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Part 1 Manager Procedures Introduction

This guide will take you step-by-step through the most important and necessary manager procedures you
need to know.



Opening Procedures



Part 2 Opening Procedures

1. Turn on the Server Station first by pressing the power button on the front of the computer.
2. Clock yourself in.

3. Turn on all the other stations in the establishment.

After the Z at the end of your business day, the system sets the new operation date for the next day
automatically.

There is a warning screen in SoftTouch and you should always pay attention to the displayed warnings. For
instance, we let you know when the last automatic external backup was successfully completed. The owner

or manager is responsible to make sure their system is backed up on a daily basis in case of a hardware
failure.

Note: If you do not backup the system or do not use the data redundancy, there can be no
restoration of all your system settings, floor plans and data.

=l == "Min 'Op Date: 02,/11/05 | User:

!_,l Warrnrngd ' s

* L ast external media backup was on 2/10/2005 12:38:20 AM

* NO LOCAL BACKUP EXISTS...



Closing Procedures



Part 3 Closing Procedures

Closing procedure is called the Z.

e If the system has any open checks you need to either close or void them, otherwise all open checks will be
moved into the next day's sales. Read Key Manager Procedures/Open Checks/System Open Checks.

e If the system has any open tips you need to put them in otherwise all open tips will be cleared on Z. Read
Key Manager Procedures/Open Checks/Clear Open Tips.

e Proceed to Z. Read Closing Procedures/Z.




3.1  Shutting Down Stations

Shutdown Stations

Press the Manager icon at the top of the screen.
Press the General Functions header or icon.

Press the Shutdown Stations button.

A

Choose either ShutDown or Terminate button.

Shutdown button will shutdown all stations from the the master terminal without you having to go
physically to each station to turn off the computer.

Terminate button is to terminate all the stations. This will exit all stations out of the SoftTouch System
into your Windows Operating System. This will not turn off the computers.

Caution: Executing this function will disrupt your ability to have SoftTouch running on the other stations.



32 Z

The system can be congifured in the Backoffice to automatically Z out at the specified days and times.
But if you don't have it set up to Z automatically then you need to Z Manually at the end of the business
day.

Note 1: All the clocked in employees will be automatically clocked out on Z (unless it is a 24 hour
establishment).

Note 2: If there are open tips in the system (a check was closed to a credit card and a server did not enter
their tips), all open tips will be cleared on Z (unless it is a 24 hour establishment).

Note 3: If there are open checks in the system, either close them or void them otherwise the system will
move all open checks into the next day's sales.

Z Manually

1. Press the Manager icon at the top of the screen.

R e Drawer  Histo Info Delivel Dispatch  Counter
SoftTouch POS : g : -

6/13 04:16p Cassandra @ I‘@ !’ @ @ ’-if.:- il

o
' t@?
A\

Warnings & Reminders  ChalkBoard [ ! self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Z Out icon on the bottom of the screen.



General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports
Print reports

All Checks Overview
Find, recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

Banks (TilisfP ockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

BEank & Employee Close out

Employvees and banks awvaiting close out

Charge Tip Verification

Yerify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
Haouse accounts, gift card and card account management

¢ o

LE

X
;)

Alerts

Swetem alen management

Web/internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

-Employee -Management”

Employee Shifts. Open Time Clocks

Z Out

2 out swstem wizard

The following screen will appear:




oftTouch F

6/0905:50p Cassandra

2 Wizard 2 Status

10
Overview Z Overview
Confirrnation

Operation date: 6/8/2011

You have 5 open check(s)

You have 1 future open check(s)

End of day closeout

You have 2 open bank(s)

You have 2 bank(s) with a balance

You have 5 employee(s) clocked in

Goto

gﬂ -

You have some items that you may want to resolve before moving on with your end of day closeout procedure,
if not the system will automatically handle those items for you if you continue.

Continue 2
Biocess

: Shutdown
shutdown ||  Stations
3.

When you are ready to Z press the Continue Z Process button at the bottom of the screen.

If you are sure you want to start the Z for the current operation date, press YES.

When the Z is finished, a yellow notification will pop up in the upper left corner saying that the Z
box to make it go away.

Yellow notification box pops up in the upper left corner saying that the Z in progress. You are not
process has completed successfully and thr Z report will print automatically. Press on that notification

forced to sit and wait until the Z is completed. You can keep using the system while it is Z'ing.
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Part 4 Key Manager Procedures
4.1  Open Price

Management function. Open Price allows a Manager to override the price of an item or a modifier.

1. Select an item or a modifier on the check.

“Soat | Mot |
1 Seat

| #108 Gueshi 2

Scat #1
lood 527.70
1 Coke 51,70 nsw
1 Ice Tea 125 wrn
1 Parsonal 10" %£8.50 wcw
Hacon L1.00

Tomato

A ot Tl Bl

E;;nn‘;{-‘l"": :-.-." :l' :'} :",' - =
1 El‘lllllll“ qd.qli MHew
1 Cheese Cake S4.50 e

2. Press the Open Price button.

3. Enter the new price and press ENTER.
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4.2 Item Adjust

SoftTouch System can Item Comp (give away free) any item or have certain discounts/coupons for certain
items. Any special discounts for the items must be set up in the Backoffice.

