomestic Beer Feal Time Pricing [
Diraft Beer Feal Time Pricing [ m
Imported Beer Feal Time Pricing {5 [

Step 1.

To create a Super Department click on the * #dd sign located within the same line as the name
Super Department and type in the name you would like to give the Super Department. There are
usually three to four category names added to this section, but (as shown in the example above)
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you can have as many categories as you would like.

Example:
The main categories usually used for Super Departments are:
1. Food (food)
2. Beverages (non-alcoholic drinks)

3. Liquor (alcohol items; beer, wine, etc.)
4. Merchandise (t-shirts, mugs, etc.)

The name of the Super Department is what will be displayed on-screen in the check display area
of SoftTouch.

Example: (see image below):

#Y10 - Guesk: 1

Table #1
1 Minestrone £3.60
1 T-Bone Steak £12.50

Medium Rare

o
B
o
=

1 hakers fihark 54,80

59.95

Lo2o Rat St

*Note: These Super Departments allow you to give discounts to certain categories without
affecting the other categories

Example: A discount on all food items that won't give a discount to liquor and merchandise
as well.

(See Financial->Adjustments for more information about setting up discounts.)

Step 2.

Super Departments must have a Type assigned to them. There are only three types: Food,
Beverage, and Merchandise. Use the drop down under Type to select the correct type.

*Note: Assigning "Beverage" as the type will allow it to be used for the POS button named Reorder
1st order, which allows a server to order a second, third, or fourth round of drinks that's the same as
the first without also reordering, say, an order of chicken wings they ordered with it (discussed in the
SoftTouch POS manual).

You can also customize your remote printer tickets based off the Type assigned to a Super
Department. (For more information on setting up printing, see Printers/Coursing.)

Step 3.

Click the ¥ Save  button to save it. To delete a Super Department click the = button.

*Note: Once a super department has sales history tied to it through the family and department, it
cannot be deleted.

- Departments -

Departments' categories are needed by accountants and/or bookkeepers for report purposes.
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Departments

Super Dept, 'y -
|Name Type

Beverage Beverage
| |Food Faod
| M Liquor Eeverage

Merchandize kMerchandize

These three departments are part of the
Liguor Super Department

Step 1.

The Departments are linked to the Super Departments. To add a Department, make sure you
have the correct Super Department highlighted before you begin.

Step 2.

Once you are ready to add a Department, click the ¥ #dd button to add it, and type a name
under Name.

You can have as many Departments as you would like listed under the Super Department
highlighted and/or you can name your Department with the same name you used for your Super
Department.

Examples:
The super department of Beer could have a department named Beer.

The super department of Merchandise could have Retail and Rentals as the departments.

Step 3.

Click the ¥ Save button to save it. To delete a Department click the ~  button.

*Note: Once a Department has sales history tied to it through the family, you cannot delete the
Department.

- Families -

Every item in the menu must be tied to a family for report purposes. Here we will create families;
information about tying individual items to families will be given under Menu Builder
Tab->Items->Assign Family....
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Item Builder - Soups ‘

Departments I tenu & Rule Bulder | Smart Rules | i enu Categories | Item M aintenance ]

Click here to create default Super Department and Departments Create defaults

Super Dept. o = 5@ Departments +
|Name Type I - |Name |
Mon Alcohal Bey Fiood ¥ Focd |
¥ Food Food
Liguar Beverage
Merchandize terchandize
Fool Tables Merchandize
Farilies Copy Records || Paste Records | +
Farnily narme Fieal Time Pricing | Type |Disable Laowalty Pointsl Serving Minute&| Upzel |Di$able WAT
| Appetizers Real Time Pricing 2. Appetizers =] I I
_|Desserts Real Time Pricing 4. Desserts Il I I
_|Entrees Real Time Pricing 3. Entree L] N N
_|Food Family Real Time Pricing ] [ [
_|Pizza Real Time Pricing 3. Entree L] I I
_|Salads Real Time Pricing 3. Enbiee I I I
| Sandwiches Real Time Pricing 3. Entiee I I I
| Sides Real Time Pricing 3. Entiee I I I
M Soups Fieal Time Pricing 12050 -] B B
Step 1.

Families are linked to departments, which are linked to super departments. Make sure you have
the correct super department and department selected.

Step 2.

Once you are ready to add a family, click the *#dd to add it, and type in the name under Family
name.

Typical Families might include Appetizers, Entrees, and Deserts if you're in the food department,
or Vodka, Gin, Rum, Red Wine, and White Wine if you're in the liquor department.

Step 3.
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Each Family has several options; see below for descriptions:

Families E.l:op_l,l Hecord-sj iF";te Heco@s_:

|Fami|_l,l name Real Time Pricing [Type |Dizable Loyalty Points] Serving Minutes|Upsel |-D|sable Wil

ﬂ Beer

Real Time Pricing

The Drop Down menu gives you two options:

1. Real Time Pricing: SoftTouch overrides the price according to
the schedule and system's current time.

Example:
4:00pm-7:00pm Budweiser is $1.50
7:00pm-12:00am Budweiser is $3.00

So if Sam orders a Budweiser at 5:00pm he pays $1.50. Then if he re-orders
it 6:00pm he still pays $1.50, but if he orders it again at 8:00pm he has to
pay $3.00

*Note:This is useful for re-ordering when you have schedules setup (we will
talk about schedules later or you can learn about them now by going under
General section->Scheduling.)

2. No Real Time Pricing: If the Family is set with No Real Time
Pricing, SoftTouch will not override the price depending on current
time.

Example:
Early Bird price is available for any check opened under Early Bird schedule
until the check is cashed out.

**IMPORTANT**

Liquor should always be under Real Time Pricing. Food
should be under No Real Time Pricing.

Type

The drop down menu lets you assign a type to the family from one of
four options:

1. Beverages
2. Appetizers
3. Entrees

4. Desserts

There is a "Switch View" button in SoftTouch which enables you to
see what course each table is currently on. In order for this to work,
you MUST assign a type to each family.

*Note: If a family doesn't exactly match one of the 4 types, you can
leave this field empty for that family.

**IMPORTANT**

All drinks must have "Beverage" set as the Type for
both the Super Department and the Family in order for
them to work with the Reorder 1st Order button (orders
a second, third, or fourth round of drinks that's the
same as the first) and the Beverage Count to Seat Count
feature.
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Type

The drop down menu lets you assign a type to the family from one of
four options:

1. Beverages
2. Appetizers
3. Entrees

4. Desserts

There is a "Switch View" button in SoftTouch which enables you to
see what course each table is currently on. In order for this to work,
you MUST assign a type to each family.

*Note: If a family doesn't exactly match one of the 4 types, you can
leave this field empty for that family.

**IMPORTANT**

All drinks must have "Beverage" set as the Type for
both the Super Department and the Family in order for
them to work with the Reorder 1st Order button (orders
a second, third, or fourth round of drinks that's the
same as the first) and the Beverage Count to Seat Count
feature.

Disable Loyalty
Points

If there are certain Families that should not be included in Loyalty
calculations, such as Liquor or other alcoholic beverages, then put a
check mark in the box for "Disable Loyalty Points" for that particular
family.

Serving Minutes

Used in conjunction with the "Is food served" alert in the pager and
alerts system. The "Is Food Served" alert must have the "Use family
serving times" option enabled. (See more information about setting up

pagers and alerts under Hardware->Pager/Alerts.)

Example: If you put in 20 minutes for the Serving Minutes on the Pizza
family, and the "Is food served" alert is active with the "use family serving
times" enabled, then an alert will be sent to the server's or manager's pager
if the food hasn't been served 20 minutes from when it was added to the
check.

*Note: A barcode scanner must be set up in the kitchen which will scan a
barcode on the ticket which will in turn send a page to the server to tell
them to pick up the food. Once the server picks up the food, they can scan
a second barcode on the ticket to mark the food as served.

Upsell

If this is checked, the family will be shown in the Upsell display. The
Upsell display is shown by manually clicking the "Upsell Display"
button while taking an order in SoftTouch.

*Note: The Upsell display can be displayed automatically when
sending a check. To enable this, go to the Stations area in BackOffice
(under Hardware) and then to the Options tab. With the correct
station selected, put a check mark in the "Display Upsells" option
box. The SoftTouch POS manual explains how to have it displayed
manually.
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Disable VAT If this option is checked, if any item from this family is added to a
check in any mode (Bar, Dining, Delivery, etc.), the VAT will be
automatically disabled for all items on the check.

Example: Some states allow you to use VAT on liquor items in the bar, but
as soon as food is added to the check, then the whole check must use
regular add-on tax. In this scenario, you would put a check mark in the
"Disable VAT" option for all the food families, and leave it unchecked on all
the liquor families.

Step 4.

Click the ¥ Save button to save it. To delete a family click the — button.

*Note: Once a family has sales history tied to it, you cannot delete the family.

*Note: If you later decide to change the name of a Super Department, Department, or Family just
highlight its name first by clicking on it and then type in the new name over the selection and save it.

12.1.2 Copying Items

1
‘\r)Under the General section click on Item Builder. Select the Departments
tab to open the Departments Setup screen.
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You can easily copy Family items between Departments or a Super Departments.
-Copy Item(s) -

To copy a Family item simply highlight it first and then click Copy Records button. See image

below:

Super Dept. + n Departments +
M ame Type |i | Mame
Beer Food Beer
Drririke Food M| Liquor
Food Food Wine

| Liquor Eeverage
Merchandize Merchandise E |
Pizza Food =
Rentals Merchandize
ExAMPLE Foaod

vl

Families Copy Records |JPazte Records
Family name Real Time Pricing Type
Bourban Real Time F'riu:in__g

>{Brandy |Freal Time Pricing
Cocktails Fieal Time Pricing
[qir Rral Time Pricinn

Next, highlight the Super Department and then the Department where you want to place the
copied item to and click Paste Records button. See image:

Super Dept. + u Departments Lo
Mame Tupe || Mame

Beer Food P] Department |
| Crririkz Food

Food Food

Ligquuor Beverage

Merchandise Merchandize =

Pizza Food -

Rentals Merchandize

ExAMPLE Food

se)

Families | Copy Hecnrds _

Family name Fieal Time Pricing Type

Beer

Yodka
¥ Eirandy Fieal Time Pricing

JTip: You can copy multiple families at one time by holding down the CTRL key as you select the families.
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12.1.3 Deleting Departments

1
\)Under the General section click on Item Builder. Select the Departments

tab to open the Departments Setup screen.

159

Delete Departments:

If you wish to delete a Super Department, Department or a Family highlight it first by clicking on

its name and then click the

sign in the appropriate section of the screen (Family, Department
or Super Department depending which one you want to delete). A confirmation dialog will show
up asking if you really want to delete item. Click yes. See image:

Super Dept. L 3 Departments
M ame Type i M ame
Beer Food M| ExAMPLE
Dirinke 2 Food
Food Food
Liquor Beverage
kMerchandize Merchandize = |
Fizza Food =
Fentals Merchandise
PExaMPLE Food
(e T =
Confirm
Families [ Copy Becords | Past) ¢ | Delete recard?
! €
Family name 0 Type
B EtMPLET
EXAMPLEZ |_,E’E,_,I [ cancel |
ExAMPLE 3

J Explanation to what the action of each button is.

add
delete save

undo
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12.2 Menu Builder Tab

1
\r)Under the General section click on Item Builder. Select Menu & Rule
Builder tab.

Menu & Rule Builder Tab

Before you start building items and menus you must first setup:

1. Printers

Note: Instructions for setting up the printer hardware is in the Complete Setup Guide. But click the
link above for instructions on setting up printers in BackOffice.

2. Tax Table

3. Departments

The Menu Builder explanation includes the following:
1. Command Bar

2. Modifiers

About Modifiers

Create Modifiers

Rename Modifiers

Assign Family to Modifiers

Attach Price to Modifiers

Customize the Button of Modifiers

e Duplicate Modifier Groups

3. Links

e Create Links
e Rename Links

e Adding Modifiers to Modifiers

e Link Modifier to Modifier

4. Items

e Create Menu Items

¢ Rename Menu Items

e Assign Family, Attach Price, Customize Button, Assign Adjustments




Version 6.1.16

Special Pricing

Add Modifiers to Items

Set Properties and Organize

Copy Modifiers from Item to Item

161

Duplicate Item Groups

5. Sizing the Grid

6. Making Menus from Item Groups

7. Main Menus
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12.2.1 Command Bar

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Listed in this section is the Command Bar.

Command Bar
The Command Bar is the group of options listed at the top of the Menu Builder Tab.

Item Builder =l

_Departments _Menu & Aule Builder | Smart Rules | Menu Categories | Item Maintenance | Command Bar

AT R IR PR EEE T EEEEEY
Items | Main Menus ]

Links Button properties

- Above Buttons Explained - Left to Right -

These are in order from left to right. In BackOffice you can also see the names of the buttons by holding
your mouse cursor over them without clicking (the name will appear after a moment).

Expand All Nodes If you are in Modifiers, Items, or Links, clicking on this will expand
all the groups.

Collapse All Nodes If you are in Modifiers, Items, or Links, clicking on this will collapse
all the items so all you will see is the top group in the hierarchy.

Add a Modifier 1. Within the Modifier section, click on the Modifier Builder, and
Group now you can click this button to add a new Modifier group. Once
you have named the modifier group you then have the option to
start building modifiers under the group. You can immediately add
a price to the modifier in this section. When you are done adding
modifiers click the cancel button.

2. If you are within the Items or Links tabs you can use this button
to add a modifier group you've already created to an item, item
group, or linke group.

*Note: This is explained in further detail here.
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Add an Item
Group

1. Within the Items section, click on the Item Builder, and now you
can click this button to add a new Item group. Once you have
named the item group you then have the option to start building
items for the group. Under the item group builder you have the
options to either create new items or you can select existing items
that are currently under another item group to copy properties
from.

2. If you are copying the properties of another item, you have the
option of copying not just the item but also the item's modifiers
and/or links by checking on the "Yes copy modifiers and Links"
option at the bottom of the pop up window. You must type in an
item name for this to work.

3. Within the Links section, you can add Item groups to Link
groups. Link groups can also have individual items added to them.

*Note: This is explained in further detail here.

Add a Link Group

1. If you have selected the Link Builder within the Links section,
you can click this button to add a new Link group. After you have
added the Link group, you can add modifier groups, item groups, or
even other link groups.

2. You can create a new item or new modifier under the Link group.

*Note: This is explained in further detail here.

Add an Item

1. You can add an item to an Item Group within the Item Builder or
to Link groups within the Link Builder.

2. You can create an item and then tie a link group, item group,
and/or a modifier group to that item to use as modifiers.

3. You cannot add an item to a modifier group.

*Note: This is explained in further detail here.

Add a Modifier

1. You can add a Modifier to a modifier group, item group, or link
group.

2. You can copy an existing modifier under an item, item group,
and/or link group.

3. You cannot add a modifier to a modifier.
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Open node from
Disk

This option lets you import a pre-saved Menu into the system.
In order to load a menu the sales history has to be cleared.

Note: The menu must be placed saved within the C drive - either in the
Softtouch folder, in it's own folder, or on the C drive with its own folder.
You cannot place the menu on the desktop or within the My Documents
folders and upload it. The menu must be a zipped file in order for it to
load.

**Warning**: The Menu you load has to be on the same version of
SoftTouch that your system is on.

Save Node do Disk

Saves the entire menu to disk. You can specify where you would
like the menu to be saved and give it any name you would like.

Cut Node(s)

Lets you select a group or node within a group and cut the node
and/or group. If you cut a Group node everything listed under will
also be cut and remain tied to the group node. If you cut just a
node anything tied to the node (such as an item) will remain tied to
the node.

Example: Works like cut and paste. You can use this to cut the
ketchup modifier from the "Burger mods" group and paste it to the
"French fry mods" group.

Copy Node(s)

Lets you select a group or node in a group and copy the node or
group. If you copy a Group or a node anything listed under it will
be preserved.

Paste Nodes

1. Lets you paste a node you have copied and/or cut. This will
paste everything tied under the node as well.

2. If you have only selected one node to be pasted you will be
asked Do you wish to add a new item from this copy? You can
choose Yes, No, or Cancel. If you choose yes, nothing will be tied
to the new node - no family, no price, no print groups, etc. If you
choose no, everything will be tied - printers, taxes, prices, all the
names you gave the buttons, printing, etc. In essence, choosing
No will create a copy of the same item into another group, so the
same item is now in two places.
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Duplicate Selected
Items

Select a Modifier Group, Item Group, or Link Group. Choose the
Duplicate Selected Items option. The below image is what you will
see.

P )

Duplicate

i Itemtadifier MName

Replace |5mal

Witk ]Large

~ Button Text

with |

= Print Mame

with |

- Receipt Mame

with |

Mew Mame ILarge Fizza Mods

[ Copy prices
v Copy tax
[v Copy printers

O LCancel

1. Item/Modifier Name: You can choose this option to replace any
modifier name you have with another name. This is used
subsequently with the either the Button Text, Print Name, Receipt
name, or the node's Name.

Example: Very useful for pizza mods. You can duplicate the Small Pizza
Mods and Replace the word "Small" with "Large." All new modifiers will be
created in the new group, but they will have the same names as they did
in the original group.

2. Button Text: Can be used in conjunction with the Replace option
listed under Item/Modifier Name area to Replace the button text
with a different name.

3. Print Name: The name that will print on the kitchen remote
printers.

4. Receipt Name: This will be what prints out on the check and
receipt for the guest.

5. New Name: You can rename the group a different name if you
don't want to just replace aspects of the name.

6. Copy prices, tax, or printers area: If you check any of these on
you can copy the prices, the tax, and or the printers assigned to
the iteme modifiere etc licted within the arotip volr are
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Node Updater

You can use the node updater on several modifier or item nodes
you have selected or just one.

Tip: You can select multiple items or modifiers using the SHIFT or CTRL
keys as you click on the items (within one group at a time, not across
multiple groups). You can also simply select a group to update all the
items or modifiers within it.

*Note: If you are changing the price on different nodes just make sure the
nodes you have selected are the ones you want to be on the price you are

changing it to unless you are just adding a new price and leaving the price
that already exists.

Updater

Step 1. Select update method
Caption
Update existing and add if none exists. LJ

Step 2. Update which items

[ Update price I Update tax [ Update buttan colar
[ Update family [ Update printer [ Update button font
[ Update price ad. [ Update categaoriesz I Update [tem

Step 3. Set item properties
Frice lF'rinter] Tan ] Families] Buttnns] .ﬁ.diustments] Eateguries] [tem |

Mew Price Pricrity |0 ¥ Adustment +2-
Order Type ].-’-\-.II Orders j
Price Schedule

Schedule Name
Al Day Schedule2
Boat Rentals

| Delivery Charge 1
| Delivery Charge 2
| Dallar Damestic
Ent L

[

Ok

Step 1: Lets you choose how you want to update the node you
have selected. There are there options in the drop down section
that are user friendly and self-explanatory.

Step 2: Choose the area(s) of the node you would like the update
to affect by placing a check mark in the blank box(es).

Step 3: Set the changes you would like to make. Note that
additional options are displayed across the different tabs. Changes
will only affect the categories you selected in step 2.
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Rename Node

Lets you rename a group or a node within a group.

*Note: If you rename an Item or Modifier that is located in multiple
groups, the name will change in all places.

Sort Node Sorts the nodes you have selected alphabetically from A to Z.
If you cannot find a node or item you can select this button and
Find... typing in what you think the node has in its name (anywhere in its

name) to search for it.

Find Next...

If you have used the "find" option you can then use this option to
keep searching through the finds for the sub-string you have
searched. It will continue to highlight items until it cannot find
anymore matches, at which time you will get a message saying
"search string: sub not found."

Delete Node

Deletes highlighted items, modifiers, links, or groups (nodes).

*Note: If you delete a modifier group, you must also remember to delete
it from any items it may be attached to.

Clear all Menus

This will clear the entire menu. This means the menu will be gone,
completely gone. No menu, no menu tied to a station, no
Items/Stock anymore. Nothing.

**Warning**: Do not use this unless absolutely necessary. The only
time this should be used is if you need to re-program an entirely new
menu with all different items.

Copy all Items into
this Link Node

Copies all items into highlighted link groups.

*Note: Used only for Online menu creation. Do not use for other
purposes.

Move Node Up

Lets you move the selected node up one.

Works when you have selected a modifier, an item, a modifier
group, an item group or a link group underneath the Modifier
Builder, Item Builder, or Link Builder.

*Note: If you right click on the item this option is also listed.

Move Node Down

Lets you move the selected node down one.

Works when you have selected a modifier, an item, a modifier
group, an item group or a link group underneath the Modifier
Builder, Item Builder, or Link Builder.

*Note: If you right click on the item this option is also listed.
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Move Node to Top
of List

Lets you move the selected node to the top of the list.

Works when you have selected a modifier, an item, a modifier
group, an item group or a link group underneath the Modifier
Builder, Item Builder, or Link Builder.

*Note: If you right click on the item this option is also listed.

Move Node to
Bottom of List

Lets you move the selected node to the bottom of the list.
Works when you have selected a modifier, an item, a modifier
group, an item group or a link group underneath the Modifier
Builder, Item Builder, or Link Builder.

*Note: If you right click on the item this option is also listed.

Spell Check

Word must be installed on the computer in order to use this spell
check feature because it uses Word's spell check engine.

**Warning**: Do not try to use this option unless you have Word
installed on the machine.

Set Default Button
Color Scheme

This option will set the color for the node(s) you have selected to
the default blue color used for SoftTouch.

Copy Button Color
Scheme

1. You can select a Modifier, Modifier Group, Item, Item Group, or
Link Group (basically anything in the menu) and copy the color
scheme of the object you have selected.

Example: If I select a Modifier Group and copy its color scheme that I
then paste the button color scheme onto another Modifier Group, nothing
within the group's color schemes will be affected, only the group node.

2. If you have selected an item or modifier node that you pasted
under a different area as a copy of the and you choose to not add a
new item/modifier from the copy and you go to change the button
colors on one of the items, the other item will not be affected.

Example: Select the Coke item under Beverages in the Items section and
change the color to red. Copy the Coke item and paste it into any link
group. Go back to the original coke item listed in the beverages item
group and change the color to green. Now look at the color scheme of the
coke item under the link group, you will see it stays red.

*Note: It will only copy the color scheme for the actual node selected and
if you have pictures placed on the node's button that you are copying, the
pictures will not be copied with the color scheme to the other node; you
would have to load the picture separately.
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Paste Button Color

You can paste a color scheme you have copied from any node or

Scheme node's group onto any other node or node group. It will only affect
the node you have selected.
*Note: See "Copy Button Color Scheme" examples (above) for details.
800 Lets you see how the button configurations and colors will look on
an 800x600 screen resolution.
*Note: This is just for testing button colors, setup, display, etc. This does
not upload the menu with the proper buttons for you.
1024 Lets you see how the button configurations and colors will look on a

1024x768 screen resolution.

*Note: This is just for testing button colors, setup, display, etc. This does
not upload the menu with the proper buttons for you.

Update Stations

Lets you do a menu update while you are live so you do not have to
restart all the POS stations.

*Note: This only updates any menu changes you make. If you change any
other settings not in the Menu Builder section in SoftTouch you will want to
restart the POS for the changes to take effect.

12.2.2 Modifiers

1
\r)Under the General section click on Item Builder. Select the Menu & Rule

Builder tab. Select the Modifiers button.

- Modifiers -

- 4|

ltems

Builder
|tem

“TgAdd Mods

- g Add[No Proscuito

I fgadd2 Mods

o Baked Potato Mods
£ Bed and Side Pasta
£ Bourbon Upcharges
| g Brandy Upcharges
| g Bread Mods

| g Burger Mods

[F--[F]--[F] [ [ [ [

e —

R

Links Main Menus

Everything on the screen below is what is listed for a modifier group. The biggest thing to pay
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attention to on this screen that is different from Items and Links sections is the option to Skip in
Bar Mode.

Skip in Bar Mode lets you create a modifier group for things such as liquor and have that

modifier group available for servers to select from but hides the modifier group from the
bartenders.

Button properties _-
Buttor Text  Font.. | Color

Liquar b odz

Internal image... [~ Hide Button

Liquaor Mods

I
Cuztom image... ]
|

Clear button image

_Group properties

Fows[6 2] Colmns [6 2](_W Bkipin bar made

P‘_f‘ge Nanmes The "Skip in Bar Mode" option
Liguor Mods allows servers finging up in the
Peties Dining mode to see the

Page 3 ; o
Page 4 maodifiers, but Bartenders ringing
Page 5 an arder in the Bar mode will not
Page B be bothered with these modifiers.

“ery useful for Liguor Mods.
Group Dizplay Mame

_Gru:uup Drezcription

Modifiers explanation includes the following:

1. About Modifiers

2. Create Modifiers

3. Rename Modifiers

4. Assign Family to Modifiers

5. Attach Price to Modifiers

6. Customize the Button of Modifiers

7. Duplicate Modifier Groups
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1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Modifiers button.

About Modifiers

- 4| &

ltems

Builder
|tem

BN Modifier Builder -

- g Add Mods
] ?ﬁhddmu Proscuito
] r5‘@31‘.11‘.12 Mods

] r;‘EIirﬂafJ Mods
] r;él!.ungver Mods

B B e e S e A R e R

g Baked Potato Mods
?ﬁﬂeﬂ and Side Pasta
?ﬁ Bourbon Upcharges
] r;él!.ram.i'.r Upcharges

Links

36| % B

[+

enus

F Y

Step 1. You must set up the modifiers first before you can build the actual menu items.

Step 2. Modifiers are everything that you can add to, remove from, or replace on your items - in
other words, everything you can customize your items with.

Examples: The temperature of a steak, the kind of dressing for the salad, the toppings on a
pizza, extra pickles and no mayonnaise are all modifiers.

Step 3. In the SoftTouch System there are two types of modifiers: automatic and manual.

Automatic modifier

This is a group of options that automatically pops up when the
item is chosen in SoftTouch.

Example: When you choose a salad in SoftTouch a choice of
dressing can pop up automatically.

Manual modifier

These are choices that do not pop up automatically when an
item is chosen in SoftTouch. A Server needs to highlight the
item and press the Modify button in order for the modifiers to
show.

Example: Steak comes with Mushrooms and the customer requests
NO MUSHROOMS. A server would select the steak on a check in
SoftTouch, press the button to bring up the modifiers and choose No
Mushrooms.
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- Examples of Modifiers -

NO Modifiers For when a customer wants to exclude something that comes
with the ordered item.

ADD Madifiers When a customer wants to add something that does not come
with the ordered item. ADD Modifiers can be set to have an
additional price on top of the item.

XTRA Modifiers When a customer wants more of something that already comes
with the ordered item. XTRA Modifiers can be set to have an
additional price on top of the item, but might be a lower price
than an ADD modifier since this already comes with the menu
item and we are just adding some more of it.

Example: extra cheese or extra dressing.

SUBSTITUTE When a customer wants something else instead of what
Modifiers already comes with the ordered item. If restaurant allows
substitutions of this type then here is where you would enter
it. This modifiers can be set to have an additional price.

Example: Customer wants a side salad instead of fries.

INSTRUCTION When a customer makes a special request.
Modifiers
Example: Ordered item includes sauce and a customer has
requested sauce be put on the side. Other Instructions are Rush,
See Server, Do Not Make, etc.

- Manual Modifiers may be set up in two different ways -

One way is to set up groups for all menu items (for example: Filet, NY Steak etc.) You would
then go through each menu item and add all the possible NO, ADD, XTRA, SUBSTITUTE and
INSTRUCTION modifiers for each individual item on the menu. If the item comes with tomatoes
for example, then you must add NO TOMATOES modifier for this item. If there are 10 other items
with tomatoes then you must add NO TOMATOES for each of those items. This way of creating
modifiers is tedious and hard to maintain. If you want to add another No Modifier, NO CHEESE for
example, to a couple of menu items you would have to go to each individual group of each item
to add it.

Another way is to set up general groups for NO, ADD, XTRA, SUBSTITUTE and INSTRUCTION
modifiers. You would then add all the possible No Modifiers for all items on the menu into the NO
group, all the possible Add Modifiers into the ADD group, all Xtra Modifiers into the XTRA group
etc. Those general groups would be tied to all the menu items and the Servers can pick the
modifiers they want out of these general groups.

There might appear, for example, a No Mushrooms modifier for a certain menu item that does not
have mushrooms to begin with, but the Server would simply not pick No Mushrooms for this item.
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This way of creating modifiers is far faster and easier to maintain. If you want to add another No
Modifier all you have to do is add it once into the general NO Modifier group and it will be
available to all the other items that may also use this No Modifier.

Always create groups for your modifiers. You will then add all the modifiers from the entire menu
into the appropriate groups.

- Few examples of Modifier Groups and Modifiers -

Modifier Group Dressings Pasta Choice
Modifiers House Linguini
Creamy Spaghetti
Bleu Cheese Angel Hair
Ranch Rigatoni
Honey Mustard Penne
French Gnocchi etc.
Caesar etc.
Pizza Toppings Meat Temperatures |Sauces
Pepperoni Rare Tomato
Sausage Medium Rare Marinara
Mushroom Medium Mushroom Sauce
Green Peppers Medium Well Meat Sauce
Hot Peppers Well Marsala Sauce etc.
Black Olives
Anchovies etc.

*¥*Warning**: Modifiers (yellow) can never be used to modify modifiers.

12.2.2.2Create Modifiers

1
\\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Modifiers button.

-Create Modifiers-
Step 1.

Click on the yellow button labeled Modifiers. See image below:

% | Hama®® | DL vE e
Builder Bul

[tem . I

+|- (ggPizza Tdgpings Bifion

+ E”END Mods .

+ 'Z5Add Mods Modifiers Yellow Button Modifi
Step 2.

Highlight the top category called Modifier Builder by clicking on it. See image:
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—- tF Modifier Builder

+ g Pizza Toppings Button

+ ’;"Emu Mods i

+- FpAdd Mods Modifi
Step 3.

When Modifier Builder is highlighted click on the Add Modifier Group icon (yellow block with label
M) See image:

- EHModifier Bulider
+- (g Pizza Topfings Euttiar
+ ggNoMods  Add Modifier Group icon ‘
+- FpAdd Mods Modifi
Step 4.

A small window will pop up asking for a New Modifier Group Name. If you want to start setting up
No Modifiers enter No Modifiers as a name. We have just created a Modifier Group. A dialog box
will appear that asks you if wish to start entering the names of the items that will fall in this
menu item group. To add modifiers to a group right away, just enter the item name and price (if
applicable), then press the Create button at the bottom of the dialog box. When you have
finished creating modifiers for this group, press the Cancel button at the bottom of the dialog box.

If you created the group and did not add modifiers to the group, or to add modifiers to an existing
group, highlight a modifier group by clicking on it. Then click on the Add Modifier icon (small
yellow M). See image:

R IET T O T Por
Builder Bu
[term I
—|- EH Modifier Builder

- r;’EPizza Toppings Buttan
+ ggNo Mods Add Modifier icon -
+- FpAdd Mods Modifi

Step 5.

A window will pop up asking to enter a Modifier name. Enter No Tomato for example and press
Create. We have just created a Modifier. The window will stay up after you create each modifier.
You can continue adding more modifiers and click Create each time. When you are finished
adding modifiers to the current modifier group, click the Cancel button.
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X

selection dialog

Step 1. Enter the modifier/item name Enter the modifier you want to add for 1%‘

“*No Mods"

Mame |Mo Tomato ‘_- Frice “\

1. Enter Modifier Name T T e
Step 2. Select the modifier/item to create this new item from (OPTIONAL)

All properties like price, ete... from thiz zelected item will be copied over to thiz new item.

[tem _ -
=g Modifier Builder
+ ?ﬁ Med Pizza Modz

+|- tgg Burger Mods 3. (OPTIONAL) Select to copy
+|- (g Add Mods the properties from an item

+|- g Dressing that has already been

+|- (gg Bread Mods created and choose the item
+- g Mo Mods to copy the properties from.
+ r;’1ﬁ><tra bods

+ ?ﬁ Instructions

+ ?ﬁ Substitue Sauces

+ ?ﬁ Substitute Pasta

ot

Eﬂﬁ Substitute Condirments :J

M - 0

Step 3. Assign modifiers/links to this new item

Enable thiz checkbox if pou wish to alzo copy the modifiers and links attached
ko thig item [only applicable b new items].

[ ‘Yes copumodiiers and linkz 4. Click Create.
{Click Cancel when finished adding modifiers)

Create Cancel

12.2.2.3Rename Modifiers

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Modifiers button.

- Rename Modifiers -

Step 1. Highlight either the Modifier Group or the Modifier that you wish to rename.
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Step 2. Click on the Rename Node icon. (Or right-click and select Rename Node.)
=4 BaEe 2?0 0 uEDe - s
|_ltems § Links

Button prog

Builder Button Ci
= .
-I-eEH Modifier Builder
+ ggPizza Toppings : Button Text
= Mo Mods Rename Node icon
= Mo Oregano =| M™odifier gr
= Mo Meat Rows 7 |
= Mo Cheese !
= No Riccotta Page Mames
1 Mo Sauce e
Step 3. Enter new name and click OK.

P O EE ™Y ey %' = esl 0wl A jx
| ttems | Links ' Button properties
Builder [ Button Color

-_item o - [ Lol N

= (BB Modifier Builder Mew Mame

+ r;’EPizza Toppings c
—| tggNo Mods Enter nevw name
=1 Mo Oregano Ma Mndd 1
= Mo Meat |
= Mo Cheese i
=1 Mo Riccotta [ Ok ] [ Lancel
= No Sauce =

Rl

Step 4. Change the button text to the same corresponding name. More information on
customizing buttons is provided shortly (see Customize the Button of Modifiers).




Version 6.1.16

177

12.2.2.4Assign Family to Modifiers

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Modifiers button.

- Assign Family to Modifiers -

After adding all the No Modifiers, you must double click the No Modifier Group or click the + sign
next to the No Modifier Group to expand it and you'll see all the modifiers you have just added.
You must now assign a family to each modifier that you have created. Remember you created
Families previously under Departments? For a reminder, see Item Builder->Departments.

Highlight the first "No Lettuce" modifier by clicking on it. On the right side of the screen, make
sure the Modifier tab at the bottom is selected and look at the fields under Modifier properties.
Click the drop-down menu in the Family field and all the families that you have previously created
will show up. Select the "Food Modifier" family. See image:

*Note: You can assign a family to multiple nodes amongst other things using the "node updater" (refer
back to Item Builder->Command Bar).

Now the "No Lettuce" modifier is completed:
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Button properties
Button Text  Font.. i Color

iNu:u Lettuce

Internal image. .. ] [~ Hide Button

Custom image... i

Clear button image i

Modifier properties

lterm # 10672 ¥ Active [ &6

kdodifier Mame !Nu:u Lettuce

Print Marme ]

Recept !

Farnily ||alal s i=E

Pricrity | Family narne -
; Dart Boardz
Wwieight !Desserts
Entrees

$0

sl h -
.;.:" pEms Food Farmily L

™ Page Break .-
Mode Dizplay  (Hats

iﬁll Modes Liguor Mods . 4

i | ;M Ddifier; Itern 4 Pricing A Print Groups 4 Recipe AT ax AAdiust. iRentals A Menu Details

*Note: The Print Name is what would be sent to the kitchen; the Receipt Name is what would print on
the check/receipt. You can name both whatever you want, or if you leave either of these fields blank then

the modifier or item name will print.

12.2.2.EAttach Price to Modifiers

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select Modifiers button.

- Attach Price to Modifiers -

Some modifiers may have a price attached to them (usually some ADD, XTRA and SUBSTITUTE

modifiers).

Highlight a modifier you want to attach a price to by clicking on it. On the right side of the screen
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at the very bottom you will see folder-like tabs. Click the Pricing tab. See image below:

' Madifier 4|t Pricing AFrint Groups /\Recipe 4 Tax i Adust. {Rentals {Menu Details 4 Stock /

*Note: When a modifier is selected, the only tabs you can open are Modifier, Pricing, Menu Details, and
Stock. Other information like tax will be the same as the item it's modifying.

You will now see Price Details fields right above the tabs. In the Amount field type in the price
for the modifier then in the Schedule field click the drop-down menu. All the schedules that you
have previously created will show up. (You can learn how to create schedules under
Scheduling->Add Schedule.) Select the All Day Schedule if you would like the modifier to have
that price all day long.

Price details

Arnont $1.00

per Ibloz for scales

Schedule |

Order Type

Al Day Schedule
Delivery Charge 1
Delivery Charge 2
Drallar D omestic:
Entertainment
Pool Table Day

Pricirity

r Options Paol Table Night
W Achive Price] =
v Default Price [¥ Hat Dizcountable
7 Owveride [# Lock Price

If it should be different prices during different schedules, use the Add button to create multiple
prices, selecting the schedule and filling out the pricing options for each (explained below). All
prices are shown under the Item pricing list.

You can also have different prices during the same schedule but for different order types
(takeout, delivery, etc., explained below).

To make changes to one of the prices, click on it under the Item pricing list to highlight it and
then edit the Price details below.

Item pricing list Duplicate

|.-‘-‘-.|:tive |.-i‘-.mu:uunt |F'ri|:|rit_l,l |S|:heu:|ule I -

Dl |

- Pricing Options -
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Price details

Amount $0.50
per Ibloz for scales
Schedule |4l Day Schedule |
Order Type | ﬂ
Priority | 1%
Ophions

W Active [+ Open Price
[ Default Price [+ Mot Dizcountable
[ Owerride [ Lock Price

*Note: The Default Price, Override, and Lock Price boxes are obsolete. They have been overtaken by

security items in the Security applet and also by the Priority here in the Pricing tab in Items & Stock.
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Order Type You can specify what order type you would like the pricing tied to. You
can select All Orders or pick one specific type.
Example: If you put the price to be only for Dining mode, the selected price
will only be reflected on a check created in Dining mode.

Active If the box is unchecked, the selected price will not be charged.

Open Price Enables you to put whatever price you would like on the item.

Not Sets up the node's price to not be affected by any

Discountable adjustments/discounts.

Priority Lets you choose which price should go into effect if the schedules of
any active prices overlap.
Example: If you have items that need a happy hour price of say $1.00
and then a regular (all day schedule) price of say $3.00, you need the
happy hour price to go into effect when both the happy hour and all
day schedules are overlapping. So the priority is what allows you to
choose which price goes into effect when you have overlapping
schedules. Set the happy hour price priority to 1 and all day schedule
price to 2. (Lower number - 1 - is first priority.)
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Amount is per
Ib/oz for scales

You have already typed in the price here in the Amount field.

Note, however, that if you are using scales/weight for the item it is
modifying then you would want to set the price amount as what the
item would cost per pound or ounce so when the item is weighed the
price can be calculated correctly.

To enable scales/weight for an item, click on that item (red), click on
the Item tab on the bottom right, and look for the Enable Scale field.
From that drop-down, select either Pounds (lbs) or Ounces (0z).

Example: Put the price at $1.00 and set the node up as a weighted node. This
means whenever this node is chosen and you place an item on the scale to be

weighed, SoftTouch will calculate how much the item ways times the price you
have entered in Back Office. So if you have a 2lb chicken with a price of $1.00

per Ib, the chicken's total would then be $2.00.

*Note: You can assign price to multiple nodes using the "node updater" listed here.

12.2.2.€Customize the Button of Modifiers

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule

Builder tab. Select Modifiers button.

Customize the Button of the Modifiers -

You can change the button color, font style and color of every modifier. This feature is available to
you on the right side of the screen when the Modifier tab is selected. You'll see the options at the
very top under Button properties. With the modifier selected/highlighted on the left side of the

screen, to change the button color simply click the rectangle under Color and all the colors will
pop up. Choose your color and click OK.
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Colo

_ Click Here for
P color chooser

rCulur to pop up.

Basi

colors:

T NN
HMMEFEEN
EFFEEEEEN
HEMEEEEEN
ENEEEEEE
EEEEETE

Custorn colors:

Define Custarn Colors >

Il Q. I Cancel I |

frealk

[ T =T ol 0

“Save.  #lpdo |

= = = — = —

To change the size, style and/or color of the font on a button highlight your modifier first then
click the Font button (between Button Text and Color). A font properties screen will pop up from
where you will be able to set different font, style, size and color. See image below:

m Button properties -

Fant... 7
Button Text Click to choose

ILettuce the desired font.

_ Lettuce
|rternal image... | [~ Hide Button

Cuztom image... |

Font ' %)

Faont: Font style: Size: _’
M5 Sans Seii [Regular [14 | ok |
M5 Sans Serf » | |Fegular g
M3 Serif ~ Italic 10 e |
T T Extra Bold 12
(} M Bali Bold Italic 14
)} Myriad Pro | 13
} Myriad Pro Cond . | 74
() Myriad Pro Light ~ |%]
~Effects- —Sample
[ Shikeout
I Underline
Calor:
l|:|White _v_l Script;
lWestern :j
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- SHORTCUT -

There is a shortcut to assign a Family and customize button colors, font size and colors for a
group of modifiers at once.

Highlight the major group "No Modifiers" for example. Then click on the "Node Updater" icon (it
looks like U letter). See image below:

% Eamam o >0 0 aCuE e
Builder _ Buttan C

= - ¢f Modifier Builder

+- ggPizza Toppings Button Test
- (fMo Mods
= No Oregano _ Maodifier gr
[ Mo Meat Baws |7
(=) Mo Cheese Node Updater
= Mo Riccotta icon Page Mames
™ No Sauce Ml bl

An Updater screen will show up and you will see check boxes to update price, family, tax, button
color and font, and printer. You will also see folder-like tabs for these items as well.
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FUpdater

Step 1. Select update method

Caption

lUpdate existing and add if none exists. L]

Step 2. Update which items

[ Update price [ Update tax v iLipdate button color

[ Update Family | Update printer | Update button font
[ Update price ad,. | Update categornies [~ Update ltem

Step 3. Set item properties

Price ] F'rinter] Tax ] Familied Euttons ] i diustments Eateguries] [tem ]

Button Colo

(-

Ok Cancel

Select the Buttons tab, and there you can choose button color and font type, size and color. Click
the Family tab, scroll down the list and choose Food Modifiers as your family. Now check the
check boxes (under Step 2) marked Update family, and Update button color, and Update button
font, as those are the three things you are setting now. When the boxes are checked click the OK
button. The system will now update all Modifiers in the modifier group that you have highlighted.

You may do the same thing for pricing for a group if all the pricing is the same. If each price is
different, then you will have to highlight each modifier separately and enter a price and schedule

under the Pricing tab for that particular modifier.
' Modifier 4 Itesf 7, Pricing A rint Groups /| Recipe 4 Tax iAdjust. Rentals 4 Menu Details 4 Stock |

12.2.2.7Duplicate Modifier Groups

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select Modifiers button.

-Duplicate Modifier Groups-

Step 1. Highlight the Modifier Group you wish to duplicate.

Step 2. Click on the Duplicate icon in the toolbar. See image below:
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-4 Hmmm® | P HD DuEl e i
| m Link=s HB"IHBHI.I:-: Button properti

Duplicate icon

Step 3. A small window will pop up with a few fields. Enter the existing text you want to replace
in the "Replace" field and enter the text you want to change it to in the "With" field. The example
below would change "Small Pizza Mods" to "Large Pizza Mods". You also have the option to
change the Button Text, Print Name, and/or Receipt Name for the new group.

=,

Duplicate .
= [temdt adifier Mame

Replace ISmaII

Witk ILarge

— Button Text

with |

= Print Mame

with |

— Receipt Mame

with |

Mew Mame lLarge Fizza Mods

[~ Copy prices
v Copy tax
v Copy printers

O LCancel

Example: If you're duplicating Sm (small) Pizza modifiers with Lg (large) Pizza modifiers, simply put in
Sm in the "Replace" field and Lg in the "With" field. All the new duplicated modifiers will now have Lg
instead of Sm in front. If you did not label Sm Pizza modifiers, then just leave the first "Replace" field

blank and enter Lg in the second field ("With"). Lg will now be added to the front of all new duplicated
modifiers.

Step 4. Once you click OK, it will take a few seconds (depending on how many modifiers are in

the group). Once it is finished duplicating the group, you will see the new group at the bottom of
the list.
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12.2.3 Links

1
W)Under the General section click on Item Builder. Select the Menu & Rule

Builder tab. Select the Links button.

186

- Links -

Item/ Stock setup - Link Builder

tenu/Fule Builds 1 Smart Hules] Stu:u:kflnventu:ury] Menu Cateq

-4 jamma|PH|IXREO|E
tems | ([iinks ™| | us
Builder )

len &
=8 Link Builder

After you've set up modifiers (if you haven't learned how to set up modifiers yet, see under
Modifiers) you will want to link NO MODIFIERS, ADD MODIFIERS, XTRA MODIFIERS,
SUBSTITUTE MODIFIERS and INSTRUCTION MODIFIERS together. This allows the Servers to

choose these modifiers as categories.

Links explanation includes the following:
1. Create Links

2. Rename Links

3. Adding Modifiers to Modifiers

4. Link Modifiers to Modifiers
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12.2.3.1Create Links

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Links button.

187

Create Links

Step 1. Click on the blue button labeled Links. See image below:

~% Hamame 2D T U,
Builder _ Butt
[tern I:
-|-eH Link Builder

+- g@Manual Modifiers Euttor

+ L.Suup and salad

+- gLunch Menu Links Blue Button

+ L.Dil'II'IEI‘ Menu

+ L.'ln'nl'invl:s

Step 2. Highlight the top category called Link Builder by clicking on it. See image below:

= EEE®E 2N ] U =l e e

Builder ) B

[tem I:
gH Link Builder

o Manual Modi Button

¥
+ L.Suup and salad
+ L.Lum:h Menu

+ L.Dil'II'IEI‘ Menu

+ L.'ln'nl'invl:s

Step 3. When the Link Builder is highlighted click on the Add Link Group icon (blue block with
label L). See image below:

Modifiers

Builder
[tern
-|-eH Link Builder

+ L.r'-"lanual Modifiers Buttan
i Soup and Salad Add Link Group icon
L. Lunch Menu
L. Dinner Menu
L. Wines

- [ [ [F

Step 4. A small window will pop up asking for a New Link Group Name. Name your link group
"Manual Modifiers." We have just created a Link Group. Now we need to the add NO, ADD, XTRA,
SUBSTITUTE and INSTRUCTION Modifier Groups (yellow) to it that we discussed creating under
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Modifiers->About Modifiers and Create Modifiers.

To do so highlight the link group you have just created, Manual Modifiers, by clicking on it. Then

click on the Add Modifier Group icon A (yellow block with label M). All the modifiers you have
created earlier will appear. Hold down the CTRL key on your keyboard and highlight the NO, ADD,
XTRA, SUBSTITUTE and INSTRUCTION groups and click Select button.

All these modifiers will be joined together under the link group "Manual Modifiers." You can click

on the plus sign next to "Manual Modifiers" to see the modifiers you added. This is the link group
that we will link to the menu items instead of linking each of the above modifiers to each item.

12.2.3.2Rename Links

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Links button.

Rename Links

Step 1. Highlight the Link Group you wish to rename.

= S |

‘E‘%rr =l MW

4+

=l 0 oy &

Button prof

Builder . Button Ce
[tem
- Link Builder
—r Link Group Button Test
+- gij Pizza Mods /Mod Option Page Mames
LInkK group
Rows F :
Page Mames
Step 2. Click on the Rename Node icon.
-+ Zmama| 2D .-..u.g
| Items | DN Outton pro;
Builder Button Ct
[tem
—I-gH Link Builder l
+ ".Mud Option Rename Node icon Button Text
+- i Pizza Mods /Mod Option Page Mames
LINK group
Rows B |
FPage Mames

*Note: You can also highlight the link and right click to select the "rename node" option.
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Step 3. Enter new name and click OK.

=9 HEEBE 0T E e e & ox

| tems | Button properties
Builder [ Buttor Calor

[tem - =

=- g Link Builder Mew Mame @
+- gMod Option 0

+- g Pizza Mods /Mod (| Enter new name
tad Optiar| i
Co
[ Ok, ] [ Cancel
Fage 1

12.2.3.3Adding Modifiers to Modifiers

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Links button.

Adding Modifier Items to a Link Group

Occasionally there will be choices of Soup or Salad for Entrees. There is no problem with Soup,
but Salad may require a dressing. If you create these add-on Soups and Salads as Yellow

modifiers (because they're modifying a food item by adding onto it), you will find that you will not
be able to add dressing to the Salad.

This is because You CANNOT modify a Modifier with a Modifier (in other words: anything Yellow
cannot be modified with a modifier [yellow]).

You may however create Links Groups containing modifiers that can then be linked to items for
modification purposes.

Example: You want to create a Soup or Salad modifier with Dressings as a modifier for Salad.

To do that you must first create Dressings as a Yellow modifier group as was previously discussed
(you can learn how to create modifiers under Modifiers).

Step 1. Click on the blue button labeled Links. See image below:

=4 EaE® 3 2N ] U S s
Builder . Butt
[tern [ I:
—| A Link Builder

+- gManual Modifiers Button

+- g Soup and Salad

+- gLunch Menu Links Blue Button

+- @ Dinner Menu

+- il Wines




Version 6.1.16

190

Step 2. Highlight the top category called Link Builder by clicking on it. See image below:

=4 SEa® m DN 4 U ] s
£H O ol ¥y 3 1

| Items | L utton
Builder ] ELE
[tem [ I:
+- gl Manual Modi Buttan

+- g Soup and Salad
+- gLunch Menu
+- @ Dinner Menu
+- il Wines

Step 3. When the Link Builder is highlighted click on the Add Link Group icon (blue block with
label L). See image below:

-4 ma@p e WO U e
Builder _ Butt
[tern [ I:
= 8 Link Builder

+ L.r'-"lanual Modifiers Buttan

+ mSoup and Salad  Add Link Group icon

+ L.Lum:h Menu

+ L.Dil'II'IEI‘ Menu

+ L.'ln'nl'invl:s

Step 4. A small window will pop up asking for a New Link Group Name. Name your link group
"Soup or Salad".

Step 5. Highlight the new Soup or Salad group you just created. Then click on the Add Item icon
(small red i). See image below:

=9 & il s 3 i 4 U E] -
| ltems | fuths
Builder B
Ite_rn [
-|- g Link Builder
+- g@Manual Modifiers Butto
- g@Soup and Salad \ ;
B Minestrone Soup i : Link
@ Pasta Fazul Soup Add Item icon o

L BT o N A

A dialog will pop up asking to enter an item name (and price if applicable) you wish to add. Type
in the name of the first kind of soup and click Create. The dialog will still be open and you can
continue typing in the name of each soup and each salad offered.

CAUTION: You are only allowed one unique name to an item or modifier. Using the name a second time
will address the first item with the same name. Each item must have a unique name for Food or
Liquor Costing purposes.
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For this example what you should type is Side Soup and Side Salad so as not to be confused with
other salads that you may want to add later on.

After adding Side Soup and Side Salad or side Pasta Fagiole, side Minestrone, side House Salad,
and side Caesar Salad etc., click Cancel to stop adding any more items.

Because we're going to make these items available as optional add-ons to other menu items, we'll
call them "Modifier Items."

- Assign Family to Modifier Item -

Now double click the Soup or Salad Link Group or click the + sign next to the Soup Link Group to
expand it and you'll see all the items you have just added. You must highlight each item and
assign a family to it like you did previously for modifiers (select the Item tab on the bottom right
and fill in the Family field under Item properties).

- Attach Price to Modifier Item -

If there are any prices that you want associated with any of these modifier items go to the Pricing
tab at the bottom of the screen and enter it there. See image below:

' Modifier 4 Itesf 7, Pricing A rint Groups /| Recipe 4 Tax iAdjust. Rentals 4 Menu Details 4 Stock |

If adding a price, do not forget to assign a price schedule for the item.
- Assign Printer and Tax -

Since this is an item to be used as a modifier you must assign a printer for this item to go to and
tax.

Highlight an item first then on the right side of the screen at the very bottom click the Printers
tab. See image below:

. T
M odifier Alterm APricing :"j Printers ﬂEecipe T & Addjust, |

Under Print Groups click on the white rectangle for the drop-down arrow to show up. See image:

Print groups

Print Group Mame

i F:

Drop-Down Arrow

Then click the drop-down arrow and choose the printer.

Now click the Tax tab at the very bottom of the screen. See image:

. Y Modifier Altern 4Pricing i Printers 4R ecipéhlui'l'm-:dhdiust. !

Under Tax Tables click on the white rectangle for the drop-down arrow to show up. Then click the
drop-down arrow and choose the tax that you have created in the Tax Tables area. You can
specify more than one tax if necessary.
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*Note: You can add Adjustments if you would like to these items as well using the Adjustment tab.
This will not make the system automatically apply adjustments to the item, it just makes them available
to be applied.

12.2.3.4Link Modifier to Modifier

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Links button.

- Link Modifier to Item Modifier -

After completing everything described for adding modifier items to link groups (under Adding
Modifiers to Modifiers), highlight your first or only side salad (item) within the Soup or Salad Link
group by clicking on it.

Step 1.

r-

With the salad highlighted click the Add Modifier Group icon et (yellow block with label M).

You will see all the modifiers that you have previously created. Highlight Dressings and click the
Select button. Now dressings are tied to your side salad.

Step 2.