Item Adjust

1. On the check touch an item that you want to adjust.

Seat Mext

[ #89 - Guest: 2 1 Seat
Beer $6.50
1 Amstel Light $3.50 new
1 Ice House 53.00 new
Food 513.00
1 Steak Deluxe Sub S5.25 new
:I k Onion Cz St 55.25 GG
1 Side Meatballs $2.50 new

2. Press the Item Adjust button.

3. Item Comp button will appear at the bottom of the screen along with any other discounts or specials
exist for that item.

4. Press the Item Comp button or a specific discount button.

If you are not a Manager the System may ask for an Override ID.
The Item Comp or discount will be shown in red on the check under the item being comped or discounted
and check's total will be automatically calculated according to the adjustment.

| #e9-Guesti 2 S
Seat #1
Beer $6.50
1 Amstel Light %3.50 nEw
1 Ice House 53.00 rew
Food 57.75
1 Steak Deluxe Sub $5.25 new
1 Steak Onion Cz Sub 55.25 nEw

ltem Comp (55.25)
eath 5 1} HEW
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4.3 Item Void

Allows Manager to void a mistaken item that was sent to the remote printer. Item Void button is used
when the mistake was made, but no item was cooked or poured.

Note: You can do Item Void only after the order has already been sent.

1. Bring up the check.

2. On the check select an item to be voided.

3. Press the Item Void button at the bottom of the screen.

4

Choose the void reason from the list.

Moid Reason List

Reason
Customier changad mind

5. This item is now voided.



4.4 ltem Waste

Allows Manager to void an item that was already cooked or poured.
Note: You can do Item Waste only after the order has already been sent.
Bring up the check.

On the check select an item to be wasted.

Touch the Item Waste button at the bottom of the screen.

AR W N R

Choose the reason for waste from the list.

| vodReswns

Void Reason List

Reason

Customier changad mind

5. This item is now wasted.

15
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45 Void Order

Allows Manager to void a mistaken order that was sent to the remote printer. Void Order button is used
when the mistake was made, but no order was cooked or poured.
Note: You can Void Order only after the order has been sent.

1. Bring up the check.
2. Press the Void Order button at the bottom of the screen.

3. Choose the void reason from the list.

Void Reason List

Reason

Customier changad mirnd

4. The entire check is now voided.



46 Void Waste

Allows Manager to void an order that was already cooked or poured.
Note: You can do Void Waste only after the order has been sent.

1. Bring up the check.
2. Press the Void Waste button.

3. Choose the reason for waste from the list.

[ vodResos

Void Reason List

Reason

Customier changad mirnd

4. The entire check is now wasted.

17
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4.7

Check Adjust

Check Adjust holds all of the discounts and coupons available for the restaurant that can be applied to a
check. You will not see Item Adjustments when you access Check Adjust. Check Adjust refer to discounts
and coupons affect the entire check. You can discount the entire check, just one Super Department (you
want to discount Food but not Liquor) or for just the items assigned to one seat when seat numbers are
used.

(The Check Adjust function can be secured so only certain employees can use it).

Apply Adjustment to a Check

1.

2.

Bring up the check.

Press the Check Adjust button at the bottom of the screen.

Press the type of adjustment button that you want to give to a customer.
Select an adjustment reason (if available) in the window that shows up.

This adjustment will now show up in red at the very end of the check and check's total will be
automatically calculated according to the adjustment.

—_ sk ok sk

Seat #£1

Seat MNezt ]
#95 - Guesk; 2 1 Gpat

Food 511.26

Ice Tea $1.25 new

lce Tea $1.25 new

Pasta Fagiole £3.50 new

Cheese Burger S6.50 wew
tedium

Swiss
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4.8 Super Adjust

You can discount items by Super Department (example: Food, Liquor). Super Adjust affects only the
selected super department's items and not the entire check.

Apply Adjustment to a Super Department

1. Bring up the check.

2. Touch a Super Department that you want to adjust on the check. (Liquor for example)

|' Seat Nezt |

#04 - Gyest: 2 1 Seat
Seat #£1
1 Alabama Slammer 54.50 new
1  Frz Pina Colada 54.50 new
Food %10.50
1 Eggplant Sub 5,25 nEw
1 Steak Deluxe Sub 55.25 nEw

3. Press the Super Adjust button at the bottom of the screen.
4. Any available discounts will be listed at the bottom of the screen. Select the type of adjustment.
5. Select an adjustment reason (if available) in the window that shows up.

6. This adjustment will now show up in red on the check under the super department being adjusted and
check's total will be automatically calculated according to the adjustment
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4.9 Seat Adjust

You can do Seat Adjustments just like you can do Super Department adjustments or Item adjustments.
Seat Adjust affects only the selected Seat # and not the entire check.

Apply Adjustment to a Seat
1. Bring up the check.

2. On the check select a Seat # that you want to adjust.

Seat Next

[. #97 - GQuesk: £ 3 Seat
| SEat ﬁzl : 75
Food S$21.75
1 Ice Tea 51.25 new
1 AP-Fried Mozzerella 5450 new
1 Filet Mignon 512.50 rew
Medium Hare
Pasta Fagiole $3.50 new
............. o g
1 Coffee 51.25 new
1 Ceasar 55.00 new
1  Soup of the Day $3.50 new

3. Press the Seat Adjust button at the bottom of the screen.
4. Any available discounts will be listed at the bottom of the screen. Select the type of adjustment.
5. Select an adjustment reason (if available) in the window that shows up.

6. This adjustment will now show up in red on the check under the Seat # being adjusted and check's
total will be automatically calculated according to the adjustment



Food 521.75
1 IceTea 51.25 nEw
1  AP-Fried Mozzerella S4.50 new
1  Filet Mignon $12.50 tew
Medium Rare
Pasta Fagiole $3.50 new
10% Discount (50.97)
Food 58.78
1 Coffee $1.25 new
1 Ceasar $5.00 nEw

i gi:lup of the Day ST ew

21
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4.10 Check Date/Time

You can take the check's time forward or backwards. This allows other menus and their prices be used
when the Schedule of those menus is out of range.

NOTE: This isn't the same as changing menus, as you may have already thought.
And we will prove it below.

For Example: it's lunch time and customer wants to order a breakfast item. Sure, you could simply switch
to breakfast menu, but by doing so you won't get the breakfast price for that item. Or you might even
have that breakfast item on your lunch menu, but most likely, that item won't have the breakfast price.

So to take an ordered breakfast item at a breakfast price during lunch time you need to change check's

time.

1. Start a new check.

2. Before you ring up any items press the Check DateTime button.

3. Enter the time for the schedule of the menu you want to access.

4. If needed, switch to a desired menu by pressing the Change Menu button and selecting a menu from
the list.

5. Ring up items as you normally would.
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4.11 Change Menu

When needed, you can switch between existing menus. This allows other menus be used when the
Schedule of those menus is over or have not yet begun.

For Example: one can switch to Lunch menu even after Lunch menu is over.

NOTE: You can't change menu once you've start ringing up items. You have to either start a new check or
simply clear the check you've already started by pressing the Clear Order button at the bottom of the
screen.

1. Start a new check or clear the current check you have open.

2. Press the Change Menu button.

3. From the list select the desired menu you want to change to by touching it.

4. Ring up items as you normally would.
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4.12 Change Server

Allows you to transfer the check to a different Server.
1. Bring up the check by pressing on the table the customers are seated at.
2. Press the Change Server button.

3. You will see a list of all available employees. Select the employee you wish to transfer this check to
from the list.

6,/8/2011 9:44:10 AM

Bartender 6/8/2011 9:44:18 AM

Eubank 6/8/2011 11:15:53 AM

Cashier 6,/8/2011 3:08:30 PM

Bartender 6,/8,2011 9:06:26 PM

Note: You may need Manager's override if the original Server does not have the permission set to move
check to another Server in the Security settings of the BackOffice.

PLEASE BE AWARE THAT THE SERVER THAT THE CHECK IS BEING TRANSFERRED TO MUST ACCEPT
RESPONSIBILITY FOR THAT CHECK. tHEY DO THIS BY GOING IN SOFTTOUCH TO EMPLOYEE, SELECT MY
CHECKS, OPEN TIPS & TRANSFERS AND ACCESS THE CHECKS AWAITING TRANSFER TAB TO COMPLETE
THE TRANSACTION.
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4.13 Change Gratuity

SoftTouch system has the ability to add an automatic gratuity based on guest count. You will use Change
Gratuity if this gratuity ever needs to be adjusted, should you wish to add a gratuity when auto gratuity is
not set up or when you have not met the minimum guest count required to activate the auto gratuity as

designated in your set up.
1. Bring up the check by pressing on the table the customers are seated at.
2. Press the Change Gratuity button.

3. At the prompt, specify whether gratuity will be a percentage or an amount.

4. Enter the new gratuity percentage or amount and press ENTER.
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4.14 Print Server Report

Attention:

a.

If your servers bank themselves, then in the BackOffice under General section->Order
Functions->Bar/Dining tab make sure the Auto Tip Deduction option is selected. This way the
server report will be able to deduct their charge tips from the cash sales, giving you a Cash Due total
for that the server . You won't have to do Tips Paid Out anymore, the servers will subtract the charge
tips from their cash sales and give you a Cash Owed total so they can just turn in credit card slips and
the amount indicated on their report.