Click the + sign next to side salad within the Link group and you will see the dressings group that
you have just added.

Highlight that dressings group by clicking on it and on the right side of the screen under Group
properties you will see the fields Forced Quantity, Quantity, Non Priced, Manual Modifier, Skip,
and Node Display.

_Group properties

Force Cuantity |0 =
Cluantity |0 =
Mon Priced |0 4

[ Manual Madifier
[~ Skip

Mode Display |41l Modes |

For Dressings we would likely want to put the Force Quantity at at least 1 (see explanation below).
(It may help to add a No Dressing modifier in the dressing modifier group in case someone does not
want dressing; this will be more clear than a salad with no dressing specified.)

*Note: If it is not the server that makes the salad, this helps the expo because then they would know
what dressing to put with the salad.

In this case we want the dressings to be automatic so when the Server selects Salad in SoftTouch a
choice of Dressings automatically pops up So we will not put on the Manual Modifier Option.

Group Properties
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Force Quantity

Any number put into the Forced Quantity field would be how many
modifiers the server would be forced to select before they can move
on.

If you put the Force Quantity to 0, the Servers can choose to use
the Go On button without choosing any modifier options.

If you set the Forced Quantity to 1 the Server would be forced to
choose at least one modifier before they could go to the next
screen.

(You can set this to higher numbers as well.)

Example: Say I want a server to be required to select one dressing for a
salad before going to the next screen. I would put the Forced Quantity at 1
and then the server would be able to go to the next screen only if they
selected at least one dressing.

Quantity

If you leave the Quantity field at 0 then the Servers will have
unlimited choices of Salad Dressings (can select as many as they
want before continuing).

If you only allow a choice of 1 dressing then you must enter 1 in
the Quantity field.

If you allowed 2 choices then you would enter 2 in the Quantity
field.

Non Priced

Allows you to specify a number of modifiers to be non-priced.

Example: If you would like the include the first two modifiers on a pizza
for free but charge for the rest, set the Non Priced Modifiers option to 2.

Manual Modifier

A maodifier group is always automatic by default, meaning it will
automatically appear after selecting an item it's attached to.

If you want a modifier group to be a manual modifier you must
check the check box called Manual Modifier. Manual modifiers will
not pop up automatically when you order the item in SoftTouch.
You have to select the item in the check, then hit the "Modify"
button, and then the manual modifiers will show up.

*Note: This can only be turned on for one of the modifier or link
groups assigned to an item. Also, the modifier or link group that is
selected as the manual modifier should be the bottom most group
attached to the item.
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Skip If you have a modifier group you do not currently need for an item,
rather than deleting the group you can check on the Skip option so
that group is skipped. When you want to have the modifier group
available for the item again you would just have to uncheck the
skip option for the group.

Example: For a limited time a BBQ rib dinner platter has the choice of
another set of side options. While in effect, the skip option would not be
checked. Once the special ends (but it is a special that re-occurs once ever
couple of months) you would just check the skip button on so you do not
have to delete the group.

Node Display All Modes: Displays the modifier group option in all modes.

SoftTouch Only: Only displays the modifier group in the SoftTouch
Mode.

Example: This is good if you need to add a specific group modifier that is
only going to be used for the online menu.

Online Only: Only displays the modifier group for the Online
mode.

Kiosk Only: Only displays the modifier group for the Kiosk mode.

*Note: Defaults to All Modes.

Step 4.

We have now created item modifiers for menu items that require a Soup or Salad with Dressing
choice. This link group is now ready to be added to items (see Items->Add Maodifiers to Items).

Example of What a Soup or Salad Link Modifier would look like:

—|- i Soup or Salad
=F |Caesar Salad
Eﬂﬁ Dressings
B Ministrone Soup

12.2.4 Items

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Items -
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ltems
Builder % | _

[tem

[= &8 Ttem Builder |

After you've set up Modifiers (you can learn how to create modifiers under Modifiers) and then
Links (you can learn how to create links under Links) you can build the actual Menu Items.

+- g Appetizers

|- i Beer Domestic
g Beer Imported
g Beverages

g Bourbon

|- i Brandy

|- gif Burgers

[ E-E-E-E

Items explanation includes the following:

1.

2.

Create Menu Items

Rename Menu Items

. Assign Family, Attach Price, Customize Buttons, Assign Printers, Tax, and Adjustments

195

. Special Pricing

. Add Modifiers to Items

. Set Properties and Organize

. Copy Modifiers from Item to Item

. Duplicate Item Groups
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12.2.4.1Create Menu ltems

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Create Menu Items -

Step 1. Click on the red button labeled Items. See image below:

4 | Ba@m e | P HD O v e

Builder Button C
[tern [ -
--(H Item Builder

+ i.L—Pizza,. Calzones ald Stromboli Buttan Tesxt
g L-5ub and Soup
g ltems Red Button
giL-Beverages
g L-5uper Lunch Specials
g L-Entrees
g L-5alads
=mL-Desserts

B e e e e e

Step 2. Highlight the top category called Item Builder by clicking on it. See image below:

= EEEE=E DN Y] U S e e o

Builder Buttan C

[tem -
—|- 0 Itenn Builder

+|- g L-Pizza, Calzon®
i.L—Sul:n and Soup
i. L-Appetizers

i. L-Beverages
i.L—Supul:r Lunch Specials
i. L-Entrees

i. L-Salads

imL-Desserts

and Strombaoli Buttan Text

H-FH-FH-FH-E-FE-E

Step 3. When the Item Builder is highlighted click on the Add Item Group icon (red blocks with
label I). See image below:
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-4 wmo | AHD O
Builder

[term

- eEiItem Builder b

+|- gfjL-Pizza, Calzones and Strogboli
g L-5Sub and Soup

i. L-Beverages
i.L—Supul:r Lunch Specials
i. L-Entrees

i. L-Salads

imL-Desserts

H-FH-FH-FH-E-FE-E

You can now add Item Groups using the same manner as you did with Modifier and Link Groups

As soon as you create an Item Group you will be prompted to start adding items (with prices) to
that group immediately, or you can hit cancel on that screen if you like to create more Item
Groups before you start adding individual items. To manually add items to a group later, highlight
the group you want to add to by clicking on it and then click the Add Item icon (small red i). See

image below:

=4 fimae)= 2D

Modifiers

Builder
[term
—|- (6 Item Builder
+ i‘:L—Pizza,. Calzones and Stroipboli
i.L—Sul:n and Soup
i. L-Appetizers
i. L-Beverages
i.L—Supul:r Lunch Specials
i. L-Entrees
i. L-Salads

imL-Desserts

Add Item icon

H-FH-FH-FH-E-FE-E

Start adding items for the group highlighted. Click Create after each item, then hit Cancel when

finished adding items to that group.

LmL-Appetizers  Add Item Group icon

Ul ~

Button pro

Buttan C

Buttan Text

=l o 0 ¢
Button pro

Buttan C
Buttan Text
Item grou|
Rows | 4
Page Mames

Page 1

[m ]
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selection dialog

3
Ctep 1. Enter the modifierfitem name Enter the item you want to add for )
“Steaks™ {

Marme |Filet Mignon ‘ Price 11E.EIEI h

1. Enter Item Name and price (price is optional)

Step 2. Select the modihierfitem to create thiz new item from

All propertiez like price, etc... from thiz zelected item will be copied over to thiz new item.
v Use selected tern MY Steak

[tern v =
=1 ¢f8 Item Builder

illg"jfam 2. (OPTIONAL] Select to

- i.SaISdS use the properties of an

- i..&ppetizers existing item and choose

- i.S the item you'd like to

i copy the properties from.

+ gl Pasta

= '.Ste.aks

+ @MY Steak

+ @@ T-Bone Steak
+-@@ Poarter Houze Steak
+-@@ Filet Mignon _"__i

Step 3. Assign modifiers/links to this new item

Enable thiz checkbox if pvou wish to alzo copy the modifiers and links attached
ko thig item [only applicable b new items].

3. [OPTIOMALY) If using a selected item, you
v ‘ez copy modifiers and links *— can copy all modifiers and links attached
to that item over to this new item.

Create Cancel

Example: If the group is Appetizers, then add all the appetizers from the menu. If you are separating

Lunch and Dinner Appetizers then remember to use an L or D in front of the item name to distinguish it
from Lunch and Dinner.

12.2.4.2Rename Menu ltems

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button..

- Rename Menu Items -

Step 1. Highlight either the Item Group or the Item itself you wish to rename:



Version 6.1.16

= EEa® & >

_ Builder
[tem

199

U =l ool o &

—|- i Item Builder

+ i.L—Pizza, Calzones and Stromboli

+- gL -Sub and Soup

+- g | -Appetizers
+ '. -Beverages

= L-Super Lunch Specials

+- i L-5tuffed Shells

Step 2. Click on the Rename Node icon (or right click and select Rename node). See image

below:

~% Emmee 2O 0 UEDe s
[Modiriers | S S L

_ Builder
[tem

—|- i Item Builder

+ i.L—Pizza, Calzones and Stromboli
| g L-5ub and Soup
| g L-Appetizers
| gL-Beverages
g L-5uper Lunch Specials
+- 0 L-Baked Ziti
+- il L-Stuffed shells

Rename Node icon

[F1--[F-[F]

Step 3. Enter new name and click OK.

~% Gammme|PHL Y

[ oitiers | TSN INET [T

_ Builder
_Item -

=l o 0 7 ix

Button properties

—|- 8 Item Builder Hew Hame

+ g L-Pizza, Calzones
+- ggL-Sub and Soup Enter new name
+ g L-Appetizers
i

[ L-Super Lunch Specialz
t/ gijL-Beverages

= i.L—Sum_-r Lunch Sp¢ [
+- i L-Baked Ziti

Ok, H Cancel ]

+- il L-Stuffed Shells

o on

Step 4. If an individual item (not an item group), click the Item tab on the bottom right
and change the button text and print name to match.

LURCH S pECEE
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12.2.4.3Assign Family, Customize Button, Attach Price, Assign Printer and Tax

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

Using the Node Updater icon Y you can assign Families, make button changes, and assign Print
Groups and Tax to all the items in the group at once (see Command Bar) or you may assign a
Family, attach a Price and Price Schedule, and assign Print Groups and Tax using the bottom tabs
for each item in the group separately one at a time.

*NOTE: When you are in the Items section of the Item/Menu Builder you will be able to access all tabs
on the bottom right except the Modifier tab. The Menu Details tab is used for Online Ordering.

' Modifier ) Itern 4 Pricing 4 Print Groups 4R ecipe 4T ax A8diust 4 Bentals 4 Menu Details £ Stack [

- Customize Button, Assign Family, and Other Item Options -

Each individual item will allow you to have a different name displayed on a button (Button Text)
from what you have entered as the Item Name. You can also customize the name of the item as it
should appear when printed remotely (Print Name) and on guest checks (Receipt). If you do not
change/edit the Print Name or Receipt fields, the system will assume the same name (that you
entered in the beginning) for all areas and will use that name. See image:
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Button properties
Button Test _Font.. | Color
AP-Fried Calamari [ ] AP-Friad

Internal image... | Hide Button Calarmari

Cuztom image... |

Clear button image | Mame Displayed on Menu Button
Item properties

[tem # 10356 v Active
Item Mame |.-'1‘-.F'-Frieu:| Calamari System MName
Pririt Mame | AP-Fried Calamari Kitchen Print Mame
Receipt | Check Print Marne
Farnily |.-'1‘-.ppetizer$ ﬂ
Priarity e
Barcode/FLU |
Enable Scale | j
[+ Roll Modifiers $ [ 86 [+ Allow Fefills [Fiozk]
[ Upzel Digplay [+ Mon Taxable
[+ Do ot print on checkreceipt it $0
Mon priced modifiers 0 .
[Putting a walue greater than 0 will overnde all x
non priced individual modifier groups]
[~ Page Break
Mode Digplay
4l Modes -]
Family Select this item's family from the drop-down. Families will only appear here
if you have created them under Item Builder->Departments.

Barcod Note that this is the section where you enter the barcode or PLU for items
e/PLU that can be scanned.

This is also important for use with Liquor Dispensing (see
Hardware->Stations->Hardware Devices->Liquor Dispensing).

NOTE: If you are using Price Embedded Barcodes, then only put the
actual PLU code in this field, do not put the entire barcode into this field.
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Enable Scale

From the drop-down you can choose to disable the scale or select whether you will
be weighing in ounces or pounds. If you select to weight in ounces or pounds,
whatever you enter for the amount on the Pricing tab will be the price per ounce or
pound (whichever you selected here).

Roll Modifiers $

Adds the price of any modifiers into the price of the item when printed.

86

Disables this item from being ordered in SoftTouch and also disables
customers from ordering this item online if online ordering has been
enabled.

Allow Refills

Used with self-ordering, this allows customers to order a refill of this item
(at no charge).

Upsell Display

Displays this item in the Upsell feature when activated, which can be chosen
manually or automatically through use of SoftTouch's Seat Statistics to
suggest an upsell based on seating demographics.

Non Taxable

All modifiers and items normally have to be assigned to a tax. If there are
any items that should not be charging tax, then this option must be enabled
for those items.

Do not print on
check/receipt if

If this is @ non-priced item and you do NOT want it to print on the guest
check and customer receipt, enable this option.

$0
Non priced Allows you to specify a number of modifiers attached to this item to be
modifiers non-priced.

Example: if you would like the include the first two modifiers on a pizza for free but
charge for the rest, set the Non Priced Modifiers option to 2.

*Note: Only works for the first modifier group attached to the item.
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Page Break

1. When this option is checked on, a page break is created so that when you
go to the POS your modifiers/items will be listed on more than one page for
easier reading.

2. A page break should go on the item/modifier right before the item you
would like to start on the new page.

3. Enter page names so that each tab will have an appropriate name.

+ i_‘:l:hiEkEl'l and Yeal Page Mames
/' umSeafood \ Chicken
+ gl Wings Vel
‘ : Page 3
: i-ﬁuultd;ilf Select the main group / P:g;
0 i.Sides and then enter page Page 5
i- names for each tah. Page B
+- g Desserts

In the above screenshot, the page break would go on the last chicken item in the Chicken and
Veal group so that all the veal items will be on a separate page.

Tip: Use the "800" or "1024" buttons to preview what the group looks like after
enabling the page break for one or more of the items in group.

Node Display

All Modes: Displays the modifier group option in all modes.
SoftTouch Only: Only displays the modifier group in the SoftTouch Mode.

Example: This is good if you need to add a specific group modifier that is only going
to be used for the online menu.

Online Only: Only displays the modifier group for the Online mode.

Kiosk Only: Only displays the modifier group for the Kiosk mode.

*Note: Defaults to All Modes.

- Set Item Price -

Highlight an item you want to attach a price to by clicking on it. On the bottom right side of the
screen, click the Pricing tab. See image below:

' Modifier 4 Itesf 7, Pricing A rint Groups /| Recipe 4 Tax iAdjust. Rentals 4 Menu Details 4 Stock |

You will now see Price Details fields right above the tabs. In the Amount field type in the price
for the item then in the Schedule field click the drop-down menu. All the schedules that you have
previously created will show up. (You can learn how to create schedules under Scheduling->Add
Schedule.) Select the All Day Schedule if you would like the item to have that price all day long.
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Price details

Arnont $1.00

per Ibloz for scales

Schedule

Order Type

Pricirity

Al Day Schedule
Delivery Charge 1
Delivery Charge 2
Drallar D omestic:
Entertainment
Pool Table Day

r Options Paol Table Night
W Achive Price] =
v Default Price [¥ Hat Dizcountable
7 Owveride [# Lock Price

If it should be different prices during different schedules, use the Add button to create multiple
prices, selecting the schedule and filling out the pricing options for each (explained below). All

prices are shown under the Item pricing list.

You can also have different prices during the same schedule but for different order types
(takeout, delivery, etc., explained below).

To make changes to one of the prices, click on it under the Item pricing list to highlight it and

then edit the Pr

Item pricing list

' |.-‘-‘-.|:tive I|.-i‘-.mu:uunt

ice details below.

| Pricrity | Schedule

L=

Price details

Armount $0.50
per Ibloz For scales
Schedule |All Day Schedule |
Order Type ] ﬂ
Pricrity | 1%
r— Options

W Active [ Open Price
[+ Default Price [+ Mat Dizcountable
[+ Oweride [ Lock Price

*Note: The Default Price, Override, and Lock Price boxes are obsolete. They have been overtaken by

| — |

| Duplicate |

security items in the Security applet and also by the Priority here in the Pricing tab in Items & Stock.

204
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Order Type

You can specify what order type you would like the pricing tied to. You
can select All Orders or pick one specific type.

Example: If you put the price to be only for Dining mode, the selected price
will only be reflected on a check created in Dining mode.

Active

If the box is unchecked, the selected price will not be charged.

Open Price

Enables you to put whatever price you would like on the item.

Not
Discountable

Sets up the node's price to not be affected by any
adjustments/discounts.

Be sure to check on this option for each individual price/schedule it
applies to. (See Set as Not Discountable for an example
walk-through on setting up this feature.)

Example: A customer has a 20% off coupon and you have a caviar item that
you don't want to discount. If that item is set to Not Discountable, 20% off will
be applied to everything on the check except the caviar.

Priority

Lets you choose which price should go into effect if the schedules of
any active prices overlap.

Example: If you have items that need a happy hour price of say $1.00
and then a regular (all day schedule) price of say $3.00, you need the
happy hour price to go into effect when both the happy hour and all
day schedules are overlapping. So the priority is what allows you to
choose which price goes into effect when you have overlapping
schedules. Set the happy hour price priority to 1 and all day schedule
price to 2. (Lower number - 1 - is first priority.)

Amount is per
Ib/oz for scales

You have already typed in the price here in the Amount field.

Note, however, that if you are using scales/weight for the item then
you would want to set the price amount as what the item would cost
per pound or ounce (depending on which you selected) so that when
the item is weighed the price can be calculated correctly.

To enable scales/weight for an item, click on that item (red), click on
the Item tab on the bottom right, and look for the Enable Scale field.
From that drop-down, select either Pounds (lbs) or Ounces (0z).

Example: Put the price at $1.00 and set Enable Scale to Pounds (lbs). This
means whenever this node is chosen and you place an item on the scale to be
weighed, SoftTouch will calculate how much the item weighs times the price
you have entered in BackOffice. So if you have a 2Ib chicken with a price of
$1.00 per Ib, the chicken's total would then be $2.00.

*Note: You can assign price to multiple nodes using the "node updater" listed here.
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- Print Groups and Tax -

*IMPORTANT*:

DO NOT FORGET to specify printers and tax for each item!! With an item selected, click
the Print Groups and Tax tabs on the bottom right.

For print groups and taxes to display in the drop-downs for each of these tabs, you must
first create them.

Read about setting up printers and print groups under Hardware->Printers/Coursing.

Read about creating taxes under Financial->Tax Table.

If you use an expediter printer in your establishment, make sure you also add the
expediter print group.

Read about expediter under BackOffice Toolbar->Template Screen->Expediter Template
and Seat Positions.

- Adjustments -

On this tab you can choose to attach adjustments to the item. Adjustments can be coupons,
discounts, specials, etc.

You must create the adjustments first in order for them to show up on the drop-down menu. Read
about adjustments under Financial->Adjustments.

Price adjust.

Adjustment used for $5.00

Adjustment M ame |
4l -
M ame | A
$3.00

$3.93 Wing Coupon

$4 .56 Farnily

$5.00 Dizgcount

$7.99 Pizza

10% Dizcount

15% Dizcount

20@7 99 bl

12.2.4.4Set Item as Not Discountable

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Set Items as Not Discountable -
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If you wish to not discount some items, you can set those items to Not Discountable in the Menu
Builder, as outlined below.

Example: A customer has a 20% off coupon and you have a caviar item that you don't want to discount.
If that item is set to Not Discountable, 20% off will be applied to everything on the check except the
caviar.

Step 1. In the menu builder click on the red button labeled Items.

=4 EEaEm®E DN Y 'U S e
| ltems .' Button pro
Buttan C

Builder _
Item [ -
—|-£H Item Builder

¥ i-L—PizzaII Calzones aligd Stromboli Buttan Temxt
i.L—Suh and Soup
MlL-Appetizers ltems Red Button
gl L-Beverages
i.L-SI.IpEI‘ Lunch specials
i.L-EI'ItI‘EES
i.L—5::|Iq':|||:|s
LmL-Desserts

[ B e e O o e e B

Step 2. Expand an Item Group inside of which is the Item you wish to set to Not Discountable.

Step 3. Highlight that item by clicking on it.

+ g LOITEE LFINKS |2
+- gggFrozen Drinks || Pri
= i.EDI‘dialS

B Amaretto

B Amaretto Di Soronno |

& Anisette
B Railv'c 1

Step 4. On the right side at the very bottom click on the Pricing tab.

' Madifier It Pricing AFrint Groups /Recipe 4T ax dAdjust. | Rentals AMenu Details { Stock |

Step 5. If your item has several prices then under Item pricing list section select the one you
want to be not discountable by clicking on it.

Item pricing list

|.ﬁ.|:ti\.fe |.ﬁ.m|:|unt |P'ri|:|rit_l,l |Schedule I
M v $5.00 1 'wWed Mite Special
v $2.50 2 AllDay Schadule

Step 6. Under Price details section select the Not Discountable checkbox.
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_ Price details & Add == Delete « Save
Aot $5.00

per Ikloz For scales

Schedule |Wed Nite Special |
Order Type | ﬂ
Prioiity | 13
Optians -
[v Active [+ Open Price
[+ Default Price :
[+ Override [+ Lock Price

Step 7. Repeat steps 5-6 if you want to set other prices for that item to Not Discountable as
well.

Step 8. Repeat steps 2-6 for all other items you want to be Not Discountable.
12.2.4.5Add Modifiers to Items

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Add Modifier Groups or Link Groups to Items -

After you have added Items to an Item Group and assigned the necessary information to the
items, you can now add Modifier Groups and/or Link Groups to an Item. (Refer back to
Modifiers->Create Modifiers and Links->Create Links for help setting these up.)

Step 1.
Highlight the Item you want to add a Modifier or Link Group to, then click on the Add Modifier
Group icon A (yellow block with label M) or Add Link Group icon i (blue block with label L).
Step 2.

In the window that shows up you will see all the modifier or link groups you have created earlier.
Highlight the modifier or link group you want to add and click the Select button. Tip: You can
hold down the CTRL key to select multiple groups at one time.

You have now added a Modifier or Link Group to an Item.

Recall and consider adding some of the link groups we created earlier, such as Manual Modifiers
(see Links->Create Links) and Add Soup or Salad (see Links->Adding Modifiers to Modifiers
).

**WARNING**: Only one group under an item can be a Manual Modifier (have the Manual Modifier
option checked). If you add a manual modifier to an item, it must be the LAST modifier group
listed under that item.
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- Add Item Groups as Modifier Groups to Items -

You can add an Item group to an item as a modifier much the same way as you add a Link Group
to an item.

This is good for if you have an item that is a modifier that needs to have modifiers tied to it as
well. This works basically the same as using a Link as a modifier does, except you are not limited
to how many item groups you use as modifiers under an item.

Example: You need a group of sides for a steak, but there is a potato option and the potato needs to
have items tied to it as well. You would create all the side options as items and with the potato you could
then tie regular (yellow) modifiers. Then you can take that item group and tie it to the steak for side

options.

12.2.4.€Set Properties and Organize

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Set Properties and Organize -

After you have added all the modifier, link, and item groups you want to the menu item, double
click the item and/or the group that this item is located in or click the + sign next to them. All the
modifier (yellow), link (blue), and item (red) groups that you've added will show underneath.

Step 1.

Highlight the first modifier group (any color). Under the Group properties you'll see the options
that were explained under Links->Link Modifier to Modifier. Adjust these as needed.

_Group properties

Force Quantity (O =
Quantity |0 =
MHon Priced |0 =

[ Manual Madifier
[ Skip

Mode Display |4l Modes |

If using the Add Soup or Salad Link Group we created in Links->Adding Modifiers to Modifiers
, the Quantity (not forced) should be set to 1 if only one soup or salad can be added on to an
entree for that price.

If using the Manual Modifiers Link Group we created in Links->Create Links, the Quantity (not
forced) should be left at 0 so the server can choose as many manual modifiers as needed.
Remember to check the Manual Modifier option box so these modifiers will pop up only if the
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server pulls them up by touching that item on the check in SoftTouch.

ATTENTION:

Make sure Manual Modifiers are the last group attached to an item.
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Example: Soup or Salad should come before Manual Modifiers (which are NO, ADD, XTRA, SUBSTITUTE

and INSTRUCTION modifiers).

If you need to move a Modifier up or down, there are an Arrow icons to move it one space up or
down, or to the top or bottom of the group. See image below:

=4 HEE® @ Pl

EEE] rens | ks

_Builder
e
—-eEH Item Builder

+ i.L—Pizza,. Calzones and Stromboli

71 il Cush aed T

12.2.4.7Copy Modifiers from Item to Item

Y Ul . P

Buttorn Color

ol -

Button Text L

_Button properties

ix b i a00 1024 S
L-®hic Bﬂttf}m
Frince TDD
Up 2 Down

1
\\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Copy Modifiers from Item to Item -

Once you have added all the modifiers you needed to the item, you may copy these modifiers to
another menu item under the same group or to an item under another group that needs to use

exactly the same modifiers.

Step 1. Highlight the Menu Item you want to copy Modifiers from and click the Copy Node icon

on the toolbar. See image:

= dEE® & 2l

LX) tons | Lok |

_Builder
lem:
= g6 Ttem Builder

+ i.L—Pizza,. Calzones and Strombaoli

(e R R

] Ul e e &P fx ¥ 5
| Buttonproperties
Buttan Colar
— L-Chicken
Francese

Copy Node icon

-Chicken Francese

*Note: You can also highlight the item, right click and select Copy node.

ld 0

LU 1 By =

Step 2. Now highlight the Menu Item you want to copy Modifiers to and click the Paste Node

icon on the toolbar. See image:
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=9 | EHEE® 2 D) U e e Fox Fadb a00 1024 g,
= Button Color
Builder — — L-Chicken
[tem sl Francese
=g Item Builder Paste Mode icon
+- gL -Pizza, Calzones and Stromboli . en Francese

(e R R

*Note: You can also highlight the item, right click and select Paste node.

You have now copied all the Modifiers, including Quantity field value and Manual check box
selection, from one menu item to another menu item.

If you want to keep copying the same Modifiers to more Menu Items, you can continue selecting
items and pressing the Paste Node icon (you do not have to copy the same modifiers over and
over).

12.2.4.8Duplicate Item Groups

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Select the Items button.

- Duplicate Item Groups -

Step 1. Highlight the Item Group you wish to duplicate.

Step 2. Click on the Duplicate icon in the toolbar. See image:

—-=.”,: @ﬁﬁﬁllﬁl TLI;._: ®~.i?"._[im4q__r_’5'i>

Duplicate icon

Button properkti

Step 3. A small window will pop up with a few fields. Enter the existing text you want to replace
in the "Replace" field and enter the text you want to change it to in the "With" field.

Example: The following example would change "Small Pizza Mods" to "Large Pizza Mods".

You also have the option to change the button text, Print Name, and/or Receipt Name for the new
group, and to copy the prices, tax, and/or printers. This is explained in detail here.
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Duplit:ate

— temtodifier M ame

Replace |5mal

With ]Large

— Button Test

with |

= Print Mame -

Wwith |

[~ Receipt Marme -

Wwith |

M ew Mame jLarge Pizza Mods

[T Copy prices
v Copytas
[+ Copy printers

Ok Cancel

Example: If you're duplicating Sm (small) Pizza items with Lg (large) Pizza items, simply put in Sm in
the first "Replace" field and Lg in "With" field. All the new duplicated items will now have Lg instead of Sm
in front. If you did not label Sm Pizza items, then just leave the first field "Replace" blank and enter Lg in
the second field "With". Lg will now be added to the front of all new duplicated items.

Step 4. Verify/Enter the name for the new Group and click OK.

12.2.5 Sizing the Grid

1
W)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab.

- Sizing the Grid -

When you have all the Items, Modifiers and Links added to a group, you can change the grid size
to fit the menu.

Highlight the Item Group and click on the 800 icon or 1024 icon on the toolbar. See image below:
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Builder

[tem

|

Eﬁ Item Builder

[+ ggL-Pizza, Calzones and Stromboli
il Eeah and S

This will open the preview window of the grid size. See image:

A
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Buttan Colar

[ ]

L-Chicken
Francese

Buttan Text |L-Ehicken Francese

|[ Fort... ]

Lunch
Specials

y ilté Clam

L_
Linguini Red Clam

[
Baked Ravioli

>

LTﬂI'IQEI

Hair Primavera

L-Chicken
Parm

L-Lasagna

When you're ready, click the red X in the top right corner of the grid preview window to exit it.

/

If you want to make the buttons bigger or smaller, on the right side of the screen under the
Group properties you will see a Rows field and a Columns field with numbers in them. See

image:

Item group properties

—
Rows _4 [~ Columns i4 =

FPage Mames

Lunch Specialz
FPage 2
FPage 3
Page 4
FPage &
Fage &
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Rows is the number of buttons going vertically.
Columns is the number of buttons going horizontally.

Increasing the number of Rows and/or Columns will make the buttons smaller and decreasing the
number will make the buttons larger.

To see how it works play with these numbers by entering different values. Then re-highlight the
Item Group and choose the 800 or 1024 icon to preview the new results.

- Paging the Grid -

If the menu goes onto another page, you may label the pages in the white space under Page
Names. See image:

Item group properties

Rows 4 %] Coumns 4 [2]

Fage Mames

Lunch Specials
Fage 2
FPage 3
FPage 4
Page &
Fage &

If you want to force items to go to another page, highlight the item that you want to be the last
one on the previous page and check on the Page Break check box. See image:
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Item properties
ltem # 15761 v Active
[tern Mame ]Ehicken Haoodle

Print M arne ]Ehicken Hoodle

Receipt ]
Family ]Su:uups j
Friority ]—:’[

Barcode/PLU |
Enable Scale | j

[+ Roll Modifiers $ [ 86 [ dllow Refillz [Kiosk)
[+ Upzell Dizplay [+ Mon Tawxable
[ Donat print on check receipt if $0

MHaon priced modifiers 0 =
[Putting a walue greater than 0 will ovemde al x
noh priced individual modifier groups]

Mode Display

|4l Modes vl

This will force all the following items to go to the next page.
You can have up to 6 pages total.

**WARNING**:
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When using the grid Rows and Columns feature, make sure you do not set the Rows
and/or Columns to be so big that it cannot accommodate all the menu items in that
group. If the menu items cannot be displayed, there will be an error message.

12.2.6 Making Menus from Item Groups

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab.

- Making Menus from Item Groups -

After all the menu items are added into their appropriate groups (for example: Appetizers,
Entrees, Desserts) you will need to make them into a completed menu.

Step 1. Click on the blue button labeled Links. See image below:
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= EEE®E 2N ] U =l e e
Builder _ Butt
[tem [ I:
- Link Builder

+- g@Manual Modifiers Button ©

+ L.Suup and salad

+- gLunch Menu Links Blue Button

+ L.Dil'II'IEI‘ Menu

+ L.'ln'nl'invl:s

Step 2. Highlight the top category called Link Builder by clicking on it. See image:

=4  Eaa®= N 1 U e
s | : ] tton
Builder . Butt
[tem [ I:

+- gl Manual Modi Euttar

+- g Soup and Salad
+- gLunch Menu
+- @ Dinner Menu
+- il Wines

Step 3. When the Link Builder is highlighted click on the Add Link Group icon (blue block with
label L). See image:

= < | B i ] U .
fulton
Builder Butt
[tem I:
- Link Builder

+- g@Manual Modifiers Button ©

i Soup and Salad Add Link Group icon
L. Lunch Menu

L. Dinner Menu

L. Wines

- [ [ [F

Step 4. Enter a New Link Group Name (for example: Lunch Menu, Dinner Menu, Liquor Menu).

Name it depending on the Restaurant needs. For our examples, we will call it a Food Menu or the
Main Menu.

Step 5. Now highlight this Food Menu group you've just created and click on the Add Item Group
icon (red block with label i). See image:
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= 4 | o= C N R S R AR VS
suton,
Builder Buttc
Item I:
-1 H Link Builder
aFood Menu N\ Buttan T
+- g Mod Option hY : _
+ mSoup and Salad  Add Item Group icon _Link gre
+ t.Lunch Menu Rows |
+- -l Dinner Menu

Step 6. In the window that shows up you will see all the Item Groups you created earlier.
Highlight all the groups that you want to have in this Food Menu or Main Menu (or whatever
you've called it) by holding down the CTRL key while you select the groups or Shift key while
clicking the first and last in a series. Then click the Select button.

Click on the plus sign next to the Food Menu / Main Menu to see all of the item groups you've
added to it.

The following example shows what the Main Menu Link might then Look like:

= ¢ Link Builder

—|- g MAIN MENU
g BEVERAGE
o APPETIZERS
o SALADS /SOUP
o NIGIRT SUSHI
o MAKI SUSHI
o DINNER SUSHI/SASHIMI
o HIBACHI
of KAMIKAZE PLATTERS
o NOODLES
o ENTREES
gl SPECIAL ENTREES
o LUNCH BOXES
gl LUNCH SUSHI/SASHIMI
o KIDS MENU
gl DESSERTS
g DOMESTIC BEER
g IMPORT BEER
g WHITE WINE
gl RED WINE
g KYOTO MIXED DRINKS
o SAKE
g NON FOOD ITEMS
=m BAR MENU

*Note: You can create new Link Groups for Liquor or Lunch and Dinner. Follow the same steps
starting from Step 2.

12.2.7 Main Menus

1
\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab. Click on the Main Menus button.
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Once you have created your Food Groups and have linked all your items to them, you have to
define those link groups as actual menus by going to the "Main Menus" area.

Step 1. Click on the green button labeled Main Menus. See image below:

~4 maame PR U
toms :
Builder I
It;!m

-|-gH Link Builder

LgFood Menu Main Menus Green Button g

+ L.Mud Option

+- m Soup and Salad Mair

Step 2. On the right side of the screen under the Main Menus title you will see a little black
triangle with fields for Name and Menu Definition. See image below:

Main Menus e Add = Delete

Double click on the menuftab definition Field!grid to modify
the menu definition

- |Name kenu D efinition |H|:|me Tab |Hi|:|e Tab Menu |Builu:l keru From Categaorized [tems
¥ Ear Menu Liquar Menu v H [
Counter Men Food Menu v [] [=]
Ciining Menu Food Menu v =5 [

Click the * &84 pytton and under the Name field create a unique name for the menu you want to
link to.

Examples: Dining Menu, Bar Menu, Lunch Menu, and Dinner Menu. If you have a unique Take out menu
then create the name Take Out Menu.

Next to the name you just entered, click in the white space under Menu Definition. A window will
show up and you will see the Food Menu group you created earlier, and all other Menus that you
have created.

Highlight Food Menu (or other desired menu) and click the Select button.

You have now linked the Food Menu to the name Dining Menu. Repeat the same steps starting
from Step 2 until all the Menus have been named and linked under the Main Menus.

*Note: If you've already filled in the Menu Definition field but want to change it, you have to
double click that field.

Step 3. Another feature you will need to understand in the Main Menus area concerns the Home
Tab.
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Main Menus & Add = Delete 7 Save S0 Ledo

Double click on the menuftab definition Feldlgrid to modify
the menu definition

Mame ~ Menu Definition
P_ Diining Menu Food Menu
Counter Menu Food Menu
~ |Bar tMenu Bar tenu

This field allows you to customize how your users will see the order screen in SoftTouch. By
default, when you create a new menu name, the Home Tab is not checked. This means that
when you enter the order screen for that area (let's say Counter, for instance), you will be
presented with the first group (the one that is at the top of the list) in your Food Menu. See
image below.

(. Plzza ' Sides
E I

Burgers | Beverages

Calads | Desserts

Liguor

IJIELIEETS Menu
Pool
Soups Table

pasta | Pool-Table

Re-Rental
steaks || . Cve
Rentals
Chicken Pool
amil Yeal Tables
Seafood
Wings
Cald
Subs
Hok
Subs

Now let's take a look at the Dining Menu with the Home Tab checked. You will see that it displays
all of the groups in the Food Menu in the main screen. See image below.
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Pizza Sides

Burgers | Beverages

Pizza Burgers Salads Appetizers
Salads Desserks
Appetizers ';',IT‘::TJ'
Steaks
Pool
Soups Table
Fienl-Table
Lt Re-Rental
Cue
Steaks Rentals
Chicken : Paol
and Veal Tables
Seafood
Beverages Desserls
Wings
Cold
Sulb
Poal Pool-Table Cue e
Table Re-Rental Rentals Hat
Sulbks

You will notice that the side, hot-jump menu does not change. This feature can be very useful in
a bar situation, where you would like to have you most sold items as the main order page and
still have quick access to the rest of the menu on the right.

Step 4. If you do not wish the menu categories on the right-hand side to appear, check on the
Hide Tab Menu button.

Main Menus

Double click on the menuftab definition Feldlgrid to modify
the menu definition

. | I‘.\J.ame H.enu .I-jéf-init-icun ||-.I.-:|me 'i'al:;. I.-I-i.uéle Ta.l:u Henu"
| |Bar Menu Ligquor Menu 2 o
| [Counter Menu Food Menu v |
| M Dining Menu Food kenu v v
Test r O

This is what the Dining Menu would look like with both the Home Tab and the Hide Tab Menu
options checked on.
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Food Menu

Pizza Burgers Salads Appelizers

Steaks

Desserts

Pool Pool-Table Cue
Table Re-Rental Rentals

You are now finished with the building and linking of your Menus. These menus must be assigned
to Stations (learn how under Hardware section->Stations->Menus tab) and Price Schedules
must be attached to Stations (learn how under Hardware section->Stations->Price
Schedules tab).
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12.3 Smart Rules Tab

1
‘\r)Under the General section click on Item Builder. Select the Smart Rules
tab.

222

This section is explained in detail in the Coupons and Combos Manual.
This manual can be downloaded at: www.softtouchpos.com
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12.4 Menu Categories Tab

1
\\r)Under the General section click on Items & Stock. Select the Menu Categories
tab.

Menu Categories

*Note: This section is used for SoftTouch programmers who handle the Online set up.

Item Builder - Chicken Noodle
Departments | kenu & Fule Builder | Smart Rulesz [termn M aintenance |
Menu Categories Create categories from families % 4dd = Delete
Sort |Eategu:ur_l,l |Tal:| M ame |Desu:riptiu:un |Hi|:|e Tahb
1 Appetizers Appetizers [
L 11 Soups Soups Homemade Soups []
a 21 Salads Saladz Frezh Salads [
] 3 Sandwiches Sandwiches Sheed ta Order Sandwiches []
1 41 Subsz Subs Hat and Cald Subs []
Sort The Sort Order displays in which order the online tabs will appear on the
website.
Category and Tab The Category and Tab name are usually the same name as what is
Name tabs posted on the restaurant's take out menu.
Description (html The Description area is where we can fill in information about the Group.
allowed) You can put html coding in this section.
Hide Tab The Hide Tab option allows us to either see or hide the tab online for the
menu category.
*Note: If you choose to hide a tab it will still be listed under the default tab
named "All categories" when viewing the menu online.
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12.5 Item Maintenance Tab

1
\\r)Under the General section click on Items & Stock. Select the Item Maintenance
tab.

Item Maintenance

This area is to list all the created items in the database. If you delete nodes from the menu, the nodes will
still appear in this area until deleted from this area as well.

Item Builder

Departmants | kenu & Fule Builder | Smart Fules | benu Categaries

Item M aintenance
Seatch tom | Show [alems Bl BRI

PLU/Barcode | Filter |

[tern # |Name |F'LL| |.-’-'-.u:tive
M 18512 Anchovie |
18582  Anchowvie

18822 Artichoke

15592 Artichoke

15505 Bacon

15575 Bacon

15517 Black Olives

16587  Black Olives

16514 Broccol

16584 Broccol

15515 Eggplant

Scrolling Option Bar

EAEVEA e HE R JE HE HER JER I

Search Item You can type the partial first part of an item or the full name. If you
type the first letter, it will automatically scroll down to that area, and
as you type each letter it will search through to find the item that
contains the letters.

Show All items: Lets you sort through modifiers as well as the items
Items Only: Lets you sort through just the items (no modifiers)

Modifiers Only: Lets you sort through just the modifiers (no Items)

PLU/Barcode You can look up an item by its barcode or PLU by placing these in this
field.

*Note: You should be able to scan or manually type in the code to
search.
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Filter

Filters items by letter combinations entered in the field.

Example: If you start typing in "pa" it will look up all items that have
"pa" anywhere in the name (not just the beginning). It is not case
sensitive.

Scrolling options

| | = e |

The arrows with a line next to them go to the beginning or end of the
entire list.

The arrows without the lines go up or down one by one.
The minus button deletes items.

The Check-mark button saves the item.

The X Button undoes a change you have made.

The curved arrow button refreshes the list.

Active

Check or uncheck this box next to any item that you wish to activate
or deactivate. If the item is inactive (box unchecked) the item cannot
be ordered.

*Note: If you deactivate the item/modifier here, it will deactivate the
item/modifier in the menu as well.
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Part 13 Stock/Barcodes

1
\\r)Under the General section click on Stock/Barcodes.

227

Stock/Barcodes

General Im

€t Company[Regisk,
L System

ﬁ?ﬁ} Crder Funckions
.a. Employvees

;';; Time Edikor

[il Cuskamers

1) Scheduling
E1 ilde
b | Stock Barcodes
| Sea INgJ£0Nes
@ Lowalty

#¥ Hostess

o= SoftTouch Msgs

Stock/Barcodes explanation includes the following:

1. Create and Manage Items

2. Tie Stock Item to Menu Item
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13.1 Stock

1
\\r)Under the General section click on Stock/Barcodes.

Stock/Barcodes

SoftTouch point of sale includes stock counts. The stock items entered can be linked to multiple
items. For example, if you enter a bottle of wine as a stock item, you can link it to the bottle in
menu items with a count of 1 and also tie it to the glass of wine with a quantity of .125 (where you
get 8 glasses from one bottle).

If you wish to do full blown inventory, please check the member area of the SoftTouch website,
www.softtouchpos.com, to check for certified partners that we integrate with.

13.1.1 Create and Manage Items in the Inventory

1
\\r)Under the General section click on Stock/Barcodes. Select the Stock &
Inventory tab.

: Stock & Inventory | Barcode Templates |

Options ‘i
Shaw inventany count on order buttan |f1'l.|wa_l.J3 ﬂ *+ Add = Delete ]
Stock,/Inventory -
Search: Mame PLL | A Sort by |I:uy M ame j &+ Add
Refresh Stock Count | Add Stock | | j Irpoart iterns from farmily ‘
|5tcu:k Marne |Eurrent Stock Caunt |Unit Caost W arning at |.-'1'«c:tive | -
I r '
- Stock/Inventory -

This is where you add and manage your inventory items. When adding new stock items you can either
manually enter them one by one or you can import items from a family.

- Add Stock/Inventory -

To add a new stock item, click the * #dd putton in this section and fill out the fields below:

Stock Name The name of your stock item.

Current Stock Number of items you currently have in stock.
Count
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Unit Cost Cost per item.

Warning at Specify a quantity after which the warning of low stock is displayed.
If 0 value entered the warning is never displayed.

*Note: Once you run out of an item in the inventory you will not be able to
ring up that item anymore.

- Add Stock Button -

If you are entering stock items that are packaged by boxes rather than being a single item, it's useful to
utilize the Add Stock button, which does the calculations for you.

Step 1. Highlight the stock item you need to update.

Step 2. Click the Add Stock button (next to Refresh Stock Count button).

Stock/Inventory

Search stock name Sort by :I:u_I,I"N.;ar
I Refresh Stock Count " Add Stock '

. Stk r'.t.|.=|rn|=- .I_“; rrent '*.-“;rn.

Step 3. Enter the number of boxes for the item.

= =

Add stock count

Item name: Budweizer

[11 of boxes A0 % ]

T atal guantity in each box 12 |Zg

0Id stock count: 7

Mew stock count: 607

O J ’ Cancel

Step 4. Enter the total item quantity in each box.
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Add stock count

Item name: Budweizer

# of boses |50 %

[Tu:utal quantity in each box |12 |ZJ:} ]

0Id stock count: 7

Mew stock count: 607

O l ’ Cancel

Step 5. Your old stock count and the new stock count you just entered are displayed below. Click Ok.

-,

Add stock count

Item name: Budweizer

# af boxesz |50 %

Total quantity in each box |12 |Z+j

F
607

0ld stock count:

Mew stock count:

ok | | Cancel |

Step 6. Enter unit cost (if you haven't already).

| Menu Builder | Item/Modifier List | Stock/Inventary |

Stock /Inventory

Search stock name Sart by :I:l_'r' Name v' # Add = De

[ Refresh Stack Count ” Add Stack ] [ Irmpart iterns framm fanmily ]
_:_St:::::k M ame :D._Jrrent Stock Cour :Llnit Cost "r- arning at [
I P_ Budweizer BO7 $1.00 10
[ EEhicken Breaszt 95 $2.00 10

Step 7. Specify a quantity for the low stock warning (if you haven't already).

- Importing Items from a Family -

Step 1. From the drop-down menu to the left of the Import items from family button, select the
family containing the items you wish to import into inventory.
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Options

Stock/Inventory

Stock & Inventary | Barcode Templates |

Show irventory count on order button ]Disabled

=]

Search stock name |

Refrezh Stock Count | Add Stock | |

Sart by ||:|_',I Mame

.’Sh:u:k Mame
B EBottle White
Chicken Breast

Beverage
Bourbon
Brandy
Champagne
Cocktailz

Cue Stick Sales
Cue Sticks Rentalz
Dart Boards
Deszertz
Damestc
Entrees

Food Family
[in

Hatz

Haouze Wine
Imported

Liquar b odz
Pizza

Wolo Shirts

.

B
; P opetizers R

=

[rmpart iterns from Family
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[

o

Step 2. Click Import items from family button.

Step 3. Click Yes to the confirmation dialog.

-

Confirm

-

Nl

<P Are vou sure you want to import all ikems For this Family

Urit Cost W arning at

2
G

Step 4. Item names from that family are imported and appear on the list. Now you need to set the

Current Stock Count, Unit Cost and Warning at (if desired) for each of the imported items.
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|Stock & Barcode

Stock & Inventary | Barcode Templates |

Options

Show inventory count on arder buttan |Disal:uled ﬂ

Stock,/Inventory

Search stock name | Sort by ||:uj,I M ame ﬂ
Refresh Stock Count | Add Stock, | ]White Wafire ﬂ Irmpart ibernz from fanmily |
Stack Marme furrent Stack Caunt hit Cozt arning at 1!

P Bottle Leibfraumilch 11 2
Bt Cab Sauvignon 16 $6.00 3
Bt Chardonnay 21 $h.25 3
BH Pinat Grigio 14 $5.60 3
BH 'white Zinfandel 11 $4.00 5
Chicken Breast 1026 B

\. A A ¥,

13.1.2 Tie Stock Item and Menu Item Together

1
\\r)Under the General section click on Item Builder. Select the Menu & Rule
Builder tab.

- To Tie a Stock Item and a Menu Item Together -

Step 1. Under the Menu Builder tab click on the red button labeled Items.

=4 EEE|®E 0 W U B e a o
EE] i
Builder | Buttan C

Item [ -
—._. ﬁ Item Builder ; -

+ i.L—Pizza,. Calzones algd Stromboli Buttan Text
gl L-5ub and Soup
filiL-Appetizers Items Red Button
giL-Beverages
gl L-5uper Lunch Specials
giL-Entrees
giL-5alads
=mL-Desserts

IR ol SR ol SR ol SRR e R ol R

Step 2. Expand the Item Group that contains the Item you wish to tie to an inventory.

Example: You want to tie the item 7 Up, which is in the group of Beverages, to your inventory. To do this, you
start by expanding the Beverages item group and highlight the 7 Up item.
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Builder B
[tem

+ i.Sides

+- gl Desserts

|- gl Beverages
@& Coke
@ Diet Coke
B Sprite
@ Iced Tea
@ Coffee
@ Decaff
&:7 Up
& Dr. Pepper
& Pepsi
& Diet Pepsi
I Monnkain NDew

Step 3. Select the Stock tab on the bottom right. Click on the blank space under Stock Name and select
the corresponding name from the drop-down list. For it to appear in the drop-down list, you must first
create it (refer back to Create and Manage Items in the Inventory if needed).

Stock / Recipe Builder + Add = Delete
|5tu:u:k Mame |E!t_l,l Ilzed |F|equireu:| |
M7up 1 =

' Modifier 4 Iter 4 Pricing 4 Print Groups 4 Recipe 4T ax AAdjust. ARentals 4 Menu Detais ESh:u:k E j

Step 4. Next set the quantity used by clicking in the blank space under Qty Used and typing a number.
Each time you ring up this item, the number you enter for Qty Used is deducted from inventory. In this
case you will most likely have the Unit value set to 1. When a customer orders a bottle of 7 Up, 1
bottle of 7 Up is taken out of the inventory.

Take apple pie as an example of when you might want to set the Qty Used to a value other than 1. If you
sell it by the slice and there are 4 slices to a pie, you would set the Qty Used to 0.25. That way, the
apple pie inventory would go down by 1 after 4 slices have been ordered.

Step 5. If the item contains multiple parts that you want to keep inventory for, use the Add button and
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repeat Steps and 3 and 4 for each component.
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Example: For a hamburger, maybe you want to separately track inventory of burger patties and buns,
especially if you also use buns for say a pulled pork sandwich, meaning you likely use a different

number of patties than buns.
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13.2 Barcodes

1
\r)Under the General section click on Stock/Barcodes. Select the Barcode
Templates tab.

Barcode Templates
This area is used to define Price Embedded Barcodes (barcodes that have the price of the item

encoded within it).

Stock & Barcode

Stack & Inventory | Barcode Templates

Barcode Templates + Add = [lelate

Leave the prehix blank for the system to use any prefix number

|Template M amne Barcode Length | Prefis PLU Start  [PLU Length [Price Start | Price Lengthl

B EAM-EMersion E g 1 g
JPC-EaM 12 2 A

*Note: There are default templates within the system. If the entire number in the image below is the item's PLU, you
would not need a template and you would want to either delete or define the pre-existing templates listed in this
section to correspond to the barcode.

*Note: When you are using Price Embedded Barcodes, you should only enter the PLU portion of the barcode into
the PLU field on the item. Do not put the entire barcode into the item's PLU field.

Template Name This is where you can name the template what you would like to;
usually the name corresponds with the type of barcode, but it does not

have to be named anything specific.

Barcode Length Enter the length of the barcode here.

*Note: If you scan the barcode into Notepad, it is whatever number the
barcode scans in first that is to be counted; that would let you know if the
first number (say the 0 in the image at the bottom of the page) is part of
the barcode or not.

Prefix The prefix is the 1 digit identifier of the barcode. You only need to use
a prefix if you define 2 templates of the same length, the prefix will
identify which template to use.

Example: If you have two barcodes that are both 12 characters long, you
would want to use the prefix to establish the difference between the
barcodes.

PLU start The character where the PLU starts.

Example: In the image at the bottom of the page, the PLU would be
16000 and the location would start at number 2. So for the PLU start area
you would put the number 2.
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PLU Length The length of the PLU.

Example: In the example on the bottom, the PLU would be 16000 and the
length would be 5. So you would put five in the PLU length area.

Price Start Where the Price would start in the barcode.

Example: In the Image below we can say the price is $60.60 which means
the price would start 8 nhumbers into the barcode sequence. You would
then put the number 8 for the Price Start.

*Note: If you are not going to use the embedded barcodes, this area
should be left blank.

Price Length The Length of the price that is embedded within the barcode.

Example: In the image below the price length would be 4 (if it is $60.60
as mentioned above) so you would put a 4 in this area.

*Note: If you are not going to use the embedded barcodes, this area
should be left blank.

Barcode Example:

0""16000°66060™™ 1
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Part 14 Seating/Zones

1
\\r)Under the General section click on Seating/Zones.

239

Seating/ Zones

General

€t Company[Regisk,

i

Svsken
Crder Funckions

.a. Employvees

¥
]

Time Edikor
Cuskomers

[g'- Scheduling

E Item Builder

"*= eating/Zones

Laovalty

! Hostess
o= SoftTouch Msgs

Seating Setup includes the following:

1.

Sections

2. Designer

3.

4.

5.

6.

Rentals

Zones
Zone Creator

Preferences

. Seating List
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14.1 Sections Tab

1
‘\r)Under the General section click on Seating/Zones. Select the Sections tab.

Desiuner] Hentals] Zones | Zone Creatar | Freferences | Seating List |

Seating sections

|Seu:tiu:un M ame |Elr|:|er |Displa_l,l Name| Dizplay Seat| )]
¥| Diriing d rd
Bar ~ v
Boat Rental [+ v
Sections

If your place of business is big you can create sections you can switch between. For example, you can
have Main Dining Room, a Sidewalk Cafe and a Main Bar sections.