If your servers are under a cashier system (when all checks are being closed by a cashier) then the
servers do not bank themselves. DO NOT check the Auto Tip Deduction option in the BackOffice. You
will need to look for Open Checks amount and Charge Tips amount on the report and pay out tips from
a station with a drawer. (Read Pay Out Tips section)

Print Server Report

3.
4.

Press the Employee icon in the top right area of the screen.

If you are a manager taking a report on behalf of a server, use the Change Employee button to
change to the employee for which you need to print the server report.

Press the Server Report button at the bottom of the screen.

The system will ask you to select report print size of 40 or 80 column format.

If you choose the 40 column format, the report will be printed on the receipt printer.
If you chose the 80 column format, the report will be printed on the regular office printer.

5.
6.

Press the Print button at the bottom of the screen.

Look at the bottom of the report for any open checks that server has.
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4.15 Pay Out Tips - Cashier System Only

Look at each server report (read Key Manager Procedures/Print Server Report) for any Charge Tips
you need to pay out.

Pay Out Tips (for Cashiering systems only)

From the workstation you are removing the money from to pay the employee's tips:

Press the Manager icon at the top of your screen.

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and
Balances icon.

3. Highlight the till you are deducting the money to pay the tips from and press the Paid Out button.

4. Choose the reason code. In this case Paid Out - Tips Paid

Cash Paid
W ronratie

Paid OUT Driver Paid
Driver Tips Paid

Paid Out

Tips Paid

5. Enter amount of server's charge tips.

6. Give money to the server and have them sign a slip for it.

7. Do the same for other servers.
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4.16 Paid In

The Paid In function allows you to pay money into the till (on any terminal with a till) or store safe,
without adding to sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In Procedure

From the workstation you are putting the money into:

1. Press the Manager icon at the top of your screen.

P e Drawe: Histol Info Deli Dispatch  Counte ake Out  Pick U, Bai

SoftTouchiPOS =i ,-h.i 44 R@” — f\m % T'r’.' | g p\x

6/13 04:16p Cassandra ﬁ ‘\\. - S '@\ ! :tl- | ﬁ "?
- A/ >’ | L \al ay

Warnings & Reminders  ChalkBoard [ ! Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and
Balances icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...
Reports
E Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

\m&ﬁ@%'@m

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Highlight the till you are adding the money to and press the Paid In button.

4. You will be prompted to choose the payment type.




l ") Payment Type List |

th| Cash

Visa

30

Mastercard

Amex

Discover

Diners;/ Carte Bl

5. Enter the amount of a Paid In.

6. Press Yes to the confirmation dialog.
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4.17 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) or store safe,

without deducting from sales. The system will ask you for reason codes and you can print a report with the
reasons.

Paid Out is used when you need to remove money from a till or store safe to pay for a repair, buy produce
if you run out, etc. (the amount does not deduct from sales)

Paid Out Procedure

From the workstation you are taking the money from:

1. Press the Manager icon at the top of your screen.

e Drawer History Info Delivery  Dispatch  Counter  Take Out  Pick Up
SoftTouchiPOS: - P _ - =
6/1304:16p Cassandra % €3} v ] ﬁ‘ 6\ oy & @
B >/ vy i = - ==
Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and
Balances icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...
Reports
E Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

\m&ﬁ@%'@m

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Highlight the till you are taking the money from and press the Paid Out button.

4. Select the reason money is being removed from the till or store safe.




5.

6.

33

=
L Cash Paid List

Paid OUT Driver Paid

Paid OUT Driver Tips Paid

Paid OUT Paid Out

Paid OUT Tips Paid

Enter the amount of the Paid Out.

Press Yes to the confirmation dialog.
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4.18 Reset Employee Timecards

If you pay your employees irregularly and not on the regular payroll date, you should reset their timecards
right after you pay them. (This can be used for contract employees.) This way their time on the payroll report
will be reset and start tracking from zero.

**Screen Shots when I figure out how to get the crop tool to work again!

Reset Employee Timecards
The employee must be clocked out before you can reset timecards.

1. Press the Manager icon on the top of the screen.

Drawer History Info Delivery Dispatch  Counter Take Out Pick Up Bar

SoftTouch POS| ~ — . - = @ —
6/13 04:16p Cassandra % | ‘\ y . ﬁ‘ '6\ ‘;-" r i ':’_' -. %

Warnings & Reminders  ChalkBoard |5 I3} Self Pay Cashout  alerts!

Fodsgy's Speciafs

2. Press the Time Editor icon on the right side of the screen.
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General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

 Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard

3. Press the Select Employee button at the bottom of the screen.

4. Highlight the employee that timecards are being reset for.

5. From the calendar that displays, select the weekly start date for this employee and press enter.
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-m m June, 2011
-BH Sun Mon Tue Wed Thu Fri Sat

29 30 31 1 2 3 4
8 9 10 M

15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 1 2
3 4 5 6 7 8 9

& DToday: 6/13/2011

6. Press the Reset Timecards button.
7. Press YES to the confirmation dialog.

8. The timecards of this employee are now reset to zero.



BackOffice Manager Procedures
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Part 5 BackOffice Manager Procedures

To Enter BackOffice

1. When in SoftTouch, press the Manager icon at the top of the screen.
2. Press the General Functions icon on the left of the screen.

3. Press the Launch BackOffice button at the bottom of the screen.

Shutdown

Reprint I;hange Systemn f
Remote Exit
Session - SoftTouch

4. Enter your User ID and Password and press the Login button.

SoftTouch BackOffice

@ Welcome to 5oftTouch, please enter your username and

S
; i
Enter your laain usename]

P

UseriD | ﬁ ]
g j

Pazzwiord |

Preszs finger on device for 1 zec

pazsword and press OK or use F.'L‘

“ User ID and Password are case sensitive

Login Cancel |

Registered to: SoftTouch, LLC

User agrees to terms and conditions of the Customer
=
License Agreement.

Yiew Cuzstomer License Agreement
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5.1 Credit Card Batch

The system automatically processes the daily credit card batch when you perform a daily "Z".

However, if you wish to view, print and match your receipts before they are processed, proceed with the
following steps:

After all servers have settled their credit card tips open the Backoffice.

Under Financial section click on Credit Card.

Click on the DialUp-Batch Transactions/Administrator tab.

il S

The system will warn you if there are any open tips to be settled. If there are still open tips, go to and
settle them, then come back here to proceed.

The system will warn you that a "Z" has not been performed as well; this is normal.

Click View, Batch Report View. This will display all credit card transactions for the batch that is
selected. Today's batch will be labeled Open Batch; choose this batch if it isn't already selected. If you
require a hard copy to do your balancing, click on the Printer icon, select Report printer, then select
Print. Balance your credit card receipts to this report.

7. Now close this screen and proceed to normal "Z" out.



52 Menu Items

5.2.1 Change Menu Item Name

Under the General applet, click on Item Builder.

General '

) Company/Feqist.
% Syskem

bia' Order Functions
.ﬂ. Employvees

'*a' Time Editor

[! Custn:nmers
i

‘H Seating/Zones
Lot alky

H Hostess

4 softTouch Msigs

1. Click on the red button labeled Items and all Item Groups are displayed.

=% Bmaeae @ D ] U = s el ¢
hems | | suttonpro
 Builder . | Buttan C
- I
= @Item Builder

* .L Pizza, Calzones algd Strombaoli Buttan Text

g L-5ub and Soup
gl L-Appetizers Items Red Button
giL-Beverages

g L-5uper Lunch Specials

gl L-Entrees

g L-5alads

= L-Desserts

R o o o o o e e |

2. Click on the + sign next to the Item Group to expand it and reveal the Items it holds.

~=c[4= '%"ﬁ‘.l '%E@ = |2 H-.; o U ED e S

 Builder [ Button Ct

= Wl

= gEHiItemn Builder :
3] i.L—Pizza, Calzones and Stromboli Button Text
[+ wmL-Sub and Soup
— Item Group
gL -Beverages
L Super Lunch Spercials

e

[+ L-stuffed shells

3. Select the Item you wish to rename.
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Item Builder - AP-Fried Calamari

. Departments  Menu & Rule Builder ] Smart Rulez ] bernu Categom

T P LGIEE IR

Items Links || Main Menus
Builder - e
ltem i | =
Elﬁ Item Builder

--i.Pizza

Bl b Burgers
Salads
B -nppetizers
]
AP-Clams Casino
Ap-Clams Oregano
Ap-Mussels Marinara
AP-Shirmp Cocktail
: AP-Fried Mozzerella
--- AP-Mozz Caprese
[+- g Soups
- ggPasta
- gl Steaks
[
[
i

o
.
.

+- g Chicken and ¥eal
+- g Seafood
+- LmWinas

4. Once the Item is selected, on the right side you will see its properties. (You will be on the Item tab,
look at the very bottom). In the provided fields enter the new Item Name, Print Name (how you want
this item name to print on kitchen's remote ticket) and Receipt Name (how you want this item name to
print on customer's receipt). Change the Button Text accordingly.
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Buttan Text Font... | Color
AP-Fried Calamar |:| At Friod

Internal image. .. ] [~ Hide Button Calamari

Custar imaage... I

Clear buttar image |

Item properties

[tern & 10856 [w Actve

[tern Marme |.-'1'-.F'-Fried Calamari

Print M ame |.-'1'-.F'-Fried Calarnari

Receipt |
Farmily |.-i'-.ppetizers LJ
Pricrity l—?]

Barcode/PLU |
Enable Scale I LJ

[+ Roll Modifiers $ [ 8B [+ Allow Refills [Kiosk)
[+ Upszell Dizplay [+ Mon Taxable
[+ Donat print on check receipt if $0

[~ Page Break  MWon Priced Modifiers |0 =
Mode Dizplay

|2l Modes |

5. To update the stations with the changes you just made click the Update Stations icon (blue push pin) at
the top right of the toolbar.