- Seating Sections -

Seating sections

Section Marne Order ;Displa_l,l Mame Dizplay Seat  Display Total  Remove seat # when occupied Width Height

_ 1| O 1020 B30
Pool Tables ] w20 GO0
Boat Rentals ] BES 473
WP Lounge il EES 473
Bar Ll 710 E00
Drining [v] _ ; _ L EE9 473

Sections you add show under the Seating Sections part of the screen. Check boxes and all other fields will
shows the settings you have selected in the Seating detail section, which is on the lower half of the screen.

- Seating Detail -

Here you add sections and select options for the seats/tables in that section.

Seating detail

BT H n:nsltnlass é.;an:ti;:nn Seating caphion first balf

: r ¥ | Digpl
Section type | Dining B Izplay harne
] Dizplay zeat
Section arder 15
T ) . Digplay tatal
Section screen width | 1020] % | EHEIE height

[ ] Femove seat/table # when ocoupied
Ilze az a hostess zection [chooze only 1 zection] =

Default SoftTouch Sizes - Default Hosteszs Sizes- Seating caption second half

i
1024%768 1024%768 Display latest course

[] Digplay occupied time
[ ] Digplay alertz]
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- Create Sections -

In the Seating Detail part of the screen click on the ¥ #dd button and fill out the fields below:

Section name

Enter name for the section.

Section type

Select the station type. Your choices are Dining or Bar.

Section order

Decides where the section will be listed in the front end. If you put a 3
here, it will be the 3rd section in the list of sections. A 1 entered here
would show up at the top.

Section screen width
and height

Notice that the Default SoftTouch and Hostess Size buttons will change
this to 1024x768.

If you change the layout size to be bigger than your monitor can fit for
display, SoftTouch will automatically create quadrants.

Use as a hostess
section

If checked, this seating layout will be used for the hostess system (if
you are using SoftHost).

*Note: Only one section can be used for the hostess layout. If you
have multiple seating layouts, you will need to combine those layouts
into one large layout to use with the hostess program.

- Seating caption first half -

Display name

If checked, customer name will be shown on a seat/table.

Display seat

If checked, a seat number will be shown on a seat/table.

Display total

If checked, a total will be shown on a seat/table.

Remove seat/table #
when occupied

If checked, a seat/table number will not be shown while a
customer is at the table.

- Seating caption second half -
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Display latest If checked, customer's current meal course will be displayed on a
course table.

Example: If a customer is having dessert, dessert will be displayed on their
table.

This is useful because it helps you tell how soon a customer is to
leaving based on how close their current course is to the end of a meal.

Display occupied If checked, the customer's length of stay is displayed.
time
Display alert(s) If checked, server or time alerts will be displayed.

Click the ¥ Save button when finished.

The next step is to go to the Designer tab and begin designing the seating layout.
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14.2 Designer Tab

1
W)Under the General section click on Seating/Zones. Select the Designer tab.

Designer

This is where you create the floor plan or floor plans for the different areas in the restaurant. Whichever
section is currently selected under the Sections tab (refer back to Sections Tab if needed) is the one that
you will be creating or editing the design of here. Remember, the screen size here is determined by what
you entered for Section screen width and height under the Sections Tab.

Seating Setup < 4 > MO EFRNT %
Sechionz ] Henlals] Zones] Zone Creator ] Pleferences] Seating List
[ Start Designing I =3 H ] e _]
k Curzor
Hi Reszolution T able ~

Hi Reszalution Seat

Hi Rezalution Pool T able

Hi Rezolution Image

Background

Drawing/Shapes bt

.—\EI bigcts ADesign AScreen [

- Start Designhing -

In order to begin making changes to the selected floor plan, click the Start Designing button.

[ Start Designing

As soon as you click this button, it will change to "Stop Designing"; you will click this button when you are
finished making changes.

- Objects, Design, and Screen Tabs -

Before you begin to add objects, it's helpful to understand these three tabs on the left.
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Select the Objects tab for a scrollable list of items you can add. To add an item, click on its name in this
list and then click anywhere on the design screen.

[ Stop Designing | ﬁ

k Curzor

Hi Rezolution T able -
Hi Reszolution Seat

Hi Rezolution Paoal Table
Hi Rezolution Image

B ackground
Drawing/Shapes -

T'-lEI bjects lD esign 4 Screen |

[fm

If you have clicked on one of the item names on the left but don't actually want to add an item right now,
you can click on the Cursor button to be able to click normally and select rather than add items.

Select the Design tab for a number of helpful tools.

Clear al

% Objects kD esign 45 creen /

*Tip: You can select multiple items by holding Shift and clicking multiple items.

Copy Copies the selected item(s). (You must then paste the item if you want the
copy to show up.)

This tool is also available when you right click on an item.

Paste Pastes the copied or cut item(s). You can paste an item multiple times
without clicking copy again.

This tool is also available when you right click on an item.

Delete Cuts or deletes the selected item(s). (You can then paste the item if you want
it to reappear.)

This tool is also available (as Cut/Delete) when you right click on an item.

Clear all This will delete all items from the current floor plan. A dialog box will pop up
asking you to confirm that you want to clear the entire page.
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Select all Clicking this button will select all items.
Clear sel. Clicking this button will unselect all items.
go back This will send the selected item(s) behind any other items it overlaps.
go front This will send the selected item(s) in front of any other items it overlaps.
Zones You can use this to assign a zone to the selected item(s). This will bring up a
S;?)I.og box with choices available based on what you set up under the Zones

Select the zone you would like to add the table to then click OK.

Fie =

Select fone

Search Characters

Zone &
_[£one

Zone 2

Zone 3

_|Zone 4 %

_|Zone b

Zone b
| |Zone 7

[w]

« Ok X Cancel

This tool is also available (as Assign Zone) when you right click on an item.

*Tip: Select multiple tables and assign a zone to all tables with the same
zone.
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Preferences

You can use this to assign a preferences setting to the selected item(s). This
will bring up a dialog box with choices available based on what you set up
under the Preferences tab.

This tool is also available (as Assign Seat Prefs) when you right click on an
item.

*Tip: Select multiple tables and assign a seating preference to all tables with
the same seating preference.

Select the Screen tab to change the way you move items across the screen.

M Stop Designing |

[v Snap togrid

¥ Steps |10 %] ¥ Steps |10 %

7

" Objects / Design § Screan 4

Snap to grid

Put a check in this box if you would like items you move to move by the
increments you set for X Steps and Y Steps (below). This can make it easier
to line up items with one another.

X Steps

Set this to the number of steps an item should move to the left or right when
you move it.

If an item is placed at coordinates 0, 200, for example, and has X Steps set
to 10, moving it to the right will move it to 10, 200 then 20, 200 and so on.

Y Steps

Set this to the number of steps an item should move up or down when you
move it.

If an item is placed at coordinates 200, 0, for example, and has Y Steps set to
10, moving it downward will move it to 200, 10 then 200, 200, 20 and so on.

- Item Properties -

No matter which tab on the left is selected, the bottom left will show (and allow you to edit) the selected

item's properties.
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[ Stop Designing | ﬁ

h_‘ Curzor

Hi Rezolution T able -
Hi Rezolution Seat

Hi Rezolution Poaol Table
Hi Rezolution Image

m

B ackground
Drawing/Shapes -
'y Objects 4 Design 4 5creen
| Height 1000
Left 1]
Top 1]
"width 293

If more than one item is selected, only properties that can be set for both items will be shown (and can be
edited).

If you select the blank design screen, the screen's properties are shown (and can be adjusted).

All items have four properties in common, which are explained here. Properties unique to different types of
items will be discussed below as we talk about each type of item.

Height This shows the current height. You can change this number to edit the
height. Height will be added to or subtracted from the bottom.

Left This number indicates where this item starts, counting from the left
side of the screen. You can change this number to move the item;
decreasing it will move it to the left and increasing it will move it to the
right.

Top This number indicates where this item starts, counting from the top of
the screen. You can change this humber to move the item; decreasing
it will move it upward and increasing it will move it downward.

Width This shows the current width. You can change this number to edit the
width. Width will be added to or subtracted from the right.

You can also change the size and position of selected items by using your cursor. When you click on an
item, black dots will appear around its outer edge. To change the size, click on any of these dots and drag.
To move it, click anywhere inside of it and drag.
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- Table Selector -

Once you've placed tables/seats (explained later), an easy way to find/select a certain one is to choose it
from the drop-down near the Start/Stop Designing button.

[ Stap Designing I N |

- Background -

JTaI:uIes...

=

Let's start by adding a background. Generally this represents the floor of this section of the restaurant.

Select Background from the Objects tab on the left. Click and drag on the white space on the right to
create a space where you want that background to appear, or just click and a small-sized background will

appear.

=

[&" Stap Designing J N | ]Tal:ules...

Hi Reszolution Poaol Table P
Hi R ezolution Image

DrawingdShapes
Label
Anirnation -

H"-LEI bjects 4 Design 4 Screen |

[

ITT w257

Now click on the background item to see and edit its properties.
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[ Stop Designing | B B

h Cuirzor

Hi Rezolution Paol T able
Hi Rezolution Image

»

Tables... L]

B ackground [ .E
Drawing/Shapes —!
Label
Animation -
', Objects i Design / Screen
Align |alLeft ]
B ackgroundColi clFed
BackagroundTvp TileE
Height |593
Left (0
OriginalColor - |Falze
Top |0
*afidth | 377
Align These will change the position of the selected background, maintaining

its current width.

alBottom - Positions it along the entire bottom side.

alClient - Makes the background occupy the entire floor. If you want to
change away from this, it may be easiest to first adjust the height
(below).

alCustom - Custom alignment; select this if you want to change it
from one of the other alignments.

alLeft -Positions it along the entire bottom side.

alNone - No alignment; the first setting from when you created it.
alRight - Positions it along the entire right side.

alTop - Positions it along the entire top side.
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BackgroundColor Use this drop-down to change the color.
BackgroundType Use this drop-down to change the texture/pattern. There are carpets,
tiles, woods, and more.
OriginalColor If you set this to True, it will revert back to the color it was when you
created it.

- High Resolution Tables, Seats, and Pool Tables -

On the Objects tab on the left side of the screen, find Hi Resolution Table, Hi Resolution Seat, and Hi
Resolution Pool Button. Each time you want to create one of these, click the name and then click
anywhere on the designing screen.

*Note: If you use computers that require simpler graphics, you can use low resolution versions of these
items instead (explained below).

[z Stop Designing | N | ITab|ES... ;I
h Cursor

Hi Rezolution T able -
Hi Rezolution Seat

Hi R eszolution Pool Table E'
Hi R ezolution Image

m

,_
|

|

|

B ackground
Drawing/Shapes - |_ i _|
"\ Objects {Desian | Sereen | |
| Colar lgeDark = |
Height 107 [
Left 243
FoolT able Falze

SeatCount G
SeatingGroup |0
SeatingMumber| 3
SeatingRental |Falze
SeatingText  |Seat
SeatingType | =tTable

|
|

I

B
D
141

Shape HRoLnd L ———

Size tzLarge | E |

Top 152

width 105 | |
[ - |
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Color There are two color options - gcDark and gcLight.

For tables, gcDark will make the table dark and the number light, and
gcLight will make the table light and the number dark.

For pool tables, color only affects the number.

For bar seats, color has no effect.

PoolTable This should be set to True for pool tables and False for tables and seats.

SeatCount For tables, use this to edit the maximum number of people that can sit here.
(Up to 8 chairs will be added on the image, but set this number as high as
needed.)

This is important for use with SoftHost so that the system knows how many
people can be seated at each table.

*Tip: You can change the seat count of multiple tables at the same time by
holding down the SHIFT key while you click on the tables and then changing
the number in this field.

SeatingNumber This number is used to identify the seat, table, or pool table.

You may need to refer to these numbers when working under the Zones,
Zone Creator, and Seating List tabs.

SeatingRental When setting up rentals, set this to True. Refer to Rentals Tab for more
information on setting up rentals.

SeatingType This shows whether the item is a seat (stSeat) or a table (stTable).

Shape This is particularly useful for tables, as you can change the shape of the table
to round (ttRound) or square (ttSquare) and also have the option of it being
a booth (ttBooth).

You can also use this field to change the item between a table, bar stool (
ttBarStool), and pool table (ttPoolTable).
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Size

The size of a table can be set to small (tsSmall), medium (tsMedium), or
large (tsLarge).

A bar stool can be set to small or large (you can set it to medium, but it will
appear the same as the large setting).

The size of pool tables cannot be adjusted.

*Note: For these items, size should be adjusted instead of Height and Width.

*Note: If you need to create more than one of the same image or animation (or any other item), you can
copy and paste that item. Right click the item and click Copy, then right click the screen and click Paste.

- Low Resolution Tables, Seats, and Pool Tables -

If your computers require simpler graphics, you may want to use low resolution tables, seats, and pool
tables. On the Objects tab on the left side of the screen, find Low Resolution Table, Low Resolution
Seat, and Low Resolution Pool Button. Each time you want to create one of these, click the name and
then click anywhere on the designing screen.

[ Stop Designing |

| E Cursar

Label
Animation

Low Resolution Table

Low Resolution Seat

Low Rezolution Pool Button
Low Fezolution Image

|Ta|:ules... j

', Objects  Design /S creen

| Fant
Height
Left
FoolT able
SeatCount
SeatingColor
Seatingaroup
S eatingkind

[TFont]

a0

136

Falze

]

clSilver

]
btnRectangle

S eatingM umber | 206

S eatingF ental
SeatingT ext
SeatingT ype
Top

Wiidth

Falze
Seat
3t T able
40

a0
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Font Use this field to change the font of the number that appears on the item.

To change it, click on the field where it says (TFont) and a button with three
dots will appear on the right-hand side.

& Fant [TFant] @

Click this button, choose the font features you want, and click Ok.

PoolTable This should be set to True for pool tables and False for tables and seats.

SeatCount For tables, use this to edit the maximum number of people that can sit here.
(Up to 8 chairs will be added on the image, but set this number as high as
needed.)

This is important for use with SoftHost so that the system knows how many
people can be seated at each table.

*Tip: You can change the seat count of multiple tables at the same time by
holding down the SHIFT key while you click on the tables and then changing
the number in this field.

SeatingColor Use this drop-down if you would like to change the color of the item.

SeatingKind Use this drop-down to change the shape of the item. You can change it to a
rectangle (btnRectangle), oval (btnOval), or capsule shape (btnCapsule).

SeatingNumber This number is used to identify the seat, table, or pool table.

You may need to refer to these numbers when working under the Zones,
Zone Creator, and Seating List tabs.

SeatingRental When setting up rentals, set this to True. Refer to Rentals Tab for more
information on setting up rentals.

SeatingType This shows whether the item is a seat (stSeat) or a table (stTable).

- Images and Animations -

Images and animations help replicate actual floor plans onto the screen, giving employees a better visual
representation of your restaurant. Use these items to add bar surfaces, computers, dart boards,
jukeboxes, stages, plants, and more.
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On the Objects tab on the left side of the screen, find Hi Resolution Image, Low Resolution Image,
and/or Animation. Each time you want to create one of these, click the name and then click anywhere on
the designing screen.

*Note: You may have to increase the size of an item for the entire image to display. Size can be adjusted
by clicking an dragging the dots around the edge of a selected item or by editing the height and width
fields on the left.

Sections Designer I Hentalsl Zonesl Zone Ereatorl Preferencesl Seating Listl

[ Stop Desigring | i . ITabIes... LI

k Cursor
Hi Rezolution Image .
B ackground
Drawing/Shapes
Label
Animation
Low Resolution T able -
" Objects ADesign 4Screen /
| Fip |iMone =]
Height 43
ImageType [rartBoard
Left 7B
MatualSize Falze
Ratate roMone
Top 8
Width a7

You will see some of these fields depending on which item is selected:

Flip fIFlipDown - Flips the item over a horizontal axis (turns it upside down).
(low-res images) fIFlipRight - Flips the item over a vertical axis (flips everything from left to
right).

fINone - This will revert the image back to its normal position without being
flipped vertically or horizontally.

ImageType Use this to choose what image you would like. Choices include bar surfaces,
computers, stages, plants, and more.

(low-res images;
hi-res images)
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AnimateType

(animations)

Use this to choose what animation you would like. Choices include a fire
place, palm trees, fish, and more.

Animate

(animations)

Set this to true if you would like to use the image's animation/movement.

Set this to false if you would like it to stay still like a regular image.

ManualSize

(low-res images;
animations)

Set this to true if you would like to be able to adjust the size of the actual
item.

If this is set to false, the size of the item's outer edge will change the but
the image inside it will stay the same size.

Rotate

(low-res images)

roNone - This will revert the image back to its normal position without being
rotated to the left or right.

roRotatelLeft - Rotates the image left by ninety degrees.

roRotateRight - Rotates the image right by ninety degrees.

- Drawing/Shapes -

Drawing/Shapes can be added to your floor plan / design for any purpose you might need. In the image
below, for example, maybe the the red crisscrossed area represents an area that is undergoing
renovations where parties should not be seated. You might use drawing/shapes to create other basic
images of objects in your restaurant for which an image or animation is not available.

On the Objects tab on the left side of the screen, find Drawing/Shapes. To create a shape, click on this
item name and then click and drag to the appropriate size on the designing screen.
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[ Stop Designing | N | ITab|ES... LI

k Curzor

Hi Reszalution T able
Hi Rezolution Seat

Hi Resolution Image
B ackground
Drawing/Shapes

Hi Resolution Paoal Table

" Objects f{ Design | Screen |
Alian alHone
| BrushCalor clRed
BruzhStyle bzDiagCross
Caption
EHFont [TFant]
Height 209
Left 1]
PenColor clBlack
FenSiyle pzSolid
Shape stRectangle
Top 1]
Width 217
Align These will change the position of the shape. This should primarily be used for
rectangle shapes (see Shape below).
alBottom - Positions it along the entire bottom side.
alClient - Makes the background occupy the entire floor. If you want to
change away from this.
alCustom - Custom alignment; select this if you want to change it from one
of the other alignments.
alLeft -Positions it along the entire bottom side.
alNone - No alignment; the first setting from when you created it.
alRight - Positions it along the entire right side.
alTop - Positions it along the entire top side.
BrushColor Change the color inside of the shape.
BrushStyle Change the pattern inside the shape.
Caption Enter text here if you would like the shape to have a caption. The caption will

appear in the center of the shape.
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Font Use this to change the font of the caption if there is one.
To change it, click on the field where it says (TFont) and a button with three
dots will appear on the right-hand side.
e @
Click this button, choose the font features you want, and click Ok.
PenColor Change the color of the shape's perimeter.
PenStyle Change the pattern of the shape's perimeter.
Shape Change the shape. You can choose from a circle, ellipse, rectangle, rounded
rectangle, rounded square, or square.
- Label -

Labels can be

used to add text anywhere to your floor plan / design. In the image below, for example,

labels have been used to help identify the different computer stations and seating zones.

On the Objects tab on the left side of the screen, find Label. Each time you want to create a label, click
this item name and then click anywhere on the designing screen.

[ Stop Designing J [ &-m ]Tal:ules... _:1

k Cursar

Background
Drawing/Shapes
Label

Animation

Low Resolution T able
Lows Rezolution Seat

"\ Objects /i Design | 5creen | ;
e
_ Caption  [Zonel ]
Color  lclSiver
EFont  [(TFen] |
_Height 24 '
lett o ea
Tep o ]
_ Transparent  (Fake
O MWhdth B0

wordwiap  [False l |

| B L L —

Station 2
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Align

These will change the position of the label.

alBottom - Positions it along the entire bottom side.

alClient - Makes the background occupy the entire floor. If you want to
change away from this.

alCustom - Custom alignment; select this if you want to change it from one
of the other alignments.

alLeft -Positions it along the entire bottom side.

alNone - No alignment; the first setting from when you created it.

alRight - Positions it along the entire right side.

alTop - Positions it along the entire top side.

Caption

Enter the text you want to appear.

Color

Choose a color for label (background color). For this color to show, you must
set Transparent (below) to False.

Font

Use this to change the font of the caption if there is one.

To change it, click on the field where it says (TFont) and a button with three
dots will appear on the right-hand side.

& Fant [TFant] @

Click this button, choose the font features you want, and click Ok.

Transparent

False - The entire label, including background color, will display.

True - Only the text will display.

- Stop Designing -

When you are finished designing the selected section, press the Stop Designing button.

M Stop Deszigning

- Load and Save -

* W

Use the load button (folder with a green arrow) to open a saved floor plan / design. A dialog box will
appear; navigate to the correct location and file name then click Open.

Use the save button (blue disk) to save the current floor plan / design to a location on your computer or
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connected external drive. A dialog box will appear; navigate to the correct location, type in a file name,
then click Save.

*Note: These buttons are only usable when you have clicked on Stop Designhing.

14.2.1 Hostess Layout

1
\r)Under the General section click on Seating/Zones. Select the Designer tab.

Combining Layouts

This is of special importance for use with SoftHost.
If you have a restaurant that has multiple seating layouts, you will need to combine those layouts into
one large layout to use with the Hostess program. For instructions on combining seating layouts

(assuming you have already created them separately), follow the instructions below:

1. First, make sure a section has been added for this hostess layout under the Sections Tab. Select/
highlight the first section you need to add to the hostess section.

2. Now under the Designer Tab, click "Start Designing."

Seu:tiu:unsi Henta|31 Ennesl Freferences Designer 1

[ Start Desigring '\J = H '3
|
M Cursor -

3. Click on the Design tab, then click "Select All," then "Copy."

L

Clear Al
Objectg 4 Design A kcreen

| Height 470

I~k I

4. Click "Stop Designing."
M Stop Designing |

5. Go back to the Sections Tab and select/highlight your Hostess layout, then go Back to Designer.

Section Mame |I:Ir|:|er |Displa_l,l Name| Drizplay Seat| Drizplay Tu:utal| Remove zeat # when u:uu:u:upied|Width |Height
_|Bar -1 v v v H 720 B30
_|Boat Rentals 1 v v v [ E50 470
_|Bar 2 1 v v v m 1020 B30
_ | Patio 3 v v v B BA0 470

YIF Lounge 4 v v v B BR0 470
PHostess [;%; | v v 2 I 1020 £30

6. Click "Start Designing"
M Start Dregigning |

7. Click on the Design tab, then click "Paste".
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]'-LEI I:uiect#-,DEsign;‘f,ﬁu:n&:en,-lr
[ He|ght E_Eh S
I~ In

8. You will see that the layout gets pasted to the blank space in your Hostess layout. While the layout
that you pasted is still highlighted, click and drag the whole layout to the right so that you will have

space to put the next layout.

Sectionsi Hentalsi Zonesi Freferences Designer 1

ls Stop Designing » ﬂ ;Tables... v;
|

wObjects }\Design T
| Height i
JLeft
VOB
_ Width

9. Click "Stop Designing"
[ Stap Designing

10. Now we must repeat the process for adding more layouts to this one. Go back to Sections and
select the second layout you wish to add to the Hostess layout, then proceed back to the Designer

tab. Now repeat steps 6 - 19.

11. If you have followed all the step properly thus far, you should have successfully combined two
layouts into one. The new layout should look something similar to below with two layouts directly

side by side:
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You can continue adding more layouts to this one; just make sure your Section screen width and
height for this layout are large enough to fit more layouts.
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14.3 Rentals Tab

1
\\r)Under the General section click on Seating/Zones. Select the Rentals tab.

Rentals

Seating Setup

Sections ] Desiagrer

Seating Rentals

|Name |Scﬁeciuie M ame |Flat Fate |Eru:ussu:uver Hatel
¥ Pool Table Day Pool Table Day v v
Poal Table Might Poal Table Might [ [

In our rentals example we are going to use Pool Table rentals.

Before you start setting up pool table rentals (or any other rentals for that matter), you must first set up
Schedules for each individual pool table or for all pool tables. Set up day and night schedules and perhaps
weekend and weekday schedules as well. If your rentals are going to be the same price all the time, then
you don't need to create a new schedule; you can just use the All Day Schedule.

If needed, refer to Scheduling in this manual for detailed information on how to set up schedules.
Rentals explanation includes the following:

1. Create Rental

2. Activate Rental in Seating Designer

3. Create Department for Rentals

4. Add Rental Item to Main Menu




Version 6.1.16

264

14.3.1 Create Rental

1
‘\r)Under the General section click on Seating/Zones. Select the Rentals tab.

Rental Description of Options

Here you create your rentals and assign schedules, rental count and amounts to them.

Rentals

I arne

M Momal Rate
Dray Paal
Fremium Rate

g - Pricing 4 =
Schedule Mame Flat Rate |Croszover Hate|i:5__ . :HenFaI Enqnt:.ﬁ.mprF A
Al Day Schedule 1 1 = M 1| $1.00
Lunch Menu E] El 7 $7.00

Dinner Menu ] ]

Flat Rate

When this option is checked the system charges a specified flat rate
no matter how long the customer uses the rental. So if you want to
charge hourly, leave the Flat Rate option unchecked.

Example: Your hourly rate for the number of 7 customers is $7.00. If they
use a rental for 3 hours, you charge them $21.00. But if the Flat Rate option
is checked than no matter how many hours they use a rental (3 or 5 or more)
they still pay only $7.00.

Crossover Rate

When this option is checked the system knows to jump to the next
schedule once the schedule at which the rental was initiated is over.

Example: From 9:00 am to 6:00 pm (day time) your rate is lower and from
6:00 pm to 12:00 am (night time) your rate is higher. You would have two
rental names with two different schedules. Let's say a customer rents a pool
table at 4:00 pm and uses it until 8:00 pm. If the Crossover Rate option is
checked, the system will know to start charging customer a higher (night
time) rate after 6:00 pm. But if it's not checked then a customer continues to
pay the lower (day time) rate even though it is after 6:00 pm and the rent
amount at these hours is different.

Rental Count

You can set the rate depending on the number of people using the
rental. To do so specify the number of customers here.

Amount

Enter the amount depending on the specified number of customers.

Example:
if 1 customer - it is $1.00
if 7 customers - itis $7.00
if 10 customers - it is $15.00
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- Create Rental -
Step 1.

First you need to give your rental a name. To do so click on the - button in the Rentals part of the
screen on the left and a blank line for the new record will appear with a star indicator next to it. See

image:
Rentals ; b = W Pricing =
M ame Schedule Mame Flat Rate |Crosszover Hate|§_¢'\ :Hental Eu:uunt..i'-.mcuunt P
Moarmnal Fate &)l Day Scheduls E El >
Day Pool @ Lunch Meru El El
Premium Fate Dinner Menu [Fl [Fl
(: O 0 )

Click next to the star and type in a name for your rental. Now under the Schedule Name column click in
the white space for the drop-down menu to appear and choose a schedule for this rental. If this rental will
have a Flat Rate make sure you check Flat Rate option otherwise leave it unchecked. If this rental will
have a Crossover Rate make sure you check Crossover Rate option otherwise leave it unchecked. Click the

/A button to save when you are finished.

Step 2.

Now we need to specify pricing for the new rental we just created.
Highlight a rental name if isn't already by clicking on it and in the Pricing part of the screen to the right

click on the & button. If you want to set the rate by the number of customers using the rental, click in
the white space under Rental Count column and type in a number of customers. Then under Amount
column click in the white space and type in the price for the number of customers you just entered. Create

as many Rental Counts and Amounts for that rental as you need. Click the i button to save when you
are finished.

14.3.2 Activate Rental in Seating Designer

1
‘\r)Under the General section click on Seating/Zones.

Activating a Rental in Seating Designer

Step 1.

First, from the Sections tab, select the seating section in which you want to activate your rentals. See
image below:
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i Section: URentals | Zones & Preferences| Designer |
Seating sections
Section Mame Section Type Dizplay Mame! Dizpla
Fiestaurant 0 [+
Boat Rentals 0 ] [+
Patio 0 L
Fitdain Section 0 F [+
m -4 Tl r
Step 2.

Now select the Designer tab and turn on the Designer by clicking the [ ¢ Start Designing ] button.

Step 3.

Select the rental item by clicking on it. (Be sure to click on the Pool Table number). In this case we use pool
table as an example. Set SeatingText as Player and SeatingRental to True. See image:

Seating Designer

[ [ Lapout OM ] Save Layoul Caticel Layout Sections iMain Section iv] b |!.

H; Curzor | “ :

[ Table |[ Sest [PoolTable] |
[ Image || Drawing || Label |'.'

Nuhhidigs
"\ Objects fDesian AGoeen
£3] sl QAN | 11, | O
Bl S | R |
Left T2

Foallable  Hlwe o

coedbount B

_SeatingColor  $00008800 |8

 SeatingGroup |0

Sedlingkind b
SeatingHumber | 2

{I SeatingRental |True

( SeatingTexst | Player

_ SeatingType st 0
Ep e 2
width 58

Step 4.

Having pool table still selected click on the Rentals tab at the bottom of the screen. See image:
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Step 5.

Under Rental Pricing section of the screen you need to add the appropriate rate schedules that you created
earlier under Create Rental to this pool table.

Click on the & button, then click a field next to the star for the drop-down menu to show up, choose the

schedule and click on the o button to save the changes. See image:
ol =

ayout betore adding

H ental P.'riu-:iﬁg I |,«;'5
| |Normal Rate
: Dray Poal
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You have to do all of the steps described above for each individual pool table.

If you have already set the properties of each pool table to SeatingRental True and SeatingText Player, you
can use the Copy Rental and Paste Rental buttons to copy one table's rental pricing to other tables.

Step 6.

[ [& Stap Designing

When you are finished, exit the Design mode by clicking the
made will be automatically saved.

button. The changes you've

14.3.3 Create Department for Rentals

1
\r)Under the General section click on Seating/Zones.

Creating a Department for Rentals

Under the Departments tab of the Item Builder, set up a Super Department, Department and a Family (or
Families) for rentals.
See example image below:
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= Regist. i — . — _
[ Sf,sn;zfnnw ol Departments | Menu & Rule Builder | Smart Rules | Menu Categories | Item Malntenance]
% Order Functions Click here to create default Super Department and Departments Create defaults
%Emplnyees -
1) Time Editor Super Dept. + -— ’ E Departments + .
[!. Custu:un'n.ers = Tope ml |Name I .
L]
= Item Builder —| Eee; EDDS ﬂ Rentals |
arcodes | o ug
H Seating/Zones _{Liguor Beverage
[ Loyalky _|Merchandize terchandise
¥ Hostess _|Plizza Food
[ "% softTouch Msgs _|Pool Tables Merchandise
| Fientals terchandise
Hardware H [
QF Skations
] Self-Pay
=3 Printers/Coursing = =
E?& Pole Display
= Caller ID Families | Copy Records || Paste Recards| + =
i P;Zelr.l'-ﬂui:rtz |Fam||_-,J name Real Time Pricing | Tepe |D|sal:-le Layalty F'-:-mts| Serving Mmutes| Upzell |D|sable W«Tl - |
Email{5M3 #|Boat Rentals Real Time Pricing [ ] v
& Dinsblast Mabils Dart Boards Fieal Time Fricing B H v
Paal Tables Real Time Pricing [] H v
Financial
B Banks
= _ =

If needed, refer to Item Builder->Departments in this manual for detailed information on how to set up
departments.

14.3.4 Add Rental Item to Main Menu

1
‘\r)Under the General section click on Item Builder. Select the Menu & Rule Builder
tab.

Adding a Rental Item to the Main Menu

Step 1.

Click on the blue button labeled Links. See image below:

~% Hamame 2D T U,
Builder _ Butt
[tem [ I:
- Link Builder

+- g@Manual Modifiers Button ©
+ L.Suup and salad
+- gLunch Menu Links Blue Button
+ L.Dil'II'IEI‘ Menu
+ L.'ln'nl'invl:s
Step 2.

You need to add your rental to the main menu. Highlight your Main Menu group and click on the Add Item
icon (small red i). See image:
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=9 | &2 |
[itodiir

Builder

+ ".Manual Modifiers  Add l[tem icon Eiuttar

] ".Suup and Salad
ik : Link
giELunch Menu ] 4 !

iy
iy

+

L =
] .Dlnner Menu

4. b Winee

F o

Call this item Pool Tables.

Step 3.

Highlight your newly created Pool Tables item. With the Item tab selected on the bottom right, under Item

properties select the Family to be Rentals or Pool Tables (depending on how you've set it up earlier in the
Departments). See image:
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[ Lt AL

i.Salau:ls
i..i1|.|:||:n=:tizn=_-r5
i.Suups
i.Pasta
i.Steaks
i.l:hil:kEl'l and ¥eal
i.Seafuud
-i.'lﬂ'ings

i.l:Dld Subs

i.Hll:ll: Subs

i.SidES

i.Beverages

i.DESSEI‘tS

S Liquor Menu

- Pool Table Re-Rental

i .Eue Rentals

I .5uh5tltutluns

I .Manual Modifiers

.Rum Up/Liq Mods

[~ ".Eln Up/Liq Mods

".Buurhun Up,/Lig Mods
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Whiskey Up/Lig Mods
Brandy Up/Lig Mods
"-AII Lig Up's/Lig Mods

L
i
e

I .quuur Menu
t .Wlnes
[+ ggManual Mods

Step 4.

el AR e |

Item properties

[tem # 15052 [w Active

[tem Mame |F'|:u:u| Table

Print Mame |F-m| Table

Receipt |

F arnily |F'|:u:u| Tables

L

" |

Fricirity |

Barcode/PLU ]Pum T able
Enable Scale | L]

[/ Roll Modifiers $ [ 8B [ Allow Befills [Fiogk]
[ Upsel Display [+ Man Taxable
[+ Do not print on checkreceipt if $0

Mon priced modifiers
[Putting a walue greater than 0 will override all
nan priced individual modifier groups]

0 =

[ Page Break

Mode Dizplay
8l Modes -l

" Modifier j,tem £ Pricing /iPrint Groups /,Recipe 4T ax fAdjust. {Rentals /i Me

At the bottom of the screen on the right click the Rentals tab (it is located right after Adjustments tab) and

set up the properties for this rental item.

First, check the Use Seating/Rental Pricing checkbox. Then under Minimum Charges specify a minimum
charge for minutes if there is any or a minimum charge of a fixed dollar amount if there is any. Under No
Charge specify the number of minutes for no charge. This allows a customer to change their mind during the
specified number of minutes without incurring any charge. See image:
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Step 5.
Add another item called Pool Table re-rental. Under the rental properties do not add any minimum charge or
any free charge. This button is used for re-starting the pool table timer when a player leaves.
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14.4 Zones

1
\\r)Under the General section click on Seating/Zones. Select the Zones tab.

Zones
Zones are reserved for use with SoftHost.
A zone is a group of tables that a server will work during his/her shift.

A zone group is a group of zones. Zone Groups allow you to have different zone
configurations based on how many servers are working. For example, you can make a zone
group with 4 zones for when there are 4 servers working and also make a zone group with 3
zones for when there are 3 servers working.

Before you begin setting up zones, make sure you know the different zones being used,
which tables are in each zone, and different zone configurations when different numbers of
servers are working.

*Note: You can also mass create zones and the zone group they are part of by using the
Zone Creator tab.

- Add Zones -

1. In the All Zones section, click on the plus sign (+) to create a new zone.

all Zones "" o &

Zone Mame |Descriptiun |Z|:une Tranzfer Tag Zone Type
|Zone 1 Zone 1 1 Hosteszs
|Zone 2 Zone 2 2 Hostess
_|£ane 3 Zone 3 3 Hostess
_|£ane 4 Zone 4 Hostess
| |Zone 5 Zone & 1 Hostess
t Zone 6 Zone 6 3 Hostess
_|Lone ¥ Zone ¥ 2 Hogteszs

2. Give the zone a name and description. Don't worry about the Zone Transfer Tag field for now; it is
explained later.

3. Leave the Zone Type field set to Hostess.

4. Continue until you have created all your zones.

- Add Seats to the Zones -

1.1In the All Zones section, highlight the zone you would like to add seats to.
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All Zones
Zone Mame Dezcription
|MZone 1 Zone 1
_|£ane 2 Zone 2
Fone 3 Frone 3

2.In the All Seats section, select multiple tables you would like to add to the zone by holding down the
CTRL key while clicking them.

All Seats Create Zone

Seat # |Seat Count
1
10
11
12
13
14
»H15 |
16

e e S S = B = =

3. Now click the plus (+) sign in the Seats for: Zone (x) section to add those seats to the zone. Click
Yes on the dialog box that pops up to confirm this is what you want to do.

Seats for: Zone 1 ‘I L3 I -1‘1

Seat # [
10
11
13
15

- Create Zone Groups -

Zone groups are needed so that it will be easy to change configurations as servers go home throughout
the night.

Here is an example restaurant that uses 3 different Zone Groups: "4 Servers", "3 Servers", and "2
servers".

- Create Zone Groups -

1. Make sure you have created all the zones you will need under the All Zones section. Remember, if
for example you want to have a zone group of four zones when you have four servers, a zone group
of three zones when you have three servers, and a zone group of two zones when you have two
servers, this will require nine zones.

A four server zone group could include zones 1-4. (Notice here that table 13 is assigned to both Zone 2
and Zone 3. In this scenario, SoftHost will ask which server to assign the check to because it will see
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there is an option there. The same goes for table 10, which is assigned to both Zone 1 and Zone 4.)

A three server zone group could include zones 5-7.

A two server zone group could include zones 8-9. (This zone group can also be used when there is only
one server; you will just need to assign the same server to both Zone 8 and Zone 9 at the same time.)
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2. In the Zone Groups section, click the plus sign (+) to add a new zone group. Give it a name.
Leave Group Type as "Hostess."

Seclimsl Fentgls Zones |F*ra‘E|enDes| Dexicner|

Zone Groups

| |Eon: Group |G.roup Tyoe [.E\ct:ratcd
4 Sarvers Hestes: =
3 Rervers Hostess [~
EZ Servers Hostess H

3. Now save the changes by pressing the save button -

4. Select/highlight the Zone Group you want to add zones to.

275

Zones assigned to group
| |Zunc H ez

5. In the Zones assigned to group section, click the plus sign (+) to add a zone to that group. Click
on the new blank field under Zone Name and click on the drop-down to select a zone you would like

to add. Continue adding/selecting zones until you have added all zones needed for that group.

! Zones assigned to group _

Zone Mame
_|£one g
¥zoreg -
i Zone 2 £one 2 A
J Zone 3 Zone 3
Zone d Zone 4
Zone & Zane & ==
Zone b Zone B =
zl Zone ¥ Zone 7

|Zane 8 - Zohe 8

Tupe

6. Continue adding the rest of your groups and the zones in those groups by repeating steps 2-4.

- Create Zone Transfer Tags -
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Zone Transfer Tags are used so that servers can be automatically reassigned to another zone as
servers go home and different zone groups must be used. In the All Zones section, click in the field
under Zone Transfer Tag to type in a tag name. You can use any text you want; in the image below,

numbers were used.

All Zones
Zone Mame Drezcription Zone Tranzfer Tag Zone Type
_|[Zane Zone 1 1 Hogtess
_|£one 2 Zone 2 2 Hogteszs
_|£one 3 Zone 3 3 Hostess
_|Zone 4 Zone 4 Hosteszs
| |£oneb Zone b 1 Hostess
t Zone B Zone B 3 Hostezs
| |Zone? Zone ¥ 2 Hostess

In the image above, Zone 1 and Zone 5 have the same Zone Transfer Tag.

Let's say that Zone 1 is in the zone group used when there are four servers and Zone 5 is in the zone

group used when there are three servers.

When a server leaves and there are three servers instead of four, the server who was assigned to Zone
1 will be automatically reassigned to Zone 5 because these zones share the same Zone Transfer Tag.
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14.5 Zone Creator

1
\\r)Under the General section click on Seating/Zones. Select the Zone Creator tab.

Zone Creator
Zones are reserved for use with SoftHost.

The Zone Creator allows you to mass create multiple zones and the zone group they are
part of all at once. However, you will still need to assign seats to these zones as well as any
Zone Transfer Tags under the Zones tab.

.Sectinns] Desiuner] Hentals] Zones Freferences | Seating List |

Zone Creator

The zone creator allows you to mass create a group of zones and tie those
newly created zones to a new zone group.

Zone

Zone prefis description |Zu:une

Zone type |H|:ustess j

From |1 = To |4

4

Zone GEroup

£0ne group name |4 Semvers

Zone group type |H|:-stess ﬂ
Create Zones |
Zone prefix When creating zones, it will add whatever you type here to the
description beginning of each table number added.

Example: If you want each new zone to be named Zonel, Zone2,
Zone3 etc., type "Zone" here.

Zone type Set this to Hostess.

From To Specify the range of zones you want to create.

Example: If you enter From 1 to 4, zones 1, 2, 3, and 4 will be
created.
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Zone group name

Type a name for a new Zone Group you would like the zones you are
creating to be added to.

Zone group type

Set this to Hostess.
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14.6 Preferences

1
\\r)Under the General section click on Seating/Zones. Select the Preferences tab.

Preferences
Preferences are reserved for use with SoftHost.

At almost any restaurant, people are going to ask to sit in certain areas of the restaurant, such as
sitting in a booth rather than a table.

Use this section to set up sets of tables that meet certain guest preferences.

Once this is set up, SoftHost is able to look at specific tables that meet the customer's preferences and
create a customized estimated wait time for the availability of those specific tables.

Seating Setup

Sectinns] Desiqner] Fientals] El:unes] Zane Creatar JPreferences )| Seating List |
Seating preferences

Pref Dezcripti A o
ﬂ| Sointdda i I| Preference Description

[ Danot break down averages

0 Low value High alue

SmartHost preference score

- Create Preferences -

1. Click the plus sign (+) to add a new Preference. Type in a name in the Preference Description
field.

-

2. Now save the changes by pressing the save button o,
3. Place a check in the box for "Do not break down averages" if desired.

If the box is checked, the average stay/wait times for this set of tables will be pooled in with the
average of other tables to create a more overall restaurant-wide average.

If the box is not checked, SoftHost will isolate the average for tables in this preference group. This
may be useful if you have an "Outside Seating" preference or other group that includes tables where
people are known to stay longer than if sitting in other areas of the restaurant.

4.Set the SmartHost preference score by moving the slider along the scale.
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If a high value is set for a preference area, SoftHost will work to seat guests at other tables in the
restaurant before these ones. In other words, these seats are highly requested and should be left if
possible for those who request them.

A low value for a SmartHost preference score will mean that the tables will not be weighted any
differently than tables that have no specific preferences assigned.

- Assign Preferences to Tables -

1. Make sure your hostess layout is selected in the Sections Tab, then go to the Designer tab.

2.Click the Start Designing button.

[ Start Designing

3. Click on a table you would like to assign a preference to. Then "Right Click" on the table. A small
option menu will pop up. Choose "Assign Seat Prefs."

Copy
Paste

Cuk/Delete

Assign Zone
Assign Seak Prefs

4. Select the preference you would like to add to the table to then click OK.

-,

Select Zone

Search Characters

Seating Pref |!_A_§
_|Boath
Table

Smoking
s

[l

]

o  OK X Cancel

5. Click "Stop Designing" when finished.
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M Stop Designing

Tip: You can select multiple tables at the same time by holding down the SHIFT key. Then you can
"Right Click" on one of the tables that you highlighted, click "Assign Preference", and select a
preference. This will assign the same preference to all the highlighted tables at the same time.
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14.7 Seating List

1
\r)Under the General section click on Seating/Zones. Select the Seating List tab.

Seating List
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.Sectinnsl Desiuner] Rentals | EDnes] Zone Ereatnr] Preferences

Seating List

283

Seat |Seat Count |Ty|:ue |Ta|:u|e Alert D |Dinel:ulast Seating #
1129 1 Seat
_|130 1 Seat
|13 1 Seat
|13 1 Seat
_[133 1 Seat
_[134 1 Seat
_[135 1 Seat
_[136 1 Seat
|13 4 Table
_|145 4 Table
_|14E 4 Table
|47 4 Table
_|148 4 Table
_[149 4 Takle
_[150 4 Table
18 4 Table
Seat # This is a list of the seats in the system.
Seat Count This defines how many people can fit at the table.
Type This is automatically filled in based on how you labeled this seat

number when using the Designer (see Designer Tab).

Table Alert

ID of the Table Alert unit that is going to be placed at this table.

iD
Dineblast If you have subscribed to use self-pay, this shows the Dineblast
Seating # Seating IDs you should post at the tables for customers to use.

To generate these numbers, select the Seating List drop-down
menu from the gray tool bar at the very top and then click on
Generate Table #'s for Dineblast.
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Part 15 Loyalty

1
\-)Under the General section click on Loyalty.

285

Loyalty




Version 6.1.16

General -

€t Company[Regisk,
5 System

& Order Functions
éﬂ Employvees

L*] Time Editar

[i' Cuskamers

1) Scheduling

Item Builder

=8 softTouch Msgs

Loyalty includes the following:

1. General Settings

2. Visit Setup

3. Point Setup

286
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15.1 In-Store Loyalty

1
“\J)Under the General section click on Loyalty. Select the In-Store Loyalty tab.

Loyalty

In-Store Lopaly | Mercury Lovalty 1) | b ercury Loyalty [+3] |

Loyalty

[v Allow daily duplicate lopalty tranzactions
[v Dizable Loyalty Print Chit

[~ Enable wisit scans without an order

In-Store Loyalty includes the following:

1. General Settings

2. Visit Setup
3. Point Setup
15.1.1 General

1
“\J)Under the General section click on Loyalty. Select the In-Store Loyalty tab and
then the General tab.

Here you setup your general loyalty settings.

Loyalty

[v Allow daily duplicate lopalty transactions
[v Dizable Loyalty Print Chit

[ Enable vizit zcans without an arder

- Loyalty -

These options allow you to make individual settings within each store.

Allow daily duplicate This allows a customer to visit a store more than once per day and still
loyalty transactions get credit for the visit.

Disable Loyalty Print This will prevent the loyalty chit from being printed manually.

Chit
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Enable visit scans This allows the customer to visit a store but not have to purchase
without an order anything to get credit for the visit.

*Note: One Loyalty Point is given for each dollar spent.

Example: If a customer orders a pizza that is $10.00 then he will get 10 loyalty points.

15.1.2 Visit Setup

1
N')Under the General section click on Loyalty. Select the In-Store Loyalty tab then
the Visits tab.

Here you setup your loyalty visit setting receipt.

- Visit Setup -

When setting up the visit count, there are two areas of concern:

1. number of visits required for redemption
2. minimum qualifying amount for a visit

The first setting is always required for the loyalty visit program to work, but the second can be overridden
on the General tab with the Enable visit scans without an order setting (see In-Store
Loyalty->General).

Yizit Setup
# af wigits required for redemption ' 5
Minirurn qualifying amount for a vigit | $10.00

_"'-l"isit Bedemption PrintOut

o 19 29 30 no |
| 1234567890123456780 0123456789 01234567890 |

Congratulationst® You acquired a free
|{lunch. This offer is wvalid for one lunch
lup to 518.80.

- Visit Redemption PrintOut -

This is the space where you enter what you want your redemption receipt/chit to look like. This will be

printed on the customer receipt if they have the number of visits that are required, so make it easy to read
and understand.

Follow the 40 character ruler so that all type is visible on the receipt.
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15.1.3 Point Setup

1
\r)Under the General section click on Loyalty. Select the In-Store Loyalty tab and
then the Points tab.

Here you setup your loyalty points settings and receipts/chits.

- Point Setup -

Here you will set up your redemption breakpoints. You can set up as many breakpoints as you want.
Enter the lowest point value first and use the Add button or the down arrow on your keyboard to enter the
next point value. Continue until all breakpoints are entered.

Point Setup

Puoints #

| » 50
100

200

500

1000

bl

Point Hedemption PrintOut

8 18 208 38 48
123456780012305678001234567 8001234547800

Congratulations?

You have just reached 58 points?
Please return this receipt for

a free drink.

- Point Redemption PrintOut -

This is the space where you enter what you want your redemption receipt/chit to look like. This will be
presented to the customer, so make it easy to read and understand.

Follow the 40 character ruler so that all type is visible on the receipt.
Realize that each breakpoint must have a separate PrintOut entered.

*Note: It is recommended that you add to the receipt footer all of the possible point redemption levels and what
the customer will get once they reach those point levels. This way the customer will know what discounts are

available to them once they reach certain point levels. Go to Miscellaneous->Receipt Template for instructions on
editing your receipt template.
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15.2 Mercury Loyalty (V1)

1
\\r)Under the General section click on Loyalty. Select the Mercury Loyalty (V1) tab.

Loyalty

In-Stare Lapalty | Mercury Loalty 1] Il kercury Layalty [v3] |

ESEWEFSEUiﬂQSEWiSitS ] F'n:nints]

.........................................

Server Settings

[ Enable

terchant (D |

Server IP/DMS Addressles] |

Server Part

Configure Defaultz

- Server Settings Tab -

These settings make it possible to use Mercury Payment Systems to record your loyalty transactions and
use SoftTouch at multiple stores.

This means that a customer can visit any one of your locations and know that their loyalty visits and
points will follow them to each store.

Enable This allows the multi-store function to work.

Merchant ID This is the merchant ID provided to you by Mercury Payment Systems.

Server IP/DNS Internet address(es) to link to Mercury Payment Systems.

Address(es)

Server Port TI;ids is the port used to communicate from your server to the DNS
address.

- Visits and Points Tabs -

The information here is automatically copied over from what was entered under the In-Store Loyalty tab (see
In-Store Loyalty->Visit Setup and Point Setup).
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15.3 Mercury Loyalty (V3)

1
‘\r)Under the General section click on Loyalty. Select the Mercury Loyalty (V3) tab.

***Mercury Loyalty (V3) has been disabled.***

Loyalty

In-Store Loypalty | bercur Loyalty [441] | Mercury Loyalty [V3] ||

| b ercure Portal Loyalty kM anagement |

Server Settings

[ Enable

Server IP/OMNS Address(es) | Configure Defaults

AF| Kep |

APl Secret |
“Wwheb Portal Addrezs |

[+ Donot zend each check tranzactions to the loyalty zustem
[+ Do rnot zhow the lopalty program signup box after each tranzaction
= MOTE: The spstem will use the PLU field for the item to report to Mercun as the unique item

identifier [SEL]. 1f the PLU iz not defined ar blank, the system will uze the item name instead
az the unique identifier,
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Part 16 Hostess

1
\-)Under the General section click on Hostess.

294

Hostess
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General -
€t Company[Regisk,
5 System

& Order Functions
!;a Employvees
L*] Time Editar
[i' Cuskamers
1) Scheduling
= Item Builder

Stock/Barcodes
HH| Seating/Zones

Hostess includes the following:

1. Hostess Module Setup

2. Hostess Delete Reasons
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16.1 Hostess Module Setup Tab

1
“\J)Under the General section click on Hostess. Select the Hostess Module Setup

tab.

Here you setup your SoftHost module estimate and SmartHost settings.

- SoftHost hostess general settings -

SoftHost hostess general settings

[ ]Enable hostezs system

[ 1Enable table BUS kaode status for sections
[ ] Hostess systemn uzes pager hardware

[ Make bused tables unavailable

# of available tablez to highlight F-
whien not uzing SmartH ost ]
Hightlight timeout 10 2 | secs
# of minutes to tranzfer call ._a_heau_:ls B0 % | mins
b waiting list
# af minutes to delete a no show 50 8| miis

for call aheads

Enable hostess system

This allows the Hostess functions within SoftTouch to work.

Enable table BUS Mode
status for sections

This will change the color of the tables or seats to green after they have
been cashed out which signifies that the table will be available soon. A
server or bus boy needs to press that table or a seat in order to confirm
that indeed that table or seat has been bused and is now ready for
seating the next customer.

NOTE: It is very important for the bus boy or server to mark a table in
SoftTouch as bused immediately after they have cleared the table. This
will help the SmartHost system to give more accurate estimates for wait
times.

Hostess system uses
pager hardware

Enables pager (coaster) hardware to be used in conjunction with
SoftHost so that parties on the waiting list can be handed a coaster that
can be called when a table is available for them.

Make bused tables
unavailable

If checked, the SmartHost system will see tables that are in "bused"
status as unavailable.

# of available tables to
highlight when not
using SmartHost

This refers to the # of available tables that will be highlighted in blue if
not using SmartHost. If SmartHost is enabled, then two tables will be
highlighted.

Highlight timeout

This sets the number of seconds to highlight tables.
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# of minutes to This sets the humber of minutes before a call ahead's scheduled arrival
transfer call aheads to time to be transferred into the waiting list.
waiting list
# of minutes to delete If a call ahead has not arrived by x minutes past their scheduled arrival
a no show for call time, they will be automatically deleted.
aheads
- SoftHost module estimate and SmartHost settings -
SoftHost module estimate and SmartHost settings
[+ Digable SmartHost [no wait time predictions] Lei"a“ a
[~ Round eztimates up [clozest 5 min]
[ Auto adjuzt estimated times from accuracy %
Only upgrade up tao 22| seatup
kin. # of minutes for a table upgrade 1] :l minz T
# af haours to estimate wait times s
Increase over avg estimates by 25 :l 4
Min % for guest average 105 =
Usze .. to calc averages |L|se buzed datetime ﬂ
Employee rotation |B_I,I check count j
Disable SmartHost Disables the SmartHost system. The Hostess system can still be
used without SmartHost enabled, but you will not get any wait time
prediction.
Round estimates up All SmartHost estimates will be rounded up to the nearest 5 min.
(closest 5 min) For example, a 12 min wait time estimate will be rounded to 15 min.
Auto adjust estimated Increases the wait time in relation to the accuracy percentage. If
times from accuracy % the accuracy percentage is 75%, this option will increase the
predicted wait time by 25%.
Only upgrade to Maximum table upgrade from a certain party size. For example, if
seat up set to 2, a party of 2 can only be upgraded to a table for 4 (and not
a table for 5 or more).
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Min. # of minutes for a
table upgrade

Waiting party will not be upgraded to a larger table until the number
of minutes you enter here has passed.