- Departments  Menu & Rule Builder | Smart Hules1 Menu Categories | Item Maintenance1

N T T T e L e T A T T O

6. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.

5.2.2 Change Menu Item Price

Under the General applet, click on Item Builder.



General -

) Company/Feqist.
- Sysbemm

b% COrder Functions
[]

&b Emnployess

U¥) Tirme Editar

E‘ Custn:nmers
T

7 seatingjZones
@ Lot alky

“ Hostess

74 softTouch Msgs

1. Click on the red button labeled Items and all Item Groups are displayed.

. ?Ei.Lﬁ@IE 3 R 3 U E e e
[ Buttan C

_Builder ]
Item , -
= ﬁ Item Builder \

* .L Pizza, Calzones algd Strombaoli Buttan Text
g L-5ub and Soup
gl L-Appetizers ltems Red Button
giL-Beverages
g L-5uper Lunch Specials
gl L-Entrees
gl L-5alads
smL-Desserts

R o o o o o e e |

2. Click on the + sign next to the Item Group to expand it and reveal the Items it holds.
=+ ';“ﬁ‘.- @2 00U . s

Builder : Button Ci

Item [ N -
= gBiItem Builder
B i.L—Pizza, Calzones and Stromboli Buttan Test
& L-Sub and Soup
— Item Group
|

-Beverages
L Super Lunch Spercials

Button prog

[+ L-Stuffed Shells

3. Select the Item whose price you wish to change.




Item Builder - AP-Fried Calamari

. Departments  Menu & Rule Builder i Smart Rulez I bernu Categom

% Eaawmz | PH DO E

Items Links Main Menus
Builder - e

[tern [

[=-£H Item Builder

-- i.Pizza

[+ g Burgers
Salads
B -nppetizers

]

AP-Clams Casino
Ap-Clams Oregano
Ap-Mussels Marinara
AP-Shirmp Cocktail
: AP-Fried Mozzerella
--- AP-Mozz Caprese
[+- g Soups
[+~ f.Pasta
- gl Steaks
[
[
A

o
.
.

|- g Chicken and ¥eal
- g Seafood
- Lo Winas

4. While the item is selected, click the Pricing tab at the bottom of the screen on the right.

44
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Item pricing list

|.ﬁ.|:ti'-.fe |.ﬁ.m|:|unt |F'ri-:urit_u |Schedule I
:P‘ v £5.00 1 Poal T able Hight
v $E6.00 Al Day Schedule
Price details # Add = Delete

Aot $5.00

per Ibloz For scales

Schedule |Pool Table Night |
Order Type ] ﬂ

Priority | 1 %

Optians
[V Active [+ Open FPrice
[¥ Default Price [ Mot Digcountable

[ Muarsics [ | ock Price
M adifier Mw Frint Groups 4 Recipe A Tax AAdust. 4 Fentals {Menu Details 4Stock [

Menu items can have more than one price. Food may stay at one price all day, while liquor may change
from regular to happy hour pricing.

On the right side of the screen under Item Pricing List you will see a list of all prices assigned to a
currently selected item.
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Item pricing list

|:';:';..l::ti‘.\.-'l3 |:ﬂ-.m|:|un.t |.F-'ri-:|r-it_lrl [Schedule
M v $5.00 1 Pool Table Might
v $6.00 Al Day Schedule

Price details + Adc

Grgi $5.00

per Ibloz For scales

Schedule |Pool Table Might |
Order Type | :_J
Prioty | 1%
- Optionz
v Active [ Open Price
[+ Default Price [+ Mot Dizcountable
| 7 Oweride [ Lock Price

;,Mndifier Eltem }-,F'riu:ing ,-'flPrint GEroups ,-'-‘LFI ecipe A T ax | Adist, ;{H entals 4 Me

Right below the Item Pricing List is the Price Details section, which shows you the price and the schedule
during which this price is active.
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Item pricing list

: |£..|:tive |.ﬂ-.m|:|unt |F'ri-:|rit_I,I |5.|:.heu:iuie I
M v $5.00 1 Pool Table Might
| v $6.00 Al Day Schedule

Price details + Adc
Arnount $5.00
per Ibloz For scales
Schedule |Pool Table Might |
Order Type | _v_J
Fricity | 1%
Options

W Active [+ Open Price

[ Default Price [+ Mot Discountable

[¥ Overide [ Lock Price _
;,Mndifier Eltem }-,F'riu:ing ,-'flPrint Groups ,-'-‘LFI ecipe A4 T ax AAdiust, JRentals /e

Under Item Pricing List select the price you wish to change.

Under Price Details in the Amount field enter the new price and assign the correct schedule for the
price.
Click the ¥ Save button located at the top of Price Details section.

For make more price changes repeat steps 3 through 7. Note that you can skip step 4 since you will
already be on the Pricing tab when you get to the next menu item.

9. To update the stations with the changes you just made click the Update Stations icon (blue push pin) on
the toolbar.

.Departments Menu & Rule Builder | SmartHuIes] Menu Categones | Item Maintenance1
-4 hmmee A ED0 A vdtees @ BERAYDAD| =»dKS)

10. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.
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5.2.3 Add New Menu ltem

Under the General applet, click on Item Builder.

General “

) Company Regist,
L Swskem

% Order Funckions
é?l Emplovess

V¥ Time Editaor

[t Cuskomers
#1 Scheduling

HH seating/Zones
P Lovyalty

8 Hostess

|°"5 SoftTouch Msgs

Add Menu Item

1. Click on the red button labeled Items. See image below:

=d AEE® @ 200U E e
hems ; | suttonpro
[ Button C

_Builder R A |
Iterm -
— ﬁ Item Builder . Ny - _
* i.L—Pizza,. Calzones akd Stromboli Button Text
g L-5ub and Soup
gl L-Appetizers ltems Red Button
giL-Beverages
g L-5uper Lunch Specials
gl L-Entrees
gl L-5alads
= L-Desserts

F- - - - -

2. Highlight the group you wish to add an item to by clicking on it. Then click the Add Item icon (small red
i). See image:

FHD DA el e

7] Buttonpro
Builder [ Button C
ltem b 4
—|- £ Itena Builder
* iL—Piz’za,'[alzdnES and Strolpboli Buthan Test
+- g@L-Sub and Soup
+ i.L—.I5'|.|:-|:||Elzizers Item grou
ke
“l-Beverages  Aqq tem jcon  Rows |4
+ g L-Super Lunch Specials
* -L—Entrees Page Mames
il
.+. _.L Salads Page 1
¥ wmL-Desserts Dl 71

3. A small window will pop up asking to enter an Item name you are adding. Enter the name of the item
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and press Ok.
4. You will be asked if you want to continue adding. If you were adding only one item, click No. If you are
adding more than one item, click Yes and repeat step 3.

Assign a Family Group to a Menu Item

5. Highlight the first Menu Item you've added clicking the + to the left of the Item Group you added this
item to, then clicking on the newly added Menu Item. Item Properties fields will be displayed on the
right side.

6. Click the Family drop-down menu. A list of Family Groups will show up. Select the Family Group that
this Menu Item will belong to.

Item properties
[tem # 15632 v Active
[tem Mame ].&F"-Bruschetta

Pririt M ame 1.-’-\.F"-E!ru$|:hetta

Receipt ]

Family ||

Pricity l

Cppelizers
Barcode/PLU | oo

Enable Seale |EEer
Beverages

[+ Rall Modifie Bourbon
[ Upsel Displ Brandy
[F Doriot piir Cocktail:

Cue Stick Sales r

[~ PageBreak  Mon Priced Modifiers 1'3 '#]
MHode Dizplay

il Modes |

Specify Price and Schedule for a Menu Item

7. Now click the Pricing tab at the bottom of the screen.



Item pricing list

|.ﬁ.|:ti'-.fe |.ﬁ.m|:|unt |F'ri-:urit_u |Schedule I
:P‘ v £5.00 1 Poal T able Hight
[ v $E6.00 Al Day Schedule
Price details # Add = Delete

Aot $5.00

per Ibloz For scales

Schedule |Pool Table Night |
Order Type ] LJ

Priority 1 :

Optians
[V Active [+ Open FPrice
[¥ Default Price [ Mot Digcountable

[ Muarsics [ | ock Price
M adifier Mw Frint Groups 4 Recipe A Tax AAdust. 4 Fentals {Menu Details 4Stock [

8. Enter the price of this Menu Item in the Amount field.

9. Click the Schedule drop-down menu. A list of all predefined Schedules will show up. Select the
Schedule for this price.

Price details & Add = [elete

Arnourt $9.95
Scheduled | |

Order Type |Mame =
- Al Day Schedule [ H
Friority | pvelivery Charge 1
Delvern Charge 2
Dallar Dromestic

E ntertainment
. Pool Table Day
- Optiors Pool T able Night
v Active Pricel x
[ Default Price [ Mot Digcountable

3 werric] l_ I, I'II':k F._I'il':F"
"Modifier / ltem | Pricing A Print Groups 4 Recipe A Tax AAdust. i Rentals 4Menu Details 4Stock /
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10. If you need to have more than one price for this item (different prices at different schedules), click the
* 4dd button next to Price Details heading and repeat steps 8 and 9.

11. Click the Printer Groups tab at the bottom of the screen.

CiDismide
b adifier 4 temm i Pricind

=V ol (9]

PR ecipe 4 Tax A Adjust. 4Rentals 4 Menu Details 4 Stock /

12. On the right, under Remote Print Group Name heading click the drop-down menu. A list of
predefined printer groups will show up. Select the printer group this item will be sent to. (If this item is

to go to more than just one printer, click the * #4449 button next to Remote Print Group Name
heading and repeat step 12).