# of hours to estimate
wait times

The SmartHost system will only estimate wait times based on the
past # of hours you enter here. For example, if you enter 3 hours,
the SmartHost system will only calculate wait times from averages
over the past 3 hours of business.

Increase over average
estimates by ___

If a table exceeds the time after which it was predicted to be
available, then the SmartHost system will increase the wait time for
this table by the percentage you enter here.

Min % for guest
average

If this is set to 10%, for example, then if at least 10% of the current
tables in the restaurant have parties of 2, then SoftHost will create a
separate average for them. On the contrary, if there is only 1 party
of 2 and 12 parties of 4, then the time from the party of 2 will just
get thrown into the average with the parties of 4.

Use ... to calc averages

There is a choice to calculate averages based on the time from when
the check was opened to when the table was bused or to when the
check was closed.

Employee rotation

By check count - This will assign the next table to the employee
that has the lowest number of active checks.

By rotation - Tables will be assigned to employees by rotation,
meaning that if there are four servers working, the first employee on
the list will be assigned to serve the first, fifth, ninth (and so on)
parties to be seated.

*Note: This may not hold true while a wait is an effect, at which
time parties will be seated in whichever server zone that has a table
available.

Assignments can also be manually overridden.

- Smart Host Scoring System -

This slider controls how the SmartHost system will assign tables.
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Less wait hme 1] More table match
] [z

SmartHoszt zconng system

SmartHozt optimized default values

More table match: The more you move the slider to the right, the more SmartHost will try to get an exact match for
parties and their preferences. This may slightly increase wait time, but parties are more likely to get seated at their

preferred table with this setting.

Less wait time: The more you move the slider to the left, the more SmartHost will try to decrease the wait time by seating
parties at tables that may not exactly match their preferences or party size.

SmartHost optimized default values: This button will reset all Hostess settings to their optimized default.

Note: SmartHost can be manually overridden at any time by the person operating the Hostess program.
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16.2 Hostess Delete Reasons Tab

1
‘\r)Under the General section click on Hostess. Select the Hostess Delete Reasons
tab.

- Hostess Delete Reasons -

Here you can setup reasons for deleting a party from the waiting list in the SoftHost package.

Hostess Module Setup  Hostess Delete Reasons |
Hostess deletion reasons

Reazon
|4 L eft without motice

Otker
Wiould not wait angmore

When you delete a party from the waiting list, you will be asked to select one of the reasons that you set
up here.

To add a Hostess deletion reason, click on the & Add button, enter a new reason and click the Y Save
button to save when you are finished.



Version 6.1.16

SoftTouch Msgs



Version 6.1.16

Part 17 SoftTouch Msgs

1
*«K)Under the General section click on SoftTouch Msgs.

SoftTouch Msgs

303
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General -

€k Company/Reqist,
Syskem
|s8| Order Funckions
a Emplovees
7 Time Editor
Zuskomers

40 Scheduling

= Trern Builder
Stack/Barcodes
EEl Seatingf/Zones

You will see a list of any SoftTouch messages that the site could benefit from. To view a message,
highlight the appropriate message from the Message List and press Get Messages.

SoftTouch Messages T S S B

I Get Meszages I Delete Mezzage |

# PA-DS5S Compliance Message

ﬁ Bitcoin Payments

iKiusk Stand-alone Self-Service Kiosk
iTahIe Tableside Self-Service

ok

Based on the tems that appear m the mformation box below, SofiTouch POS has detected that vour computer and network may be at risk for
noncompliance with the requirements set forth by the Payment Card Industry to protect cardholder data.

+ The SofiTouch POS limtted user account does not exists.
« Youmayv not have an AntiVims program running.

This message 15 provided to help vou make an informed assessment abowt vour compliance with PCI Data Securtty Standards. For more
nformation about vour obligation to comply with PCI standards, please contact vour bank or provider of merchant services. SoffTouch, LLC
makes no explict claims about the securty of vour computers or network. The absence of this message does not guarantee that vour computers
or network meet all of the securty requirements set forth by the PCIL Statement of ValidationThis pavment application, SofiTouch POS, appears
onthe PCI PA-DSS Valdated Pavment Applications list and meets or exceeds all PCI PA-DSS requirements. The above mformation refers to
other applications or confisuration settings on this computer that are controlled and operated ndependently of SofiTouch POS.
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Part 18 Hardware Section

1
\r)The Hardware section.

306

Hardware .
L_..J Stations
»!.J Self-Pay
b= Prinkers/Coursing
T Pale Display
:’: Caller ID
== Credit Cards
ﬁ Pagerfalerts
| Email{sMs
Dineblast Mobile

The Hardware section contains the following:

1. Stations

2. Self-Pay

3. Printers/Coursing

4. Pole Display

5. Caller ID

6. Credit Cards
7. Pager/Alerts
8. Email/SMS

9. Dineblast Mobile
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Part 19 Stations

1
\r)Under the Hardware section click on Stations.

308

Stations

Hardware u
,_!l Self-Pay
E=3 PrintersiCoursing
0 Pole Display
:H Caller ID
== Credit Cards
E Pager/ilerts

e

Stations explanation includes the following:
1.

2.

8.

9.

Ernailf5Ms
Dineblast Mobile

Stations

Options

Order Functions

. Security

. Hardware Devices

Tax

. Price Schedules

Menus

Sharing
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19.1 Station Tab

1
\r)Under the Hardware section click on Stations. Select the Station tab.

Station

All the stations that you add show up under the Station list part of the screen.

By default, anything with just a black arrow next to it is what is highlighted/selected.

| Station list Clane Station
|F address Type
132.168.68.104 Dineblazt Online Station
Terminal 10 132168 68.111 Self-Pay Station
Terminal 2 132.168.68.102 SoftTouch Station
Terminal 3 132.168.68.103 SoftTouch Station
Terminal 4 192.168.68.104 SoftTouch Kiozk Station

Station |Elpti|:|ns] Order Funu:tiu:uns] Seu:urit_l,l] Hardware Devices] Tax ] Frice Schedules] Menus] Sharing]

Station details

Station # *.| [V Active

-

Locatian |Terminal 1
IF address |'IE|2.'IEE=.EE=.'IEI4 Get |P
Station Type |5|:nfl:T auch Station :_J

Reverue Center |Hestaurant l]

iPos Device D

Mates

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Stati This is the SoftTouch record number for this station.
on #
Activ This box is checked by default when you create a new

e workstation. It must be checked for the station to operate.
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Loca
tion

This is the name you assign to the station.

IP
Addr
ess

This is the station's IP address.

Get
IP

Under Station List, select/highlight the name of the
workstation you're on, then press the Get IP button. The IP of
the selected workstation you are on will automatically fill in the
IP of the computer you are on.

*Note: This can only be done for the workstation you are
physically at.

Stati
on

Type

Your choices from the drop down are:

SoftTouch Station - used for SoftTouch POS workstations
SoftTouch iTable - used for the iTable, table mounted solution
Dineblast Online Station - used by SoftTouch when setting up
online menus

Self-Pay Station - used for Self-Pay Kiosk

Dineblast Mobile Station - reserved for future use

SoftTouch iPOS Station - used for the iTouch hand held devices
SoftTouch iKiosk Station - used for the iKiosk stations

Reve
nue
Cent
er

You select the revenue center you want this station to report to
from the drop down. To learn more about Revenue Centers
now, click Revenue_Centers.

Devi
ce ID

This is where you enter the Device ID if using the iTouch hand
held solution.

Note

This is an optional field where you can clarify what this station
is used for with a longer description than used in the Location
field.
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19.2 Options Tab

1
“\J)Under the Hardware section click on Stations. Select the Options tab.

Options
Station [Optiors | Order Functions | Security | Hardware Devices | Tax | Price Schedules | Menus | Sharing |
Station Options

Mizcellaneous

[ Cashoutuszingenterkey [ Force zeat stats [+ Dizplay upsells
[v Frint woided check, [+ Force zeat name [+ Lock/dizable station
[w Print woided items [+ Show'WaT amount on zoreenn [ Enable quick quantity buttons

[« Digable immediate printing

Credit Card Interface

[ Enable Credit Card Inteface

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Miscellaneous
Cashout If checked, allows you to hit Enter key on the keyboard when on the cashout screen. Equivale
Using Enter button on-screen.
Enter Key
Print When this option is checked voided checks will be printed.
Voided
Check
Print When this option is checked voided items will be printed.
Voided
Items
Disable When an employee rings up a delivery order, you have the option to print the check when the
immediat when send is hit, or you can wait until the order is dispatched to a driver. If you wish to wait
e printing dispatched to a driver, check this option box.
Force When this option is checked a server will have to enter customer statistics for each person on
seat stats gender and age group. The system will then keep track of the appetizers and desserts most f
each demographic and can display suggestions in the Upsell display.
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Force
seat
name

When this option is checked a server will have to enter the customer's hame occupying the se

Show VAT
amount
on screen

When this option is checked the value added tax is displayed for liquor items.

Display
upsells

When this option is checked all upsells (from Items & Stock and from Seat Statistics) are app

Lock/Dis
able
Station

When this option is checked you will not be able to take orders in SoftTouch from that station

Enable
Quick
Quantity
Buttons

Puts the quantity buttons across the top of the screen for fast ordering of large quantities of ¢
easy to punch in 6 Buds, for example.

Counter TakeOut Pick Up Dining

6 G0 3 >

RIS AN

Delivery
!j_-: '

SoftTouch POS - s
6/30 12:11p ¥ . ﬁ
F

9

_
o

—

#E5 - Guest: 1 =2

Quick Quantity
Buttons

En
ab
le
Cr
ed
it
Ca
rd
In
te
rf
ac

When this option is checked the station will allow credit cards to be accepted.
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19.3 Order Functions

1
\)Under the Hardware section click on Stations. Select the Order Functions tab.

Order Functions

Stations
| Stationlist | Clone Stalion
 |Location IIF‘ addiess | Tupe :
_ Terminal 1 19216868104  Dineblazt Drline Station ]
| [ Teminal 10 19216868111 SeliPay Station i
; Temminal 2 19216868102  SoftTouck Station ’
_ Teiminal 3 19216868103  SoftTouch Station

! | Temanal 4 19216868104  SoitTouch iKiosk Station

Statiu:unl Optiots SEcurit_l,ll Hardware Devicesg Tax I Price Schedulesl Menus! Sharing!
Enable/Dizable | Enunteri Dining! Bar l TakeDuti Deliver_l,ll F'iu:kupl Dirive Thru! iT able ! iKiogk l Dnlinel
. Station function enable /disable E

' Function Visibility Display Order
. |Function |visible Calculator
P Calculstor v Open Drawer
Open Diawer [ mﬁ Hieton)
_|Order History v Counter
Calles ID I Pickup
e o | [
_|Delvery I
| Diiver Dispatch r
_|Counter [
| Take Out ®
| Diive Thiu I
_|Pickup v
_|Bar I
_|Dining I
i Emod v Refresh Save new onder
_|System v
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Order function explanations include the following:

1. Enable/Disable

2. Counter
3. Dining
4. Bar

5. TakeOut
6. Delivery

7. Pickup
8. DriveThru

9. iTable
10. iKiosk

11. Online
19.3.1 Enable/Disable

1
‘\r)Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Enable/Disable tab.

Enable/Disable

. Statiun] Ophions | Security | Hardware Devices | Tax | Frice Schedules | Menus | Sharing |
| I:u:-unter] Dining] Bar | TakeOut | Delivery | Pickup | Dirive Thru | iT able | ikiozk, ] I:Inline]

Station function enable /disable

Function Yizibility Display Order
Functian |wisitle A e
Caloulatar v Open Drawer
— Order Higtary
t Open Drawer [ [
__ | Order Higtary ™ Delivery
Caller ID [ Counter
il ? - ™ Take Out
. Rl Pickup
_|Delivery v Bar
Diriver Dispatch m Ellnlr?g
il mployes
_|Counter v Sraan
_|Take Out v
_|Dirive Thru [
_|Pickup [
_|Bar W
Dining ~
_|Emplayee vl Refrezh Save new order
_|Spstem [
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First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

- Station Functions -

1. Under this list is all the options for Functions/Modes that can be displayed in the POS system. Enable
only the functions needed by the restaurant.

The List:

Calculator Useful when the cashier/server needs to figure out how to evenly split
a tender between two cash tenders to get the proper change.

Open Drawer If the drawer is set to "manual open" this option will let you manually
pop open the drawer.

Order History This button will allow you to pull up a history of the last checks rung
to reopen a check, reprint a check, adjust a payment on a check or
add a credit card tip to a check.

The number of checks that will be displayed is determined by what
you set in the System applet under the General tab (see
System->General Tab for more information).

Caller ID The Mode that lets you get into the Caller ID area to answer the
incoming calls. Only needs to be enabled if you have Caller ID set up
for your system.

Info Gives information about SoftTouch; cannot be unchecked.

Delivery Enables Delivery Mode.

Driver Dispatch If you have Delivery Mode Checked on, you must also have the Driver
Dispatch area checked on, because Driver Dispatch is where you
assign the deliveries to the drivers.

Counter Enables Counter Mode on the highlighted workstation.

Take Out Enables Take Out mode on the highlighted workstation.

Drive Thru Enables Drive Thru mode on the highlighted workstation.

Pickup Used in Conjunction with Counter (if Counter mode is not set to cash
out immediately), Take Out, and Drive Thru modes. This is the section
the checks are placed in for cashout purposes.
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Bar Enables Bar mode on the highlighted workstation.
Dining Enables Dining mode on the highlighted workstation.
Employee Enables Employee mode. This mode is where the employees can view

their checks, assign drawers, etc.

System Enables System mode. This is where the Managers can overview
checks, get into House Accounts, do a Manual Z, etc.

2. To enable any of the modes listed, place a check next to that item under the Visible column. Anything
unchecked will not be displayed for the station selected.

Example:

jUI“_II*J uch p ’J-} Calc Drawe Info Delivery Dispatch Counter Take Out Pick Up Bar Diini Employes
7/2205:39p fttouchadm : - B Y G O N = 4 4 ﬁH\ 4

Warnings & Reminders | ChalkBoard ! Specials  Self Pay Cashout  Alerts!

Station Modes
gm}‘e ufhg_n gr_'geffng yevr i?ysfa_mgfs

- Display Order -

1. You can click and drag on the functions/modes that are checked on for visibility in this section. Once
you have dragged and dropped the list into the order in which you would like it displayed in the POS
system you can click the Save New Order button.

2. If you click the Refresh button before you click the "Save New Order" button, the list will refresh back to
the original state. Once you have clicked the "Save New Order" option, if you move some things and then
click refresh without clicking Save New Order, it will default to the last order of the list you saved.

19.3.2 Counter

1
N')Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Counter tab.

Counter
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.Statiun] Options | Order Functions |Securit_l,l | Hardware Devices | Tax | Frice Schedules | b ez | Sharing |

' Enable/Disable [ Counter]| Dining | Bar | TakeDut| Delivery | Pickup | Drive Thu | iTable | ikiosk | Oniine |

Counter settings

[+ Lock down

I Print Receipt

[ Dizable Send/Suspend Buttaon
[ Asgk Coaster

[ Agk Dine In/To Go

[+ Asgk Customn Field

gk Mame | j

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Lock If checked, once you enter counter mode, the system will stay in counter
Down mode until another mode is selected.

Print If checked, you will get a receipt for every transaction rung in counter
Receipt mode.

Disable If checked, you will not be able to Send an order while in counter mode.
Send/

Suspen

d

Button

Ask If checked, you will be prompted to enter the number assigned to the
Coaste coaster you give the customer to page them when their order is ready.

r

Ask If checked, you will be prompted to select whether each counter order is
Dine a Dine In order or a To Go order.

In/To

Go

Ask If checked, you will be prompted to enter information pertaining to the
Custom custom field you set up.

Field
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Ask Your options from the drop down are:
Name Ask name on "Send" - you will be prompted for customer name only

when using Send
Ask name on "Cashout" - you will be prompted for customer name only

on Cashout
Ask name on "Send/Cashout" - you will be prompted for customer name

with Send or Cashout
Don't ask for a name - you will not be prompted for a customer name

* If left blank, you will not be prompted for a customer name.

19.3.3 Dining

1
\\r)Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Dining tab.

Dining

Statiu:un] Options | Order Functions | Security | Hardware Devices | Tax | Price Schedules | benus | Sharing |

. Enal:ule.-"DisaI:uIe] Counter IDiﬁiﬁﬁ Bar | TakeOut | Delivery | Fickup | Cirive Thiu | iT able | iFiosk ] I:Inline]

Dining settings

[v Lock down [ Dizable Print Check Button

| Auto Preduthorize on new check. [T Azk for RFID card assignment for the order
Tip=
f*+ Do not ask for a bip at cashout

" Aszk far a tip at cazhout before approval on media with tp
" Azk far a tip at cashout after approval on media with p and credit card interface enabled

Dining 5 ection |Dining ﬂ
Check dizplay style |Seating Full/Floating List j

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

- Dining Options -

Lock Down If checked, once you enter Dining mode, the system will stay in Dining
mode until another mode is selected.

Auto ] With this selected, if you ring a check in dining mode and go to the cashout screen,
PreAuthoriz you will see a pre auth button that is automatically on. You can now swipe a card
ghoe':::ew and it pre-authorizes the credit card rather than closing the check. This can be done

by station.
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Disable Print
Check
Button

If checked, the Print button will not work in Dining mode on the
highlighted workstation.

Ask for RFID
card
assignment
for the order

This should most likely be left unchecked except for use with self-pay
stations.

- Tips Options -
Do not ask When you select this option, you will not be asked for a tip when you
for a tip at apply a credit card payment to a check.
cashout
Ask for a When you select this option, you will be asked to enter a charge tip
tip at before the receipt is printed for the guest to sign when you apply a credit
cashout card payment to a check.
before

approval on
media with

tip

Ask for a When you select this option, you will be asked to enter a charge tip after
tip at the receipt is printed for the guest to sign when you apply a credit card
cashout payment to a check.

after

approval on
media with
tip with
credit card
interface
enabled

Dining
Section

Select the layout you will be using for Dining mode from the drop-down. I
f you wish to learn more about this feature now go to
Seating/Zones->Designer Tab.




Version 6.1.16

321

Check You can select one of the following Check display styles form the drop
display down:
style e Seating List/Floating List

e Seating Full/Floating List
e Seating List/Floating Full
e Seating Full/Floating Full

Seating refers to checks at a table or seat and Floating refers to orders
that are not attached to a certain table or seat (if someone orders a drink
from the bar but walks around, for example). When you view all seating
of floating checks in SoftTouch, List will show basic details of checks and
Full will show the actual check images. List allows more to be viewed at
once. Full may take longer to load on some computers.

19.3.4 Bar

1
\\r)Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Bar tab.

Bar

.Statinn] Options | Order Funchions | 5 ecurity | Hardware Devices | Tax | Price Schedules | henus | Sharing |

.Enal:ule.-’DisaI:uIe] Eu:uunter] Dining Takelut | Delivery | Pickup | Drrive Thiu | iT able | iKiozk ] Dnline]

Bar settings

v Lock down [ Digable/Hide Print Check Button
[w Aszk name at bar [ Dizable Quick Bar
[ Auto Preduthonize on new check

Tipz

* Donaot azk for a tip at cazhout

" Mgk far a tip at cazhout before approval on media with tp
" Agk far a tip at cazhout after approval on media with tip and credit card interface enabled

Bar Section |Bar ﬂ

Check dizplay style |Seating Full/Floating List ﬂ

First select the station by highlighting it from the Station list part of the screen. This is the
station you will be making changes to.

- Bar Options -

Lock Down If checked, once you enter Bar mode, the system will stay in Bar mode
until another mode is selected.
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Ask name at
bar

If checked, you will be prompted to assign a name to each bar order.

Auto
PreAuthoriz
e on new
check

With this selected, if you ring a check in bar mode and go to the cashout screen, you
will see a pre auth button that is automatically on. You can now swipe a card and it
pre-authorizes the credit card rather than closing the check. This can be done by

station.

Disable/
Hide Print
Check
Button

If checked, the Print button will not work in Bar mode for the highlighted
workstation.

Disable
Quick
Bar

Quick Bar is a feature that will allow an employee to ring up sales and
close them out without assigning the check to a table or running a tab.
It is designed for high speed scenarios where the bar will close out the
checks as they ring them, for a pay as you go situation.

- Tips Options -

Do not ask When you select this option, you will not be asked for a tip when you
for a tip at apply a credit card payment to a check.

cashout

Ask for a When you select this option, you will be asked to enter a charge tip

tip at before the receipt is printed for the guest to sign when you apply a credit
cashout card payment to a check.

before

approval on
media with

tip

Ask for a When you select this option, you will be asked to enter a charge tip after
tip at the receipt is printed for the guest to sign when you apply a credit card
cashout payment to a check.

after

approval on
media with
tip with
credit card
interface
enabled
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Bar Select the layout you will be using for Dining mode from the drop down. I
Section f you wish to learn more about this feature now go to
Seating/Zones->Designer Tab.
Check You can select one of the following Check display styles form the drop-
display down:
style Seating List/Floating List
Seating Full/Floating List
Seating List/Floating Full
Seating Full/Floating Full

19.3.5 TakeOut

1
N')Under the Hardware section click on Stations. Select the Order Functions tab,
then select the TakeOut tab.

TakeOut

.Statinn] Options | Order Functions § 5 ecurity | Hardware Devices | Tax | Price Schedules | kM enuz | Sharing |

.EnablefDisabIe] Eu:uunter] Dining] Bar | Delivery | Pickup | Drive Thru | iTable | ikinzk ] Elnline]

Takeout settings

[v Lock down
[~ dAsk Date Time Stamp
[v Frint Receipt

Mew Takeout Order Optionz

=]

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Lock
down

If checked, once you enter Takeout mode, the system will stay
in Takeout mode until another mode is selected.
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Ask If checked, the system will prompt the user for a date and time
Date at the beginning of each transaction.
Time
Stamp
Print If checked, you will get a receipt for each transaction rung in
Receipt Takeout mode.
New You can select one of the following Takeout Order Options form
Takeout the drop down:
Order Search for a customer - This will bring up a customer's past
Options order history.
Do not search for a customer - This requires customer
information but does not bring up past order history.
Fast takeout only - This does not require customer
information or bring up or create order history.

19.3.6 Delivery

1
“\J)Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Delivery tab.

Delivery

.Statiun] Ophions | Security | Hardware Devices | Tax | Frice Schedules | Menus | Sharing |
. Enal:ule.-"DisaI:uIe] I:u:-unter] Dining] Bar ] TakeOut | Fickup | Dirive Thiu | iT able | iiosk. ] I:Inline]

Delivery settings

v Lock down
[ Azk Date Time Stamp

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Lock If checked, once you enter Delivery mode, the system will stay
down in Delivery mode until another mode is selected.

Ask If checked, the system will prompt the user for a date and time

Date at the beginning of each transaction.

Time

Stamp
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19.3.7 Pickup

1
\\r)Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Pickup tab.

PickUp

. Statiu:un] Options | Security | Hardware Devices | Tax | Frice Schedules | henus | Sharng |
. Enal:-le.-"DisaI:-Ie] I:::uunter] Dining] Bar ] TakeDut] Delivery | Dirive Thru | iT able | ik.iozk. ] I:Inline]

Pickup settings

[w Show counter arders
[v Show takeout arders

[ Show drive thru arders

Sort pickup order by ﬂ

Dizplay filker

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Show If checked, you will see any Counter orders that were sent,
counter rather than closed, in Pickup mode.

orders

Show If checked, you will see any TakeOut orders that were sent,
takeout rather than closed, in Pickup mode.

orders

Show If checked, you will see any Drive Thru orders that were sent in
drive Pickup mode.

thru

orders

Sort You can select one of the following "Sort pickup order by"
pickup options form the drop-down:

order Check date/time ascending

by Check date/time descending
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Display Used in a dual drive through scenario.
filter

19.3.8 Drive Thru

1
N')Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Drive Thru tab.

Drive Thru

.Statiun] Optionz Security | Hardware Devices | Tax | Price Schedules | benus | Sharing |
.EnablefDisabIe] Eu:uunter] Dining] Bar ] TakeEIut] Deliver_l,l] Pickup iT able | ifiozk, ] Elnline]

Drive thru settings

v Lock down
[~ Frint Receipt

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Lock If checked, once you enter Drive Thru mode, the system will
down stay in Drive Thru mode until another mode is selected.
Print If checked, you will get a receipt for each transaction rung in
Receipt Drive Thru mode.
19.3.9 iTable

1
N')Under the Hardware section click on Stations. Select the Order Functions tab,
then select the iTable tab.
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iTable

.Statinn] Options S ecurity | Hardware Devices | Tax | Price Schedules | b enus | Sharing |
.EnablefDisabIe] Eu:uunter] Driking | Bar | Takelut | Delivery | Pickup | Drrive Thiu iKiozk, ] Dnline]

iTable settings

Seating # | | Clear
T able inactivity timeout 0 -5 seconds [10 - 9339)

Cazhout Timeout | seconds [1-939)

Final Screen [Special Instruction Message]

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Seating Enter the table number where this iTable device (highlighted
# above) will be located.
Table Enter the amount of time this device should go unused, in seconds,
inactivity before the device reverts to the welcome screen.
timeout
Cashout Enter the number of seconds that you wish the station to stay on
Timeout the cashout screen before it times out.
Final If you wish the screen to display a final message, enter it here.
Screen
19.3.10 iKiosk

1
N')Under the Hardware section click on Stations. Select the Order Functions tab,
then select the Kiosk tab.
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iKiosk

.Statiun] O ptions |Seu:urit_l,l | Hardware Devices | Tax | Price Schedules | kenuz | Sharing |
.EnablefDisabIe] Enunter] Dirning | Bar | TakeOut | Deliverny | Fickup | Drrive Thru | il able | Dnline]

iKiosk settings

[ Canthe Station Cazhowt [+ Ask Dine IndTo Go
[« Print Receipt [ Ak for tip [on rmedia wtip)]
[« Auto Cloze to Cash

K.inzk inactivity timeout | =econdz (10 - 9399

sk Mame | j
Cazhout Timeout | seconds [1-939)

Final Screen [Special Instruction Message]

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Can the If checked, you will be able to cash out from the kiosk.

Station

Cashout

Print If checked, you will be able to print a receipt from the kiosk,
Receipt providing you have the station set up to print properly. (To learn

more about setting up printing, see Printers/Coursing).

Auto This should most likely be left unchecked but is available for special
Close to meta payment situations; automatically closes as a cash payment.
Cash

Ask Dine If checked, the system will ask if the order is dine in or to go with
In/To each transaction.

Go
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Ask for If checked, you will be asked for a tip when cashing out to a credit
tip (on card at the iKiosk.
media
w/tip)
Kiosk Enter the number of seconds that you wish the station to stay
inactivit active before it times out.
Yy
timeout
Ask Your options from the drop down are:
Name Ask name - you will be prompted for customer name
Don't ask for a name - you will not be prompted for a customer
name
Cashout Enter the number of seconds that you wish the station to stay on
Timeout the cashout screen before it times out.
Final If you wish the screen to display a final message (e.g., Please pay
Screen at the cashier station), enter it here.
19.3.11 Online

1
“\J)Under the Hardware section click on Stations. Select the Order Functions tab,

then select the Online tab.

Online

.Statinn] Options | SecLrity | Hardware Devices | Tax | Frice Schedules | b Lz | Sharing |
.EnablefDisabIe] Eu:uunter] Dining] Bar ] TakeDut] Deliver_l,l] Pickup | Crive Thru] iTaI:uIe] ikiozk,

Online setttings

[+ Display online alerts

+ Ad

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Display
online
alerts

If checked, an alert will appear on the screen of this
workstation any time an online order is placed. This is used in
conjunction with online ordering.
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19.4 Security Tab

1
“\J)Under the Hardware section click on Stations. Select the Security tab.

Security

. Statiu:un] I:Ipti-:uns] Order Funchions | Hardware Devices | Tax | Price Schedules | Menus | Sharing |
Station Security
General Spotter/Cazhout Dizplay

v Spotter Dizplay

Cashout/Spatter Timeout IE=

geconds [0 = Mo Timeout]

[ Dizable clockin
[v Can the station cashout
[ Force tenders [dizable enter key & fastcazh)

[ Digable employee to guickly exit

[+ Allow drawer o be opened while in an order [ oo itoie sl e <ol

System Timeouts = 5
Inactivity are in seconds

Login Screen Theme |Traditional 0 = logoff right away
-1= never log out
Station inactivity timeaut 45

End af bar order inactivity timeout 4 -+| Bar lock down required
End of dining arder inactivity timeaout 4 5| Dining lock down required

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

General:

Disable clockin Disables employees from being able to clock in on specific stations.
This can help an owner or manager keep track of payroll by forcing
them to clock in or out on a station that is in plain view.

Can the station If this option is not checked you will not be able to cash out at that

cashout station; you will only be able to take orders. So check this option if
you want to be able to cash out at the highlighted station.

Force tenders Forces employees to enter an exact tender amount. They will not be

(disable enter able to cashout simply by hitting the Enter button. For example, if the

key & fastcash) customer hands them a $20.00 for a check total of $19.24, they must
enter "$20.00" in SoftTouch. The FastCash key will also be disabled.
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Allow drawer to
be opened while
in an order

If checked, you will be able to open the cash drawer (see SoftTouch
button below) using the "No Sale" button while in the middle of the
order. Used most often to make change for a customer while in
counter mode.

Dirawer

*Note: The restaurant needs to be aware that this can cause security
issues if the drawer can be opened in the middle of an order.

System Timeouts

Login Screen
Theme

You can change login screen theme: traditional or black.

Station inactivity
timeout

Set the time (in seconds) when the system will go to the login screen
after an order when on the main (chalkboard) screen.

End of bar order
inactivity timeout

Sets the time (in seconds) when the system will go to the login screen
after an order when in Bar mode.

End of dining
order inactivity
timeout

Sets the time (in seconds) when the system will go to the login screen
after an order when in Dining mode.

Spotter/Cashout Display

Spotter If checked, you will see a Spotter Display when orders are cashed

Display out, that will display the Total of the check and the Change due to
the customer in a very large print so a manager can spot check
orders.

Cashout/Spott Allows you to specify the time (in seconds) after a check is cashed

er Timeout out before you will be automatically returned to the floor layout or
chalkboard.
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before closing
the sale

Disable If checked, you will not have access to the Yes button to quickly

employee to exit the Cashout Spotter screen. The screen will stay on for the

quickly exit specified number of seconds and then the system will automatically
exit the Cashout Spotter screen.

Confirm If checked, you will need to press Yes or No to verify the amount

tendered on the Cashout screen.
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19.5 Hardware Devices

1
‘\r)Under the Hardware section click on Stations. Select the Hardware tab.

333

Hardware
|Location IP address I
¥ Terminal 1 192.168.62.104
Terminal 10 192168 62111
Terminal 2 1592 168.68.102
Terrminal 3 192.168.68.103
Terminal 4 192.168.62.104

.Statianl Dptians] Order Functians] Securnty Tax | Frice Schedules | Menus | Sharing |

Diramers | Printers | MSFR | Fingerprint | Caller ID | Pole Display | Liquor Dispensing | Scanners/Other | Scale | TvS Cameras | Coin Dispenser |

Drawers ; Drawers + f-‘g-di:l
ﬂlName | = Mame | [ Active
i Interface | j
Pazition I_:‘ The position when attached to a terminal.

OPOS Mame

[+ Can be opened manually

[# Drawer compulsion [USE support only)
Timeout for drawer to be closed I—:' FECE
Alloweable tills bo be used with this drawer
| Till Name | =&

C |

Hardware explanations include the following:
1. Drawers

2. Printers

3. MSR

4. Fingerprint
5. Caller _ID

6. Pole Display

7. Liquor Dispensing

8. Scanners/Other

9. Scale

10. TVS_Cameras
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11. Coin Dispenser

19.5.1 Drawers

1
N')Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Drawers tab.

Drawers

.Statiunl Elptiu:uns] Order Functiu:uns] Security Tax | Price Schedules | Menus | Sharing |

| Printers] MSR ] Fingerprint | Caller ID | Pale Dizplay | Liquor Dizpensing | ScannersdQther | Scale | TWS Cameras | Coin Dispenser]

Drawers l Drawers & Add
ﬂlName | < M ame | [ Active
Interface | j

Pasition % The position when attached to a terminal.

OPOS Mame |

[+ Can be opened manually
[+ Drawer compulsion [USE support only]
Timneout for drawer to be clozed I—:| zecs
Allowable tills bo be wzed with this drawvwer
| Till Name | -

L |

Create | -I-Add| | | i |

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Name You will enter the name of the cash drawer in this field. If you
have 2 cash drawers, you may want to name them Cash Drawer 1
and Cash Drawer 2. To add additional drawers, use the Add button
above, in the blue bar. The name can be entered in the list of
Drawer names on the left or in the blank field on the right.

Interfac You can select one of the following Interfaces:
e No Interface
Printer Interface
OPOS Interface
M-S Cash Drawer USB Interface
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Position If you have more than one cash drawer attached to a workstation,
you can select position 1, 2, 3 or 4 depending on where the cash
drawer is plugged in.
OPOS If this is an OPOS drawer, enter the OPOS name here.
Name

Can be opened
manually

If checked, you will be able to perform a No Sale (opening the

drawer between sales) from this workstation.

Drawer
compulsion
(USB support
only)

How With this option selected, you must close the drawer before
you can ring a new order. You need a USB drawer from MS Cash
Drawer for this to work.

Timeout for
drawer to be
closed

How many seconds the station should wait before displaying a
message for the employee to close the drawer.

Allowable tills
to be used with
this drawer

Clicking on the space below Till Name will activate a drop-down
from which you can select a till that will be used with the
highlighted cash drawer. To add another till, use the Add button
below this section.

To add a till that is not on the list, press the Create button, but
you may need to go to the Banks applet to adjust its settings.
Another option is just to create a new till using the Banks applet
and then return here, where it will now appear on the drop-down
list.

19.5.2 Printers

1
“\J)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Printers tab.
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Printers

.Statiun] Dptions] Order Functions | S ecurity Tax | Price Schedules | b ez | Sharing |

" Dirawers | ME5F ] Fingerprint | Caller D | Pole Display | Liquar Dispenzing | Scanners/Other | Scale | TWS Eameras] Coin Dispenzer
Station printers

40 Column Settings 80 Column Settings

Check. print Group | ﬂ Report Printer ﬂ
Receipt prnt Group | ﬂ
QOther print jobs | j
[Paid IN/OUT,
Refunds, etc__)
Printers to ignore for remote printing & Add

|F'rinter Hame |

L |

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Check Print
Group

From the drop-down list of printers set up in Windows on the selected
station, select the printer you wish to print the 40 column guest check.

Receipt Print
Group

From the drop-down list of printers set up in Windows on the selected
station, select the printer you wish to print the 40 column receipt.

Other Print
Jobs

From the drop-down list of printers set up in Windows on the selected
station, select the printer you wish to print all other print jobs.

Report Printer

From the drop-down list of printers set up in Windows on the selected
station, select the printer you wish to print the 80 column reports.

Printers to
ignore for
remote
printing

You can opt to have the selected station ignore remote printing to a
particular remote printer. This is useful if you have a bar remote
printer and you wish drinks to send to the bar remote printer when
servers ring up from a server station, but not have drinks print to the
bar remote printer when the bartender rings up drinks from a bar
station. To ignore multiple printers for remote printing, use the Add
button and select additional printers.

For more information on setting up printing, see Printers/Coursing.
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19.5.3 MSR

1
\\r)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the MSR tab.

MSR

.Statinn] Dptiu:uns] Order Functions | Security Ta= | Price Schedules | Menus | Sharing |

.Drawers] Printers Fingerprint | Caller 1D | Pole Display | Liquor Dispensing | Scanners/Other | Scale | TWS Cameraz | Coin Dispenserl

MSR {Swipe card) settings + Add

oros
SR Device Mame

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

If you are using an OPOS MSR, enter the OPOS name here.

19.5.4 Fingerprint

1
N')Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Fingerprint tab.

Fingerprint

-Statian] Dptinns] Order Funchonz | Secuity Tax | Frice Schedules | M enuz | Sharing |
.Drawers] F'rinters] MSR Caller 1D | Pale Dizplay | Liguar Dizpenszing | Scanners/Other | Scale | TS Cameraz | Coin Dispenser

Fingerprint,/Biometric settings & Add

Select a finger print/biometric option
Dizable Biometrics j

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

You can select from the following options:

Disable Biometrics - if selected, fingerprint readers will not work

Enable Biometrics Globally - if selected, fingerprint readers will work for ringing sales as well as time
clock and override functions

Enable Biometrics for Time Clocks Only - if selected, fingerprint readers will work for time clock only
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Enable Biometrics for Overrides Only - if selected, fingerprint readers will work for overrides only
Enable Biometrics for Overrides & Time Clocks Only - if selected, fingerprint readers will work for time
clock and override functions

19.5.5 Caller ID

1
N')Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Caller ID tab.

Caller ID

.Statinn] Dptinns] Order Functions | S ecurity Tax | Price 5chedules | Menus | Sharing |
.Drawersl F'rinters] M5R ] Fingerprint f Caller [D |F'|:u|e Display | Liguar Dizpenzing | Scanners/Qther | Scale | TWS Cameras | Coin Dispenser
Caller ID settings & 4dd

[+ Enable Caller ID Interface

Caller 1D Natification ~|

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Enable This box must be checked for Caller ID to work on this workstation.
Caller
ID
Interfac
e
Caller ID You can select from the following options:
Notificat No notification - if selected, you will not be notified when a call
ion comes in
Popup notification - if selected, you will get a popup notification
with the customer's name and phone when a call comes in

19.5.6 Pole Display

1
N')Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Pole Display tab.

Pole Display
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-Statiun] Dpliuns] Order Functionz | Security Tax | Price Schedules | bd @ | Sharing |
-Drawers] F'rinters] 5R ] Fingerprint] Caller ID | Pale Display | Liguor Dispenszing | Scannersz/Other | Scale | TwS Cameraz | Coin Dispenser]
Pole display settings + Add

[ Enable pole display

COk Serial
Pole Display Code |DSP BO0/504 -l
COM part 1B
e =~ Test Pole Display |
OFOs

Line Dizplay Device Mame

Fole Mezzage

Welcome to my
restaurant!

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

- Assign Pole Display -

Enable pole If checked, the pole display is enabled. To disable, simply uncheck the

display check box.

Pole Display From the drop-down menu choose a pole display. For pole displays to show

Code up here, you have to set them up using the Pole Display applet.

COM port Specify the COM port that pole display is connected to on the workstation.

OPOS This is used for NCR machines that employ OPOS drivers to display. Leave
blank if using a normal serial pole display.

Pole Message Enter the message to be displayed when pole display is idle.

19.5.7 Liquor Dispensing

1
“\J)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Liquor Dispensing tab.
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Liquor Dispensing
.Statiu:un] Dptiu:unsl Order Functions | Security Tax | Price Schedules | Menus | Sharing |
.Drawersl F'rinters] M5H ] Fingerplint] EallerID] Pole Dizplay Scanners/Other | Scale | TS Cameraz | Coin Dizpenzer
Liquor dispensing settings &= Add

Serial Interface [Berg “'basic’ specificationz)

[~ Enable liquor dizpenzing
COM Port 1=

Baud Rate 9600

Party  |Mone -
[rata Bits g
Stop Bits 1

Liquor Dispensing Interface

This is where you configure your liquor dispensing settings. We currently use the Berg "Basic"
interface, so to ensure compatibility check with your manufacturer that they also use the standard
Berg "Basic" interface.

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

- Serial Interface (Berg "basic" specifications) -

Check the Enable liquor dispensing box if you are connecting a liquor dispensing unit and want
SoftTouch to interact with it.

COM Port This is the COM port used on the computer.

Baud Rate This is the speed of data transfer (typically 9600).
Parity This is typically set to None.

Data Bits This is typically set to 8.

Stop Bits This is typically set to 1.
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19.5.8 Scanners/Other

1
\\r)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Scanners/Other tab.

Scanners/Other

.Statiun] Dptionsl Order Functiohs | Securty | Tax | Price Schedules | M enuz | Sharing |

.Drawersl F'rinters] MSR ] Fingerprint] EallerID] Pole Displa_l,l] Liquor Dispensing | Scanners/Other | Scale | TWS Cameras | Coin Dispenser

Senal/Bluetooth hardware devices + &dd

|Name | -

¥

Device Settings

Mame | [+ Active
Meszage 1D |

Device Type | ﬂ
Tranzmit Type | ﬂ

Serial Settings | Keyboard Seftings |

Baud Rate [+ Digplay LCD feedback,
COM Part I—:| Clear Dizplay Code li
T erminatar = Dizplay Start Delap =1 Millizec.

Data bits: 8, Stop bits: 1, Parity: None Display End Delay =1 Millizec.

Serial port test results
Start Device
Stop Device

Any changes or additions to device settings for this station requires a restart of the

workstation or you may right click on the SoftTouch client icon on the workstation and
restart the devices.

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Name This is the name of the device at the station. You can name it
whatever you want, typing the name into either the space in the list

on the left or the blank field on the right. To add more device names,
use the Add button.

Active This box must be checked in order for the selected device to be
active.
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Message ID Used in conjunction with the Paging/Alert system. This is the
message to be displayed on the server's pager when a chef scans a
barcode to tell them to come pick up the food. This will tell the server
WHERE to go to get the food. Put something like "Chef Station 1" or
"Chef Station 2." If you only have one place where the servers pick
up the food, then this can be left blank.

Device Type This is type of device you are setting up:

Serial
Bluetooth
Keyboard

USB or PS/2 type scanners should be set to Keyboard.

Transmit Type

Front End Code Mode - With this option you can:

e Look up tickets in System > Overview
e Assign deliveries to a driver

e Automatic Item scanning

e Look up tickets in the Pickup section

e Pickup checks while on the Dining or Bar seating layouts

Back End Mode - This mode is designed to be used in conjunction
with a pager system so that servers will be alerted when the chef has
finished making food. A scanner set to "Back End Mode" would be
placed in the kitchen with the Chefs.

e Chef will scan an order in the kitchen when food is ready so that the
server will be paged.

e Server will scan the order when they pick up the food and bring it to
the table. This marks the food as "served" so that they will stop
being paged.

Convert to Keyboard Data - Anything coming through the serial
port will get converted to keyboard data.

Coaster Mode Only - Use this mode if the restaurant is using
coasters only and not pagers. The coasters are given to customers
and are called by scanning a bar code on the kitchen ticket when the
customer's food is ready.

Pager Mode Only - Use this mode if you are using employee pagers,
but not coasters.

- Serial Settings -

If you are using a keyboard device, you can ignore these settings.



Version 6.1.16

343

Baud Rate

This is the speed of data transfer (typically 9600).

COM Port

This is the serial communication port.

Terminator

Terminating signal (typically 13).

Display LCD
feedback

When checked, displays feedback text to a scanner with an LCD
display.

Clear Display code

Display codes for the LCD. Refer to your manufacturer's manual for
this code. Must be in decimal format.

Display Start Delay

Number of milliseconds to wait before displaying LCD feedback after a
scan. This is useful if the scanner has a default message after a scan
and you need to wait until that message is cleared before displaying
feedback.

Display End Delay

Number of milliseconds to wait before clearing the LCD feedback.

You can test a serial device by pressing the button, then scanning a barcode of some
kind. Any data passed through the serial port will show up in the Serial port test results window.
If no data is showing, check to make sure your com port assignment is correct. When you are

finished testing, click the button.

é-& 2:07 PM

*NOTE: You must exit the softclient.exe which you will find in the system tray i while testing
the scanner using the 'Start Device' and 'Stop Device' buttons. Once you are finished, restart softclient.exe.
It can be found in the SoftTouch folder on the C drive or in your start menu programs under SoftTouch. Also,
after making any changes to the scanner settings, you must exit and restart the SoftClient.

Keyboard Settings:

If you are using a serial device, you can ignore these settings.

Serial Settings | Kevboard Seftings |

Prefix =
Suffis =

[ Allow Keyztokes
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Prefix

The prefix that is programmed into your scanner. This field requires an
Ascii code. For example, if your prefix is a an Ampersand (&), that
would correspond to a 38 in Ascii code. For instructions on
programming a prefix into your scanner, refer to the manufacturer's
user manual.

Suffix

The suffix that is programmed into your scanner. This field requires an
Ascii code. For example, if your prefix is an asterisk (*), that would
correspond to a 42 in Ascii code. For instructions on programming a
suffix into your scanner, refer to the manufacturer's user manual.

Allow Keystrokes

Don't use; leave unchecked.

*NOTE: If you are using a PS/2 or USB "keyboard wedge" barcode scanner, then there are certain
characters you should avoid for the prefix and suffix. The reason for this is because there are certain
characters that may conflict with characters read from magnetic swipe card readers.

The following characters are what is
recommended for either a prefix or

suffix.
ASCII Code Character Value
126 ~
42 &
35 #

Do NOT use the following characters
for the prefix or suffix of your
barcode scanner (they may conflict
with swiping credit cards):

ASCII Code Character Value
37 %
59 ;
94 A
63 ?
47 /
36 $

61
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19.5.9 Scale

1
\\r)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Scale tab.

Scale

.Statiun] Elptinns] Order Funchions | Security Tan | Price Schedules | Menus | Sharing |
. Drawers] F'rinters] MSR | Fingerprint | Caller 1D | Paole Dizplay | Liquar Digpenzing | Scanners/Other | TS Cameras | Coin Dispenzer
Scale settings & Add

Senal Interface

[+ Enable zcale interface

COMPat [ 2
Baud Rate li
Parity I—LI

Data Bits l_

Stop Bitz I_

Scale Timeout l— seconds

Scale W ait li rillizeconds
Read Data I—

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

Enable Scale Check this on if you have a scale hooked up to the station that you
Interface would like to have enabled.

*Note: Remember, ALL SCALES must use NCI Serial Protocol!

COM Port Specify the COM port that pole display is connected to on the
terminal.
Baud Rate This is the speed of data transfer.

*Note: To get this information you would have to look at the set-up guide
booklet that came with the scale.

Parity This is typically set to None, but check the set-up guide for the scale
before you set it to none.
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Data Bits This is typically set to 8, but check the set-up guide for the scale

before you set it to 8.
Stop Bits This is typically set to 1, but check the set-up guide for the scale

before you set it to 1.
Scale Timeout Use the Scale Timeout to set how long the item being weighed can sit
(seconds) on the scale before it is timed out. Keep in mind this goes by

seconds.
Scale Wait Use the Scale Wait to set the amount of time the readings from the
(milliseconds) scale show up in the POS system before the pop-up box is closed.

Keep in mind this goes by milliseconds.

Read Data Used internally.

19.5.10 TVs Cameras

1
“\J)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the TVS Cameras tab.

TVs Cameras

SoftTouch can export transaction text to TVS security cameras. The text can then be overlayed on
top of the video at the time of the transaction. Any TVS camera interface should work as long as it
supports TVS V1.03 specifications. Talon DVR is recommended (www.possmi.com).

-Statian] Dptiuns] Order Functions | Security Tax | Price Schedules | I enusz | Sharing |

'Drawersl F'rinters] MSH | Fingerprint | Caller ID | Pole Digplay | Liquor Dizpenzing | Scannersfﬂther] Scale | TS Cameras |Eu:uin Dizpenzer
TYS camera interface settings + Add

%1.03 Specs
| Enable TVS Cameraz

Server P Address |

Server Port

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

TVS Settings


http://www.possmi.com
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Enable TVS This allows communications with the TVS
Cameras cameras.

Server IP Address This is the address of the TVS server.

Server Port This is the port humber open for communication
to the TVS server.

19.5.11 Coin Dispenser

1
\\r)Under the Hardware section click on Stations. Select the Hardware tab, then s
elect the Coin Dispenser tab.

Coin Dispenser

'Statian] Dptians] Order Functionz | Securty Tax | Price Schedules | b ez | Sharning |

'Drawersl F'rinters] M5F | Fingerprint | Caller ID | Pole Digplay | Liquar Dizpensing | Scanners.-"[lther] Scale ] TWS Cameras |
Coin dizspenser settings & Add

OFaOs

Coin Dispenzer Device Mame

First select the station by highlighting it from the Station list part of the screen. This is the station you
will be making changes to.

If you are using an OPOS Coin Dispenser, enter the OPOS name here.
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19.6 Tax Tab

1
\r)Under the Hardware section click on Stations. Select the Tax tab.

Tax

Statiu:un] Elptinns] Order Functiu:uns] Securit_u] Hardware DevicesF‘rice Schedules1 Menus1 Sharing]

Tax tables assigned to this station

' |TaﬂDescriptiu:un I

| M Tax Tabled
| |ranz

Here you specify which tax table will be used at the currently selected station. If you do not add a tax to
the station, the station will not charge tax, even if the items being ordered on that station have a tax

assigned.

To set up a tax table so it is available from the drop-down list, go to Financial->Tax Table.

*Note: You can add multiple taxes per station if necessary. Use the * 4dd pytton to do so.

*Note: If none of your items are non-taxable, you do not have to create a tax table or assign any to a station.

*Note: If you set up a tax table and do not assign it to ANY workstations, the system
has a fail-safe built in that will assign tax to ALL stations. If you have the tax assigned
to only one workstation, it will only be applied at the one workstation and none of the

others.



Version 6.1.16

349

19.7 Price Schedules Tab

1
‘\r)Under the Hardware section click on Stations. Select the Price Schedules tab.

Price Schedules

.Statil:un] Elptil:unsl Order Functions | Security | Hardware Devices] Tax | Mernus | Sharing |

Price schedules assigned to this station

I_:n:np_l,l He::n:nn:_l_s F'gste H_ec:n:nru:ls .

|5cheduIeName I

:‘ﬂll Day Schedule J
= 1 -

Happy Happy Haour
Price schedules assigned to this station

1. Select a station from the Station list part of the screen.
2. Click in the white space under ScheduleName for the drop-down arrow to show up.

3. Click the drop-down arrow and you will see all the Schedules you have created. Choose the desired
price schedule.

2. Click the *4dd button to assign additional price schedules to this station.
You have to add the schedules that are pertinent to this station. If you do not know then add all the
schedules.

If you need to create schedules so that they will show up in the drop-down list, go to
General->Scheduling->System Schedules.

- Copy Price Schedules -

When this is finished you may copy these price schedules to other workstations.

1. Press and hold Ctrl key on your keyboard while clicking on the price schedules you wish to copy. The
selected ones will be highlighted now.

2. Click the ! Eopy Hesords button.

3. Select another workstation from the Station list part of the screen and under Price Schedules click

_F'gstng:cu_:urds_ .

the button.

You have now copied the selected price schedules to another station.
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19.8 Menus Tab

1
\\r)Under the Hardware section click on Stations. Select the Menus tab.

Menus

Statiun] Dptions] Order Functiuns] Security] Hardware Devices] Tax ] Price Schedules Sharing]

Menus assigned to this station

Lok Fimeaiae S Rasts Flonoids *4dd =Delste
|Stati0n Type e Mame Schedule Mame
B Take out Diking Menu Al Day Schedule
Counter Diining Menu Al Day Schedule
Dining Dining Menu Al Day Schedule
Dielivery Diiking kenu Al Day Schedule
Bar Bar benu Al Day Schedule

Here you assign menus and their schedules to the currently selected station.
- Assign Printers -

Step 1.

Select a station from the Station list part of the screen.

Step 2.

Under the Station Type column click in the white space. Then click the drop-down arrow and choose a
Station Type the menu you are about to assign will be accessible from.

Step 3.

Choose the menu name by clicking in the white space under the Menu Name column and using the
drop-down list. You created menu names under Item Builder->Main Menus.

Step 4.

Under Schedule Name click in the white space and from the drop-down menu you will see all the
schedules you created in Scheduling->System Schedules. Choose a schedule for that menu. This is the
time that this menu is available. See image below:
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Menus assigned to this station

_ Copy Recardz  Paste Recordz & Add = [elete
Station Tupe tenu M arme Schedule Mame
Take out Lunch Menu Lunch Menu
Counter Lunch Menu Lunch Menu
Diiririg Lunch Menu Lunch Menu
Deliverny Lunich benu Lunch benu
Take out Dinner Menu Dirner Menu
Counter Dinner Menu Dirner Menu
Diining Dinner kel Dinner kel
Deliven Dinner kel Dinner kel

¥ Diriing Restaurant kenu Al Day Schedule
Step 5.

You must continue linking menus to all station types that you will be using (example: Take Out, Counter,
Delivery, Bar).

Click the *#dd putton and repeat the steps above for all station types and menus needed for this
workstation.

-Copy Menus -

You can copy this to other Stations/Terminals.

1. Press and hold Ctrl key on your keyboard while clicking on all the station types you wish to copy. The
selected ones will be highlighted now.

2. Click the oy Hecords button.

3. Select another workstation from the Station list and under Menus click the fede Bt button.

You have now copied the selected menus to another station.
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19.9 Sharing Tab

1
\r)Under the Hardware section click on Employees. Select the Sharing tab.

Station Sharing

Station sharing is used when you want to grant certain access from one station to another.

When this option is used, the staff using the station that is listed in the Station Name field will
have specified access to that station (Cash out only or Full Access) and both of the terminals will
be responsible for the drawer total.

*Note: This is not the same as the option "Pickup all employee checks" under Employee Tab/Security
setup, which allows access to every employee's checks. Station sharing is used more often in a cashier
situation.

Static-n] Dptions1 Order Functions] Security] Hardwiare Device&] Tax ] Price Scheduleﬂ Menus

Station Sharing

Station Name |.-’-‘n.cc:ess
Teminal 1 Cazh out only

Example: In the image above, you see that we added Terminal 1 to the selected workstation and gave it
"Cash out only" access. What this does is enable a user from the selected workstation to cash out orders
entered at Terminal 1. If we were to grant Full Access here, then a user from the selected workstation
would be able to edit the checks entered at Terminal 1 as well as cash them out.

- Add Station Sharing -

Click the white spaces under Station Name and Access to activate the drop-down lists and
make your selections.

Use the * #dd button to specify additional station sharing arrangements.
Click the ¥ Save button when you are finished.

- Delete Station Sharing -

= [elete

To delete, select a shared Station Name and click the button. Click "OK" to the

confirmation dialog ("Delete record?").
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Part 20 Self-Pay

1
‘\r)Under the Hardware section click on Self-Pay.

354

Self-Pay

Hardware ﬂ

oo

= Printers)Coursing
ol Pale Display
:H Caller ID
== “redit Cards
E Pager/alerts
[ Emailysms
Dineblast Mobile

Self-Pay

Seli-Pay

Auto timeout to start screen 45 31 seconds (0 = Mo Timeaut]

kirirnum tip suggested #1
binimum tip suggested {2

iririurmn tip suggested #3

Problem test

Fleaze see vour server o the cashier for assistance.

Completed test for dining

Thank pou far dining with uz. Please come again zoonl

Completed test for pickup

Thank you. Please bring your receipt to the pickup counter b
pickup your food.

Self-Pay setup:
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Auto timeout to start Amount of time (in seconds) that will be allowed to pass before a
screen message pops up to ask the customer if he/she needs more time. If
they do not reply then it will abort the customer's cashout progress and
go back to the main screen.

Minimum Tip You may enter a number to represent a suggested gratuity. If you wish

Suggested #1 to suggest a 20% gratuity, for example, enter 20 here.

Minimum Tip You may enter a number to represent a second suggested gratuity. If

Suggested #2 you wish to suggest a second gratuity of 18%, for example, enter 18
here.

Minimum Tip You may enter a number to represent a third suggested gratuity. If you

Suggested #3 wish to suggest a third gratuity of 15%, for example, enter 15 here.

Problem text Enter the text you would like to appear on screen when the user sees a

problem with their order and presses the "I see a problem" button.

Completed text for This text will appear upon completion of paying for a dining order.
dining
Completed text for This text will appear upon completion of paying for a pickup order.
pickup

*NOTE: Upon purchasing a Self-Pay machine, complete setup instructions will be included.
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Part 21 Printers/Coursing

1
\r)Under the Hardware section click on Printers/Coursing.

357

Printers/Coursing
Hardware u

;'J Skations

e

ke Printers/Coursing

== Credit Cards

ﬁ Pager/alerts

I Email{sMs
Dineblast Mobile

Printer Setup holds the following settings:

1. Printer Settings

2. Print Codes
3. Add Printers

4. Create Print Groups, Assign Printer to Print Group

5. Coursing
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1
\\r)Under the Hardware section click on Printers/Coursing. Click on the Settings

tab.

Settings

Printing
Frirt I:l:n:les] F'rinters] Frint Groupz | I:l:uursing]

Printing Settings

Enable/dizable printing
* Enable all printing

" Dizable printing for remote only
(" Dizable printing for receiptdcheck. printauts anly

" Dizable printing far al

- Printing Settings -

Enable all printing

Enables all kitchen and receipt printing.

Disable printing for remote only

Disables all of the kitchen items printing.

Disable printing for
receipt/check printouts only

Disables all receipt printing, but enables kitchen tickets.

Disable printing for all

Disables all printing.

- Default Printer -
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SoftTauzh Default Printer
I etPrinter j

Set az Default Printer

This will set a default printer For all SoftTouch software.

Reinitialize Printers

If you add new printers under windows click this button for SoitTouch
to initialize and view these new printers without having to reboot your
terminal.

360

You will need to select the default printer that this workstation is using from the drop-down list. The
printer will need to be set up in Windows before you will see it in the drop-down. This should be done

from each workstation where you select the printer that will be used for that workstation.

1. Select the printer from the drop-down list.
2. Press the Set as Default Printer button.
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21.2 Print Codes Tab

1
\r)Under the Hardware section click on Printers/Coursing. Select the Print Codes
tab.

Print Codes

Printing ' ] A &S PRINT

Settings E Print Codes § Printers | Print Groups | Coursing

Print code list |

i Drezcription

_|5amzung 350

I Citizen Star Codes

| M Blank

| |Samsug 270

| |Zebra LP 2324
Print code details Add
Code # Dezcrption Carniage Retun | nitialize Line Feed
| (005 |Blank EiE | #0
Redon Red off Bold on Bold off |Inderline an
IInderline off Double On D ouble Off Partial Cut Drrawer #1
Drawer #2 Drrawer #3 Drawer #4 Center off Center on
Logo Bar Code Height/l nit Bar Code Begin Bar Code End Codel
Code? Farm Feed

I I

Several print codes come predefined with the installation of SoftTouch.
However, if you have a different printer you must enter its codes here. You will need to find those printer
codes from the manual that came with that printer.

Print code details

Code#  Description Cariage Retum |nitialize Line Feed Red on Red off

| 15007 |Samsung 350 |[#13 | [H27ues [|#10 (| Il i
Bold on Bald off Undedine an Underline off Double On Double OFf Partial Cut

H2PHEIHT | | H27HESHD | [nz7na5m | [H27HasHD | [H27H33H1E | | #arH33H2 | | H23HEEH |
Dirawer #1 Drawer #2 Dirawer #3 Dirawer #4 Center off Center on Logo

|B2ratzidaHEE 2T || || I | |#2rnarida | | #27Ha7H43 | [H2BH11281 148 |
Bar Code Height /I nit Bar Code Begin Bar Code End Codel Code? Form Feed

[#2ar104430 | [#29t0745 | [0 || i [ |

*Note: The Samsung 350 codes will work with the Epson TM88 III and the Samsung 270 codes will work
with the Epson U220.
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-Add Print Code -

In the Print Code Details part of the screen click the * #dd button and fill out the fields below according
to your printer's manual starting from giving it a description in the top portion of the screen.
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21.3 Printers Tab

1
‘\r)Under the Hardware section click on Printers/Coursing. Click on the Printers
tab.

Here you add all of your printers on the network, give them names and enter their details.

Printer List

Printers that you add are displayed on the Printer list part of the screen.

Printer list

M ame Code # Route Locally  Active Printer Mame
M| Cold Printer 15002 ] Receiptl

Hat Printer 15002 ] Receiptl

Label Printer 15007 ] Label

Fizza Printer 15002 El Receipt]

Receipt 1 15002 Fi Receiptl

Receipt 2 15002 ¥l Receipt?

Fieceipt 3 15003 F Fieceiptd

Receipt 4 15002 ] Feceiptd

Fieport Frinter ] FieportPrinter

Printer Details

On the Printer Details part of the screen, under the General tab, you can add printers and enter their
details.

Printer details # idd = Delste

Backup and Rerouting ]

Printer # 30 Windows Printer Name
IV Active SelfPayPrinter
Marme |Se|fF'a_|,| Printer The printer name iz a unique name given to the printer under start/sethingsprinters
] - < under windows. Pleaze refer bo the windows documentation on how to add/setup
Device Type |Printer - | UDF Part - printerz. |f the printer name iz not found an the workstation the print job will be

directed to the default printer of the wark station printing,
[SERIAL AMD SHARED PRINTERS NOT SUPPORTED]

Frint Code |SeIfF'a_I,I TG2640 LI

Paperwidth | 30 5

[v Paper Cut Enabled

Mo Cut Line Feed =
CutLine Feed | 15 %

- Add Printer -

To add a printer click the * #d8d button in the Printer details part of the screen and fill out the fields:

- General Printer Details -
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Active This printer will not be active unless this box is checked.
Name Enter the name you want to call this particular printer.
Device Type Select from Printer or UDP.

UDP Port Enter the UDP port this printer is attached to.

Print Code Depending on your printer model, a choice of:

e Samsung/Epson Codes
e Citizen Star Codes

However, if you have a different printer you must enter its codes in the
Print Codes Tab (see Printer Setup->Print Codes tab).

Paper Width If you are using 40 column printers, you will want to enter a number
between 32 and 40, depending on the size of the margins you wish to
have on either side of the printouts.

Paper Cut Enabled If this option is checked, each check/receipt will be cut.

No Cut Line Feed This is the number of carriage returns (blank lines) added to the end of
the print job for no-cut printers (typically set 8).

Cut Line Feed This is the number of carriage returns (blank lines) added to the end of
the print job for cut printers (typically set to 4).

Windows Printer This is the name of the printer that is set up in Windows (see
Name instructions on finding the printer name below).

Backup and Rerouting

On the Printer Details part of the screen, under the Backup and Rerouting tab, you have the option to
add additional details to the selected printer.
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Printer details & e - n’%ﬁ
" General | Backup and Rerouting i

Printer Rerouting

Printer Scheduls |

j if nat in zchedule - » Reroute to printer j
Only a=sign a schedule to a printer if it is

not always available otherwise leave
blank.

Backup Printer
From Printer IP Address

--------- » To "BACKUP" ‘Windows Printer Mame OR v Auto Boute Locally (local default printer)

SelfPay Printer The printer name iz a unique name given to the printer under start/settings/printers
under windows, Pleaze refer to the windows documentation on how to add/zetup
printers. 1F the printer name iz not found on the workstation the print job will be
directed to the default printer of the waork station printing.

[SERIAL AMD SHARED PRIMTERS MOT SUPPORTED]

- Printer Rerouting -

Printer Schedule Allows a schedule to be assigned to the printer. The printer will only

work during the schedule you assign to it. When the schedule is not in

effect then the print jobs will be redirected to the "Backup" printer.
See "Backup" Printer Name below.

Reroute to printer If you have chosen a printer schedule for this printer, then you also

have the option of choosing a printer to reroute the jobs to when the

schedule is not in effect by choosing a printer from this drop down box.
Leave this field blank if the "Printer Schedule" field is blank.

- Backup Printer -

The next three options all work together for an "Auto Rerouting" feature. Only Ethernet
or IP based printers are supported for this function.

From Printer IP

This is the physical IP address of the network printer. This field is not
Address

required to get the printer to work, but it is required if you want to use
the "Auto Reroute" feature. SoftTouch will ping the IP address that is
entered here to see if it gets a response before sending a print job to it.
If it doesn't get a response from the printer, then the print job will be

re-routed using either a "Backup" printer name, OR it can be rerouted
locally.

Leave this field blank for local receipt printers.
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To "BACKUP"
Printer Name This feature is used to automatically re-route print jobs to another
network printer, when the original printer fails.

If your network printer is not working, just turn it off and jobs will be
sent to this "Backup" printer until the original printer is fixed. (this
Printer Name will also be the Windows name for the printer)

Do not use this option if you have checked "Auto Route Locally"
(below).

Leave this field blank for local receipt printers.

Auto Route Locally Automatically reroutes to the local printer of the station that took the
(local default order if there is no response from the IP address entered above. If this
printer) box is checked, simply turning off the network printer will trigger jobs
to be re-routed. (in the event your network printer breaks, you can use
your local printer).

Do not use this option if you have selected a "Backup" printer name
(above).

Leave this field unchecked for local receipt printers.

- Finding the Printer Name -
This is the name of the printer under Windows.

To find out what it is:

Step 1. Click the Start menu/Settings/Printers and Faxes. See image:

Search
| Hefp and Suppark

Run...

Windows XP Professional

J,_J
=
L::-] Ling SFF Admirestrabor...
@ Turn O Camputer...

i) oo™

Different versions of Windows might call for slightly different paths. For example, you might have to click
the Start menu then go to Devices and Printers. See image:
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Sticky Motes
Cantral Panel
% Snipping Taool
Devices and Printers
« HPE Wiewer .
Default Prograrms

g‘;f YWindowes Fax and Scan

Help and Support

» Al Programs

| |Semth prograrms and files

A window with available printers on the network will show up.

Step 2. Right click on the printer you would like to use for the one currently being configured and choose
Properties from the menu that shows up. The Printer Properties window will show up, and under General
tab you will find the name of the printer. See image:

= Rocelpt! an MRP Properties B%]
General | Sharing, | Ports Advanced

&2 (Gt «— Printer Name
Licataors

Comiment

Modet  SAP3S0HoCut
Fashies
Coke: Mo Papes avadable
Dhonsbla-sicded: Wi
Staple: Unknown
Spesd Unkroem
avarmum resohitior: 180 dpi

[ Porimg Pretererices... | [ Pt TestPage |

ok J[ concal |

This will be the name you would enter as the Windows Printer Name under Printer Details.
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21.4 Print Groups Tab

1
\r)Under the Hardware section click on Printers/Coursing. Click on the Print
Groups tab.

Print Groups

Here you have the ability to group printers. You need to assign each printer to at least 1 print group
because items in your menu are assigned to print groups.

Also, the local receipt printers should have two groups...one for the checks, and another for the receipts.

Settings ] Print Codes 1 Printers Courzing i

Print groups P ﬁ\/j E Assigned Printer List
[Mame -]..-’-'-.n::tive |.A | ]F‘rinter Mame ]Template hame I 'A
M Ear v ﬂ B arPrinter Ticket |
Checkl v o
— | =
_|Check? v "
_|Cald "2
_|Hat v
— HEDE!DH WV Assigned Printer Details -Ir =
| |Receiptd v
Printer ;EarPrinted _v_j AT
v Dinitg v Take Out
Template |Ticket! | ;
[v Bar v Deliverny
Copi 1 ‘1
e ks v Counter v Drive Thru

Cash Copies 1 :q
[¥ Guest Copies

[ Item Copies

[¥ Immediate Remate Frinting

Create Print Group
On the Print Groups part of the screen click the =+ sign and in the blank field marked with the * type in
the name for the Group. Then click the ¥ save button. See image below for help:

Receiptl
Receipt? {

| |Mame |ﬁ,~4ive A'
_|Bar v
_|Checkl v
_|Check2  Typeinthe name M
_|Cold of the print graup,
Hat then click save. W
v
v
v

el |
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- Assign Printer(s) to Print Group -
Highlight the print group you've just created or the print group to which you wish to assign printers. In

the Assigned Printer List and Details part of the screen click the 4 sign and click the blank area under
Printer Name for the drop-down arrow to display. Then use the drop-down menu to choose a printer.

*Note: You can have more than one printer in a group. You may need to do this when setting up a Label printer so
that you can have Labels print at the same time the regular tickets print. You would just add the label printer to your
"Hot" group or "Cold" group, whatever the case may be.

2 R = Where you can assign a printer to the prin
Assigned Printer List] +——— group youl jucttis San by

| Printer Mame Template name I
M Receipt 1 Ticket1 |

Assigned Printer Details gl _ﬂ@

Frinter |Heceipt1 Ll Frint modes
v Dining v Take Out
Template |TicketT = .
. b Bar v Delivery
Copi 1 “'l
o T v Counter [w Dirive Thu
Cazh Copies 1

-
[+ Guest Copies
[+ Itemn Copies

[ Immediate Remate Printing

Printer Choose a printer from the drop-down menu that you would like to
have assigned to the print group you have selected.

Template Choose a remote template for your kitchen groups and a receipt or
check template for your receipt or check groups.

Copies Number of credit card receipts that will print. This is usually set to
2 for receipt printers and 1 for everything else.

Cash Copies Number of receipts that will print for cash transactions.

Guest Copies If checked, if there are 3 guests at a table, you will get 3 copies of
the receipt. This overrides what you have set in Copies and Cash
Copies.
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Item Copies

Used for Label printers. Prints an equal number of labels as there
are items on the check, so you can have a label for each pizza box.

Immediate Remote

If you would like items in an order to be sent to the kitchen while

Printing you are still placing the order (i.e., before you have hit the "send"
button) enable this option. The items will be sent to the kitchen as
they are rung in. This works best if using a Kitchen Display system
instead of printers.

Print Modes In this area you can choose the Modes/Functions for which you

would like the printer to work.

Example: You may only want the labels to print when the order is
taken from the Delivery or Takeout modes, so you would only enable
those options, and leave the other modes unchecked.
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21.5 Coursing

1
\\r)Under the Hardware section click on Printers/Coursing. Click on the Coursing
tab.

Coursing
This is where you set up your courses and firing times.

There are several things that can be configured in this section: course names, priorities, hold times,
and the families associated with the specific course names.

'Settings] Fririt Codesl F'rinters] Pririt Groups

Coursing Settings af

¥ Enable minute course fiing

When enabling the minute coursing checkboz you must restart SoftTouch and the coursing service on the server. Flestart coursing service

To use course firing you must have all the remote Kitchen printers setup under windows on the server machine, the server is responsible
for sending and printing the items not sent_

b &= ming to hold manually [safety release) /5

Coursing Groups F 5 Families assigned to coursing = - ,ifém
Courze Mame |F'riority |HOId Ming. . Family Mame -
_|Appetizers 1 i} Entrees
Pre Entree 2 10 Pizza
| M Ertiee 3 25 Sandwiches
| |Dessert 4 G5 *|Sides

Create Coursing Groups

In the Coursing Groups part of the screen click the =+ sign and in the blank field marked with the * type
in the name for the Coursing Group. Click the /¥ Save button after you have entered all details.

Course Name Allows you to create a course name, like Appetizers, Entrees, etc.

Priority Allows you to set a priority for what group you would want to print 1st,
2nd, 3rd, etc.

Hold Mins Sets the number of minutes to hold course before firing order to the
kitchen.
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Family Name You must assign which families are part of each coursing group.

With the correct Coursing Group selected, click the plus sign in the blue
bar to the right of Families assigned to coursing and select the family
name(s) you want to add from the drop-down under Family Name.

For example, you would assign the Appetizers family to the "Appetizers"
coursing group. You would assign the Salad family and Soup family to the
"Pre-Entree" coursing group.

Enable minute course firing allows you to have the master/server computer automatically fire courses
to the kitchen at the specified times.

NOTE: You can leave this option unchecked and all courses will print at the same time, with each
course listed separately on the kitchen ticket.

When first checking on Enable minute course firing, you must press the Restart Coursing Service
button. This will restart SoftTouch and the course firing service.

Max mins to hold manually (safety release) enables the master/server computer to automatically fire
all items that have not been sent after the specified amount of time.

Example: In the image above, the maximum time before automatically firing all items is 45 minutes. That means
that if a server orders items, but does not fire them or holds them, they will be fired to the kitchen automatically
after 45 minutes has elapsed.

The same rules apply to adding Courses and Families as in the rest of the program.
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Part 22 Pole Display

1
‘\r)Under the Hardware section click on Pole Display.

Pole Display

Hardware g

:!} Stations

L] Self-Pay

= Printe O im0
Gibole Display___2
= Caller 10
== Credit Cards

8 Pager/alerts
= Emailf3mM3

& Dineblast Mobile

Here you add your pole display(s) and configure their settings.
Pole display list

Pale # Mame |
4 1 EM& Paole Display
3 D5P 800,350

Pole display configuration & Add = Delete
Mame Ekeid Pole Display

Baud Fate 9600

Line Caurt 2

Char Count 20
Clear | #31
Initialize | #31

Brightness

Curzor OFF | #20
Curzor ON | #13

- Add Pole Display -

Step 1. In the Pole display configuration part of the screen click the ¥ #dd putton and fill out the

fields below.

Name Enter a name/title for the pole display that you can easily identify it by.
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Baud Rate Please, refer to your pole display's specifications manual for this value

Line Count Enter the number of lines to display (normally it is 2 lines). Refer to your
pole display's specifications manual.

Char Count Enter the number of characters to display. Refer to your pole display's
specifications manual for that number.

Clear Please refer to your pole display's specifications manual for the special
value number.

Initialize Please refer to your pole display's specifications manual for the special
value number.

Brightness Please refer to your pole display's specifications manual for the special
value number.

Cursor OFF Please refer to your pole display's specifications manual for the special
value number.

Cursor ON Please refer to your pole display's specifications manual for the special
value number.

Step 2. Now you need to assign Pole Display to a station. Go to Stations->Hardware Devices->Pole
Display. Make sure you highlight from the Station list (at the top of the screen) the station for which the
pole display is physically connected, then check the Enable pole display checkbox and from the
drop-down menus choose the Pole Display Code and the COM port. See image:
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Lo ) A LT AT e "
ESeatinngQnes Stationl Elptiunsl Order Functinnsl Security Tax I Frice Schedulesl Menusl Shalingl
:t‘nyilty .Drawersl F'lintersl MSH I Fingelplintl Caller 1D | Pole Display LiqunrDispensingI Scannersx’DtherI Scale I TS Eamelasl Coin Dispenserl
nstess
52 SoftTouch Msgs Pole display settings |
Hardware - [~ Enable pole display
]
58 Fay — COMSernial
Printers/Coursing )
T Pale Display Pole Digplay Code I ;!

=R

= Caller ID COM mart Iﬂ_‘.

== Cradit Cards per = Test Pole Dizplay I
i Paqger/alerts
[ Emailfsts ~ OPOS

Dineblast Mobile

Financial -
¥ Barks
Revenue Centers Puole Meszage
B MediafAccounts
E Tax Table

El Adjustments
SalesfJournal Yiew

Lire Display Device Mame |
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Part 23 Caller ID

1
N')Under the Hardware section click on Caller ID.

Caller ID

Hardware

:'_'J Stations
S Self-Pay
=9 Printers/Coursing

) Pale Displa

8§ Pager/alerts
= Emailf3mM3
& Dineblast Mobile

In the Caller ID applet you set up your caller ID configuration.
SoftTouch comes pre-defined with configuration for two types of caller ID hardware - Whozz

Calling? and TELComp.
But you can add your own custom Caller ID hardware configurations.

- Caller ID Setup -

Caller ID Setup e
Caller ID Server P Address |192.168.0.100 Name Separator |,
Caller ID Server Part 2007 Mame Format {First name and lazt name Ll
Activate Caller 1D Hardware |'W'hu:|22 Calling? _vJ [rizable | ¥ !%Ennrﬂgail_ll,ll?\lp:ri:;:ase as
v LDQ Caller D Data " Any caller id changes requires the SoftCaller service to be restarted.

Under the Caller ID Setup screen fill out the following:

Caller ID Server IP The IP of the master/server terminal. (Note: A workstation can be

Address designated as the Caller ID master terminal, but that machine
must run the software provided at the SoftTouch website in order
to run.)

Caller ID Server Port Caller ID server port. Leave as 2007 in most cases.

Activate Caller ID From the drop-down menu choose the hardware you are using.

Hardware If your Caller ID hardware is not on the list, enter it in the
CallerID Hardware part of the screen using the instructions
below, then come back here to specify it. You can deactivate it
using the Disable button.
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Log Caller ID Data

If you want to log the Caller ID data make sure to check this
option. A lot of useful info can be logged such as when the phone
rang, how long it took before it was answered, hang up time etc.

Name Separator

If your caller ID system uses a comma to separate the first and
last name, enter a comma in here. If a space is used to separate
the first and last name, just put a space in this field.

Name Format

Choose whether the first name or the last name comes first.

Identify all uppercase Some Caller ID systems report the company name as all
as "Company Name" uppercase. If this is true with your system, then enable this

option. If there are other things that have all uppercase besides
the company name, then do not enable this option.

- Add Caller ID Hardware -

Under the CallerID Hardware portion of the screen click the * #dd putton and enter the name of
your CallerID Hardware in the Name field. Fill out all the other fields (see image below) by referring
to your Caller ID's technical manual.

If you're using one of the default Caller ID systems, then the only thing you will need to change in

their setup is the COM

port setting to match the COM port that it is plugged into.

*Note: Below are the default settings when SoftTouch is first installed. They might not be the same for your

Caller ID system.
CallerlD Hardware

MNarme s
Sulhinzz Calling?

TELCarmp

Mame |‘whozz Calling’?

BaudRate | 9500| COM Port 38
D ata bits: 8, Stop bits: 1, Parity: Hone

Definition
Line # begin | 1] Line # length | 2
Indicator 1 begin 4| Indicator 1 length 1
Indicator 2 begin E Indicator 2 length 1
Phone # begin 335 Phone # length i 14.

MName begin 47| M ame length 15

Ihdizator 1 "RING" code |

|nitialization Chars | #
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Part 24 Credit Cards

1
\r)Under the Hardware section click on Credit Cards.

381

Credit Card

Hardware u
L‘J Skations
L"J Self-Pay
=9 Printers/Coursing
g Pl Displa
-

= Credit Cards

[ Emailysms
Dineblast Mobile

Credit Card Setup holds the following settings:

1. Credit Card Settings

2. Unresolved Transactions (Reconciliations)

3. Credit Card Transactions

4. Daily Exception Log
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24.1 Settings Tab

1
‘\r)Under the Hardware section click on Credit Cards. Click on the Settings tab.

Settings Tab

Here you enter credit card settings.

Credit Card

&4 FRINT ‘%

Settings | Urresalved Transactions | Credit Card Tranzactions | Daily Exception Log |

Merchant Settings

%é” Merchant ID"s + - s'f.-:"":‘ ?

Dining | 1234

(][] |Merchant ID Dezcription

11234 bai IO ‘

Bar |1234

2 4321 MOTO Account

Delivery |432‘]

Takeout |4321

Drrive Thru |1234

Counter |1234
Other Charges |jleetl

E-Commerce |

Step 1: Merchant ID's

Click the plus sign to add numerous Merchant IDs, filling out the fields in this area for each.

UID

Unique Identifier to help you distinguish between accounts. This
number will print on customer receipts to help you determine which
account to refund if needed.

Merchant ID

Obtain this number from your merchant (company that processes
your credit card transactions).

Description

Enter a description for the account.

Step 2: Merchant Settings

Select the proper merchant account to use for each mode. These will show up in the drop-down list after
you added them to the Merchant ID's list on the right side of the screen.

Step 3: Credit Card Connection Settings

- General -
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| AVS/CVY Validation | Dialup Server | Signature | A4S Codes |

|nterface |Meru:ury|nterfau:e j Configure Defaultz

Server IP/DNS Addresz(es) |:-:1 _mercurypay. com:b2. backuppan. com

Serer Port 9000

Terminal 10 |

terchant Web Page |https:waw.mercurypay.cumfsecureangin.aspH

Connect Timeout 10-5 second: (560, default = 10)
Rezponze Timeout 300 5| seconds (50-3900, default = 300)

v

Azl for overide V'dupecreditcard”’ when using the zame card #
on the zame operation date

Interface

Datacap NetEPay/DialEPay Interface - Select this option if using
NetEPay or DialEPay software from Datacap.

Mercury Interface - Select this option if connecting to Mercury.

Sterling Store Server Interface - Select this option if connecting to
Sterling

SoftTouch CC Interface - For future use

Configure Defaults

Press this button after choosing an Interface.

Server IP/DNS
Address(es)

For NETePay or DIALePay:
Enter the IP address of the terminal where the merchant's credit card
software interface is installed.

For Mercury Payment Systems:

Enter the server IP address that they gave you. If you selected the
Mercury Interface and hit Configure Defaults, then this should already
filled in. Just verify it matches the addresses from Mercury.

be

*Note: if more than one IP address was provided to you, separate them by a

semicolon with no spacing in between.

Server Port

Enter credit card's merchant server port number

Terminal ID

Enter the Terminal ID if needed. Usually only needed for Sterling
interface.
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Merchant Web You may enter the internet web page address to your credit card

Page merchant.

For example: Mercury Payment Systems allows their customers to login
and look up their transactions so you can enter the web address here and
access the login page directly from the browser in SoftTouch.

Connect Timeout This is the amount of time (in seconds) that the system will wait when
trying to connect to the merchant to process the credit card. If it cannot
connect within the allotted time, a timeout error message will be
displayed.

Response Timeout This is the amount of time (in seconds) that the system will wait when
waiting to receive a response from the merchant after sending them the
credit card info. If it does not receive a response within the allotted time,
a timeout error message will be displayed.

Ask for override With this box checked on, if the same credit card is used more than once

"dupecreditcard” on the same operation date, an override will be required. Security item
"dupecreditcard" can be found and assigned to certain groups/jobs under
Security.

- AVS /CVV Validation -

When a credit card is used as payment, these options allow you to use the address verification system (AVS)
and/or CVV security code for the credit card holder's added security.

AVS is used only for Delivery and Takeout orders.

Connection Settings

General | 4%5/CV Validation | Dislup Server | Signature | £S5 Codes |

AYS [Delivery and Takeout OMLY]

Address Entry |F'n:|m|:|t bt ot required j

Zip Code Entry |F'n:|m|:|t but niot required j

Yoid any transactions owver | if the %S does not match. [$0.00 to dizable)

- LW
M Entry |Prompt bt nat required ﬂ

Yoid any tranzactions owver if the CW" doez not match. [$0.00 to dizable)
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Address Entry

There are three options:

Prompt but not required - it will ask for an address but not require it
Required on 1st entry - address required
Do not prompt - it will not ask for an address

Zip Code Entry

There are three options:

Prompt but not required - it will ask for a zip code but not require it
Required on 1st entry - zip code required
Do not prompt - it will not ask for a zip code

Void any
transactions over
if the AVS does

For any transactions over the dollar amount you enter here, the
transaction will not go through if the AVS is not correct.

not match *Note: Setting this to $0 disables this feature, meaning no transactions
will be voided if the CVV is wrong. (To void all transactions if the CVV is
wrong, you would set this to $0.01.)

CVV Entry There are three options:
Prompt but not required - it will ask for the CVV but not require it
Required on 1st entry - CVV required
Do not prompt - it will not ask for a CVV

Void any For any transactions over the dollar amount you enter here, the

transactions over
if the CVV does
not match

transaction will not go through if the CVV is not correct.

*Note: Setting this to $0 disables this feature, meaning no transactions
will be voided if the CVV is wrong. (To void all transactions if the CVV is
wrong, you would set this to $0.01.)

- Dialup Server -

This tab is designed for future use.
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Connection Settings
General | &vS/00y Validation | Dislup Server |l Signature | VS Codes |

SoftTouch CC Dialup Server

Dialup Server I

Dialup Part :]

Dialup Connection

- Signature -

Connection 5ettings

General | AVS/CVY Validation | Dislup Server A5 Codes |
i Arnount Far Signature
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Min Amount for Enter the minimum amount required for a signature. If you enter $20.00
Signature here, any orders below $20.00 will not require a signature.

In order for this to work properly, you must customize your Tip template
as follows:

e Go to Administration->Template Screen (from the gray toolbar at the
top of BackOffice).

e Select the "Tip" template from the list.

e For each signature line you will see something that looks like this:

<ifcredit>

<cr>

<cr>

X <cr>
<endif>

<cr>

e Customize it so that it looks like this instead (adding the <ifsignature>
and <endif> tags):

<ifcredit>

<cr>

<cr>

<ifsignature>

X <cr>
<endif>

<endif>

<cr>

e The signature line may be in three different places within the Tip
template, so you will have to make the change for each line.

- AVS Codes -

If you use AVS/CVV validation, this section lists the codes your providers return when the address, zip
code, and/or CVV is/are correct. Some codes will already be listed here by default, but you should verify
with your provider that these are correct.

Use the Add button to add additional codes. Click in the blank fields under Code and AccountName and
use the drop-down menus to fill in these fields. Click in the blank field under Valid Codes and type in the
code(s). You can also click on fields that have already been filled out if you want to change them.
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Connection Settings

General | AVS/0W Validation | Dialup Sewer] Signature - A4S Codes |

AYS Valid Results & Add == Delete
Code |.-’-'-.n:|:|:|untN arne |‘-.-’a|i|:| Codes -
P sddress Only Viza &, |
_|Address Drily t aztercard A
_|Address Drily Amex A,
|Address Drily Discover A,
_|Address and Zip Yiza Y
_|Address and Zip b astercard Y
_ |Address and Zip b aztercard '
_ |Addresz and Zip Ames Y
_|Address and Zip Ames WM
_|Address and Zip Digoover Y
O Wiza I -

Step 4. Enable Credit Cards on each station

Go to Stations->Options (under Hardware) and enable the "Credit Card Interface" option for each station.
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24.2 Unresolved Transactions Tab

1
\r)Under the Hardware section click on Credit Cards. Click on the Unresolved
Transactions tab.

Unresolved Transactions

Credit Card &

. Settings I Unrezolved Transactions IEledit Card Tranzactions | Daily Exception Log |

Fesolve Transaction | Show full credit card # |

Check Payments | Paid In/Out | Refunds |
|Check #  |Payment# |smount  |Tip | &uth Code Ref No Credit Card # |

Here is where your credit card transactions and check payments are being tracked. You might never use
this, but it's a good thing to have and in the example below we will explain why.

Every time you process a credit card, the information is sent to your merchant for its authorization. It is
then sent back to you, flagged as authorized or not authorized, so you can complete a transaction by
accepting or declining the card.

But what if in the middle of the credit card authorization process you lose electricity or internet
connectivity before the information is sent back to you? You don't know whether the transaction went
through or not. SoftTouch will not let you exit the system if you have unreconciled transaction(s). You
can go to this screen, find the transaction which got interrupted and either reconcile the transaction or
delete it.

*Note: This is the area where you would reconcile any Mercury Gift Card transactions that might have
encountered problems during the sale. You will know this when you try to Z out at the end of business. The
message will read "You have x Paid IN/OUT not reconciled." Confirm with your merchant that the transactions did
post and then reconcile them from here. Now you can Z out for the night.
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24.3 Credit Card Transactions Tab

1
\r)Under the Hardware section click on Credit Cards. Click on the Credit Card
Transactions Tab.

Credit Card Transactions

Credit Card
- Settings ] IUrresokved Transactions f§ Credit Card Tranzactions § D aily Exception Log |
1. Select operation date |1EI£1 a3/2011 j 2. Open Tranzactions | Show full credit card #

N

1. This is for when you want to just view credit card transactions from a particular date.
2. This will also show you current open transactions if you choose the button Open Transactions.

3. The Show Full Credit Card # button will only show full credit card numbers for transactions rung on
today's Operation date. Once the Z has been run, the credit cards will be purged and only the last four

digits will show.
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24.4 Daily Exception Log

1
\r)Under the Hardware section click on Credit Cards. Click on the Daily Exception
Log Tab.

Daily Exception Log

Credit Card
' Settings ] Unresolved Transactions | Credit Card Tranzactions | Daily Exception Log
& Refresh Log Text
|L|:|g| Date Time |L|:|g Text | - |
ﬂ |

This section is designed to display any credit card errors.
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Part 25 Pager/Alerts

1
\r)Under the Hardware section click on Pagers/Alerts.

394

Pager/Alerts

Hardware '
! Stakions
=-.] Self-Pay
E=3 PrintersiCoursing
0 Pole Display
:H Caller ID

Pager/Alerts holds the following settings:
1. Activations
2. Alert List

3. Table Alert Buttons

4. Pager and Coaster Hardware

5. Table Alert Hardware
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1
\\r)Under the Hardware section click on Pagers/Alerts. Click on the Activations

tab.

Activations

The following section is where you activate various Pager/Alert systems.

Pager and Alerts

Activate

Alert Spztem

Alert List ] Table Alert Buttons | Pager & Coaster Hardware | Table Alert Hardware |

[ Activate the SoftTouch alert systern, Softdlert [c]

Alert Configurations

Service [P Address |'I 92.168.68.101

[Tepically IP address of SoftT ouch server]

Activate Pagers |

v|  Disable

Activate Coasters |

v|  Disable

Activate Table Alert |

Restart Alert/FPager Server |

v|  Disable

Tou can only restart the alertfpager server on the Master station.

Activate the SoftTouch
alert system, SoftAlert
©

Enables the SoftTouch alert system.

IP Address of the
server

The IP address of the computer where the pager system is plugged
into.

Activate Pagers

This is where you choose the pager hardware you're using (you
must press the Disable button to deactivate).

Activate Coaster Alert

This is where you choose the Coaster Alert hardware you're using
(you must press the Disable button to deactivate).
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Activate Table Alert

This is where you choose the Table Alert hardware you're using
(you must press the Disable button to deactivate).

Restart Alert/Pager
Server

Pressing this button allows you to reset the pager service (use only
if the alerts do not seem to be working properly or if you have just
made changes to any of the alert settings).

Note: You can only restart the alert/pager server on the server.
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1
“\J)Under the Hardware section click on Pagers/Alerts. Click on the Alert List tab.

398

Alerts

This is the area where you set up all of the alert messages and set timers for each alert and its time to

resend.

This is strictly for choosing which alert you want to edit. This is where you can quickly see which

alerts are active.

All changes must be made in the Alert Details section described next. The arrow next to the alert

name will show you which one is selected (which one you are editing).

Alerts

M ame

|.-’-'-.u:tive

|

Firzt courtesy wisit

_|Regular courtesy visit

_ |Mofood ordered

_|ls tood served

_|Food ready page runners
_|Check printed but nat clozed
_| Table ready ta be serviced (Bused)
_|5eat/Table assistance

| Drink. Refill Request

_|Check Request

_ | Table target reverue

W aiting to be seated aver ® min
_ |Labor sales alert

_ | Dineblast Mobile Yerify Alert
_|Check Cashout Alert

Dineblast [tern Order Alert

- Alert Descriptions -

OO0O0000000000 0 0000

First courtesy
visit

Alerts a server that a new party has been seated and they need
to be greeted.

Regular
courtesy visit

Alerts the server to perform a regular courtesy visit to a table
after the party has been seated for a specified period of time.

No food Alerts a server or manager after a specified period time after a
ordered party has been seated if they have not yet ordered anything.
Is food Alerts the server or manager if the food has not yet been
served served after a specified period of time for any particular table.
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Food ready
page runners

Alerts the server and/or food runners that the food is ready to
be delivered to a table. This alert will automatically display
where to pick up the food and where the food is to be delivered.

Check printed
but not closed

Alerts the server or manager that a check has been printed but
not closed after a specified period of time

Table ready
to be serviced

Alerts the bus boys and/or servers that a table is ready to be
bused and displays the table number.

(Bused)
**Important Note: For the bus boy to be alerted you have to first
check on "enable table bus" located under the hostess section.
Seat/Table This alert can be initiated by the party sitting at the seat or
assistance table by pushing a button on a Hoscom wireless table alert
system.
Check This alert can also be initiated by the party sitting at a table by
Request pushing a button at their table when they are ready for the
check.
Drink Refill This is an alert that can be initiated by the party by pushing a
Request button at their table. This alert remembers all the drinks that

were ordered and will display them on the server’s pager so
he/she will know what to bring to the table.

Table target
revenue

This will alert a manager or server that a table is falling below
expected revenue. This alert is fully customizable. For
example, you can specify that you may want to have $9.00 per
guest for every 45 min. If after 45 min the table is below this
target, the alert will fire.

Waiting to be
seated over x
min

This will alert a manager that a party has been waiting for a
specified period of time.

Labor sales
alert

Alerts the manager when their labor costs begin to exceed a
certain preset percentage of sales. This will allow the manager
to keep control of labor costs and send people home when there
is not enough revenue to justify them being there.

Dineblast Mobile
Verify Alert

Reserved for future use with orders placed through Dineblast Mobile.
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Check Cash Out Alert

Designed for the Self Pay unit.

Dineblast Item Order
Alert

Reserved for future use with orders placed through Dineblast Mobile.

- Alert Details -

Under the Alert Details section fill out the information under the General and Destination tabs.

General

Alert Details

D estination ]

Alert Hame Dineblast Item Order Alert

[ Alert Active

Alert Meszage |New |tem Ordered

[Full Format]

Alert Meszage |

Times

[Shart Format]

Check far alert every | 1 -+ [zeconds]

[ Reszend alert if not handled,  resend alert ever B0 -5 [zeconds)

Lazt alert interval =1 [minutes)

Alert Options

Warning:

Any changes or additions to alert settings requires stopping and
restarting the SoftTouch alert server on the master computer. This can
be found in the backoffice under system or under the alert setup tah.

Alert Active

This box sets the alert to active.
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Alert Message (Full This message will appear when the alert is viewed on a full screen and
Format) can be longer than the short format message. It can be the same as
the short format message if it is kept short.
Alert Message (Short This message will be sent to pagers. Keep this short to fit on a small
Format) screen. It can be the same as the full format message if it is short
enough.
Check for alert every Set how often you would like the selected alert to be checked for (in
(seconds) seconds).
Resend alert if not You must place a check in the Resend box if you want continuous
handled, resend alert messages to be sent until the message is cleared in SoftTouch. Set
every (seconds) the time in seconds after which you want the next message to be sent
to the pager.
Last alert interval This is the time in minutes that you want to continue to send
messages. The system will quit sending after this amount of time
expires.

Destination
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alert Details

Genera

Alert employee via?

[+ Alert emploves via pager system

- Ed

Send emplovee alert ta print group |

Alert manangers via?

Send to manager after | unattended alert(s] (0 disabled)
Send to manager HTML console after 1 unattended alert(s) [0 dizabled)

[+ Alert manager wia pager system

[+ Alert manager wia email [gms supported via cell provider email gateway]

Send manager alert to print group |

=

Browse any device [tabletdphone or computer] to:
http-l1ServerlPAddressisweb exellogin to use the HTML manager console and

monitor the alerts.

Warning:

Since SMS messages cost money to send and receive, it is crucial that wireless
operators incorporate some security measures into the SMS-to-email gateway to
prevent spam. As a result, you cannot send more than 10 messages in a short
period of time [typically several minutes] via the gateway.

Alert employee via
pager system

If this box is checked, alerts will be sent to employees. If unchecked,
this will allow only managers to receive the alerts.

Send employee alert
to print group

If you would like employee alerts to print, select the print group here.
For information on setting up print groups, see
Printers/Coursing->Print Groups Tab.

Send to manager
after

Select how many alerts the employee should receive before the
manager is alerted.

Send to manager
HTML console after

Select how many alerts the employee should receive before the master
display is alerted. The master display can be found in SoftTouch by
going to System then Alert View.

Alert manager via
pager system

This box allows you to send the selected alert to a master pager.
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Alert manager via
email (sms supported
via cell provider email
gateway)

This box allows you to send master pages to a mobile phone or PDA via
email or sms.

Send manager alert
to print group

If you would like the manager alerts to print, select the print group
here. For information on setting up print groups, see
Printers/Coursing->Print Groups Tab.

**Warnings**

Please read these warnings carefully.

Warning:

Any changes or additions to alert settings requires stopping and restarting the SoftTouch alert server on the
master computer. This can be found in the BackOffice under system or under the alert setup tab.

Warning:

Since SMS messages may cost money to send and receive, it is crucial that wireless operators incorporate some
security measures into the SMS-to-email gateway to prevent spam. As a result, you cannot send more than 10
messages in a short period of time (typically several minutes) via the gateway.
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25.3 Table Alert Tab

1
\\r)Under the Hardware section click on Pagers/Alerts. Click on the Table Alert
Buttons tab.

Table Alert Buttons

Step 1: Assign Button Configurations

This is where you will assign a function to each button on the unit. So if there are 4 buttons, you will
need to assign a function to all four of those buttons.

Under the Button Configuration, use the plus (+) button to add buttons and click the blank space
under each column to fill out the following:

Button Configuration i et ,:h% @
|Butt|:|n Mame |Butt|:|n # |Eutt|:|n Furiction 1 fon |
| Biutton #1 1 Table Assistance
Button #2 2 Dirink. Refil
Button #3 3 Check Requested
Button H4 4 Table Buzed
Button Name Give the button a name.
Button # This is the button number that gets sent from the device when pressing

a button. For a 5 button system the buttons might be numbered
1,2,3,4,5, or they may go in reverse, 5,4,3,2,1.

Button Function This is where you enter the alert the button triggers and the display of
the button.
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25.4 Pager & Coaster Hardware Tab

1
\\r)Under the Hardware section click on Pagers/Alerts. Click on the Pager &
Coaster Hardware tab.

Pager & Coaster Hardware Setup

Under the Pager & Coaster Hardware section fill out the following:

Actvations ] Alert List ] T able Alert Buttu:unsl Pager & Coaster Hardware ITaI:uIe Alert Hardware ]

Hardware Settings + Add = [ielete
[Deviee Name 8 e tame LRs T74C232
JTech 8200

M LES TRAC22D Interface |Seria| ﬂ
LRS T7501

Serial Settings | TCPAP Settings |

COM Part 2

Baud Rate 3600 Data bits: 8. Stop bits: 1. Parity: Hone
Fager Data |HAOHESH71 HEIH44HPOHA4H4 904 4HM S GH1 IHPALSE 2

Coaster Data |HE7HE0HTT H44HPOHA4H4OHATHA4HE2HT IHPALISE 2

Under the Pager Hardware Settings fill out the following:

Device Name Enter the manufacturer name and model number of
device
Interface Choose the correct interface.

Serial: Choose this if your device connects through a
serial (COM) port.

TCP/IP: Choose this option if your device connects over
the network and has it's own IP address.




Version 6.1.16

406

SERIAL SETTINGS - (ignore if you're using a TCP/IP device)

1z Pager & Coaster Hardware |Ta|:||e mertHardware]

+ Add = [glete

Device Mame |LHS T74C232
Interface |Serial ﬂ

Serial Settings | TCPAP Settings |

COM Part e

B

Baud Rate | 9500 Data bits: 8. Stop bits: 1, Parity: None
Fager Data |#80HE5H71 BE9H44 HPOR4 40498 448 SGH1 2HPALSE 2

Coaster Data |HE7HEOHT HA4HPOR44HATHATH4AHE2H1 IHPALISEZ

properly to pagers (do not change defaults unless
instructed to by a SoftTouch technician).

COM Port This is the port that is used for pager communications.
Baud Rate This is the speed required to send the messages.
Pager Format This is the code to ensure that messages are delivered

Coaster Format This is the code to ensure that messages are delivered
properly to coasters (do not change defaults unless
instructed to by a SoftTouch technician).
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TCP/IP SETTINGS - (ignore if you're using a Serial device)

i Pager & Coaster Hardware l Table Alert Hardware ]|

+ Add = [1elete

Device Mame |LRS T7501
Interface |TCRAP |

Serial Settings | TCP/IP Settings

IP Address [192.168.65.227

Part 3700

Initialize Data |<Login services="NetPags:Pis" /»

Fager Data <PageRequest id="42" pager="#P0:0" system_id="1"
meszage="HM5G" />

Coaster Data [ PageRequest id="42" pager="#P0;2" system_id="1"

mezzage='Flazh30Sec" /-

IP Address IP address of the device. For instructions on setting the
IP for the device itself, refer to your manufacturer's
manual.

Port Enter the port on which the device communicates.

Initialize Data This is the code to ensure that messages are delivered

properly (do not change defaults unless instructed to by a
SoftTouch technician).

Pager Format This is the code to ensure that messages are delivered
properly to pagers (do not change defaults unless
instructed to by a SoftTouch technician).

Coaster Format This is the code to ensure that messages are delivered
properly to coasters (do not change defaults unless
instructed to by a SoftTouch technician).
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25.5 Table Alert Hardware Tab

1
\\r)Under the Hardware section click on Pagers/Alerts. Click on the Table Alert
Hardware tab.

Table Alert Hardware Setup
Under Table Alert Settings section fill out the following:

Activations ] Alert List ] Table Alert Buttons ] Pager & Coaster Hardware  Table Alert Hardware

Hardware Settings + Add = [elete o4 U
|Device Name 8 §eice are LRS T7501 Start Test | Stop Test
JTech Hozoam

M LES T750 Interface |TEF'.-"|F' j

Start Char :l End Char -
Table # Start =1 Table # Length -
Buttar # Start :l Buttan # Length =

Button Parze |I:uuttu:uns="1¢BLlTTElN"

Table Parze |unit="1¢T.-i'-.B LE"

Serial Settings  TCP/IP Settings |

IP Address |'I 92.168.68.227

Part 3700

Initialize Data

<Login services="MetPage; Pz A+

Device Name This is where you enter the name of the device you are using. Enter the
manufacturer brand and model number.

Start Test / Stop Press the Start Test button and then try pressing some buttons on the
Test Buttons Table Alert Device to see if data can be successfully received. Once you
are finished testing, press the Stop Test button.

Note: The settings below must be properly configured before attempting
to test.

Interface Choose the correct interface.
Serial: Choose this if your device connects through a serial (COM) port.

TCP/IP: Choose this option if your device connects over the network
and has its own IP address.
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Start Char

This is the position of the starting character for table alert messages.

End Char

This is the position of the ending character for table alert messages.

Table # Start

This is the position of the start of the table number in the message.

Table # Length

This is the total length of the table number in the message.

Button # Start

This is the position of the start of the button number in the message.

Button # Length

This is the total length of the button number in the message.

Button Parse

The code entered here tells SoftTouch what button on the device was
pressed.

This code ensures that messages are delivered properly (do not change
defaults unless instructed to by a SoftTouch technician).

Table Parse

The code entered here tells SoftTouch what table the signal is coming
from.

This code ensures that messages are delivered properly (do not change
defaults unless instructed to by a SoftTouch technician).

SERIAL SETTINGS Tab - (ignore if you're using a TCP/IP device)

COM Port

This is the communications port being utilized by the device.

Baud Rate

This is the speed setting for communications to take place.

TCP/IP SETTINGS Tab - (ignore if you're using a Serial device)

IP Address IP address of the device. For instructions on setting the IP for the
device itself, refer to your manufacturer's manual.
Port Enter the port on which the device communicates.
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Initialize Data

This is the code to ensure that messages are delivered properly (do not
change defaults unless instructed to by a SoftTouch technician).
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Part 26 Email/SMS

1
‘\r)Under the Hardware section click on Email/Sms.

Email/SMS

Hardware ﬂ

,'!J Stations

I Self-Pay

=9 Printers/Coursing

o) Pl Display

:H Caller ID

== “redit Cards
Pager/alerts

< -

o Dineblast Mobile
Email/SMS Server Settings
**WARNING**: Charges and/or Fees may apply for texting by the cellphone company.

The Email/SMS settings can be used to send alerts to managers and/or employees. It can be used to
send any of the alerts in the Pager/Alerts area of BackOffice by enabling the “Alert manager via email
(sms)” option (see Pager/Alerts->Alert List Tab).

*Note: The Email/SMS option is really designed to be used only by managers, not by individual employees.

Only the alerts that are available in the system can get sent to the cell phones.

*Note: You cannot send custom text messages to the cellphones. You can only send alerts from
the available options in the pager list under Pager/Alerts (see Pager/Alerts->Alert List Tab).

Email/5M5 Server Settings

SMTP Server 1smtp.yuurpruvider.cum

SMTP Part 25 :l

SMTF Uzername ]ynurusername

SMTP Pazsword ]mm"

SMTP Sender Email {returnaddress@ynurprwider.-:Dm Send test meszage

SMTP Server Your Internet provider's SMTP mail server address.

Example: smtp. YOURPROVIDER.com
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SMTP Port Your Internet provider's SMTP port.
SMTP Username of your SMTP account.
Username

SMTP Password for your SMTP account.
Password

SMTP Sender

This is the email address that messages to customers or

Email employees will appear to be from.
Send test Sends a test message to ensure the SMTP settings are
message correct.

SMS Email Provider Settings » et & Add == [elete

Frowider Mail Server Address
BaTT THnurmber@mmode. com
_|AITel 1#rumber@alltelmezzage. com
_ | Cingular 1#rumber@maobile. mycingular. com
_ |MetraPCS 1#rumber@mymetropcs. com
_|Mextsl Hrumberi@page. nestel.com
| Sprint Hrurmber@meszaging, sprinkpes. com
_ | TMobile Hrumber@tronail. net
_|US Cellular Hrumberi@email uzce. net
_|¥erizan Hrumberi@vtest. com
_ | ¥irgin Mobile Hrumberizymobl. com

1. The SMS Email Provider Settings refer to the proper format to send an SMS message to a
phone. The "number" portion refers to the phone number that the message will be sent to.

2. Alerts from the Pager/Alerts section can also be sent to cell phones for employees with master
alerts enabled by entering their phone number in the Employees->Alerts/Email/SMS section.

*Note: This section can be used in conjunction with the Hostess program so people can give their cell phone
number when they put themselves on the waiting list; when their table is ready, a text message would be

sent to them.

*Note: THE MAIL SERVER ADDRESS MAY BE CHANGED AT ANY TIME BY THE CELLULAR PROVIDER.
YOU MAY NEED TO CHECK WITH THE CELLULAR PROVIDER IF A PARTICULAR CARRIER DOES NOT

WORK.
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Part 27 Dineblast Mobile

1
\\r)Under the Hardware section click on Dineblast Mobile.

Dineblast Mobile

Hardware D.

;-J Stakions

i___] Self-Pay

= Printers)Coursing
0 Pole Display
:If Caller ID

== Credit Cards

E Pager/alerts

i fi]

! Dineblast Mobile

This section is reserved for future use.

415
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27.1 Counter Tab

1
\t)Under the Hardware section click on Dineblast Mobile. Click on the Counter tab.

This section is reserved for future use.

Counter

Dineblast Mobile
Diningl YWelcame Messagel
[¥ Enable Dineln  [¥ Enable TaGo [¥ Enable Curb Side

Curb Side |

Counter Mode l _vJ

Dine In, Checkout Meszage [HTRML Support]

ToGo, Checkout Meszage [HTML Support]

Curb Side
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Dineblast Mobile ch Al Dalete o Save
Diningl WWeloome Messagel

[+ EnableDineln  [# Enable To Go [+ Enable Curb Side

Counter

Customn Label I

Cuztor Uzer Prampt Data

Checkout Meszage [HTHML Support]
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27.2 Dining Tab

1
\r)Under the Hardware section click on Dineblast Mobile. Click on the Dining tab.

This section is reserved for future use.
Dining
Dineblast Mobile el — Digls

Caunter

[+ Enable Dining

[+ Order Yerifization

[+ Allow Customer Cashout
[ Credit Card Verification Pager Server Alert

Predutharize Default Amolnt

Checkout Mezzage [HTML Suppart]

“Welcome Mezsage

Yerfication Alert

Drririke. Fefill Alert
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27.3 Welcome Message Tab

1
\)Under the Hardware section click on Dineblast Mobile. Click on the Welcome

Message tab.

This section is reserved for future use.
Welcome Message

Dineblast Mobile

| ey I Dining I Welcome Meszage I

Wwelcome Meszage [HTML Support]
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Part 28 Financial Section

W Financial sect
The Financial section.

421

Financial i

M} Bariks

| Rewvenue Centers
El Mediafdccounts
Z| Tax Table

"-'n Adjustments
Sales) Journal Wiew
B Tip Sharing

The Financial section contains the following:

1. Banks

2. Revenue Centers

3. Media/Accounts

4, Tax Table

5. Adjustments

6. Sales/Journal View

7. Tip Sharing
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Part 29 Banks

1
\r)Under the Financial section click on Banks.

423

Banks

.
Financial !-

’ Revenue Centers

| Mediaffccounts
Z| Tax Table

% Adjustments
SalesJournal Yiew
“"= Tip Sharing

Banks includes the following tabs:
1. Banks (which covers tills, pockets, and store)

4. Default Banks
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29.1 Banks
8y o .
Under the Financial section click on Banks, then click the Banks tab.

Banks explanation includes the following:
1. Tills
2. Pockets
3. Store

Tills A Till is created for Cash Drawers. You may use more than 1 till for a Cash

Drawer (Station 1 AM Till, Station 2 PM Till, etc.)
Pockets A Pocket is used for servers that are banking themselves and make change out of

their pocket.

Store A Store is created for all store safes.
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29.1.1 Tills
b A |
Under the Financial section click on Banks, click the Banks tab, and then
click the Filter By/Tills radio button.
Tills
- Till #1 M A e M
Banks
Default Barks ]
Filter By |Name |Active I
B Til v
Til #2 r
iT able Til 3
" Pockets
" Store
Detail # Add =D
MName |Till #1
[ fctive Starting Bank
[~ Floating * Manager Mode

[ Enable blind drops
[ Manual zhared

Bank Clozeout

[ Awbo commit drops

[w 2wt tip deduction, pay out emplayes tips at clozeout that warked the bank
[ Ask for the till total at closeouwt

[ Have a manager authorize the drop at clozeout

" Recuring amount

Configure to uze mimmal clozeout procedures |

Configure to uge cagh management without manager intervention |

Pay tipz fram this bank if the il does not have enough cash to pay out tips Configure bo use cash management with manager intervention |

|Stole Barnk [Store Safe]

j [Leave blank to pay manually]

Press the Add button to add a new till, and fill in the information in the Detail section regarding

that till:

Name

Decide on a name that describes this till and enter it in this field.

Active

Select this option to make the till active.
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Floating This allows this till to be used in multiple drawers. This way if an
employee moves from one workstation to another, they can take their till
with them to the new workstation and retain responsibility for the cash
collected in this till.
DO NOT USE AND THE MANUAL SHARED OPTION AT THE SAME TIME.
Enable If this option is not selected, when a till is closed, you will get a dialog
Blind box that tells you what should be in the till and asks you what is actually
Drops in the till when it is counted. If there is a variance, you can enter an
over/under reason to explain the difference.
If this option is selected, when a till is closed the employee closing the
till will be asked how much money is in the drawer without being shown
the expected amount.
IF YOU HAVE A RECURRING AMOUNT SET FOR THIS TILL, COUNT ALL
THE MONEY IN THE TILL, INCLUDING THE STARTING BANK.
Manual Select this option if more than one employee will be using the drawer.
Shared
DO NOT USE THIS OPTION AND THE FLOATING OPTION AT THE SAME
TIME.
Manager Select this option if the starting amount for this till is different every day
Mode and the manager will transfer the starting amount from the Store Safe to
this till before the till is used each day. If you use manager mode and
do not enter a starting bank before the shift, the system will think the till
has no money in it and you will not be able to do paid outs or tips paid
until the user of this till collects enough cash to cover the paid out or
tips paid.
Recurring If the starting amount that this till is opened with is the same amount
amount every day, you can enter that amount here.
Auto This prevents modifications (such as forgotten tips) from being entered
commit after closeout.
drops
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Auto tip The employee takes cash for charge tips from that till as part of the
deduction, closeout process.

pay out

employee If, on the other hand, charge tips are to be withheld and then paid with
tips at the paycheck, this box should not be checked and tips owed from the
closeout house would be given manually.

that

worked

the bank

Ask for The employee closing out is required to count the money in the till and
the till enter that total. This will compare the reported total to the expected
total at total to determine if the till is over or under and by how much.
closeout

Have a The manager must accept the employee's closeout, meaning the
manager manager sees how much the till is over or under by before the employee
authorize is able to complete closing out.

the drop

at

closeout

Pay tips Select the bank from the drop-down that tips should be paid from if the
from this selected till does not have enough cash to pay out tips.

bank if the

till does

not have

enough

cash to

pay out

tips

Configure This option will change your settings so that the following option is

to use checked on:

minimal e Auto tip deduction, pay out employee tips at closeout that worked the
closeout bank

procedure

s

Configure This option will change your settings so that the following options are
to use checked on:

cash e Auto tip deduction, pay out employee tips at closeout that worked
managem the bank

ent e Ask for the till total at closeout

without

manager

interventi

on
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Configure This option will change your settings so that the following options are
to use checked on:
cash e Auto tip deduction, pay out employee tips at closeout that worked
managem the bank
ent with e Ask for the till total at closeout
manager e Have a manager authorize the drop at closeout
interventi
on

29.1.2 Pockets

1
‘\J) Under the Financial section click on Banks, select the Banks tab, and then
click the Filter By/Pockets radio button.

Pockets
Banks
Default Banksl
Filter By N arne |Active
: ! Bart Bartender Pocket ™
£ Tills _|Carrie Cashier Packet rd
_|Cassi Eubank Pocket ~d
| Drivers Pocket v
_|Joe Cory Packet v
" Store _|Johnzen, Leif Pocket v
_|Mike Texas Pocket v
Detail + Add =[n

Mame |test, Testd Pocket

[w Active
Batk Closeout

[+ Auto commit drop

v Auta tip deduction, pay out employes tips at closeout that worked the bank . .
Configure to uge minimal clozeout procedures ‘

[+ Agk for the till botal at clogeout
[+ Have a manager authorize the drop at closeout Configure to use cash management without manager intervention ‘

Pay tipz fram this bank if the pocket does not have enough cazh bo pay out tips Configure to uze cazh management with manager inkervention ‘

| ﬂ [Leave blank to pay manually]

Press the Add button to add a new pocket, and fill in the information in the Detail section
regarding that pocket:

Name Decide on a name that describes this pocket and enter it in this field.
You will want to include the name of the employee using this pocket.

Active Select this option to make the pocket active.
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Auto This prevents modifications (such as forgotten tips) from being entered
commit after closeout.

drop

Auto tip The employee takes cash for charge tips from that pocket as part of the
deduction, closeout process.

pay out

employee If, on the other hand, charge tips are to be withheld and then paid with
tips at the paycheck, this box should not be checked and tips owed from the
closeout house would be given manually.

that

worked

the bank

Ask for The employee closing out is required to count the money in the pocket
the till and enter that total. This will compare the reported total to the expected
total at total to determine if the till is over or under and by how much.
closeout

Have a The manager must accept the employee's closeout, meaning the
manager manager sees how much the pocket is over or under by before the
authorize employee is able to complete closing out.

the drop

at

closeout

Pay tips Select the bank from the drop-down that tips should be paid from if the
from this selected pocket does not have enough cash to pay out tips.

bank if the

pocket

does not

have

enough

cash to

pay out

tips

Configure This option will change your settings so that the following option is

to use checked on:

minimal e Auto tip deduction, pay out employee tips at closeout that worked
closeout the bank

procedure

S




Version 6.1.16

430
Configure This option will change your settings so that the following options are
to use checked on:
cash e Auto tip deduction, pay out employee tips at closeout that worked
managem the bank
ent e Ask for the till total at closeout
without
manager
interventi
on
Configure This option will change your settings so that the following options are
to use checked on:
cash e Auto tip deduction, pay out employee tips at closeout that worked
managem the bank
ent with e Ask for the till total at closeout
manager e Have a manager authorize the drop at closeout
interventi
on
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29.1.3 Store

1
\\r)Under the Financial section click on Banks, click the Banks tab, and then

click the Filter By/Store radio button.

431

Store

Banks

Default Banks ]

Filter By

| Mame |.-’-'-.|:tive I

ﬂ Stare Bank [Stare Safe] [w |

7 Tills

" Pockets

Detail

Name |St|:|re Bark [Store Safe]

[w Active

[+ Reset bank at 2

Press the Add button to add a new store, and fill in the information in the Detail section

regarding that store:

Name Decide on a name that describes this store and enter it in this field.
Active Select this option to make the store active.
Reset at Z Select this option if you wish to reset this bank (safe) when you Z out.
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432

1
\\r)Under the Financial section click on Banks, then click the Default Banks tab.

Default Banks

Banks

"Barkszfl Default Banks

Default Banks

Pockets

Always bank from

Alwaps Drop ta

Tills

Always bank from

|S tore Bank, [Store Safe]

Ll Lo

|5tu:ure Bank [Store Safe)

|S tore Bank, [Store Safe]

L] Lo

Ahwaps Drop ta |St|:|re Eark [Store 5afe]
Drivers
Alwaayz bank from |Stu:ure Bank [Store Safe] ﬂ
Alvaysz Drop to |5t|:|re Bank [Store Safe] j
Tipz
Fayp Z tips from |Store Bank [Store Safe] j
Pockets - If the store provides the money a server will make change from, select
Always the bank where these funds will be taken from.
bank from
Pockets - Select from the drop down the bank where the money that an employee
Always with a pocket turns in when they close their shift will go.
drop to
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Tills - If you have a daily recurring amount set as a starting bank, or if a

Always manager enters in the starting amount for each till daily, select from the

bank from drop down where this money should be taken from. Although this is the
default for where the starting amount will come from, if a manager is
entering the amount daily, they can change where the money is coming
from as they do the procedure.

Tills - Select from the drop down the bank where the money that an employee

Always with a till turns in when they close their shift and till will go.

drop to

Drivers - If the store provides the money a driver will make change from, enter

Always the bank where these funds will be taken from.

bank from

Drivers - Select from the drop down the bank where the money that a driver turns

Always in when they close their shift will go.

drop to

Tips - Pay When the amount that an employee earns in charged tips is greater than

Z tips from the cash they collected, they will need to be paid the difference. Select

from the drop down where you will pay the additional tips earned from.
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Part 30 Revenue Centers

1
\r)Under the Financial section click on Revenue Centers.

Revenue Centers

Financial !-

¥ Bapk
& Revenue Centergd
= Media) scoounts
Z| Tax Table

Y| Adjustments
Sales ) Journal Wiew
““= Tip Sharing

A Revenue Center is a group of stations that are in a unique area. Restaurant and Bar are the two most
commonly used Revenue Centers.

Here you do nothing more than create groups for your stations. Click the Add button and then click the
newly created space under Name to enter a name for that center.

This will be useful when you run the Revenue Center Reports to see which Revenue Center gave you more
profit.

Example: Terminal 1 and Terminal 2 can be linked to the Bar Revenue Center and Terminal 3
and Terminal 4 can be linked to the Restaurant Revenue Center.

See image below:

Revenue center list

| M ame
| |BEar
| #|Festaurant

Revenue Centers created in the Revenue Center list are assigned to Stations under the Hardware section
in the Stations setup screen (see Hardware->Stations). See the image below as a reminder of how you
assign a revenue center to a station:
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L o] 2LUILEJ Dol LIS S
Eﬁeatingﬁunes | Elpticlnsl Order Functinnsi Seu:urit_l,ll Hardware Devicesl Tax I Frice Schedulesl Menusl Sharingl
P Loyal
P H?:Z:e:s Station details

E_“ SoftTouch Msgs

Station # I 2 —:EI v Active
Hardware _
_ Location iSeIfF'a_l,l Station
Self-Pay IP address ’192.158.58.999 Get P

BB EE::EE:."DT;:GIHQ Station Type |Self-Pay Station L!
= caler o Revenue Center |Restaurant ]
== Credit Cards

§ Pager/alerts Device ID

(- EmailjSM5

Dineblast Mabile

Financial _
'@ Banks
Revenue Centers
= Mediafaccounts

MHaotes
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Part 31 Media/Accounts

1
\\r)Under the Financial section click on Media/Accounts.

Financial !ﬂ
4| Media/Booounts

AREvac:
"-'n Adjustments
Sales ! Journal Yiew
#'_ Tip sharing

Media/Accounts Setup holds the following settings:

1. Create Media and Account Groups

2. Create and Manage Member Accounts or Card Accounts
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31.1 Account Groups Tab

1
\r)Under the Financial section click on Media/Accounts. Click on the Account
Groups tab.

Media/Account List
Here you setup your Media:

Credit Cards (Visa, AMEX, MasterCard, Discover etc.)
Cash/checks

Coupons

Member Accounts and Gift Cards

- Add Media -
In the Media Details part of the screen click the * #dd putton, fill out the fields and check the appropriate
check boxes.

*Note: when you do a new install of SoftTouch, most media types such as credit cards and cash are
already set up. Little or no changes should need to be made to these media types.
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Media [
Account List
Media;Acccount list
Sart |.-’-'u:u:u:|unt M armne Type |Seu:ure |.-'1".|:tive
t 1 Cazh Cash I [v
L 2 Wiza Credit Card I [v
L 3 Mastercard Credit Card [] [v
o 4 Ames Credit Card [] [v
o 5 Dizcover Credit Card [] [v
1] G Diners/ Carte B Credit Card [] [v
| | 7 Gift Card Card Account [ [v
Media;/Account details + Add = [lelete
General Info Credit Card Info-
Account Group d 3 Tranzaction %
Media name |Eash Tip deduction
Account Type |Eash ﬂ |nterface Mame | ﬂ
Sort Order 1P
tember/Card Accounts
[v Active [+ Secure o
Card Digit
Bl i Fatines Suceine ard Digits Decode all to Track 2 |
“Media5 = e
[+ Do not open drawer -M:d::SZE:::Eg;h- Ewpiration [1aps
[ Media Requirez a Tip [+ Depozit Account [Pre Pay]
[+ Close order for iKiogk, [+ Prampt For Account Mame
[ Disable for selfpay 7 Multi Store (GIftEPay/Mercury]
[+ Dizable far online
&) Disable for iiosk Merchant ID. |
Server P |
Server Port Terminal 10
Account Decode |Trau:k2 [Recommended) ﬂ

- General Info -

Media Name

Enter a name/title for the media.




Version 6.1.16

441

Account Type

Choose what type of media it is.

for cash - Cash

for checks - Cash

for credit/debit card - Credit Card
for check comp - House Charge

for house account - Member Account
for gift card - Card Account

for coupon - Coupon

for Bitcoin - Bitcoin

Explanation: House Account holds account members in it and therefore it's
account type is called Member Account.

Sort Order Allows to set the display order of payment types in the SoftTouch cash
out screen.

Active If checked, the media becomes active.

Charge Tax If checked, tax will be charged (provided the items on the check are

taxable and the station has the tax assigned to it).

Do not open drawer

This option prevents the cash drawer from opening on this type of
tender.

Example: You may not need to open the drawer on a credit card
tender. Preventing it from opening enables greater security.

Media Requires a Tip

If checked, a tip will be required to be entered when this media type is
used in the Dining, Bar, or Delivery modes. This is usually turned on
for credit cards. You also have the option to turn this on for gift cards
and member accounts.

Note: Multi-store gift cards do not support tips.

Close Order for
iKiosk

If checked, you will be able to close a check from an iKiosk station
using the selected tender.

Disable for selfpay

If checked, disables the option for the media selected from the list to
be used with the Selfpay machine.
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Disable for online

Prevents people from using the selected media online.

Example: If the restaurant does not want cash as a payment type for online,
they would put a check mark in this box.

Disable for iKiosk

Prevents people from using the selected media at the iKiosk.

Example: If the restaurant does not want cash as a payment type at their
iKiosk, they would put a check mark in this box.

Secure

If checked, only a manager can perform the operation as long as the
manager's security group in the BackOffice under Security settings
(see Security) has a MediaSecure or MediaSecureCash security
item keyword in it.

- Credit Card Info -

Transaction %

The credit card company deducts a percentage off of a check called a
transaction fee. This fee is calculated from the whole check including
the server's tips. Specify the transaction charge percentage required
by the credit card company here.

*Note: This setting has no bearing on the program. It is merely a reference
point.

Tip Deduction %

Some restaurants want the server to pay the transaction fee when
they receive tips on credit cards. If that's the case, specify the
percentage here (usually it is the same as Transaction %). If this is set
then in the Server Report the transaction fee will be deducted from the
server's charge tips.

Interface Name

Choose an appropriate interface name for the credit card (Visa to Visa,
American Express to AMEX etc.). This may already be set up for you
on a new install.

- Member/Card Accounts -
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Card Digits

This can be used to set up gift cards that all start with the same first
two or three digits.

When you get gift cards made, it is best to have the manufacturer
make the first two or three digits on each account humber the same.

Such as this: 774033, 774034, 774035

In the example above, "77" is the first two digits of every account
number, so you can put 77 into the Card Digits field.

Now when you go to cash out an order, you can simply swipe the gift
card as soon as you enter the cash out screen and the system will
automatically recognize that you're swiping a gift card.

*Note: If you do not set up the Card Digits field, you would have to
select the gift card media in the SoftTouch Cashout screen, hit enter,
and then swipe the card.

Expiration Days

The default number of days after which a card account expires starting
from the day it was issued.

Explanation: When you create a card account in SoftTouch this default
number is used to set the expiration date for the card. If you wish to extend
the expiration date of the card account, do that from the actual account details
screen under the Account List tab (see Media/Accounts->Account List Tab).

Decode all to Track 2

This button will decode all accounts in the chosen media type so that
the beginning and end codes get stripped off.

This only needs to be used when older versions of SoftTouch did not
have support for track 2, so the account number would end up having
the full track data as the account number, such as this, ;7765481=07

The Decode all to Track 2 button will strip out everything but the actual
account number, so all that's left is 7765481.

If you have your gift cards encoded with Track 2 format (ex:
;7765481=07?) and you are using SoftTouch version 4.4 or higher, then
you will never need to touch this button.

Deposit Account (Pre
Pay)

If the restaurant gets money in advance for the account then check
this option.

Example: A Gift Card would be a deposit (pre-paid) account.

Prompt For Account
Name

If selected, you will be asked to select an account name when using
this tender.
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Multi Store
(GiftEPay/Mercury)

This option allows gift cards to be used at multiple locations that use
the same merchant.

Merchant ID

This is used in conjunction with the above item. It is your merchant ID.

Server IP

This is the merchant's server IP. Obtain this from your gift card
merchant.

Server Port

This is the server port. It is the same as in the credit card configuration
(see Hardware->Credit Cards->Settings Tab).

Terminal ID

This is the merchant's Terminal ID (might only be required if setting up
gift cards through Sterling).

Account Decode

Internal use.
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1
‘\r)Under the Financial section click on Media/Accounts. Click on the Account List

tab.

Account List

Media
Account Groups | Account List

Account list for:

Search for: Card # P Account Mame #

|.-’-'-.u:u:u:|unt # |.-’-'-.u:u:u:|unt Mame |Ear|:| # |Ereu:|it Lirnit |Date |zzued
b 15 BDS $1.500.00 12/28/2007 11:02:43 Ak
13 Dizney $2.000.00129/2007 2:58.36 PM
10 Test $1.000.00 B/5/2007 123533 P

Account .&u:u:u:uuntHistu:ur_l,l] b ermber .-’-'-.ddresses] Account Members | Motes | Im-'u:uiu:ing.

Account
Account # 15 v Active Credit Remaining: $1,500.00
Account Mame |BDS Credit Used: $0.00

Account Card # |

Credit Limit $1.500.00

E wpiration Date

=

[~ TaxEwempt TaxlD |

Date |zsued ]'I 242842007 11:08:43 AM

Irvoice Customn
Mezzage

+ &dd

Here you set up Member Accounts and assign members to them, enter member addresses, view account
history, create invoices etc. You can also create Gift Cards here in the BackOffice, but you would normally

do it in the SoftTouch front end.
1. Account

2. Account History

3. Member Addresses

4. Account Members

5. Notes

6. Invoicing
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31.2.1 Account Tab

1
\\r)Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Account tab.

Account

l Account Histu:ur_lrll Member Addresses | Account Meml:uers] MHotesz ] Invoizing

Account
Account # I Active Credit Bemaining:
Accaunt Mame | Credit Used: $0.00

Account Card # |

Credit Lirnit
E wpiration Date | ﬂ
[ TawEwxempt TamlD |

Date lzzued |

[Fwaice Custam
Mezzage

Add A Member Account:

Step 1. First click on the Account Groups tab and under Media/Accounts then select the member
account media into which you'll be adding this Member account.

Step 2. Now select the Account List tab.

Step 3. Click the ¥ #dd putton.

Step 4. In the fields in the Account section enter the Member Account details:

Account Name Usually an account is tied to a business name which then has account
members tied underneath it. Here you would put the Business's
name.

Account Card # For Member Accounts, you do not need to enter anything here.

Card numbers can be entered on the actual members of the account
instead so each member of the account can have their own card.
Card numbers for members are entered from the Customers area in
BackOffice (see Customers->Customer List Tab).

For Card Accounts, this is where the card number goes. Usually
Card Accounts (Gift Cards) are created from the front end, so this
field will get filled in for you when they are created.
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Credit Limit This is the amount the Account will be able to spend before you send
them an invoice. Each time a member of the account makes a
purchase on the account, the number will be subtracted from this
number until it reaches $0. Once it reaches $0 the Account can no
longer be used until the account is reconciled or you add monetary
value to the card.

Expiration Date Optional to have a date the Account will expire.

Tax Exempt Check this on if the Account is Tax-Exempt, but make sure to also fill
out the Tax ID section for tax purposes. A tax exempt certificate
should be kept on file for all tax exempt accounts.

Tax ID If a company is tax exempt you would need the company or person's
Tax ID number placed within this section.

Date Issued The date the new account has been created.

Invoice Custom A personalized message that would go on the invoice that is sent to

Message the customer.

31.2.2 Account History Tab

1
“\J)Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Account History tab.

Account History

In the lower part of the screen select the Account History tab.

Here you can view the transaction history of the Member Account or a Gift Card.

Account | Account Histom | Member &ddiesses | Account Members | Motes | Invaoicing

Account History . Refrash Histary ’
Customer Date Time Amalint Check # Payrnent Type
[ 4 £/30/2008 12:35:44 PM $52.47 Paid IMQUT
MOUSE, MICKEY £./30/2008 12:34:30 PM [$34.98) 104 Guest Check
MOUSE, MICKEY £/30/2008 12:33:46 PM [$17.49) 102 Guest Check
Customer The customer or member of the account that performed the

transaction.
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Date Time The date and time on which the check was closed out.
Amount Total amount of the check (including tax).
Check # Tells you what the check number is for the customer. This is helpful

to find the check if necessary.

Payment Type Lets you know what type of transaction it was.

Refresh History If you just charged a check to an account and you would like to
make sure it was received, you can click the "refresh history" option
and anything that has been recently added to the account, such as
a check that was just cashed out, will appear.

31.2.3 Member Addresses Tab

1
\\r)Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Member Addresses tab.

Member Addresses

.-*-.u:u:u::unt] Accaunt Histu:ur_l,ll Member Addresses I.ﬁ.ccu:uunt Members] MHates ] Irwcuicing]

Address

Description | ~| [7 Bilto Desciiption |&ddress? City EHE

Company |
Address] |
Address? | ¢ >

City | State - Zip code

Comples |

Here you can enter multiple addresses for the account holder and specify which address is the Bill To
address by checking the Bill to option.

Push the Add button then enter the Description (a name to distinguish it from other addresses) and
other needed information in the fields on the left.
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Clicking on / highlighting different address lines in the scrolling box on the right allows you to switch
between the selected member's different addresses.

31.2.4 Account Members Tab

1
N')Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Account Members tab.

Account Members

.ﬁ.ccnunt] Account Histu:ur_l,ll kM ember .ﬁ.ddressesl Account MEI'I'I':'ETS" MHotes ] Ivaicing

Account Members " Type in partial last name in boz to search + Add - DE!Et&'.-.
Customer
houge, Mickey - Lake Buena Yista, FL 33021

M Smith, Johe - P

Here you add people known as the Account Members to a Member Account.

In the Account List box higher on the screen, select/highlight the account you want to add members
to. Then, in the lower portion of the screen, click the Add button and use the drop-down to select the
customer you want to add to the highlighted account.

Account Members are derived from your customer database. If you don't see the person that you
want to add in the drop-down list, enter that person as a customer first, then come back here and
add them to the account. For additional information on how to add customers, see Customers.

Remember: You are adding members to whichever account is selected/highlighted in the Account
List box higher on the screen.

31.2.5 Notes Tab

1
N')Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Notes tab.

Notes

.i‘-.l:c-:uunt] Account Higtony | Member Addresses | Account Members l Inw:uicing]

Notes
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Here you can enter notes specific to the account. This is for your personal use. Notes are viewable in
the BackOffice only; they do not show up or get printed anywhere.

31.2.6 Invoicing Tab

1
N')Under the Financial section click on Media/Accounts. Click on the Account List
tab. Select the Invoicing tab.

Invoicing
Here you can print account invoices.
- Print Invoice(s) -

1. First click on the Account Groups tab and under Media/Accounts list part of the screen select the
account media that you need.

2. Now click on the Account List tab.
3. Select the account name for which you want to print the invoice.

4. Print an invoice using the options shown below.

Invoice Batches

[ [hvaice Accaunt Only ]

[ ] Frint Check, Details

[ Frint Al [rvoices

Envelope Ho. 9 Double Window

" 116" £ 2 112"
308" 1=z 4"
w2-
Invoice Account Prints the invoice only for the account name that you have selected (on
Only the top portion of the screen, the one that has a pointing arrow on the
left side).
Print All Invoices Prints all the invoices for the Account Media that you currently have

selected under the Account Groups tab.

Print Check Details Checking this box allows you to print out all details for all checks,
including table number, items ordered, etc.
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Part 32 Tax Table

1
‘\r)Under the Financial section click on Tax Table.

***BE SURE TO CHECK THE CURRENT TAX RATE FOR YOUR STATE AND COUNTY.
BELOW ARE EXAMPLES AND ARE NOT A SUBSTITUTE FOR OBTAINING AND USING THE
LATEST TAX RATES THAT SHOULD BE CHARGED IN YOUR AREA.

Financial :H
& Banks
Revenue Cenkters

HH ] Tip sharing

Tax Definitions

Here you add a tax table and specify a Fixed amount or Fixed percentage for it.
Note that you can add as many tax tables as is necessary for your locale.

After clicking the Add button or selecting an existing tax you wish to edit, fields can be filled in either here
or in the Tax Definition Detail section.

In the Fixed % column, percent signs are added automatically after you finish.

Tax Definitions

Active ' Description Fized Fixed & WAaT |
2 FL Ta= Table B F
WAT Tax FL B% B.000%

Above is an example set for a variable percentage of 6%. It has breakpoints that need to be entered in
order for tax to be calculated correctly. Florida is one such state that employs this type of sales tax.

Tax Definition Detail

In addition to taxes definitions being added/edited in the Tax Definitions section, they can be
added/edited here. Click the Add button or select from Tax Definitions the Tax you wish to edit before
filling in the fields.

This section has the added feature of disabling this specific tax for certain kinds of orders, such as dine in,
takeout, delivery, etc.
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Tax Definition Detail

Description |wl'-.T TaxFLBX ¥ fctive

Fised $
Firned % B.000%

v AT

Dizable Taw for ...

[ Counter Dine |n [+ Dining

[+ Counter To Go [+ Bar

[ Takeout [+ Drive Thu
I Delivery

Tax Table

Here you add breakpoints for your tax table.

First, make sure that under Tax Definitions the tax you want to add breakpoints to is selected. Next, click
the Add button in the Tax table section and then click in the boxes under Breakpoint and Amount to

type the appropriate amounts. The dollar sign will be added automatically when you finish.

The following image is an example of exactly how the Florida tax rate breaks down.

Tax table & Add = [e
Breakpaint Arnavint
f’ $0.09 $0.00
$0.16 $0.01
$0.33 $0.02
$0.50 $0.03
$0.66 $0.04
$0.83 $0.05
$1.09 $0.06

Above is an example of a Florida tax table, $0.09 being the first breakpoint where tax is charged and
$1.09 being the breakpoint where the tax table is repeated. Some counties have different tax tables in
Florida and other states.

*Note: Be aware of these tables if a flat rate tax is NOT used in your county.
IT IS THE DEALER'S RESPONSIBILITY TO CHECK THE CURRENT TAX RATE FOR
YOUR STATE.
VAT Tax

Some counties and/or states also incorporate a VAT (Value Added Tax). This can be set to a fixed
percentage rate and then check on the VAT checkbox for that rate. The box must be checked on for it to
take effect.
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*Note: VAT tax is primarily used for liquor sales and is backed out of certain sales reports to make reporting and
paying taxes very easy.

- To Set Up Value Added Tax -

Step 1.

Use the information above to create a new definition / tax table for Value Added Tax. Check the VAT field
on.

Step 2.

Apply the VAT sales tax to all the items you would like to. To do this, go to Item Builder (under General)
, click the Menu & Rule Builder tab, click the red Items button, click on an item, click the Tax tab on
the bottom right, and use the drop down under Tax Table to attach the VAT tax. For the price of these
items, enter what the price would be including the tax. This is done via the Pricing tab on the bottom
right when an item is selected. (See Item Builder->Items->Assign Family, Attach Price...and Tax.)

Step 3.

You can put a check in the box next to the "Apply VAT on bar orders only" if you want the VAT only to
apply for the Bar.

*Note: If you order the same items while in Dining or any other mode with the “Apply VAT on bar orders
only” checked on, the tax will act as a regular tax instead of VAT. This also holds true if an order is taken in
the Bar mode and then moved from a seat in the bar to a table in dining. Once you go to the Dining mode
and pick up this check that was moved, you will see that the tax is being applied as a regular tax instead of
VAT.

2. Go to System->Rounding. In the Round to Nearest field, you can enter a sufficient amount to
ensure you will not have to deal with unwanted change. Choose Round to nearest +/- in the Round
Calculation field.

*Note: Rounding needs to be enabled because when you order multiple items that have VAT, the tax is
calculated on the subtotal of all these items together, not each one individually. Therefore, the final price
may need to be rounded by a few pennies from time to time so that the final price comes out to an even
dollar amount when there are multiple VAT items on a check.

Step 4.

You can Disable VAT when food items are present. Go to Item Builder (under General) and click on the
Departments tab. Under the Families section choose "Disable VAT" for the food families. (See Item
Builder->Departments.)

*Note: If you check this box for any particular family, any time something from that family is added to a check,
the entire check will change to normal tax. All items that have VAT will be disabled and those items will be charged
with regular or 'add-on' tax instead.

Step 5.

Go to Stations (under Hardware), go to the Tax tab and add the VAT tax to all stations that need it. If
you do not add the tax here it will not be charged.

See Hardware->Stations if you need assistance creating stations or adding taxes to them.

Example of How Value Added Tax will Look on your check:
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Value Added Tax is calculated on an item by item basis. The whole tax applied to a check is calculated on
the subtotal of the whole check, not on the individual items. This means when you set an item's price to

be $1.00 (including tax) and the price of the item without VAT would be $0.94, the system is calculating

the total of the check, not the price of the one item.

Example: Place an item in the system with a price of $1.00 with VAT checked on for the tax. Turn system
rounding off if you have it on. The $1.00 is including the .06 cents of tax. Now go to the POS (front end) and ring
in that item with the price of $1.00. The first item's total would be $1.00. Now add the same item a second time.
Now the check is $1.99 instead of $2.00. This is because the system is calculating what the tax would be on the
real price of the item (0.94 cents) rather than the price of the item with the VAT. Therefore the total price of two
items at 0.94 cents would be $1.88, not $2.00. This means the tax that is calculated would end up being 11 cents
instead of 12 cents on the item, therefore bringing the total to $1.99 instead of to $2.00. So this is why rounding
usually needs to be enabled.
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Part 33 Adjustments

1
\r)Under the Financial section click on Adjustments.

457

Adjustments

Financial !-
¥ Barks
Revenue Centers
| Mediaffccounts

2] Sales) Journal Yiew

—

= Tip sharing
Adjustments Setup holds the following settings:

1. Maximum Adjustments Allowed

2. Create Adjustments

3. Adjustment Reasons

4. Void Reasons
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33.1 General Tab

1
N')Under the Financial section click on Adjustments. Select the General tab.

General

Here you specify the maximum number of adjustments allowed per check

Adjustmentz | Reazonz | Yoid Reasons

Adjustment general

Maximum # of check, super department and seating

adjustment(s) allowed on a check {excluding individual
item adjustments)

21% | [ = urlimited)

*Note: -1 value allows unlimited adjustments.

*Note: This setting does not include Item Adjustments.
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33.2 Adjustments Tab

1
\\r)Under the Financial section click on Adjustments. Select the Adjustments tab.

Adjustment List
Here you define your adjustments.

Adjustments that you add show up under the Adjustment list.

General] Adiustments Heasnns] Yoid Reasons |

Adjustment list

M ame |F'ern::entage |.-’-'-.mn:|ur'|t |.-’-‘-.n:tive |F're kan |Shn:nw an n::hec:k| Buttan Marme
_|$7.99 Pizza $1.59 ™ v r $7.99 Pizza
|_[10% Discount 10 v v v 10% Dizcount
M| 15% Discount 15 v v v 15% Discount
| 30% Discount 30 v v r 30% Discount
_|50% Discount | v v v 50% Discount
| Item Comp 100 [ | v Item Comp

- Add Adjustment -

In the Adjustment details part of the screen click the *#dd putton, fill out the fields and check the
appropriate check boxes below.

Adjustment details

M arne |'II:IJ'*.; Dizcount [v Active
Buttan Mame |'I D% Discount I¥ Shaow an check
Check Descr. |10% Discount [ Charge tax
Aciisment e |DiSI:|:|unt ﬂ | :| for 1 I+ Secure [Fequires Manager Approval]
Amount $ Ii I [+ [#] for 1 applies to multiple items
Percentage % ITI [+ Dizable automatic (<] for 1
Adjustment Group |Eheckx’5 eating/Super Adjustrment ﬂ

Wizt Fequirement
Foint Requirement
Schedule | j

Only assign a schedule if it is not always
available otherwise leave blank.

Name Enter name for the adjustment.

Button Name Text that shows on the button in SoftTouch.
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Check Descr.

Text for adjustment to be explained on the printed check.

Adjustment Type

Choose what kind of adjustment it will be.

Choice of:

e Discount

e Surcharge

e Comp

e (X)forl (eg.2for1l)

for 1

Used with (X) for 1 adjustments to specify value for (X).

Amount $

The adjustment will subtract the dollar amount you plug in.

Use either this OR a percentage, not both.

Fixed Amount

The adjustment will change the price to the dollar amount
you enter here.

This is particularly useful for items with multiple price
schedules. If a pizza is $7 for lunch but $8 for dinner and you
want to have an adjustment to make the pizza $6, you could
enter $6 here and check on the Fixed amount option.
Whatever you apply this adjustment to will then become $6.

This also enables you to have an adjustment like this: "Buy
one Pizza, get the second for $4.99." You would enter $4.99
here and check on the Fixed amount option. Then you can

apply this adjustment to the second pizza when it's ordered.

Percentage %

The adjustment will subtract the percentage amount you plug
in.

Use either this OR an Amount $, not both.
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Adjustment Group

Choose the group an adjustment will be applied to.

Check/Seat/Super Adjustment - Adjustment can be
applied to the whole check, to a single seat on the check, or
to a single super department on the check (allows you to
discount food but not liquor, for example). (See Item
Builder->Departments to learn how to set up
departments.)

Item Adjustment - Adjustment only works on items that
have this adjustment specifically assigned to them in
BackOffice. (See Item Builder->Items->Assign Family...
to learn how to add an adjustment to an item.)

Global Item Adjustment - Adjustment can be applied to
any item on a check without having to specifically assign it to
an item in BackOffice beforehand.

Visit Requirement

Number of loyalty visits required for this adjustment to take
effect. When this adjustment is used, the number of visits
specified here will be deducted from the loyalty account that
is assigned to the check. (See Loyalty to learn how to view
and use a customer's loyalty information.)

Point Requirement

Number of loyalty points required for this adjustment to take
effect. When this adjustment is used, the number of points
specified here will be deducted from the loyalty account that
is assigned to the check.

Schedule

Enter the schedule that this adjustment should apply to (only
if it is for special schedules, otherwise leave blank).

Schedules must be created before they appear on this
drop-down. See Scheduling->Add Schedule to learn how to
do this.

Active

Checked by default; uncheck to deactivate the adjustment.

Show On Check

If checked, the adjustment will be shown on the check.

Charge Tax

If checked, the tax will be calculated on the price before the
discount is applied.

If unchecked, the tax will be calculated on the price after the
discount is applied.
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Secure (Requires
Manager Approval)

If checked, manager's verification will be required.

(X) for 1 applies to
multiple items

You can use an (X) for 1 (e.g., 2 for 1) on different items, not
just the same item (e.g., You can have a 2 for 1 on any
entree: buy a steak dinner, get a chicken dinner free. The
lower priced item will be free.)

In order for the (X) for one adjustment to work, you would
assign it under the Adjustments tab for all the items it would
affect.

Example: You may create a discount that says buy one appetizer
and get one appetizer free, or even program it to get the second
at 50% off by entering 50% in the percentage field instead of
100%.

Disable automatic (X) for
1

If you have a 2 for 1 discount, or any buy x number and get 1 free
discount, if you do not want the discount to automatically be
applied during the time specified in the schedule, select this box.
The 2 for 1 or other discount can still be used, but an employee
would have to tell the system to apply the discount to the check.
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33.3 Reasons Tab

1
‘\r)Under the Financial section click on Adjustments. Select the Reasons tab.

463

Reasons

Here you may enter reasons for your adjustments.

General ] Adjustrnents Yoid Reasons |

Reason list for this adjustment

|F|easu:un I

E‘ Employes Special

Ad Coupon

Reason detail for this adjustment

Copy Recordz  Paste Records

Reazon |Emploves Special

- Add Adjustment Reason -

First select an adjustment you want to add reason(s) to by going to the Adjustment list under the

Adjustments tab and selecting one. Now click the Reasons Tab. In the Reason detail for this
adjustment part of the screen click the *#dd putton and type in the adjustment reason.
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33.4 Void Reasons Tab

1
‘\r)Under the Financial section click on Adjustments. Select the Void Reasons tab.

Void Reasons

Here you define reasons for the orders that get voided in the POS system.

.Eenerall .ﬁ.diustmentsl Feasonz |

Yoid reason list

Reaszon
Didr't like food
| Slow zervice

|w

_|Food was cold

_|Food prepared wrang
Server rang wrong ikem
_|Customer changed rind
Other

| |wialk out

¥oid reason details + Add = Dele

Feazon  |Dida't ke food

- Add Void Reason -

In the Void reason details part of the screen click the ® #dd putton and type in the void reason. When
you void an item in SoftTouch, this list will be displayed so a reason can be selected.
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Part 34 Sales/Journal View

1
\r)Under the Financial section click on Sales/Journal View.

Financial |.

"% Barks
Rewvenue Centers
| Mediaffccounts

Z| Tax Table
':'"n. il (e

| Sales/Journal Yie

Sales can be accessed in Sales or Journal view:
1. Sales

2. Journal

466
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1
\\r)Under the Financial section click on Sales/Journal View.

Sales View

The sales view portion of BackOffice gives you information about the transactions rung up
throughout a day. You can select a date(s) to view transactions for and narrow your search even
further with the View by and Group by options.

sales/ Journal View

Journal ]

Sales ¥iew  Operation Start |‘IIII£31£2EI11

| Wiewby |Check View I

End |10/31/2011

j Group by |[I:Iearl3r|:uups] ﬂ

Operation Start

Select the starting date that you wish to view transactions
for.

End

Select the ending date that you wish to view transactions for.

View by

You have the option to view transactions by Check
View, Super Department View, Department View or
Family View. The system will default to Check View.

Group by

You have the option to sort transactions by
Adjustments, Cashed out by, Check #, Check Print
Time, Closed, Date/Time, Delivery, Gratuity, Guest #,
Op Date, Owner, Payment, Payment $, Payment
Count, Payment Tip, Seating, Status, Subtotal, Tax,
Tax Exempt, Tip, Total, Type, Void, and Void Reason.
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The system will fill in today's date by default. You get a lot of information about each
transaction. In addition to the information shown below, if you scroll to the right you will also see
Payment Tip, Owner, Cashout by, Date/Time, Closed, Guest #, Check Print Time, Seating, Tax
Exempt, Void, and Void Reason.

At the bottom of the screen you will get totals for number of checks, a subtotal amount, any
delivery charges, tips, gratuities, adjustments, tax and total collected information.

Sales/Journal View
Jaurnal ]
Sales ¥iew  (peration Start (/31,2011 = | Wiew by |Check View =l o«
End | 10/31/2011 | Groupby | ]
Drag a column header here to group by that column
Check # - Op Date ~ Type v Status ~ SubTotal ~ Deliv.. ~ Tip ~ Gratuity ~ Adj. ~ Tax ~ Total ~ Payment Count v Payme
[ 100 10./31/2011 Bar Clogzed $58.00 $15.00 $0.00 $0.00 400 $77.00 1 Viza
101 104312011 Bar Cloged $18.00 $0.00 $0.00 $0.00 000 $18.00 1 Cash
102 1043120011 Bar Cloged $39.00 $0.00 $0.00 $0.00 %000 $5.00 1 Cash
103 104312011 Dining  Clozed $25.00 $0.00 $0.00 $0.00 %000 $25.00 1 Cash
104 1053120011 Dining  Clozed $£32.50 $0.00 $0.00 000 $1.95 $34.45 1 Cazh
105 10/31/2011 Dining  Clozed $33.50 $10.00 $0.00 000 $2m $45.55 1 Viza
106 104312011 Dining  Clozed $17.00 $0.00 $0.00 000 $1.02 $18.05 1 Cazh
| | ’

Totals: Checks: 7 SubT.: $193.00 Delivery: $0.00 Tip: $25.00 Gratuity: $0.00 Adjust.; $0.00 Tax: $68.96 Total; $227.05
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34.2 Journal

1
\\r)Under the Financial section click on Sales/Journal View. Click on the
Journal tab.

469

Journal View

The journal view portion of BackOffice gives you information about the transactions rung up
throughout a day. You will see 2 entries for each transaction. The first shows the amount of the
sale and the second shows what bank the money collected was deposited to.

Enter the Operation Start and End dates and click Search to see transaction information falling

between those dates.

Sales N Joumnal

Journal View Operation Start |10/31/2011  »| End 107312011 =] Search..

Sales/Journal View

&4 FRINT %

s

D Date;Time Description Deposit Sales Bank Employee

b CH10G 10/21/2011 11:32:39 AM  Check $18.05 Servar, Sandy
CH105 10/231/2011 11:32:29 AM  Cash $18.05 Sandy Server's Poclet Server, Sandy
CH105 10/31/2011 11:26:28 AM  Check $45.55 Server, Sandy
CH105 10/21/2011 11:26:28 AM isa 445,55 Sandy Server's Poclet Servar, Sandy
CH104 10/31/2011 11:20:02 AM | Check $34.45 Server, Sandy
CHi04 10/21/2011 11:20:02 AM  Cash $34.45 Sandy Server's Poclet Server, Sandy
CH103 10f31f2011 11:17:01 AM  Check $25.00 Server, Sandy
H103 10/31/2011 11:17:01 A Cash $25.00 Sandy Server's Poclet Server, Sandy
CHi0z 10f31f2011 11:16:14 AM  Check 49,00 Bartender, Blade
CH102 10/31/2011 11:16:14 &AM Cash $39.00 Till #1 Bartender, Blade
CHi0o 10/21/2011 11:16:01 AM  Check $77.00 Bartender, Blade
CH100 10/31f2011 11:16:01 AM Wisa $77.00 Til #1 Bartender, Blade
CH101 10/31/2011 11:14:49 AM  Check $18.00 Bartender, Blade
CH101 103172011 11:14:49 AM  Cash $18.00 Til #1 Bartender, Blade
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Part 35 Tip Sharing

1
\-)Under the Financial section click on Tip Sharing.

Financial |_-

"% Barks

Rewvenue Centers
= Mediajaccounts
E_ Ta Table

Sal ournal Yiew
&

1. Tip Dispersions

2. Tip Pools
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35.1 Tip Dispersions

1
\r)Under the Financial section click on Tip Sharing. Then click the Tip

Dispersions tab.

472

Tip Dispersions

The tip dispersions area is where you can set up dispersions from one employee's sales or tips to
be paid to another employee group. Examples are bartenders who may be paying out a
percentage of liquor sales to a bar back who brings ice and restocks bottles when the bar is low

on liquor. A server may pay a percentage of her tips to a busboy or food runner for helping with

their tables.

Tip Sharing - Bar Help

Tip dispersions

Bartender Tip Out | -

Tip shares assigned to dispersion

Bar Help Tip Out | -

# Add = Delete

Step 1. Create pour tip dizpersion.

Mame |Bartender Tip Out W Active
Fund source |Eartender ﬂ
Schedule [4ll Day Schedule -]

¥ Enable auto tip deduction

#4dd  =Delete

Step 2 Create one or more tip sharefz] for the above selected dizsperzion.

Share name |Bar Help| Tip Out W Active
Participation |.~’-‘-.uh:| Participating j

Diztribution zource |Fn:|m super department ﬂ

Super department |Liquu:|r ﬂ

Source Type |Met sales -
Percentage |_5 o

Fund calculation |ﬂ|| Sales L]

Distribution calculation |Equa| digtribution L]

[ Can breakout before the shift is terminated
Jobjz] to pay out

BarHelp -

¥ 4dd = Delete

&4 PRINT é

Name

Select a name for this tip dispersion.

Active

Check this box if the tip dispersion should be active.
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Fund Source

From the drop-down list, select the job that is giving a
portion of their tips or sales to other employees that help
them.

Example: If a bartender is tipping out to the bar back a
percentage of their sales, enter the bartender job in this
field.

Schedule

If you only want tip dispersions to calculate during a certain
period (e.g., if the bartenders only use bar backs during
Happy Hour), select the schedule time from the drop-down.

If this tip dispersion is to calculate at all times, make sure
you select the all day schedule.

To set up a schedule, go to the Scheduling section of the
manual.

Enable auto
tip deduction

If this box is checked, tips owed for tip dispersion will
automatically be deducted from this employee's charge tip
payout.

If this box is not checked, tip dispersion will be recorded
and reported but the employee will be responsible for
manually distributing tips to those who are owed.

Share Name

You can create more than one group to be tipped. For
example, the bartender may tip out a percentage of liquor
sales to bar backs and a percentage of food sales to food
runners. Enter a name to describe the group of employees
receiving the tips.

Active

Check this box if the tip share should be active.

Participation

For Participation, you can select auto-participating or
elective.

®1f you select auto-participating, when an employee clocks
in and works as the job type you specified in Job(s) to pay
out (last item on this chart), they will automatically be
joined to this tip dispersion and the tip dispersions earned
will calculate on their employee report.

®1f you select elective, when an employee clocks in and
works as the job type specified in Job(s) to pay out, they
will need to go to the Employee Screen on SoftTouch and
manually join this tip dispersion group.
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Distribution Source For distribution source, you can select From sales, From
super departments, From departments and From tips.

®1f you select From sales, you will not have a field asking
for additional information about the distribution source.
®1f you select From super department, a field asking which
super department will appear and require a selection.

®1f you select From department, a field asking which
department will appear and require a selection. The super
departments in this drop-down are what you created under
Item Builder->Departments.

Source Type ®Net Sales - sales after adjustments
®Gross Sales - all sales before adjustments are subtracted

Percentage What percentage should be paid out.

Fund Calculation ® All Sales - The amount to be tipped out will be calculated
on all sales the employee clocking in with this job group
rings up.

®Weighted -The amount being tipped will be calculated on
sales rung while recipients of this dispersion are clocked in.

Distribution Calculation ®Equal Distribution - All funds accumulated for this
dispersion group will be equally distributed among all
employees clocked in under the job group specified.

® Weighted Distribution - Funds will be distributed
depending on number of hours worked by each employee.

For example, if there is $60 in this fund and Busboy A
worked 4 hours and Busboy B worked 2 hours, Busboy A
worked 66% of total hours worked and will receive $40
(66% of the total) while Busboy B worked 33% of the total
hours and will receive $20 (33% of the total).

Can breakout before the Check this is employees of this group can end their
shift is terminated participation in the pool before they close their shift.
Job(s) to pay out Select the job group that is to participate in this dispersion

and receive tip dispersions.

If an employee group is going to pay out more than one job group, press the +Add button in the lower
half of he screen to enter a second job to be paid out. The second job can be paid out a different percent
and have different criteria.

For example: A bartender pays out a percentage of liquor sales to bar backs who get ice and restock for
them. They also pay out a percentage of food sales to food runners.
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35.2 Tip Pools

1
\r)Under the Financial section click on Tip Sharing. Click on the Tip Pools
tab.

Tip Pools

The tip pools area is where you can set up pools, where a group of employees all contribute their
tips into one pool and divide the tips when the pool is over and is committed.

You may set the pool up to be divided among one group of employees. For example, all
bartenders contribute to this pool and they divide the tips when the pool has ended and is
committed.

You may also set the pool so one group of employees is tipped out and the balance of the pool is
divided among a second group of employees. For example, you may want to have a bar pool that
tips out bar backs 3% of liquor sales and the balance in the pool is divided among the bartenders
that worked the pool.

Tip Sharing - Bar Help

" Tip Dispersions || Tip Paals

&h PRINT 3

Tip pools +4dd = Delete
Bar Pool . B Step 1. Create pour tip pool.
Name JBal Pool [~ Active
Pool source |Ealtender L]
W o |8 Dap Schedule |

Participation |Elective

=l

v Force checks and tips to be closed before committing a pool

Tip shares assigned to pool

Bartenders

#4dd = Delste

Step 2. Create one or more tip share[s] for the above selected dispersion.

Share name |Bar Back

[ Active

Participation JEIective

Diztribution zource |Fr|:-|'n fund/tips

Source Type |Met zales -
Percentage 5

=]
=]

Distribution calculation |Equa| digtribution

=l

Early break out calculation |None

Pricrity 1 :1

Jobjz] to pay out

Bar Help

=l
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Name

Select a name for this tip dispersion.

Active

Check this box if the tip dispersion should be active.

Pool Source

From the drop-down list, select the job that is giving a
portion of their tips or sales to other employees that help
them.

For example, if a bartender is tipping out to the bar back a
percentage of their sales, enter the bartender job in this
field.

Schedule

If you only want tip dispersions to calculate during a certain
period (e.g., if the bartenders only use bar backs during
Happy Hour), select the schedule time from the drop-down.
If this tip dispersion is to calculate at all times, make sure
you select the all day schedule.

To set up a schedule, go to the Scheduling section of the
manual.

Participation

For Participation, you can select auto-participating or
elective.

®1f you select auto-participating, when an employee clocks
in and works as the job type specified in Job(s) to pay
out (the last item on this chart), he or she will
automatically be joined to this tip dispersion and the tip
dispersions earned will calculate on their employee report.
®1f you select elective, when an employee clocks in and
works as the job type specified in Job(s) to pay out, they
will need to go to the Employee Screen on SoftTouch and
manually join this tip dispersion group.

Force checks
and tips to be
closed before
committing a
pool

Check this box if you want to make sure all checks are
closed and tips added before a tip pool can be committed.
If a check is closed and a tip is added after a pool is
committed, it will not be added to the pool.

Share Name

You can create more than one group to be tipped. For
example, the bartender may tip out a percentage of liquor
sales to bar backs and a percentage of food sales to food
runners. Enter a name to describe the group of employees
receiving the tips.
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Active

Check this box if the tip dispersion for this group should be
active.

Participation

For Participation, you can select auto-participating or
elective.

®1f you select auto-participating, when an employee clocks
in and works as the job type specified in Job(s) to pay
out (the last item on this chart), he or she will
automatically be joined to this tip dispersion and the tip
dispersions earned will calculate on their employee report.
®1f you select elective, when an employee clocks in and
works as the job type specified in Job(s) to pay out, he or
she will need to go to the Employee Screen and join this tip
dispersion group.

Distribution Source

For distribution source, you can select From sales, From
super departments, From departments and From fund/tips.
®1f you select From sales, you will not have a field asking
for additional information about the distribution source.
®1f you select From super department, a field asking which
super department will appear and need to be filled out. The
super departments in this drop-down are what you created
under Item Builder->Departments.

®1f you select From department, a field asking which
department will appear and need to be filled out. The
departments in this drop-down are what you created under
Item Builder->Departments.

®1f you select From fund/tips, you will not have a field
asking for additional information about the distribution
source.

Source Type

®Net Sales - sales after adjustments
®Gross Sales - all sales before adjustments are subtracted

Percentage

The percentage of the tip dispersion that should be paid out
to this group.

If you only have one group to be paid, you will enter
100 as the percentage.

If you pay out a bar back group (or any other group of
employees) and the bartenders (or any other group of
employees) are paid afterward, you would enter 100
as the percentage for the last group. This is because
the last group will split 100 percent of what is left in
the pool.
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Distribution Calculation

®Equal Distribution - All funds accumulated for this
dispersion group will be equally distributed among all
employees clocked in under the job group specified to
receive this tip dispersion.

® \Weighted Distribution - Funds will be distributed
depending on number of hours worked by each employee.
For example, if there is $60 in this fund and Busboy A
worked 4 hours and Busboy B worked 2 hours, Busboy A
worked 66% of total hours worked and will receive $40
(66% of the total) while Busboy B worked 33% of the total
hours and will receive $20 (33% of the total).

Early Break
Out
Calculation

®Equal Distribution - If an employee breaks out of the
pool early, they still get an equal share of the pool at
the time it is committed.

®\Weighted Average - If an employee breaks out of the
pool early, they get a percentage of their share based
on the total hours they have worked versus the total
hours worked by all employees in this job group.
®None - Employees will not break out early.

Priority

Set what priority this payout has. If set to 1, this
group will be paid first.

Job(s) to pay out

Select the job group that is to be paid the portion of the
pool you just set up.
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Part 36 Miscellaneous

Drpe -
The Miscellaneous section.

Mizcellaneous -

iy Activations
E_ SUrvews
Receipt Template

i‘ﬁ Chalkboard/Specials
=5 4 Paidfock msg/shift
15 10bs

'ﬂ Security

= Reports

m DE Maintenance

“‘ Manitor Skations

!t" ImporkExpart

The Miscellaneous section contains the following:
1. Activations

2. Surveys

3. Receipt Template

4., Chalkboard/Specials

5. $ Paid/Quick Messages/Shifts

6. Jobs

7. Security

8. Reports

9. Database Maintenance

10. Monitor Stations

11. Import/Export



Activations
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Part 37 Activations

1
\r)Under the Miscellaneous Section click on the Activations.

CANNOT CHECK WHILE ON THE VIRTUAL MACHINE

Activations

Mizcellaneous

[#% Receipt Template
Bl Chalkboard/Specials
$ Paid/CQuick msg

: Jobs

[ﬂn Security

=ty

=i Reporks

ﬂ DB Mainkenance
"% Manitor Stations
ﬂ? ImpartExpark

Note: The Activations area can only be accessed on the server by an employee with the proper security clearance for
this area.

The License Information area shows dongle, dealer, and customer information as well
as licensed products and product updates.

Product Activations

SoftTouch Product Activations

Licenze |ﬂf':'fmﬂ'ii':'ﬂ! &ctivate Products ! Dineblast Orline Services i

The Activate Products screen is where you enter activation keys to register SoftTouch
products.
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Product Activations

SoftTouch Product Activations

License Information | Activate Products § Dineblast Orline Services ]

Activation Key

483

Yiew Customer Licenze Agreement

[ User agrees to terms and conditions of the Customer License Agreement

Activate Copy Dongle 1D to clipboard to gend to SoftT auch

The Online Ordering Services are is strictly used by SoftTouch as part of setting up

Online Ordering for the Restaurant.

Product Activations

SoftTouch Product Activations

License Information | Activate Products | Dineblast Online SEWiCESII

FTP Server/Part |cannulikitchen?.dinel:ulast.u:u:um: 21

Soap URL/Paort 1 http: #fcannalikitchen?. dineblast. comdinternal/orderszervice. asms
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Part 38 Surveys

1
\r)Under the Miscellaneous Section click on the Activations.

Surveys

Mizcellaneous |.
|

Feceipt Template
;':j ChalkboardfSpecials
4 Paid)Quick m=g

. Jobs
ﬁ Security
| Reparts
ﬁ DB Maintenance
& Monitar Stations
ﬂ:’ ImpartExpaork

This section is reserved for future use.



Version 6.1.16

)

Receipt Template



Version 6.1.16
487

Part 39 Receipt Template

1
‘\r)Under the Miscellaneous Section click on Receipt Template.

Receipt Template

Mizcellaneous E

EE i] Ackivations

Chalkboardispecials
5 § Paid/Cuick msg
= Jobs
ﬁ Security
= Reports
ﬁ DB Maintenance
& Monitar Stations
it' ImpartExpaork

Here you customize how your receipt header and footer are going to look. (If you need to alter other parts
of the receipt, refer to Administration->Template Screen., noting that what you have entered here will
appear simply as the <receiptheader> and <receiptfooter> tags there.)

You can type on the large white space and refer to the instructions on yellow. Further explanation follows
on the chart below.
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Receipt setup

Receipt setup

<l

<cxPizza ltaliano<cr:

123 Magic St.<cr

Fort Lauderdale, FL 333070 < cre
[954] 1234867 <orx <o

<cx Thank vou and come again<cr:

Receipt header
WELE

¥

Instructions:

<logo Logo

<Cr = Carriage return

< Shart "Wide" prink

<tz Skart "Red" prink

< Stark "Center" alignment

<fwz> End "wide" print
<= End "Red" print
<ox End "Center alignment

Receipt Footer

<logo>

Logo

Prints your logo. Refer to your printer's manual
regarding how to load your logo. You may also need to
enter that printer's codes, including the Logo code (see
Hardware->Printers/Coursing->Print Codes).

<Cr>

Carriage Return

Starts new line (equivalent to hitting Enter key on your
keyboard).

<W>

Start Wide Print

Enter immediately before the start of text you want to be
bold.

</w>

End Wide Print

Enter immediately after the end of text you want to be
bold.

<r>

Start Red Print

Enter immediately before the start of text you want to be
red.
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</r>

End Red Print

Enter immediately after the end of text you want to be
red.

<Cc>

Start Center Alignment

Enter immediately before the start of text you want to
have middle alignment.

</c>

End Center Alignment

Enter immediately after the end of text you want to have
middle alignment.
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Part 40 Chalkboard/Specials

1
‘\r)Under the Miscellaneous section click on Chalkboard/Specials to open
Chalkboard and Specials messages setup screens.

Chalkboard

Mizcellaneous @

¥

L] Ackivakions
Surveys

Rersint Temnlake
B ChalkboardiSpecigled
5 ¢ Paidjouick msg
é Iobs

ﬁ Security

=i Reports
ﬁ DB Mainkenance
& Manitor Stations

fﬁ-‘;‘ ImpartExpark

When you click the Chalkboard tab, you may enter any information you wish to communicate to all
employees as they clock in.

Chalkboard - Sernr B
Chalkboard Specia|3]
Chalkboard message Clear Chalkboard

Smife whern Greeting your Cusiomers
Svqgest Appetizers, \Mines 4o Desseris!

When you click the Specials tab, you may enter your daily specials (with their prices if you wish) as a
reminder for employees to offer them to guests.
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Chalkboard

=

=

Chakboard
Specials  Clear Specials !

Today’s Specials

Chicken Spinach Sovp
Grilled Chicken
Blackened Salmen

Click the ¥ 3ave button when you're finished.

492
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Part 41 $ Paid/Quick Msg

1
‘\r)Under the Miscellaneous section click on $ Paid/Quick Msg.

$ Paid/Quick Msg

Mizcellaneous %

L3 gl Activations
SUrvews
Receipt Template
#! Chalkboardiqnerials

il 4 Paid)Quick m=g

rT Security

| Reports
‘& DB Maintenance
& Monitar Stations
ﬂ:’ ImpartExpaork

Here you can predefine messages that you quickly want to access to modify an item you are ringing up.
You can also list reasons for Paid Ins/Paid Outs as well as list reasons that a drawer, pocket or any bank of
money is over or under when counted at the end of the shift.

Quick message list
Access this section by clicking the Quick Message List tab.

Click the Add button and click in the new white space under Quick message to start typing a message that can be
used when ringing up orders in SoftTouch.

Example: A customer wants his steak well done and a drink with no ice. So if you predefine those two messages
here an employee can simply choose the message with a press of a button in SoftTouch instead of entering it
manually.

See images:
Quick message list b Add =[e

[uick mezzage
bz Entree
Don't M ake
Hold Order
See Server

Mo lee

Fare
Meu:_li_um -
¥ Wﬂ[ﬁlnne L
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Well Done

Over/Under Reasons
Access this section by clicking the Over/Under Reasons tab.

To create a list of reasons a drawer, pocket or any bank of money may be over or short when the money is
counted at the end of a shift, click Add, type the name under reason and press the save button when
done.

Over,/Under Reasons

Reazon

_|Mizcounted

Missing Money]

La:

Cash Paid
Access this section by clicking the Cash Paid tab.

For Paid In/Paid Out, press Add and first select if this will be a Paid In or a Paid Out under type. Next type
in the name of this Paid In or Paid Out under description. Save the information when complete.
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Cash paid & Add =[e
Type D'escription
M PaidId Paid in
PaidOUT Paid Out
FPaidlH Gift Certificate Sald
PaidOUT Tips Paid
Paid0UT Diriver Tipz Paid
PaiddUT Drriveer Paid

Shift Descriptions

Access this section by clicking the Shift Descriptions tab.
Press the Add button, click the blank space under Shifts, and type in a shift name. Save when complete.

BackOffice lists All Day Shift, AM Shift, and PM Shift by default, but you can delete these or change the
names as needed.

Shift Descriptions

| Shifts

All Day Shift

AM Shift
B|Pr Shift

You can add these shifts to an employee's job (see Employees->Job).
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Part 42 Jobs

1
‘\r)Under the Miscellaneous section click on Jobs.

Jobs

Mizcellaneous @

5 g Ackivations
SUrvews
Receipt Template

i‘&chalkbuard,l'Specials
&5 & paid 'owick msg

L1 2ECurity
= Reports
ﬁ DB Maintenance
& Monitar Stations
it" ImpartExpaork

Here you create jobs and define what the system will require of employees when they are clocked in to this
job group.

Job description - Cashier

| Job descriptions |

Dezcription
| Cashier
_|Driver
K.itchen

_ |Manager

Dwner

- Create a Job -

In the Job Description part of the screen click the 4 sign to add a job. See image:

Delete Save

N

In the Job Description field under the Job Detail tab, type in the name of the job. Click the Save
button.

You have just created a job. To learn how to assign jobs to an employee, see Employees->Jobs tab
(under General). To learn how to configure security depending on the job type, see Security (under
Miscellaneous).
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But we'll continue in this section by talking about some of the options you have to define this job.

1. Job Detail

2. Closeout Options

2. Check Transfers
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42.1 Job Detail Tab

1
\\r)Under the Miscellaneous section click on Job/Tip Dispersion. Click on the
Job Detail tab.

Job Detail

Job description - Driver

Job descriptions

D ezcription

Cazhier
Digh Help
Diriver

| w]

Hosteszs
_|Kitchen Help
_[Manager

| Dvaner

_ | Server

Job Detail § Clozeout Options ] Check Transfers
Job details

Job Dezcription |Driver

Job Type |Driver ﬂ

Job Options

[w Show on all employes list
[ Dizable job from labar zales alert

v Collect tipz daily [Tips are paid
from S oftT ouch daily]

[ Enable bip deduction

[« Auto join hostess zone

- Job Details -

Here you define the setup for payroll specific items for each separate job. Remember that you are editing
the details for whichever job description above has an arrow next to it.

Job Description You can name the job description whatever you would like. Normally
people name it after the job they are defining for the other sections
(ie. tip dispersion and check transfers).

Job Type Select a job type for each job.
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Show on all
employee list

This checkbox allows these jobs to be viewed under the Change
Employee button in the Employee area in SoftTouch and the Change
Server button inside an order, when moving a check to a different
employee. It is recommended that Managers and Owners not be
checked to display in the list.

Disable job from
labor sales alert

If checked, the job will not be factored in the calculation for the labor
sales alert.

Collect tips daily

If checked, employees with this job will be able to collect tips
daily when they close out rather than waiting to get paid
with their paycheck.

Enable tip deduction

If checked, the system will handle tips for the selected job.

If, on the other hand, tips should be withheld and given as
part of the paycheck manually, disable this feature.

Auto join hostess
zone

Checking this option will automatically assign servers to
seating zones rather than zones needing to be assigned
manually.
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42.2 Closeout Options

1
“\J)Under the Miscellaneous section click on Job/Tip Dispersion. Click on the
Closeout Options tab.

Closeout Options

" Job Detail | Closeout Options | Check Transfers

Closeout options

Job Clozeout Optionz

) Configure to use minimal clozeout procedures
[+ Enable quick clozeout

[ Hawe the manager review tips before the bank drop

[Leave blank unless you want to overwrite

Alwayz auto deduct tips from thiz bank, sihiers vipe Ari basng paidtrom

[ Print the employes report on closeout

[ Print the charge tips report on closeout

Print driver detail report on clozeout ﬂ

Enable quick This will move through the steps of closeout automatically, meaning

closeout that once a step is finished it will go right to the next step.

Have the manager The employee can closeout but the bank will not drop until the

review tips before manager has reviewed tips. This feature can help prevent employee

the bank drop theft and mistakes (and increase customer trust) as an employee
may have entered a higher charge tip than a customer wished to
give.

If this option is checked on, it can also be useful to enable the Print
charge tips report on closeout option so that the server can bring
that report to the manager to review the tips.

Always auto deduct You can select a bank from the drop-down that all employees must
tips from this bank go to at closeout to retrieve cash for their charge tips. This feature
can help prevent employee theft and mistakes.

Example: If you select the cashier's till, an employee closing out
would receive a chit printed with the tip amount, bring it to the
cashier, and then the cashier would give the server that cash
amount.

Print the employee If checked, the employee report will automatically be printed when
report on closeout an employee with the selected job description closes out.
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Print the charge tips
report on closeout

If checked, the charge tips report will automatically be printed when
an employee with the selected job description closes out. This can be
particularly useful if a manager must review tips before the bank

drop (the server can bring the report to the manager to review tips).

Print driver detail
report on closeout

The driver detail report can automatically be printed when an
employee with the selected job description closes out. It can be
printed at 40 columns or 80 columns; or select "Disable" not to use
this feature.

Configure to use
minimal closeout
procedures

This will change your settings to the following:
e Enable quick closeout checked on
e Print driver detail report on closeout set to Disable
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42.3 Check Transfers Tab

1
\\r)Under the Miscellaneous section click on Job/Tip Dispersion. Click on the Check
Transfer tab.

Check Transfers

Job description - Bartender

Job descriptions

D ezcription
4

_|Bus Boys

_ | Cashier

| Drriver
_[Manager

_ | 5erver Dinner

_|5erver Lunch

Job Detail | Clogeout Options | Check Transfers

Check Transfers

| Check Type Auta tranzsfer ko, I
M |

Scenario 1 (Servers): Many restaurants allow servers to ring up sales in Delivery or Take-out mode, but
they do not want these types of orders to count against their sales. Also, they may not want these sales to
count when calculating the Tip Sales %. In addition, the servers must have no open checks in order to
clock out and go home. So they used to have to get a manager to transfer the checks manually to another
employee before they could go home. After a check has been transferred, it can be cashed out by either a
manager or a cashier who has access to pick up other employees' checks. You can create a "Virtual"
employee and have the checks automatically transferred to this employee as soon as the server sends
them. Then they no longer belong to the server and a cashier or manager can cash those checks out.

Scenario 2 (Cashiers): You may also want to set up check transfers for cashiers as well. One possible
reason for this is that the cashier will be able to go home if checks they rang up have not been cashed out
yet. Cashiers will typically have all check types transferred to a "Virtual" employee.

To do this:

e First you will need to create a "Virtual" employee. Do this by just creating a new employee with the
name of "Virtual." See Employees (under General) for instructions on creating an employee.

e Return to this Jobs area and the Check Transfers tab.

e From the upper list under Job descriptions, select the job you would like to set up a check transfer
for.

e In the Check Type field, select a type from the drop down list.

e In the Transfer Check To... field, select the "Virtual" employee you created in the first step.

e Press Add if you want to repeat this process for other types of checks. You cannot set up two check
transfers of the same check type under one employee's Check Transfers screen.
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*Note: This method will actually transfer the check to the virtual employee you specified when the check is sent.
This 'virtual employee' does not have to be clocked in and does not have to have a drawer assigned. In a typical
situation, a manager or cashier will cashout the checks assigned to this "virtual" employee.

Also, please note that the person who rang up the check is still accounted for on the kitchen printers. So if
a chef has a question about an order, they will still know who took the order.



Security



Version 6.1.16

Part 43 Security

1
\\r)Under the Miscellaneous section click on Security.

508

Security

¥

Mizcellaneous M

] Activations

-

| SUrveys

Receipt Template

=

P:?Chalkbcuard,l'Specials
B 4 Paid/Quick m=sg

:| Reports

ﬁ DB Maintenance
& Monitar Stations
1&' ImpartExpaork

Security explanation includes the following:
1.

2.

About Security

Add Security Group

. Add Security Items to Security Group

. Move Security Items

. Delete Security Group/Item

. Security Log
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43.1 About Security

1
\)Under the Miscellaneous section click on Security. Click on the Security Setup
tab.

Security Setup

Here you define security groups (normally by the job type). These security items let you specify which
employee groups will have access to which actions. There are two areas of security items: BackOffice
and SoftTouch.

Security T —
Securnty Setup § Security Log

o= T -AII security items

- Keyward Search l

Dealer .

Drivers || Keyword | Description
Emplayes = || +I[Group : BackOffice

Managers M| 4| Group : SoftTauch K

Dwaner
Server =
e -
Copy Records PasteFecords | & = - o @ Security Is now Grouped. Any .
e Security to be added for BackOffice is

listed under the BackOffice Group.

Keyword | Description | Group : ILE_g |Perform Override | « roscag e dugmcad o 1
chalkboard BackOffice [ | | SoftTouch POS is is listed under the
addcustamer SoftTouch [ ] [l SoftTouch FOS group.

adddrawer SoftTouch [ O

cancelarder SoftTauch [ ]

cashpaid SoftTouch [ O

In the upper left side of the screen you create Security Groups and in the lower left you see Group
Items assigned to the highlighted group. On the right side of the screen you can see All security items

that you will add to the security groups on the left.
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Security - : { & PRt

Security Setup | Security Log

e - IAII security itemsl .
Adminiztrator i Keyword Search

Bartender [ 1 o
Cazhier |E _I(E.ywurd - Description |Eai
Dealer < Security Groups o j;Gru:!upE BackOfice e
Dirivers actreations Activations access
Employes adjustrnent Adjustment access
M anagers " bank.s Bank access
callerid CallerlD access

chalkboard Chalkboard access

Euiﬁy.Hecurds Paste Becords [k T o creditcard Backoffice credit card aco
E > cuztaner Cusztomer access
Keyword Description | Group Log | Perform Override| « delivery Delivery access
| activations | BackOffice | [v v department Department access
adjuzstment BackOffice | [+ v dineblastmobile Dineblazt Mobile access
barks BackOffice | [+ v emailzms Email/SM5 access
callerid BackOffice v employes Employee access
chalkboard B ackOffice v employesaccountd  Emploves/dccount Dizable
creditcard B ackOffice W employesazatil Employee/dzzignable Tillz
customer B ackOffice v employesazsignifid  Emplovee/dzsign RFID
delivery B ackOffice v employesasztill Employee/dssign Till
department BackDffice R v ) employescanclockout Emploves/Can clockout wi

You will also notice that there are two columns just to the right of the Group items: Log and Perform
Override. These are self-customizable for each action for that security group.

_Log_

The Log column is used to track activity for the selected security action. Simply check the items you want
to log and view them on the Security Log tab. This is great for logging and viewing suspicious activity.
You can view this log by clicking on the Security Log tab.

- Override -

The Override column is used to grant override abilities for the security action selected. This means that
an employee can use their login for override popups to let other employees into secure areas in the
system.

Example: A new server might have very limited security to control their activity. S/he will probably work with a

more experienced, trusted employee who has greater liberties with security. When the new server needs to do a
discount or take cash or some other security-related activity, the training server can use his/her login to override
the activity.

This was implemented to reduce, if not eliminate, the abuse some servers or bartenders attempt to do to
"cheat" the system. Let's say a less than reputable server gains access to a busser's login. The busser(s)
have extremely limited security, but the server can use the busser's login to start a check and then use
his/her login to override through the rest of the check process and cashout. Now s/he has effectively
created a check and pocketed the cash, and the owner of the check is virtually untraceable.

Now, with this security feature, you can reduce or remove all override ability to eradicate that type of
activity. At the very least, you can log and view that activity and catch the thief.
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43.2 Adding Security Group

1
\r)Under the Miscellaneous section click on Security. Click on the Security Setup
tab.

Add Security Group

In the upper left side of the screen click the = button. A blank space with a cursor line will appear. Type
in the name for this security group.
Security i

Security Setup ] Security Log ]

® - v I e

Ije.aier = K.eyword
Dinivers

Keyword

Employes et
M anagers 8 = G“:f'-‘l:'
Owirer |8 ‘ activati
[ adjusztm
. = callerid
Group items ) chalkbc
| Copy Records  Paste Recordz | 4 ¢ : T Ty creditce
- . — — cLztor
'Keyword | Description |Group  |Log |Perform Override delivery
[ . - ' departr
dinebla:
emailzm
employe

Then click the 5 button to save it.

Change Name

A Security Group's name can be changed at any time. Highlight the Security Group name you would like to
change and click on it. Once you have done this, just type in the new name for the Security Group, then
save it.
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43.3 Adding Security Item(s) to a Security Group

1
\r)Under the Miscellaneous section click on Security. Click on the Security Setup
tab.

Add Security Item(s) to a Security Group

On the right side of the screen select the Security Item(s) you wish to add to the selected Security Group.
To select more than one item, press and hold the Ctrl key on your keyboard and click on every item you
wish to add.

After you have selected the Security Item(s) you wish to add to the Security Group, highlight the Security
Group name in the upper left.

Next, click the & button in the Security group items toolbar in the middle left of the screen. Click "Yes"
to the confirmation dialog that pops up ("Add all items from the right?). See image below:

itermn [tem access
jobd Job access
! jobsecgroupl ErmployeslobdSecurity Gn

Group items

|E|:||:|_I,I Fecord: Paste Heu:u:un:ls| + = - 7 o

Keyword | Description |Group  |Log |Perform Override | jobzecgroupZ EmplayestlobdSecurity Gn
clztomer | BackOffice [ | O] [zation Company/Location access
P — BackOffice [ | ] lozationidentifier Company/Location identifie
employeeclzarfinger BackOffice | | ]
ermployesconcurrent BackOffice [ | | nantenance Backothce mantenance
emploveeleavecashou BackOffice [ | ] media Media access
rnanikor kdanitor Station a ]
2 anline Online [Dineblast] access
Caonfirm orderfunctions Order functions access
pageralerts Pagerfblerts access
poledizplay Pale Dizplay
prinker Printer access
qr (R Access
receipt Receipt access
rentalz Rentalz access
report Report access
TEYENLE Revenue center access

The Security Item(s) will now be listed in the Security Group you had selected. Remember to check Log
and/or Perform Override where desired.
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Group items _ itern Itern access
- jobd Job access
Copy Records Paste Recards | LI jobzecaroupl Employeeslobs/Securty Gn
Keyword | Description \Group  |Log |Perform Dverride | iobsecgoupd Employeedlob/Security Gn
customer BackOffice | | ] loeatiarn Cornpany/Location ac
ernailzms BackOffice [ | ] locationidentifier Company,/Location identifie
employeeclearfinger BackOffice [ | [l 7/ Iyl Lr-_-,lalt_-,-. _
employeeconcurment BackOffice |:| |:| mairtenance 3 Intenance ai
| emploveslesyvecashoy BackOffice [ ] Media access
location BackDffice [ | ] el TICIIECT b oritor Station &
layalty BackOffice [ | ] online Online [Dineblazt] access
maintenance BackOffice [ | ] orderfunctions Order functions access
rnaitar BackOffice [ | ] pageralerts Pager/dlerts access
poledizplay Puole Dizplay

Determine Security Item(s) Name

If an employee is trying to perform an action that they are not authorized to do, you will see a message
like the one below appear on the screen. The box in the top left will disappear after a few seconds, but the
override keypad will remain. The name of the security item that would need to be added to the security
group this employee belongs to is listed below the word Override on the top right button on the keypad.
In this case, this employees security group does not have the timeeditor function tied to it.
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An "override" is requisssstagerform this function:
|

‘Dining  Take Out  PickUp  Employee  Manager h‘
e
A Y A

Time Editor

b ¢ o=

L
k!

..‘z;‘

B

[Press angwhere in this windows to close it) office, system reset.. g Time clock editar, tip fun
Reports Employee Manaq
Frint reports &2 Employee Shifts, Open’
All Checks Overview Z Out
Find, reopen, reprint, adjust payments, offline, « -~ T oo o mdeee iz A

Journal
Daily fransactional journal

Banks (Tills/Pockets)

Faid IN/OUT, refunds, § transfers, driver bank

Bank & Employee Close Out

Employees and banks awaiting close out

Charge Tip Verification

Yerify employee declared credit card tips

Accounts
House accounts, gift card and card account

You can type in the security item name shown above in the Keyword Search field as shown below.



Version 6.1.16

516

All security items -
Kepwaord SEarch
xlteywurd Description ﬂ
||:||:u:| Job aceess
jobzecgroupl Employeesdob/Secunty
jobzecgroup Employeesdob/Secunty
location Company/Location aco
locatioridentifier Company/Location iden
loyalty Lovalty access
maintenance Backoffice maintenance
media Media access
rnonikar bonitor Station acceszs
online Online [Dneblast] acce:
orderfunctions Order functionz access
pageralerts FPager/blerts access
poledizplay Fale Display
printer Frinter access
qr LR Access
receipt Receipt access
rentals Rental: access
repork Report access
revenue Revernue center access
zalesview Salez View Access
zchedule Schedule access
zeating Seating access
zeatingzetup Seating Setup access
zection Section access
FEcUrity Secunty access
zelfpay SelfPay access
ztation Station access
stockbarcode Stock bar code
IUMVENE Surveys access
spztem System access
tirmeeditar Time editar

Then, making sure you have the right Security Group highlighted, press the +Add button to add it to the
existing privileges this employee security group has.



Version 6.1.16

517

43.4 Copying Security Iltem(s)

&P
Under the Miscellaneous section click on Security. Click on the Security Setup
tab.

You can copy Security Items from one Security Group into another. This is very useful if you want to
make a new security group that is very similar to an existing security group.

Copy Security Item(s)

To copy an item highlight it first by clicking on it. To copy more than one item press and hold Ctrl key on

Copy Records

your keyboard and highlight all necessary items. Then click the button.

If you wish to copy all items from a group, you can press and hold the Shift key on your keyboard then

select the first item in the list and, with the Shift button still depressed, select the last item in the list. All
items in between the first and last item will be highlighted.

Security Setup | Security Log I

Dealer »  Kewword Search Iassigndrivers
Dinivers —
Keyword | Description
Employee
Managers I:uank.s Bank access
Owaner 3 callerid CallelD access
3 chalkboard Chalkboard acc

creditcard Backoffice crec
L
customer Customer acce:
Group items delivery Deliverny access

o e department Department acc
|_Copy Riecards | Pasts Records | L dineblastmobile Dineblast Mobil
Keyword | Description |Group  |Log |Perform Override |; emailsmsz Email/SM3 ace
addcustamer SoftTouch || ] emplayes Employes acce
cancelarder SaitT auch employesaccountd  Employee/dco:
cashpaid @ SaitT auch emnployesasatil Employeedasic
i employeeaszignifid  Emplopeedéiesic
employeeastil Employeedissic

employeecanclockout Employee/Can
employeechangepazs  Employee/Char
employeechangeswipe Employee/Char
employeeclearfinger  Employee/Cleal
employeeconcurent  Employee/Conc
employeeleavecashou Employee/Leasw
employeepaytype Employeesdob,

avch
tTach
avch

(HEEEEEEEEEEEEEE
(NN EEEEEEEEEEEN

yee ; SaftT auch employeepickupall Employee/Pick:
guestcount SaftT auch emnployeeregfinger Employee/Regi
iternmodify SaitT auch employeeshowdepo Employes/Show
iternguantity SaitT auch employestipc Employee/lob/

*Note: Copy command always copies items from one location to another.

Next, highlight the Security Group you want to copy this item (or these items) to by clicking on its name.

Faste Fecords

Then click the button.
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Security Setup ! Security Log ]

Group items

K.epword Search I

m

| Copy Hecu:urdsl Paste Records ol L s

|Keywurd | Description !Eruu_p |Log |Perform Dverride|
chargetips SoftTouch [ | ]
clearorder SoftTouch [ | ]
creditips SoftTouch [ | ]
customer SoftTouch || |
customercard SoftTouch [ | ]
dining SoftTouch [ | ]
diningcashout SoftTouch [ | ]
diningreswfloat SoftTouch [ | ]
editcustamer SoftTouch || |
employeecloseot | SoftTouch [ | ]

]

Keyword i Description [
creditcard Backoffice credit card a
cuztamer Cugtomer access
delivery Delivery access
department Department access
dineblaztrobile Dineblast Mobile acces:
emailzms Email/SM5S access
employes Employes access
emplovesaccountd  Emplovesddccount Dig:
employesasatil Employeesdssignable T
emploveeaszignifid  Emploves/dszign RFID
employeeastil Employeesdszian Tills

emploveecanclockout Employes/Can clockoul
employeechangepas: Emplovee/Change pass
emploveechangeswipe Emploves/Change swip

emploveeclearfinger
employeeconcurrent

Employes/Clear Fingerp
Employee/Concurrent u

emplovesleavecashou Employess/Leave cazho

employespaytype
emplovespickupall
emplovesregfinger
emploveeshowdepo
employestipc

Employeelob/Pay Typ
Employes/Pickup all er
Employes/Register Fing
Employee/Show deposi
Employess/dob/Tip Cred
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43.5 Deleting Security Group/ltem

1
W)Under the Miscellaneous section click on Security. Click on the Security Setup
tab.

Delete A Security Group

Highlight the security group you want to delete by clicking on it, and then click the = button. Click "OK"
to the confirmation dialog that pops up ("Delete record?"). This will delete the group and all the security
items in it.

Secunty Setup 1 Security Log ]

|Dealer - ke
Drrivers (oo

Emplopes i EEY

Caonfirm o et
b anagers ik
Dwner — |__ i
2 % 2 =

Server 'j. Delete record: l,_‘ de

Example Group bl = d?

dir

Group items =1

[ ' e

| Copy Records  Paste Records | - - b

'Keyword | Description |Group  |Log |Perform Override | e

chargetips SoftTouch || e

clearorder SoftTouch [ | e

Delete A Security Item

Highlight a security item you wish to delete by clicking on it. If you wish to delete multiple items press and

hold the Ctrl key on your keyboard and highlight the necessary items. Then click the = button and click
"OK" to the confirmation dialog that pops up ("Delete all selected items?"). See image below:
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Secunty Setup | Security Log |

e o e

Cazhier
Dealer
Dirivers
Ernployes
M arnagers
Owner

- K.epword Search

Keyword

;IlEn:uup : BacklD

activations
adjuztment
banks

callerid
Group items chalkboard
| Copy Becords  Paste Fecords | 4 @ e f creditcard
customer
Keyword | Description |Eruup |Log |Perform Dverrlde| [l delivery
addcustomer SoftTouch [ | L] department
cancelorder SoftTouch [ ] ] dineblastmobile
cazhpaid SoftTouch emailzmsz
chargetips employes
clearorder employeeacco

credittipz
custamer
cuztomercard
dining
diningcashout
diningnewfloat
editcustomer
employeecloseout
guestcount
iternmodify
itemguantity
itemrecipe
itemremove

employeeazatil
employeeazsig
employeeaztill

employeecanc
employeechary

@ Delete all selected iterns? employeechan
emploveeclearf

employescono
emploveslzave

Mo | employespayty
emplovespickLu

SoftTouch | | [] employesragfin
SoftTouch [ | ] employesshiow

= ]
L [
] [
[ 2
L] L]
[ [ ]

520
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43.6 Security Log

1
\!)Under the Miscellaneous section click on Security. Click on the Security Log tab.

Security Log

The security log shows the information for any security item that has been checked on for the "log" option
under the security group items, beginning from when it was first checked on.

Example: The security log is checked on for the Server security group for every time they clock in our out. This
means the information will then be recorded and posted into the Security Log every time an employee that has the
security group "server" clocks in or out.

*Note: There are internal logs in the system that will always show.

Security < BT BRINT E

" Gecurity Setup  Security Log |

Secuiiy log start | 1/22/2014 = | End | 1/22/2014 ~| Group by | [Clear Groups) |
Save to HTML | Save to Excel I Sawve to Text |

Log Grid Yiew | Log D etail Yiew I

Drag a column header here to group by that colum

Scroll the screen over to see the rest of the categories and information.
v Check DateTime ~ | [Check # -1E ~ Drawerllame  ~ Operal

The Security log can be exported out of BackOffice as either an HTML, Excel, or Text document.

The Security Log can be sorted by a start to end date and can be grouped by various options.

Group by ;I

[Clear Groups]
[Exit]

Aok ar &
Check #

Check DateTime
D ate

Dezcription

Dretail
Dirawer Mame
Employes

Employes Owveride
IP Address

Jaob

Job Override
Operation Date
Product

Security MName
Statian

Tirne

- Log Grid View -

The Log Grid View is set up much like an excel document. You can expand the areas for which you
want to be able to view all of the text (such as the "Description" if it is cut off) or shrink the areas
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you don't need to see or that have extra space so you can see more categories at once. Use the scroll
bar at the bottom of the screen to view categories that are not currently visible.

Log Grid Yiew | | ag Detail View ]

Date
Time

—| Date : B/26/2008

Each of these armows have their own set of options for
the Group they are with that can be selected.

* Security Name Description

Backaffice

‘Station

Use this white bar to drag

+the areas left or nght.

- ﬁ.m -

Adrministrator, SoftTouch

12:42:51 PM
11:46:24 &M
11:05:15 &M
11:05:12 &M
171:05:05 &k
10:48:35 &M
10:42:28 &M
10:41:32 &k
10:471:30 &M
10:41:18 &M
10:47:13 &k
10:26:42 &M
10:26:41 &k
10:26:41 &k
10:26:39 &M
10:26:33 &M
10:26:38 &M
10:26:37 &M
10:26:37 &k
10:26:36 &M
10:26:35 &M
10:26:34 &M
10:26:33 &M
10:26:32 &M
10:26:31 &k

[BLOGIM
ILaGouUT
iterm
[BLOGIM
IBLOGINFAIL
itern
employes
location
internaladrmin
|[BCOMFIGEDITOR
[BLOGIM
maintenance
jobd

qr
chalkboard
receipt
internaladrmirn
zalesview
adjustment
tax

media
TEVERNLIE
deliven
emailsms
pageralerts

- Log Detail View -

Login

Backoffice access screen
Login

LI zofttouchpoz, User id not faund

Backoffice access: screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Config Editor Access
Login

Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access: screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access screen
Backoffice access: screen
Backoffice access screen
Backoffice access screen

Terminal 1

Administrator, SoftTouch

Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch

Administrator, SoftTouch
Administrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Administrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Administrator, SoftTouch
Administrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Adrminiztrator, SoftTouch
Administrator, SoftTouch
Administrator, SoftTouch
Adrminiztrator, SoftTouch

bl anager

 anager
t anager

b anager
bl anager
b anager
b anager
t anager
b anager
bl anager
b anager
b anager
b anager
t anager
b anager
bl anager
b anager
 anager
t anager
t anager
b anager
bl anager
b anager

The Log Detail View gives you a vertical detailed view of an item you have selected from the Log Grid
View. Sometimes the Detail area at the bottom gives more information depending on the action
having been logged.
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Log Grid Wiew | Log Detail Yiew

D atedTime

Securnty Mame

D escription

Dretail

Station

Employes

Job

Employes Overide

Job Overide

Amount or

Check DateT ime

Check #

Cirawer Mame

Cperation Date

Product

P Addresz

Detail

172252014 10:27:29 AM
Uty
Backoffice access screen

Admiristrator, SoftT auch
b anager
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Part 44 Reports

Y - on i
Under the Miscellaneous section click on Reports.

525

Reports

Mizcellaneous |.

Y1 Activations
SUrvews
Receipt Template

;':j ChalkboardfSpecials
4 Paid/Quick msg
= Jobs
il !

W, U8 Maintenance
¥ Manitor Stations
ﬂ:’ ImpartExpaork

This section explains the following:

1. View, Configure, and Print Reports

2. Edit Reports
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44.1 View, Configure, and Print Reports

1
\r)Under the Miscellaneous section click on Reports. Click the Report Runner tab.

This section explains how to run, configure, and print reports.
- Run a Report -

All reports are smartly grouped into separate sections. Click the plus sign of the desired group to show the
reports in that group (or the minus sign to hide them again), and then click on the report you wish to
view. On the right side of the screen, select its parameters. Then click the View report button.

Reports - Weekly Hours Wages Report

Repart Runner |F|epn:nrt Configuration | Fieport Editor |

Archives |Eurrent ..ﬂ " Only run “older™ archives from a single terminal at a time
Report list _ Report parameters
Report Group | * Warming * Running large reports may zslow down your

clientz and server performance during the report generation.

Description = Red are required parameters.

+| Report Group : Accounts
—| Report Group : Adjustrient

Iterns Yoid Report Start Date |'| A13/2m4 ﬂ
Check Adjustrment R eport End Date |1 Mas2014 ﬂ
—| Report Group : Balance ERn e e | j
Till Report
Server Report Group Mame “
Server Quick Surrmary Report G hpr e |YES ﬂ

—| Report Group : Checks
Open Price Repart

Open Checks Repart
Clozed Checks Report
Check Detai Report

+| Report Group ; Driver

Wigw report I

Report Group : Employees
Report Group : Hours & Wages

Wwieekly Hours & 'Wages Repoart

Ermployes Attendance Repaort

- Report Configuration -

Certain reports may benefit by setting up Day Parts. Do this by going to the Report Configuration tab.

Use the Add button and click in the blank field under Description to type in any name for a day part.
Then click in the space under Start Time and begin typing the time at which that day part begins. You will
notice that it will automatically fill in the time once you begin typing and you can click on each component
(hours, minutes, and am/pm) to edit it.
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Reports

" Feport Runner I"E‘EF"I'Tt Configuration || Feport Editar |

Report Configurations

Dray Parts

Deszcription Start Time -
Breakfazt 02:00armn

Lunch 11:00arm

Drirrer 04:30pm

+ Add = Delste

527

This can be used with the Family Sales Report and Department Sales Report. In order for the day

parts you've entered to show on your report, change the Day Parts field to Yes.
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Reports - Family Sales Report

| Report Configuration | Report Editor |

w | " Only run “older™ archives from a single terminal at a time

- Report parameters

* Warning * Bunning large reports may slow down your
chents and server performance durning the report generation.

Archives |Eurrent

Report list

Report Group

Description = Red are required parameters.

+| Report Group : Accounts

+| Report Group : Adjustrient S

+| Repart Group : Balance S | _.ﬂ

+| Report Group : Checks Ermployes Mame | j

+| Report Group : Driver Stait Diate |2.-’3£2I:I14 L]

+| Report Group : Employees S

+| Report Group : Howrs & Wages LR |2"'la“'l2m 4 Lj

+| Repart Group : Other Repart Size ]EI:I ﬂ

+| Repart Growp : PTD Start Time ]__
Report G : Rental

+| Report Group : Rentals Erd Time | .

+| Repart Group : Revenue ———

—| Fieport Group : Sales Time Settings |Fr|:|m -Ta ﬂ
Super Department Sales Report Diay Parts |Yes _ﬂ
Sales By Hour Report
Salez By Hour Grouped By Super Deparment
Labor Salez Report e ‘

[tern Salez Report

Family Sales Report

Department S ales Report
+| Report Group : Self-Pay
+| Report Group : Stock

- Print a Report -

After you run a report, you may print it or view the next page or zoom in or out by clicking on the
appropriate button.

Repart Runner |FIE|:u:|rt Configuration | Fieport Editor |

Cloze  Print.. First Page Prev Page Mest Page Last Page Zoomln Zoom Out | FOF *| Ewxport...

To print, use the Print... button at the top left of the screen. If you use the Print button at the top right
of the screen, you will print a screen shot rather than just the report.

Reports - Weekly Hours Wages Report

Fepart Runner | Feport Configuration | Report E ditor |
Close IF'rint...I First Page Prev Page MextPage Last Fage Zoomln Zoom Out FDF *| Ewxport..
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The report can also be exported (and saved to the hard disk) by choosing the format and then clicking the
Export... button.

Ewpaort. .
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44.2 Edit Reports

1
‘\r)Under the Miscellaneous section click on Reports. Click the Report Editor tab.

You can use BackOffice to edit reports, including information they show you and where and how that
information is displayed.

This section begins with the basics of editing reports, including selecting a report to modify, moving and
resizing items on the grid, changing report settings, and understanding basic item properties.

- Select Report to Modify -

Use the Report to modify drop-down menu to select the report you would like to edit. See the image
below:

Reports

....................................

Repart to modify | ‘ ﬂ ’

The reports currently available for modification are the reports most regularly used.

- Moving/Resizing Items on the Grid -

When you select a report to modify, that report will appear on a grid. One text character can appear per
one square on the grid.

Click on a string of text to select that item. When it is selected, black dots will appear around the edges of
that item. In the image below, "*****x*x*x*x*xTIp DETAIL********x**xx! has been selected.



Version 6.1.16

531

R epaort ta madify |Em|:u|u:|_l,lee Shift Repart j

EMPLOYEE EZHIFT REFOERT

Location Name

Date/Time: Z/1Z272014 Z:Z58:07 PH
Operation Date: StartDate
Serwver: Lastfirst

Job: Jobname

5hift: 5hiftrname

e e o ol e e i e e e e e DETAIL TEEEEEE T T E

MNet Sales by Department
Adjustment s

Voids

Serwver Tracking

}********** TIP DE.TEIL ************‘.
[ ] [ ] n

Enployes= Cash Tips

Declared Cash Tips 'd_Cash Tips
Het Minimum Tips Net Mir [Inimum Tips

Tips Detail
Tips Paid 1z_Collected

TIPE OWED FEOM HOUSE Tip Balance

Tip Dispersion Owed Details

To change the size of the selected item, click and drag on any of the dots. When you move your cursor
over one of the dots you will notice that it changes to a double-sided arrow indicating the directions
clicking and dragging that dot will allow you to move the border of that item. The text may be cut off if the
item's size is too small. If the item brings up a number or something other than what is shown, you just
need to be sure there is enough space for whatever is actually going to show up on the report.

To move the selected item, click anywhere inside of the item (but not the dots) and drag to the desired
location.

You can delete an item by selecting it and hitting Delete on your keyboard. You can also delete multiple
items at once if you have clicked and dragged to create a dashed-line box around multiple items.

You can select multiple items at once. Click anywhere on the report and drag; this will form a box with
a dashed line. Every item that passes into that dashed-line box will be selected. All selected items will
have gray dots around the edges. You can then click anywhere in the middle and drag to move all of
these items. Or you can press Delete on your keyboard to delete all of these items.

*tEEEEEE L L L* DETATL FHEFrrrrrrrrtrs wrarrrrrrrres DETATL THErTtrrsssrsss

o o e e o e o e o o o e e o e e I I ) S ) A 0 O |
: i;?SS_SElES_hY_DEpErtmEnt : ross_Sales by Department :
L 3 1uszments E djustment = B
"':?'_}_J:t_}_'?'_'_'_'_'_':'_'_'_'_'_';'_'_'_'_'_':'_'_'_'_'_':'_'_'_'_'_' - e funds i
§==================================3

Net Sales Het Zales Net Sales Net_Sales

- Report Settings -

On the right side of the screen, the Report Settings tab allows you to make some basic format changes
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to the whole report.

. Fieport Data  Feport Settings l

Report Height |30 5
b argins
Left |2 = |2 =
Top |EI = |EI -
M egative Format

(" Parertheses []

{* Megative -

532

Report Height

This will change the number of squares that appear vertically
(rows) on the report grid.

*Note: You cannot change report width; it is set up for a
40-column printer.

Margins

When you increase the margins from 0, you will notice gray
lines move inward from the outer edge of the report. Nothing
will print outside of the margins, even if items appear there.

Left - The first field will change the number of
squares/columns on the left margin. The second field will
change the number of squares/columns on the right margin.

*Note: Some printers require left/right margins.
Top - The first field will change the number of squares/rows

on the top margin. The second field will change the number of
squares/rows on the bottom margin.
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Negative Format This changes how negative humbers appear on the report -
either with a negative sign or in parentheses.

- Item Properties -

When you select an item, its properties will display in the bottom right corner of the screen. In the
following example, "TIPS OWED FROM HOUSE" is selected, so you can see (and change) its properties.

Tips Detail
Tip=s Paid 1= _Collected

] ] ]
E'IPS OWED ERDH HDUSE: Tip Falance

Tip Dispersion Owed Detail

Properties
Alignrment tal eftustify =
Group Label
Text TIPS O%WED FROM HOLSE
Temtleft 3
TedtTop 25
Textuidth 21

Different items will have different and additional types of properties (see Add Report Data), but here are
the ones that are common to most:

Alignment Select an alignment from the drop-down. This will affect
where in the item the text is placed.

taCenter - This will center the text.

taLeft - This will make the text start on the left-most edge of
the item.

taRight - This will make the text end on the right-most edge
of the item.

Group This shows what group this item is part of. You cannot change
the group. The five groups - Totals, Details, Data Items,
Parameters, and Report Items (includes Calculation,
Date/Time, Label/Text, and Separator Line) - are discussed
next (see Report Data).
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Description

This is the name of the item that shows up on the item on the
report grid to let you know what it is but will not appear on
the actual report (because the item retrieves changeable data
and displays that data when you run the report).

TextLeft

This is the column number where this item begins. Changing
this number will move the position of the entire item, not just
the text.

TextTop

This is the row number where this item begins. Changing this
number will move the position of the entire item, not just the
text.

TextWidth

This is the number of columns this item occupies. Changing
this number will change the width of the item by increasing or
decreasing columns on the right-hand side of the item.
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44.2.1 Add Report Data
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- Add Report Data -

On the right-hand side of the screen, click the Report Data tab. This is where you can pick items to add
to your report.

To add an item to the report, simply click on one of the items listed to select it and then click on the
report grid where you would like to add it.

The Filter drop-down allows you to narrow down the list to show only the items in a particular group. All
Items shows all items in all groups. The groups are explained below. In each group, different items are
available depending on which report you are editing.

When you select an item it will be highlighted blue and provide a basic description in the box on the
bottom.



Version 6.1.16

537

Feport D ata ] Feport Seftings |

Adjusi D ata ltems
Dietail | Parameters
Repart Iterms

(Eisiamy)) )L

Batch
Data

Calculation
Calzulation

Charge_Tips_E amned
Total

. tlnsed_ﬁ ales_hy_ljrder_T ype
DOetail

Date/Time
Date!Time

. Declared_Cash_Tips
Total

Delvery_Income

Tatal

Employee #

Farameter -
Grozs clozed zales details by oder type =

[Dinirng,Bar, ete..]

Let's look at each group. Remember, the items in each group have different properties, which can be
viewed and changed in the bottom right corner of the screen when an item is selected. Basic properties
common to most groups were discussed previously (see Edit Reports).

- Totals -
A total is generally going to be one number that is a total of data in your system.
Keep in mind that although these items have a description and show text on the report grid, all that will

show on the actual report is a number. Depending on your needs, you may want to create a text label
(discussed later in this section) on the report to say what that number is.



Version 6.1.16

538

Froperties

Aligrment taRight)ustify |

Drezcription Adjustrment

Group | Tatal

TextLeft 23

TextTop 2

Textwiidth 9

TotalType P ogitive
TotalType This option will determine whether the number displays as

positive (select ttPositive) or negative (select ttNegative).
- Details -

Details are series of data pulled from your system. These often include both textual and numeric data. The
item Gross_Sales_by_Department, for example, is going to use department names you created in
BackOffice (under Item Builder->Departments) and numeric sales data.

Propertiez

BottomSpacing |1

Drezcription Grozz_Sales_by Department

Detail T upe P ogitive

Group Dretail

HeaderLine1 Grozs Sales by Department

HeaderLine2

ShowHeader True

ShowTotals | True

SuppressTotal | True

TemtLeft K]

TextTop 36

Teutwdidth 36

TopSpacing 1]

TotalT ext | Total Grozz Sales
HeaderLinel Enter the text you want to display above the details.

*Note: The advantage to a header line rather than a
label/text item here is that these headers will only show if
there is data and it shows up on the report.




Version 6.1.16

539

HeaderLine2 Use this if you need a second header line of text to display
above the details.

ShowHeader True - The header will show up on the report.

False - The header will not show up on the report.

ShowTotals True - The total(s) of the details will be displayed.

False - The total(s) of the details will not be displayed.

SuppressTotal Reserved for future use.

TotalText Enter the text you want to use as a label for the totals. This
will only display if you have elected to show totals.

- Data Items -

These are pieces of information such as address and name that pull information entered into your system.

Froperties
Alignment taleftlustify =
Dreszcription Location_State
Group [ ataField
T extLeft g
TextTop g
Textwidth |

Data Items do not have any unique properties.

- Parameters -

Parameters are based on the information you select when running a report. For example, before you run
the Employee Shift Report, you are prompted to select an operation date, report size, employee name,
employee job, and shift, so the items available in the Parameters group when editing the Employee Shift
Report will show information you plugged in to these fields.
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Froperties
Alignment taleftlugtify -]
Eroup Params
ParamM ame StartD ate
TextCaze czMone
TextLeft 11
TextTop 10
T extwfidth 9
ParamName This is like the Description for other groups (discussed
under Edit Reports); it is the name of the parameter item
and will not display on the actual report.
TextCase

Use this to change how the case of letters will appear
csLowerCase - text will appear in lower case.
csNone - Text will appear as entered in your system.

csUpperCase - TEXT WILL APPEAR IN ALL CAPS.

- Report Items -

The same four report items are available for every report: Calculation, Date/Time, Label/Text, and

Separator Line. Each of these is explained here.

Calculation

Use this feature to create your own calculation based on a formula you construct using items present in

the report.
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Froperties

Alignment taRightustify

Dreszcription Calculate

Format ffCurrency

Farmula [TStrinalizt]

Farmulay [Cazh + Credit_Cardsz] - Adjush

Group Calculate

TextLeft 27

TextTop G

T extwfidth 3

Format ffCurrency - Use this if the result of the calculation is a
currency; this will display a dollar sign.
ffNone - Select this option if there should not be a dollar
sign.

Formula Click on the field here and a button with three dots will
appear on the right. Click this button to open a dialog box
where you will enter your formula.
| Fomula (T StringList] D
This formula can include any item that appears on the report
grid. For the formula to work, you must type the item exactly
as it appears on the report grid, including capital letters and
underscores.

*Note: Make sure the item name you enter is the name of an

item that shows a number on the report rather than a text

label you created to accompany that number.

You can use parentheses as needed. Keep in mind that most

keyboards use an asterisk * for multiplication.

Example: (Cash + Credit_Cards) - Adjustment

Press Ok when you are finished.

On the report, the result calculation will be displayed. Create

a text label (discussed later in this section) if needed.
FormulaV This shows the formula you entered.

Date/Time
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This item adds the date and/or time at which the report is run.
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Froperties
Aligrment tal eftlustify
DateType dtD ateTime
[Eroup D ateTime
TextLeft 26
TextTop 10
Textwfidth 10
DateType dtDate - This will show the date only.
dtDateTime - This will show both the date and time.
dtTime - This will show the time only.
Label/Text

This item adds exactly what you type in; it does not pull any data from your system but always shows
exactly what you have typed on the report.

Froperties
Alignment taLeft)ustify
Group Label
Text Till Reparl
TextLeft 13
TextTop 23
Tentdidth 9
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Text

This is where you enter exactly what you want to appear on
the report.

Separator Line

This item adds a line if you want a line separating data.

When you click on the report to add it, it will automatically fit from the left margin to the right. If you
adjust the report size after adding the line, you may then need to manually adjust the size of the line.

Fropertiez
Group Line
LineT ype [tD oble
TextLeft 3
TextTop 35
Texfuwfidth 36
LineType You can choose between a double line (ItDouble) or a single

line (ItSingle).

*Note: If you want to create some other sort of line, like a
line of asterisks, you can create a Text Label and type out a
line of asterisks.

44.2.2 Save, Load, Undo and Revert

1
\r)Under the Miscellaneous section click on Reports. Click the Report Editor tab.

- Saving, Loading, Undoing, and Reverting Report Edits -

To save or load an edited report, revert back to other versions of a report, or undo changes to a report,
select the Report Editor option from the gray toolbar at the top of the screen. (Other functions of this
toolbar are discussed under BackOffice Toolbar.)
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@ SoftTauch BackOffice

Functions  Administration | Logout  Help

General % F Save report changes

£} ComparyiRegist. Undo changes you rmodified since the last sawve
Syskem Rewert report back from previous backup copy

% Order Funckions F Load report from SoftTouch original copy

da Employees

7 Time Editar Load report file from disk...

Save report file from disk..,

CECE Tome oy Loy SO LT L s o L
Operation Date: StartDate
Station: Ztation Name

Till: Till Name

[‘ Customers
i1 Scheduling
EE Iterm Builder
D Stack/Barcodes

b =T e -

Save report changes

Select this option to save the changes you made to this
report.

*Note: If you close BackOffice in the middle of editing a
report, changes will be saved.

Undo changes you
modified since the last
save

Select this option to undo all of the changes you made to this
report since the last time you saved.

Revert report back
from previous backup

copy

If you saved changes to a report (perhaps you just saved it
and didn't mean to), you can select this option to go back to
the last version of the report you saved before these most
recently saved changes.

Load report from
SoftTouch original

copy

Select this option to erase all of the changes you've ever
made or saved to this report and revert back to the way the
report originally was.

Load report file from
disk

If a version of a report has been saved and you would like to
access it, select this option to load that report file. This will
open up a dialog box that allows you to browse for the file on
your computer.

Save report file from
disk

This allows you to save this version of the report as its own
file. This will open up a dialog box that allows you to navigate
to a location and create a name for this report file.
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Part 45 DB Maintenance

1
‘\r)Under the Miscellaneous section click on DB Maintenance.

546

Mizcellaneous u

i Ackivations

Receipt Template
5‘? Chalkboard/Specials

Surveys

$ Paid/CQuick msg

= Jobs
ﬁ Security

%, DB Mainkenance
G Ll ans

it‘ ImpartExpark

The DB Maintenance screen contains the following features:

1.

2.

Clear Old Data Tab

Backup Settings Tab

Activate Data Redundancy Tab

Restore Redundancy Tab
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45.1 Clear Old Data Tab

1
\\r)Under the Miscellaneous section click on DB Maintenance. Select the Clear Old
Data tab.

DB Maintenance

Clear 01d Data | Backup Settings | Activate Data Fedundancy ] Fiestare Fedundancy ]

Automatic data cleanup zettings

K.eep hiztony data for [x] daps 1] :l 0 = dizabled

Warning, enabling either one of these automatic cleanups will results in loosing your old
data unless a backup is made manually.

Manual history cleanup

1. Make sure you make a backup of your data hefore clearing your data.

2. Keep data for [x] days ISEEI Z

3. Click on the clear history button to clean up old data  Clean history data

You can schedule automatic cleanup (removal) for your journal entries and system history or you can
manually clear the journal and history. Typically this is set to 13 months or 396 days. By default it is set to 0
and no data is ever deleted, but this does present the possibility of creating a very large database over the
course of a few years at a busy establishment.

- Automatic Data Cleanup Settings -

Keep history data for Keeps the system history for the specified number of days.
(x) days Everything prior to that is deleted. To disable enter 0.

REMEMBER: If you enable automatic data cleanup, manually back up your data if you didn't Z
out.

Manual History Cleanup

1. First back up your data before clearing the system history.

2. Specify the number of days you wish to keep in the system history (all sales data prior to the entered
number of days gets deleted).

3. Click on the Clear history data button.

- Archives -
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Archives

Create database archive Create Archive |

Delete zelected archive | ﬂ Delete Archive

In versions 6.0 and later, you can create archives of historical data that can be retrieved in the future.
This gives you a snap shot of what happened years ago without the need to use as much storage space
and processing resources.

When you press the Create Archive button you will be asked "Are you are sure you want to archive your
data?". Press "Yes" to continue. A dialog box saying "Archive Created" will appear letting you know when
the archive process is complete. Press "OK."

If you have archived data, you can delete it by selecting the archive with the appropriate date and time
stamp and then pressing the Delete Archive button.
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45.2 Backup Settings Tab

1
“\J)Under the Miscellaneous section click on DB Maintenance. Select the Backup
Settings tab.

|DB Maintenance

Clear Old D ata Activate Data Redundancy | Restare Redundancy |

Backup settingz [these settings can only be modified on the server]

Esternal Backup Location
D=, =

# of daily backups to keep

1 =

- Backups are automatically executed at the end of every £ [locally and externally]
- You may zelect the same drive as the reduncancy drive if you wish.
- Backupz will be comprezsed if the drive does not have enough disk storage for a regular backup.

Wwe suggest to have a drive with enough ztorage to eliminate to need to compress and to shorten the
backup procedure.

Specify the location where you want the automatic backup to save the files (if you have the
automatic backup enabled).

Under External Backup Location, use the open folder (browse) button to locate the drive and
directory you want your database to backup to. (Most likely, it will be to the root of the external hard
drive or compact flash drive.)

You may also select the number of daily backups you wish to keep.
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45.3 Activate Data Redundancy Tab

1
‘\r)Under the Miscellaneous section click on DB Maintenance. Select the Activate
Data Redundancy tab.

Activate Data Redundancy

Simply follow the steps laid out on the screen as shown.

For Step 2, when you drop down the arrow, only your external drive will appear, so choose it.
In Step 3, click the "Activate" button.

*Note: You must use a USB 2.0 external hard drive. (USB 1.1 will create unnecessary slowness on the
server, since all data is being replicated to the external drive constantly.)

DB Maintenance

Clear Old D ata ] Backup Settings | Activate Data Redundancy | Restore Fedundancy

Activate Data Redundancy

>iep 2
Make zure the USB 2.0 external hard drive iz plugged in and

powered on the "server” computer. [Thumb Drives not supported)

Step 2.

Select the destination drive. | :]

Step 3.

Activate/Deactivate the redundancy system.

This will create a continuous mirror of pour database, this miuror will contain all your data and every
tranzaction up to the second. .

Statuz: Dizabled
Redundancy File: NA Status

Activate ‘

ﬁ Importantl
Mever unplug the redundancy device unlessz the computer i1s turned off.

If the redundancy iz unplugged while the computer iz running you will loze
the synchronization. However if you unplugged it by mistake while active just
replug it back in and it will resynchronize automatically.

Do not unplug!

**IMPORTANT: Once you activate the data redundancy, make sure to always have the redundancy external
hard drive turned ON and connected to the server station at all times.
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45.4 Restore Redundancy Tab

1
‘\r)Under the Miscellaneous section click on DB Maintenance. Select the Restore
Redundancy tab.

Here is where you restore the data redundancy after server repair or replacement.
Simply follow the directions on the screen as shown.

DB Maintenance

Clear O1d D ata ] Backup Settingz | Activate Data Redundancy I Restore Fedundancy I

Restore Data Redundancy

Step 1. ﬁ

Make sure the usb external derice iz plugged in and powered on
the “server” computer.

Step 2.

Select the redundancy drive ﬂ

Sﬁ& Status

Reztore Redundancy
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Part 46 Monitor Stations

1
‘\r)Under the Miscellaneous section click on Monitor Stations.

Mizcellaneous @

T Activations
SUrvews
Receipt Template
:ﬁ ChalkboardfSpecials
5 § Paid/Cuick msg

= Jobs

rT Security

| Reports

Here you can either monitor the activity (without performing any actions) on any of your stations in the
restaurant or have full control over the chosen station from a remote location. You can monitor several
stations simultaneously. You can even take a Screen Capture of the station you are monitoring, which is
almost the same as if you were standing there at the station and taking a picture of the screen with your
camera.

First you must physically go to the station you wish to monitor and press the Remote Session
button from the General section of the Manager screen.

Monitor Station

Select the station you wish to monitor from the drop-down menu. Then click the Monitor Station button.

Monitor

| |V [ b oritor Station ] [ Cloze Monitar ] [ Screen Caplure ] [+] e Orly

Terminal 1
Terminal 2
Terminal 3
Terminal 4
Terminal 10

If the View Only check box is checked, you will only be able to watch (not control) the activity on the
selected station, so any of the mouse movements on your own screen will not be reflected on the station's
screen which is being monitored. However, if you wish to have control over the station as if you were
actually there in person ringing up the orders etc., you must uncheck the View Only check box.

If, while monitoring, you see something happening on the screen that you would like to have a picture of,
just click the Screen Capture button. A small dialog will be displayed confirming that the screen has been
captured and that the file name is such-and-such.bmp Click "OK." The screen capture will be
automatically saved in the SoftTouch installation directory.

If you wish to stop monitoring a station, simply click the Close Monitor button.
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Part 47 Import/Export

Y - on i
Under the Miscellaneous section click on Import/Export.

556

Mizcellaneous !u

T Activations
SUrvews
Receipt Template
5‘? ChalkboardfSpecials
4 Paid)Quick m=g
. Jobs
ﬁ Security
=| Reports
ﬁ DB Maintenance
Maonito akions

Import/Export Screen contains the following features:

1. Import Tab

2. Export & Data Services Tab
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47.1

Import tab

1
‘\r)Under the Miscellaneous section click on Import/Export. Select the Import tab.

- Select the Import Tab -

Export

| Export & Data Services |

SoftTouch Customer Import {(Import customer data into SoftTouch's internal customer database)

NOTE: In order for the customer database to be imported properly into SoftTouch, it
must meet the following conditions:

For example, a customer database would look similar to this if you were to open the file in
Notepad:

As you can see, John Smith has no Address2 field, but there is still a space there for it (notice
the two commas between "Road" and "Some").

If your file doesn't have the fields in the correct places, you should be able to open the .csv file
in Microsoft Excel and rearrange the columns into the correct order.

e It must be a CSV delimited file.
e The fields must be in the following order with no extra or missing fields; FirstName,
LastName, Address1, Address2, City, State, ZipCode, Phone.

John,Smith,100 Some Road,,Some City,FL,12345,123-456-7890
Jane,Doe, 150 Other Road,Apt. 5,0ther City,CA,54321,987-654-3210

- To Rearrange the Columns in a .csv file (if needed) -

Open your .csv file in Excel

If your file is in this format - FirstName, LastName, Phone, Address1, Address2, City, State, ZipCode
- you can see that the phone number is in the wrong place. We need to put it at the end.

Once you have the file opened in Excel, click on the letter above the column that you need to move.
In this case it would be the column, "C." This should highlight the entire column.

Now all you need to do is move your mouse right over the border of where it's highlighted. Your
mouse will turn into crossing arrows when you are in the right place. Then hold Shift and drag the
whole column to the right until you're at then end where the phone number is supposed to be and let
go.

Now just save the file and make sure it's still in the .csv format.

- To Import a Customer File into SoftTouch -

SoftTouch Customer Import {Import customer data into SoftTouch's internal customer database)

Format to import must follow the Following rules [C5Y Delimited File]
Fields: Firsthame LastName Addressi Address2 City State ZipCode Phone Card ¥

Open file ta impart ..
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Click on the "Open File to import..." button

Browse for your file, highlight it and click the "Open" button.

You will see a preview of the first customer in the file.

Click the Next button repeatedly to ensure that the customers will be imported properly and all of the
fields are in the right places. If you see any fields out of place, do not import the file. You will need to
rearrange the fields in your file before importing. See above for instructions.

* et *i Last Imported file preview
FirztM ame John
LaztM ame Smith
Addrezs] 100 Some Road
Addrezs2
City Same City
State FL
ZipCode 12345
Phane 123-456-73490

Once you are sure everything looks good, click the "Import Customers into SoftTouch" button.

[ Import customers inko SoftT ouch l [ ]
0of ...

[ Delete customers imported on... ] 5_1 1/2042006 s

Click OK on the confirmation dialog. You will get another confirmation when the import has completed.
Click OK for that as well.

Close and re-open BackOffice and then go to Customers (under General) to ensure that the customers
were imported. (See Customers if you need help navigating and using that area.)

The Delete customers imported on... button will delete customers that were imported on the date you
specify using the drop-down next to it.



Version 6.1.16

560

47.2 Export & Data Services tab

1
\\r)Under the Miscellaneous section click on Import/Export. Select the Export &
Data Services tab.

Import | Export & Data Services |

Export & Data Service List Export Builder | Manual Export

1. Export and Data Service List - List of pre-configured exports.

2. Export Builder - Utility for creating your own custom exports.

3. Manual Export - Manual export feature from earlier versions of SoftTouch.
47.2.1 Export & Data Service List

1
\\r)Under the Miscellaneous section click on Import/Export. Select the Export &
Data Services tab. Select the Export & Data Service List tab.

- Export & Data Services List Description -

| Export & Data Service List]| Export Builder | Manual Expart

l:_atEgDI“j'

Description

s | Iiategu:ur_u : Aocounts
+| Categaory : Customers
+] Categaory : Food Costing
+| Categamny : Sales

—| Categamy : System D ata

{Expart &ll employess

E=port all itemz with familiez, departmentz and super departmentz
E=port emplopes jobs

Export spstem accounts

Export spstem adjustments

E=port system drawers

E=port system job descriptions

E=poart system tax definitions

Exports are grouped by categories. Expand the category by clicking the Plus (+) sign next to it, or use the
minus (-) sign to collapse it. Select any export.

Click on the Edit tab. The Edit tab contains the export information for each individual export. This
information can be set differently for each export.
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Description | Export all emplopess - a ¥ M
Export Format | Excel W
Frogram | C:\Pragram Files\Microzoft OfficetOFFICET14E=CEL. EXE [ Select Progra... ]
Expart File To | C:ASoitT ouchexportsemployes. xls [ Select To... ]

[ ] &ppend date to filename on export

[ ] Export/Execute on Z
Export documentation

561

Description

Description of the selected export.

Export Format

There are 5 different formats for exports; Acsii delimited,
Dbase, XML, Access, or Excel. Choose the format you wish to
export to.

Program

Windows path to the program you would like to use to open
the export file with. Use the "Select Program" button to
browse for the program. This field is optional. The "Run
External Program" button on the Execute Export/Data
Service tab will launch the program you enter here.

Export File To

Windows path to the export location. Use the "Select To..."
button to browse for an appropriate directory.

Append date to
filename on export

Adds the current date to the filename. For example,
employee.xls will become employee11202006.xls if this
option is checked.

Export/Execute on Z

The export will automatically run during the Z process if this
option is checked.

Export documentation

Creates an html file with a description of each column in the
exported data. This will be exported to the location specified
in the "Export File To" field.

Once you are finished editing the settings for the export, click the save ¥ button.

Now, click on the Execute Export/Data Service tab.
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I Ewecute Export/Data Service || Edit ] Hegults]
Expornt/E xecute Select this to export or execute the selected export or data service
Export Wizard Select this to export the selected export via a wizard
Bun External Program Select this to run the asszociated program for the selected export
Yiew Export Data Results Select thiz to view your export resultz before exporting

Expart &)l Daily Sales Select thiz to export and execute all daily sales exports -

=% 'Irl from the "Category: Sales™ for thiz date: 1222074 J
Ex Exports or executes the selected export or data service.
po
rt
/E
xXe
cu
te
Ex The wizard consists of 8 steps quick steps where you can specify details of how exactly you
po want your data exported. Just follow the steps.
rt
Wi
Za
rd

Ex
te
rn
al
Pr
og
ra

Ru Opens the external program that is specified in the Program field of the Edit tab.
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Vi Allows you to preview the data before exporting. This button will bring you to the Results tab.
e
w | Execute Export/Data Service | Edit | Results |
Ex EMPLOYEENUMEER|LOCATIONMUMEER|FIRS THAME | LA TNAME
po ! :
rt . 15017 2 Manager m
Da L] 15050 2 Jorge Dulcey
ta = 15059 2/ Tom Smith
Re 16022 2llenna Backer
su i 16031 2 Justin Appel
Its L] 16056 2 Pat Sith
= 16062 2 joe zhmoe
160E3 2| John Smith

Ex Select a Date for which you would like to export all Daily Sales, then click on the "Export
po All Daily Sales" button.

rt

All This will automatically run all exports in the Sales and System Data categories.

Da

ily The data in these exports is configured to work with Aspect Software.

Sa

le *Note: You must have each individual export set up properly before exporting (i.e., Most

s important part of setting up the exports- if you want a report to export you must have the "Export

Documentation"” checked on).

47.2.2 Export Builder

1
‘\r)Under the Miscellaneous section click on Import/Export. Select the Export &
Data Service tab. Select the Export Builder tab.

The Export Builder is designed for advanced users only with advanced knowledge of SQL
databases. It is a very powerful tool that allows you to link data from different tables in the
database. Because of the advanced nature of the Export Builder we cannot provide support for
this feature.

47.2.3 Manual Export tab

1
‘\r)Under the Miscellaneous section click on Import/Export. Select the Export &
Data Services tab. Select the Manual Export tab.

All the data in SoftTouch is exportable (like Customers, Employees, Printers, Schedule Days and Times,
Adjustments etc.). You have the ability to export different data into a variety of electronic formats or into a
format used by SoftTouch.

If you want, you can even filter data that's being exported using the Filter Data button.

For instance: You are exporting the Customers table and you wish to export only particular customers from
that table.



Version 6.1.16

564

- Export Data -

Step 1. First, select from the list the table/data you wish to export, and then click the Open Table
button.

E xport

1. Select the table/data you want to export.

CHECKTYPE
COMPANY
CREDITACCOUNT
CREDITACCOUNTHISTORY
CREDITREFUND
CUSTOMER (=]
CUSTOMERCREDIT

DELIVERY

DELIVERYZIP

DEPARTMENT

DEPARTMENTSALESVIEW v]

I Open Table

Step 2. If you don't want to filter the data, skip to Step 3. But if you wish to filter the data being
exported click the Filter Data button and in the screen that shows up enter your filter values then click
Add to list. For example: we want to export the customer whose last name is equal to Smith so we select
and enter the appropriate filter settings. See image below:

-,

Filter setup dialog

Far gl

Figld Condition Yalue

e

[ Clear | sddolis |

(3) AND Field | LASTNAME ™
{J0R i = o
Condition equal I LS
Yalue | Sith
k. l ’ Cancel

Step 3. Next choose the export method. Click the Export Wizard button. The wizard consists of 8 quick
steps where you can specify details of how exactly you want your data exported. Just follow the steps.
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Part 48 BackOffice Toolbar

1
\«r)The Toolbar is located at the very top of the BackOffice within the gray
area.

*Note: This Section is for Dealers and any Owner/Managers set up to use
the area.

r

U8 SoftTouch BackOffice
IFunctiDns Administration  Logout  Help |-q— BackOffice Toolbar

General * Welcome Screen

e Company/Regist, [

o lgas "  Welcome to the backoffice application!
ﬁiﬁ Crder Functions 7

a Emplovess e ||

2 : @ Flease click and select a screen function on the left to start working with
2! Time Editor the hackaffice.

[i. Cuskomers
5!, Scheduiing A

E_': Item Builder
D Stock/Barcodes
H Seating/Zones
P Lovalty

ﬂ Hoskess

"H saftTauch Msgs

¥ou have 7 NEW SoftTouch messages...

Click_here to view the messages

This is the regular screen that is shown for the Back Office Toolbar.

BackOffice Toolbar when you are in the Employees section

Functions  Administration | Employves  Logout  Help

e
General - 2] Unlock Account
- 1 =

The only difference between this section and above is that the Employee drop-down shows up, allowing
you to unlock a particular employee if they have locked themselves out of BackOffice.

Example: A manager has typed in the wrong BackOffice password five times and is now locked out. He cannot
remember his password after he has been locked out, so he has to call SoftTouch's main office to unlock the
account. Once the account has been unlocked, the Employee must be highlighted then the Unlock Account option
from the Employee drop-down must be selected. Once unlocked, the employee can change their BackOffice
password to one they will be able to remember.

*Note: Charges may apply for getting the account unlocked.

BackOffice Toolbar when you are in the Item Builder section
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8 SoftTouch BackOffice

Functions  Administration Lu:ugu:-ut Help

General H I Load menu
£} Company/Regist. F save menu
- Swshem Clear all menus

5| Order Functions
é Employvess
L¥) Timne Editor |
¥ Customers
i1 Srheduling
Stack/Barcodes
| Seating/?anes

v Lotealty Mawe node up
E Hoskess

|*7% SoftTouch Msgs

Copy node
Paste node
Rename node

BH-:

Delete node

Duplicate selected iterns
Mode updater

Mowe node dowen

Top of node
Hardware I Baottomn of node
g"..] Stations
B <cif pay Set default button color scheme
=8 Printers/Coursing Copy button color scherne
e Pl Display Paste button calar scheme
]
= Caller ID :
&= Credit Cards Previews menu for 800600 mode
E Pager/alerts Previewy menu for 1024768 mode
L Email{5mM3 Update all stations with menu changes

Dineblast Mobile
Deactivate arphan iterns notin menu

Finase u Celete arphan iterns not in menu

¥ Barks Make blank PLU to be the itern narme
Revenue Centers -
| MediafAccounts Shortcuts 3
Z| Tax Tahble :
%) Adjustments Lack Menu
Sales) Journal Wiew Ferge Menu
(=8 Tip Sharing

Everything in the Items list a dealer would use are the same things that are listed in Item
Builder->Command Bar.

*Note: Currently the "Deactivate orphan items not in menu" and the "Delete orphan items not in menu" are not to
be used.

*Note: The "Lock Menu" and "Merge Menu" are for online purpose only as of right now.
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48.1 Administration

1
\V) Under the Back Office Toolbar located at the Top of the Back Office
System in gray, Select the Administration Option.

i« Soft Touch BackDffice
#P The Adminisiration Arvea With Options

c5

b dakaile
Reset all

Reset the day -

.a_ Ernplioy: ,; Fun a SQL scripk

ﬁ Cuskor Create QDBC User 'oups will override the copiesicash copies settir

m Depart) Daks Marenss oe i. do not edit or change definitions below unless
E’?: Schedy : ) ] 1 |T e

= Trems ¢ Configuration Editar '&_'r'li' :
ol 2 . 3 ZSaLIR
.".{E Seating Inlock. Menu o

The following BackOffice Toolbar settings and features in the Administration drop-down are explained in
this section:

1. Template Screen

2. System Reset

3. Database Maintenance
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The System Expressions, Run a SQL script, Configuration Editor, and Unlock Menu options are for internal
use only.

Refer to the Soft Touch knowledge base for instructions on how to use the Create ODBC User option.

48.1.1 Template Screen

1
\\r) Under the Back Office Toolbar located at the Top of the Back Office
System in gray, click on Administration then Template screen.

= SoftTouch BackOffice

Functions E=Ee=eelwe® Logout  Help

M Template screen
3 Compal Syskem Expressiuns
Swsten
ﬁtd Crrder F
[ ]

as Emplay “F Run a S0L scripk
# Custon Create ODBC User

Systen reset k

|:| Sl Draka Maintenance

E—?-. Schedy

= Trams 4 Configuration Editor

E Seating Unlock, Menu

L Lovalky T |
W Hoskess CounterH
"% SoftTouch Msgs Delivery-

Here is where you design your print templates. Be sure to remain inside of the 40 character ruler to ensure
that all data prints on the receipt. You will notice that some tagged items go beyond the rule, but that is
ok because the actual item being printed is much shorter.

Under the Template part of the screen you have all the available tags for quick reference.
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Templates - Check - Seenr
Template details + o o =:)ﬁ-;;ﬂ
Template Mame | Check 2 H Copies % Cash Copies s

“* Print groups will override the copieslcash copies settings
WARNING, do not edit or change definitions below unless otherwise instructed

Template Type Active | #
Account Accaunt
| Check | Check
CheckTemp Other
CounterHeader Other
DeliveryHeader Other
DiningHeader Other
Expidator E spidator "
a 18 28 28 ha
1234567890123 45678901 2305678901230567800
{receiptheader>
<Ccr>

Date: <{date’ Time: <timeX>{cr

{w>0rder #: <ordernumber><{fu>{cr>
{customername<{ck>

<ifdining name=DiningHeader>

{ifbar name=DiningHeader>

{ifcounter name=CounterHeader>

{ifdrivethru name=CounterHeader>
<ordertype><{cr>

<cr>

{items itemprice=yes modifiers=priced group=items voids=items>
{linebreak><{cr>

Sub-total:<{subtotal align=18><{cr>

{gratuity textcr="Gratuity:" cr=1 align=right>
Tax:<{tax align=4><cr>

{wrPay This Amount:<total align=16></fw><{cr>
{Cr>

{ifdining name=Gratuity>

{Ccr>

{receiptfooter>

- All the Tags Explained -

<cr> Insert carriage return.
<W></w> Wide print start and wide print end.
<r></r> Red print start and red print end.

<b></b> Thick print start and bold print end.
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<u></u>

Underline start and underline end.

<c></c>

Center text start and center text end.

<partial cut>

Cuts the check, but not all the way so it is still slightly
attached to the ribbon of other checks.

<fullcut>

Cuts the check completely.

<receiptheader>

Print header. Remember, you've set up your header under
Hardware section->Receipt Template.

<receiptfooter>

Print footer. Remember, you've set up your footer under
Hardware section->Receipt Template.

<date>

Print date.

<time>

Print time.

<operationdate>

Print operation date.

<ordernumber> Print order number.

<ordertype> Print order type (COUNTER, DINING, BAR, DELIVERY,
TAKEOUT, DRIVETHRU).

<customername> Print customer name.

<customerphone> Print customer phone (usually used for deliveries).

<customeraddress> Print customer address (usually used for deliveries).

<customercity >

Print customer city (usually used for deliveries).
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<customerstate>

Print customer state (usually used for deliveries).

<customerzipcode>

Print customer zip code (usually used for deliveries).

<zonecode>

Print customer zone code (usually used for deliveries).

<complex>

Print customer complex (usually used for deliveries).

<directions>

Print directions (usually used for deliveries).

<gatecode> Print customer gate code (usually used for deliveries).
<customernotes> Print customer notes.
<customercard> Print either the customer card # or the RFID # assigned to

the customer.

<creditaccountinfo>

Prints account number and name from accounts.

<taxid>

Prints tax ID for non-taxable checks.

<taxdetail>

Print tax table details on receipt to break down the tax info.

<printername>

Prints printer name that printed the check.
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<items>

Items can have the following properties and their values:
itemprice=yes or no (print item price or not)

modifiers=yes, no or priced (print all modifiers or none, or
print priced only)

modifierformat=red or black (print modifiers in red or black)
group=items or no (group items or not)
Example:

A customer ordered two glasses of pepsi.
Instead of printing on the receipt:

1 Pepsi
1 Pepsi

it would print:
2 Pepsi

voids=yes, no or items (print all voids or not, or print voided
items only)

otheritems=yes or no (print other items that went to
another printer or not)

disablechanges=yes or no (disables the message that
changes were made to the order)

barcode=yes or no (print barcode for items. Used with server
paging system)

bspacing=x (x can be integers from 1 to 9...this changes the
spacing between the server scan barcode and the chef scan
barcode to help prevent the wrong code from being scanned
accidentally.)

<labelitems>

Use this for label printers.
modifiers=yes or no (print modifiers for label items)

messages=yes or no (print messages for label items)

<subtotal>

Prints subtotal amount.

<orderpaid>

For use with kitchen monitors, sends a "paid" or "not paid"
status.
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<loyalty> Prints loyalty details.

<companyname> Prints the name of the company associated with this customer
if this field is filled out.

<tax> Prints tax.

<gratuity> Prints gratuity.

<deliverycharge>

Prints delivery charge.

<rounding>

Prints rounding total.

<totalnotip>

Prints total amount without tip.

<tiptotal>

Prints total for all tips.

<total>

Prints total amount.

*NOTE: every time there's an if statement in a tag it usually means "if something is so and so, then do
this." Most of the time, whenever you see an "if" statement, there will also be a corresponding "endif"
statement placed after the information you want to display if that condition is met.

<iftiphandled>

If tip has been entered before printing.

<iftipnothandled>

If tip has not been entered before printing.

<ifnotip> If no tip.
<ifcredit> If payment type is credit.
<ifdebit> If payment type is debit.
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<ifcash>

If payment type is cash.

<iftakeout>

If the current mode is Take Out.

<ifcounter>

If the current mode is Counter.

<ifdining>

If the current mode is Dining.

<ifbar>

If the current mode is Bar.

<ifdelivery>

If the current mode is Delivery.

<ifdrivethru>

if the current mode is Drive Thru.

<ifsignature> <endif>

If signature is required by using "Min amount required for
signature" in the Credit Cards section.

<ifconveniencetipguestco
unt+> <endif>

If the guest count entered for "Convenience tip guest count"
in System->Tips is met or exceeded.

<conveniencetipamountl
>

Prints the tip calculated from the percentage you entered for
"Convenience tip percentage 1." Remember you've set it up
under System->Tips.

<conveniencetipamount2
>

Prints the tip calculated from the percentage you entered for
"Convenience tip percentage 2." Remember you've set it up
under System->Tips.

<conveniencetipamount3
>

Prints the tip calculated from the percentage you entered for
"Convenience tip percentage 3." Remember you've set it up
under System->Tips.

<conveniencetippercentl
>

Prints the percentage you entered for "Convenience tip
percentage 1." Remember you've set it up under
System->Tips.
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<conveniencetippercent2
>

Prints the percentage you entered for "Convenience tip
percentage 2." Remember you've set it up under
System->Tips.

<conveniencetippercent3
>

Prints the percentage you entered for "Convenience tip
percentage 3." Remember you've set it up under
System->Tips.

<conveniencetiptotall>

Prints the total after the tip from the percentage you entered
for "Convenience tip percentage 1" has been added.
Remember you've set it up under System->Tips.

<conveniencetiptotal2>

Prints the total after the tip from the percentage you entered
for "Convenience tip percentage 2" has been added.
Remember you've set it up under System->Tips.

<conveniencetiptotal3>

Prints the total after the tip from the percentage you entered
for "Convenience tip percentage 3" has been added.
Remember you've set it up under System->Tips.
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<multitenders>

Prints "Multi Tender" text to let you know there is more than
1 payment.

<tendername> Prints the payment type name (visa, amex, mastercard, cash,
etc).
<tenderamount> Prints the payment amount.

<tendertip>

Prints the payment tip amount.

<paymenttype> Prints the payment type.

<authcode> Prints authorization code from the credit card company.
<refno> Prints reference number from the credit card company.
<paymentnumber> Prints unique number of payment (a Server uses that number

later on to add a tip amount specified by the guest to the
payment).

<creditcardnumber>

Prints the last 4 digits of the credit card number.

<creditcardexp>

Prints the expiration date of the credit card.

<creditcardname>

Prints the name of the customer from the credit card.

<tendertotal>

Prints the total of all payments given.

<guest>

Prints guest count.

<change>

Prints the change amount.

<checkdatetime>

Prints when the check was started.
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<closedatetime> Prints when the check was finished.
<scheduledatetime> Prints when the order has been scheduled for.
<linebreak> Prints dashed horizontal line. You can specify number of

dashes if needed.
Example: <linebreak count=50>
<server> Prints Server's user ID.
<operationdate> Prints current operation date.
<employee> Prints user ID.
<stationnumber> Prints the station number.
<drawernumber> Prints the drawer number.
<drawername> Prints the drawer name.
<seatingnumber> Prints table/seat number.
<tablenumber> Prints table number.
<guestcount> Prints guest count.
<eatineatout> Will print Eat In or Eat Out (Counter mode ONLY).
<template> You can include another template inside your current
template.
Example: <template name=name>
*Note: template inserts are case sensitive.
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<amount> General amount for refunds or paid in, paid out.
<reason> Reason for refunds or paid in, paid out.
<title> Prints the title.
<clockin> Prints clock in time of the employee.
<clockout> Prints clock out time of the employee.
<timeclocks> Prints all the time clocks for the day.
<clocktotal> Prints total hours of being clocked in.
<zones> Prints employee zone detail.
<ordernumberbarcode> Prints a unique barcode for each order on customer's check.
<employeenumberbarcode Barcode used to page the server who took the order. The
> server paging system must be installed.
<taxdetail> Prints a detailed description of all taxes charged on the check
(for use on the bottom of customer receipt).
*Note: Do not use in place of <tax> tag.
<station> The station location defined in BackOffice.
<coasternumber> Used in conjunction with coasters for counter mode. This will
print the number of the coaster given to the customer.
*Note: This is used for counter orders only.

Under Template Definition part of the screen you create a template name and with the help of special
tags, design how it will look. Use the 40 character ruler to help with aligning the text on the printer.
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“" Print groups will override the copiesicash copies settings
WARNING, do not edit or change definitions below unless otherwise instructed

Template Type Active
Account Account

M Check Check
CheckTemp Other
CounterHeader Other
DeliveyHeader Other
DiningHeader Other
Expidator E »pidatar

a 18 28 3n LA

1234567800123 456789A12345678901234567898

<receiptheader>

{Cr>

Date: <date> Time: <{time><{cr>

<wrOrder #: <ordernumber><{/w><{cr>
Lcustomername:<{cr>

{ifdining name=DiningHeader>

{ifbar name=DiningHeader>

{ifcounter name=CounterHeader>

{ifdrivethru name=CounterHeader>
Lordertypei<{cr>

{Cr>

{items itemprice=yes modifiers=priced group=items voids=items>
{linebreak><{cr>

Sub-total:<{subtotal align=18><{cr>

<gratuity textcr="Gratuity:" cr=1 align=right>
Tax:<tax align=4><cr>

<w>Pay This Amount:<{total align=16><{fu>{cr>
{CrZ

{ifdining name=Gratuity>

<Cr>

{receiptfooter>

Under the Template Details part of the screen you can save a template to a file or open one from a file,
and you can specify the number of copies to print and the number of cash copies to print.

Template details

Open file Savefile * -

Y

Cazh Copies

"'.
v.

Template Mame | Check, e H Copies

48.1.1.1Create a Check Template

1
\v) Template Tags

In the example below we will design a check template. Click the ¥ #8d button and on the left side in the
blank field marked with * type in the name for your template. Click the ¥ 5av& button. You are now
ready to design with tags.

Check template tags:
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<receiptheader>

print the header you have set up under Hardware
section/Receipt Template.

<Cr>

insert carriage return.

Date: <date> Time: <time><cr>

print date and time.

<w>Order #:
<ordernumber></w><cr>

start wide print, print Order number, end wide print
and insert carriage return.

<customername><cr>

print customer name and insert carriage return.

<ifdining name=DiningHeader>

if statement - if the mode is dining, include template
called DiningHeader.

<ifbar name=DiningHeader>

if statement - if the mode is bar, include template
called DiningHeader.

<ifcounter name=CounterHeader>

if statement - if the mode is counter, include template
called CounterHeader.

<ordertype><cr> print order type (COUNTER, DINING, BAR etc) and
insert carriage return.
<cr> insert carriage return.

<items itemprice=yes
modifiers=priced group=items
voids=items>

print item price, print modifier price, group items,
print voided items.

<linebreak><cr>

print dashed horizontal line and insert carriage return.

<w>Sub-total: <subtotal><cr>

start wide print, print sub-total amount and insert
carriage return
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<gratuity text="Gratuity : " cr=1>

this is kind of an invisible way to handle tags. In this
case it's the gratuity. Meaning, if there is no gratuity,
nothing will be printed, this tag will be ignored.
However, if there is a Gratuity it will be printed and
one carriage return will be inserted.

Tax ! <tax><cr> print tax and insert carriage return.

Total : <total></w><cr> print total amount, end wide print and insert carriage
return.

<cr> insert carriage return.

<receiptfooter>

print the footer you have set up under Hardware
section/Receipt Template.

<Ccr>

insert carriage return.

<ordernumberbarcode>

print a unique barcode for the order.

- Check template result -

According to the design tags above, here is how our check will look.
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Pizza Italiano
123 Hagie St.

Fart Lauderdale, FL 33301
(954) 123-45ET

Pate: 08/01/03  Time: 03:26 pa

Order #: 23

Server: cv

Fusst: 2

Table #: T

DINING

2 L-SPRITE $3.00
1 L-ICED TEA $1.50
1 LARGE FRIES $2.95
1 L-5PAG & MEAT SAUCE 54.99
1 L-CHICKEN CACCIATORE $6.25
1 L-CHEESE CAKE CHOC §2.95
Food Total "s21.64"

G-total:  §21.64
SR |
Total @ $2.4

Thark you and cose again

AR

48.1.1.2Remote Ticket Template

1
\-)Remote Ticket Template

- Remote Ticket with Items from Other Printers -

Some restaurants assign different items to go to different remote printers (Example: items that need to be

cooked in the kitchen are assigned to the Hot Printer, pizza items are assigned to Pizza Printer, subs are assigned to
Cold Printer etc.) and when a server sends the customer's order from SoftTouch, each item from that order
is printed at the remote printer it was assigned to go to and a cook knows what to make.

But what if the customer orders both, a hot item and a pizza? The hot item goes to the Hot Printer and
pizza goes to the Pizza Printer. The cook that receives the hot item is not aware that a customer also
ordered a pizza. And the pizza man is not aware that a customer also ordered a hot item.

You can customize the remote ticket template to show all items a customer ordered on each remote
printer.

All you have to do is customize the items tag a little. And to make it easier for chefs/cooks to read the
ticket, have the main item print in Bigger and Bolder characters using the wide print tags (
<w><items...></w>), separate it from all other items by a line (<linebreak><cr>) then list all other
items in smaller characters at the bottom (<items otheritems=yes...>)

Example:

On the Pizza Printer the pizza item will print in Bigger and Bolder characters and the hot item will print at
the bottom in smaller characters.

On the Hot Printer the hot item will print in Bigger and Bolder characters and the pizza, sub or soda that a
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customer might have also ordered along with the hot item will print at the bottom of the ticket in smaller
characters.

Here is how the ticket from the Hot Printer would look:

Orcer #: 21 DINING
Server: cv

Table #: 18

Buest: 2

Friday 0%/02/03 11:45AM

2 L-FRIED CALAMAR]
| CHICK PARY

FENNE
Calad Mini
galad (il

Hammys Biombspd
roney Mustard

[ CHICK PoR

Rigatoni

-
Mini Minestrone

2 L-HOUSE SALAD
1 w/ Ranch

[t 1000 Island

Notice that the hot items are listed at the top with like items grouped and modifiers printed in red, while the
salads (Cold Printer items) are listed at the bottom below the break line.

- Remote ticket's template tags -

And the template tags according to the ticket above would be:

<w>Order #: <ordernumber> start wide print, print Order number, print Order type
<ordertype> <cr></w> (COUNTER, DINING, BAR, DELIVERY, TAKEOUT,
DRIVETHRU), end wide print.

<customername><cr> print customer name and insert carriage return.

<ifcounter name=CounterHeader> if statement - if the mode is counter, include template
called CounterHeader.

<ifdining name=DiningHeader> if statement - if the mode is dining, include template
called DiningHeader.

<iftakeout name=TicketTakeOut> if statement - if the mode is takeout, include template
called TicketTakeOut.
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<date format=dddd> print day of the week, print date, print time and insert
<date format=mm/dd/yy> carriage return.
<time
format=hh:mmAM/PM><cr>
<scheduledatetime text="" cr=1> print when the order has been scheduled for (if it has

been).
<linebreak><cr> print dashed horizontal line and insert a carriage return.
<w><items price=no start wide print, don't print item price/don't print modifier
modifiers=noprice price/print modifiers in red/group items/print all
modifierformat=red group=items voids/don't print seating, don't print courses, don't print
voids=yes seating=no coursing=no CHANGES TO ORDER #, end wide print.
disablechanges=yes></w>
<linebreak><cr> print horizontal line and insert a carriage return
<items otheritems=yes price=no print other items that went to another printer/don't print
modifiers=noprice group=all item price/don't print modifier price/group items/printall
voids=yes seating=no> voids/don't print seating.

There are several reasons you would want the remote ticket template to show all items a customer ordered on
each printer.

1. It shows that there is other food being made for this customer at different stations. And if the Pizza man
sees that there is a hot item that takes 20 minutes to cook and a pizza only takes 10 minutes to cook,
then he can wait approximately 10 minutes before putting his pizza in the oven. This way all the food is
ready at the same time.

2. If you look at any ticket from any of the printers and add the Larger and Bolder items with the
smaller items, then you know everything a customer has ordered and someone else can assemble the
order from all stations and present the entire order to the customer.

- Remote ticket and Super Departments -

A customer may order liquor as well as food. The cook at the remote printer in the kitchen, pizza station and
cold station has no need to be confused with seeing liquor or a merchandise item printed on the ticket.

Since only items under Super Departments categorized as Food print on the remote printer’s ticket
and any items under Super Department that's categorized as Beverage or Merchandise do not print
you have a way to eliminate liquor and/or merchandise from being printed at the bottom of the ticket. That is
where the categories of Super Departments (Food, Beverage, Merchandise) come into play. Read about Super
Department categorization under Item Builder->Departments.

Some restaurants do not want to use this bottom portion of the ticket at all. Therefore you can have 2
templates: one with the other printer's items at the bottom portion of the ticket and one without. And then tie
either one of those templates to the remote printers. For a more detailed explanation on printers read
Hardware->Printers/Coursing.
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48.1.1.2Expeditor Template and Seat Positions

1
\v) On the Toolbar click on Administration then the Template Screen.

- Expediter and Kitchen Printers -

Restaurants may have a separate printer solely for expediter purposes.

Situation 1:

In some restaurants Servers take the order from the customers and Food Runners bring the order to the
customers. In this situation, a Food Runner brings the food to the table and has no idea which person at the
table ordered what food. But if a Food Runner looks at the expediter ticket, they know exactly what was
ordered from which seat.

Situation 2:

Virtually any employee can assemble the order from the expediter ticket and present the entire order to the
customer.

If each of the menu items in a restaurant is assigned to go to the expediter printer as well as the remote
printer, do the following to set up this configuration:

1. Set up an expediter template to print seat numbers.

2. Set up an expediter printer. Refer to Hardware->Printers/Coursing.

3. Assign an expediter printer to each menu item that you want to print on the expediter ticket. Read about
menu items settings under Item Builder->Items.

- Expediter template tags -

<w><r>Expedite Start wide print, start red print, print Expediter Ticket,
Ticket<cr> end red print, insert carriage return.
Order #: Print order number, end wide print, insert carriage return

<ordernumber></w><cr>

<ordertype></r><cr> Print order type (COUNTER, DINING, BAR, DELIVERY,
TAKEOUT, DRIVETHRU), insert carriage return.

<cr> Insert carriage return.
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<items itemprice=no Don't print item price/don't print modifier price/print
modifiers=noprice modifiers in red/group items/print voids/print seat
modifierformat=red numbers/don't print courses.

voids=yes seating=yes
coursing=no>

Expediter template result:
According to the design tags above, here is how our expediter ticket will look.

Eeat #1

r- I"'l.
| |:1.-

ARl

4

l_.'F
=
=
=

48.1.2 System Reset

1
\r) Under the Back Office Toolbar located at the Top of the Back Office System in
gray, click on System Reset.

System Reset

This is where you can clear either all your sales history on your checks or only the sales history on one
day.
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Logout  Help

centers
Swskem Expressions

Reset all
Reset the day

%Custun‘ Create ODBC User t
1
E-_q EE: adrt [aka Mainkenance
S achedy
E_E Items & Configuration Editor
R .
=4 Seating Unlack Menu
? Lovyalty- -
_“; Hoskess
[-°% oftTouch Msgs
Reset All Keeps all the settings in BackOffice, but deletes all the checks (sales you
entered).
**Warning**: Do NOT use if the customer wants to keep all check and sales
history.
Reset the day Deletes only the checks for the current operation date.
**Warning**: If you have the incorrect operation date, it will clear the checks
on that day. Example: If you wanted to clear the checks on today's date but had
the SoftTouch operation date as yesterday's date, you would clear all the checks
from yesterday.

48.1.3 Data Maintenance

1
W) Under the Back Office Toolbar located at the Top of the Back Office System in
gray, click on Administration then Data Maintenance.




Version 6.1.16

589

I SoftTouch BackOffice

Funictions

e e Logout  Help
General 5 Template scresn

) Compa System Expressions
Systerr.
& Crder F
[] .

aa Employ 57 Run a SOL script

B Custon  Craate ODBC User
E| Depark

Swstem reset k

5 [aka Mainkenance
E-?_-- Schedy : ) y
EE' Items & Configuration Editor
1 Seating Unlock Menu
9 Lovalty - il
ﬂ Hostess e
°% SoftTouch Msgs Copy

DB Maintenance

g DB Functions

e BACKIP FUNCTIONS =

b ake a databaze backup to extemnal drive

b ake a database backup to local C dive

Create an offsite database backup...
Copy POS.PGDE databasze to...

Copy POS . PGEDE databaze to external diive

s QESTORE FUMCTIOMNS #=
Restore a databaze backup...
Restore a PGDE databasze file
Restore license file

s B[S, FLIMCTIOMS s
Check databaze pages

Febuld databaze pages

Fun Locally - 1 Client

Fun Metwark -3 Client

*Caution*: The features in this section should generally be used with assistance from Tech

Support.

backup to external
drive

Make a database Creates pos.pgbk on an external drive connected to the computer.

Drive specified by user.
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Make a database

backup to local C drive

Creates pos.pgbk in the C:\SoftTouch folder on the server.

Create an offsite
database Backup...

Use this option for creating backups that will be offsite. Credit card
numbers are removed from the backup.

**Warning**: This is what Dealers and/or Restaurant
should be using when they take a database offsite.

Copy POS.PGDB
Database to...

Copies the pos.pgdb to a location specified by the user.

Copy POS.PGDB
Database to external
drive

Copies the pos.pgdb to an external drive connected to the
computer. Drive specified by user.

Restore a database
Backup...

Can be used to restore a pos.pgbk or pos.pgbk.bzip file. You will
be prompted to close and re-open BackOffice after restoring a
backup.

*Caution*: This will overwrite the database that is currently
loaded.

Restore a PGDB
database file

Can be used to restore a pos.pgbd database file. You will be
prompted to close and re-open BackOffice after restoring a
database file.

*Caution*: This will overwrite the database that is currently
loaded.

Restore license file

Can be used to restore a license file. You will be prompted to close
and re-open BackOffice after restoring a backup.

*Caution*: This will overwrite the database that is currently
loaded.

Check database Pages

Runs a scan on the Database Pages to check for errors.

Rebuild database
pages

Rebuilds the Database Pages (good for when an error is found in
the Database Pages). Also can reduce database file size.

*Caution*: ALWAYS make a backup before using this feature.

Run Locally - 1 Client

Use this setting when you need to run SoftTouch on a computer
that is NOT plugged into a network.

*Note: Restart computer after making this change.
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Run Network - X Client

Use this setting when you need SoftTouch to run on a network
(live install).

*Note: Restart computer after making this change.




SoftTouch, LLC.

www.SoftTouchPOS.com



	BackOffice Introduction
	Login to BackOffice
	BackOffice Manual Guidelines
	General Section
	Company/Registration
	System
	General Tab
	Rounding Tab
	Tips Tab
	Gratuity Tab
	Future Orders Tab
	Hours & Wages Tab
	Intranet Tab
	Custom Programs
	Function Buttons Tab
	Customer Search Tab
	Z Tab
	Z Results Tab
	Services Tab

	Order Functions
	Counter
	Bar/Dining
	Delivery
	Settings
	Zip Code and Driving Directions
	Delivery Charges
	Delivery Bounds

	Online

	Employees
	Employee List
	Employee Tab
	Security Tab
	Finger Print Tab
	Job Tab
	Wage Tab
	Address Tab
	Phone Numbers Tab
	Tills/Pockets
	Scheduling Tab
	Tracking Tab
	Alerts/Email/SMS Tab
	Notes Tab

	New employee Wizard

	Time Editor
	Get Time Clocks
	Select/Unselect All
	Adjust Pay Rate(s)
	Edit Time Clock Entry
	Delete Time Clock Entry
	Add In/Out
	Add Break/In

	Customers
	Settings & Maintenance Tab
	Auto Completion Tab
	Address Custom Completion Tab
	First Name Custom Completion Tab

	Filter Customer List Tab
	Customer List Tab

	Scheduling
	System Schedules Tab
	Add Schedule
	Copy Schedule Records

	Employee Schedule Setup Tab
	Employee Scheduling Tab
	Job Scheduling Tab

	Item Builder
	Departments
	About Departments
	Copying Items
	Deleting Departments

	Menu Builder Tab
	Command Bar
	Modifiers
	About Modifiers
	Create Modifiers
	Rename Modifiers
	Assign Family to Modifiers
	Attach Price to Modifiers
	Customize the Button of Modifiers
	Duplicate Modifier Groups

	Links
	Create Links
	Rename Links
	Adding Modifiers to Modifiers
	Link Modifier to Modifier

	Items
	Create Menu Items
	Rename Menu Items
	Assign Family, Customize Button, Attach Price, Assign Printer and Tax
	Set Item as Not Discountable
	Add Modifiers to Items
	Set Properties and Organize
	Copy Modifiers from Item to Item
	Duplicate Item Groups

	Sizing the Grid
	Making Menus from Item Groups
	Main Menus

	Smart Rules Tab
	Menu Categories Tab
	Item Maintenance Tab

	Stock/Barcodes
	Stock
	Create and Manage Items in the Inventory
	Tie Stock Item and Menu Item Together

	Barcodes

	Seating/Zones
	Sections Tab
	Designer Tab
	Hostess Layout

	Rentals Tab
	Create Rental
	Activate Rental in Seating Designer
	Create Department for Rentals
	Add Rental Item to Main Menu

	Zones
	Zone Creator
	Preferences
	Seating List

	Loyalty
	In-Store Loyalty
	General
	Visit Setup
	Point Setup

	Mercury Loyalty (V1)
	Mercury Loyalty (V3)

	Hostess
	Hostess Module Setup Tab
	Hostess Delete Reasons Tab

	SoftTouch Msgs
	Hardware Section
	Stations
	Station Tab
	Options Tab
	Order Functions
	Enable/Disable
	Counter
	Dining
	Bar
	TakeOut
	Delivery
	Pickup
	Drive Thru
	iTable
	iKiosk
	Online

	Security Tab
	Hardware Devices
	Drawers
	Printers
	MSR
	Fingerprint
	Caller ID
	Pole Display
	Liquor Dispensing
	Scanners/Other
	Scale
	TVs Cameras
	Coin Dispenser

	Tax Tab
	Price Schedules Tab
	Menus Tab
	Sharing Tab

	Self-Pay
	Printers/Coursing
	Settings Tab
	Print Codes Tab
	Printers Tab
	Print Groups Tab
	Coursing

	Pole Display
	Caller ID
	Credit Cards
	Settings Tab
	Unresolved Transactions Tab
	Credit Card Transactions Tab
	Daily Exception Log

	Pager/Alerts
	Activations
	Alert List Tab
	Table Alert Tab
	Pager & Coaster Hardware Tab
	Table Alert Hardware Tab

	Email/SMS
	Dineblast Mobile
	Counter Tab
	Dining Tab
	Welcome Message Tab

	Financial Section
	Banks
	Banks
	Tills
	Pockets
	Store

	Default Banks

	Revenue Centers
	Media/Accounts
	Account Groups Tab
	Account List Tab
	Account Tab
	Account History Tab
	Member Addresses Tab
	Account Members Tab
	Notes Tab
	Invoicing Tab


	Tax Table
	Adjustments
	General Tab
	Adjustments Tab
	Reasons Tab
	Void Reasons Tab

	Sales/Journal View
	Sales
	Journal

	Tip Sharing
	Tip Dispersions
	Tip Pools

	Miscellaneous
	Activations
	Surveys
	Receipt Template
	Chalkboard/Specials
	$ Paid/Quick Msg
	Jobs
	Job Detail Tab
	Closeout Options
	Check Transfers Tab

	Security
	About Security
	Adding Security Group
	Adding Security Item(s) to a Security Group
	Copying Security Item(s)
	Deleting Security Group/Item
	Security Log

	Reports
	View, Configure, and Print Reports
	Edit Reports
	Add Report Data
	Save, Load, Undo and Revert


	DB Maintenance
	Clear Old Data Tab
	Backup Settings Tab
	Activate Data Redundancy Tab
	Restore Redundancy Tab

	Monitor Stations
	Import/Export
	Import tab
	Export & Data Services tab
	Export & Data Service List
	Export Builder
	Manual Export tab


	BackOffice Toolbar
	Administration
	Template Screen
	Create a Check Template
	Remote Ticket Template
	Expeditor Template and Seat Positions

	System Reset
	Data Maintenance