Renmote Print groups

I Remate Print Group Mame I
-

Marmne -
Bar |
Checkl

Check2

Check3

Checkd

Caold

Delivery Printer

E xpeditor r

" Madifier Altem /Pricing /, Print Groups /\Recipe 4T ax fAdjust. |

13. Now click the Tax tab at the bottom of the screen.

Modifier Altem A Pricing 4Prirt Groups AR ecipiust. #Rertals A Menu Details 4 Stock /

14. On the right, under Tax Tables heading click the drop-down menu. A list of predefined in your system
tax tables will show up. Select the tax table that will be added to this item.
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Tax tables & Add: — Delete #75

Save

Tax Table

 Modifier Altem 4 Pricing 4 Prict Groups 4 Fecipe i Tax P{.-’-‘-.u:liust. i Rertals 4 enu Details | Stock [

15. To complete set up of other menu items you might have added, repeat steps 5 through 14.

Note: If you are adding a whole new item and not just modifying an already existing one, you must exit
out of SoftTouch on all stations and re-launch the SoftTouch on all the stations in order for the new items
to appear on all stations.

16. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.

—— U

[ rj

SRR L R

| -Rrwl Paska
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5.2.4 Link Modifier Group to Menu Item

Under the General applet, click on Item Builder.

General n

) Company Regist,
L Swskem

% Order Funckions
é‘l Emplovess

V¥ Time Editaor

[t Cuskomers
#1 Scheduling

HH seating/Zones
P Lovyalty

8 Hostess

|°"5 SoftTouch Msgs

1. Click on the red button labeled Items and all Item Groups are displayed.
=% Emm® & 20T AOE e e

 Builder L |
Itern

-l .ﬁ Item Builder _

+ i.L—Pizza,. Calzones akgd Stromboli Buttan Text
i.L—Sul:n and Soup

gl L-Appetizers ltems Red Button
giiL-Beverages

i.L—Supul:r Lunch Specials

i. L-Entrees

i. L-Salads

imL-Desserts \

_Button pro

F-FH-FH-FH-FH-F-F

2. Click on the + sign next to the Item Group name to expand it and reveal the Items it holds including
the Item you wish to change.

~F ha@me P LD O Uslens
| _ltems Button prot

Builder [ Button Ce

Item I A| -
= EEiItem Builder
[+ i.L—Pizza,. Calzones and Stromboli Buttan Text
L-5Sub and Soup
— Item Group
+ g l-Beverages
L-Ssuper Lunch Specials

—> Item

[+ L-Stuffed Shells

3. Highlight the Item you wish to link a Modifier Group(s) to, then click the Add Modifier Group icon



(yellow block with label M). See image:

= 4p ' 30 = Bl 50U EW s sl F [x

Button properties

Builder Button Colar
[tem || I:I
= £ Item Builder o
+ i.L-F‘iZZEl, Calzgnes and stromboli Button Text | L-Steak,

+ i.L—Sul:r and Soup

+- L= L-Appetizers b . Item properties

] ,. EH Add Modifier Group icon

i i Beverages Item #1027

+- giiL-Super Lunch Specials

- i.L—Entrees Item Mame | L-Steak
+- @ L-Chicken Francese Print Marme | L-Steak
+- @@ L-Chicken Marsala _
+ @@ L-Shrimp & Broccoli Receipt Name
+ @ L-Lunch Combo Farnily | L-Lunch Er
+- @@ L-Chicken Cacciatore =
+ [ L-¥eal Cacciatore Cost e
4_- = L_—FI'EI: Pom EI_'ncken Hald Tirne :
+-@@ Filet Pom Shrimp
+-@@ L- Filet Pomodoro (5] Use Se:
+- @ L- Penne Yodka [=] Half lten
+ @ L- Fett AlF

EiL-5teak

[ ]t Return [ |Pag

+- lml -Salads
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4. A list of all your existing Modifier Groups appears. (You can click the + sign next to Modifier Group

name to view the items in that group).

Group Dialog 2

Fle

Walle

wod @ Lelect the modifier you want to add for this item

23
(28 tem o
= g8 Madifier Builder '

1| # ggPizza Toppings

=+ g Mo Mods
" + gggdd Mods
Call geg tra Mods
-_'d 5 & £ Sub Sauce Mods
el & £ Sub Pasta Mods
eS| 5 £ Instruction Mods
!I;un-: =/ g Dressings

=1 Housze

(e =1 Creamy
::_Iin =1 Bleu Cheesze
\ch € =1 Ranch

1 Hrmen bistard

5. Highlight the group you wish to add and click the Select button.

6. To link more Modifier Groups to this Menu Item repeat steps 3 through 5.

7. Now click on the Add Link Group icon (blue block with label L) to add your Manual Modifiers. See




image

= 9 | & o i RN
Button properties
Builder Buttan Calor

= g Item Builder

+
+
+
+
+

- g@L-Sub and Soup
/- g@L-Appetizers  Add Link Group icon

g L-Pizza, Calzones and

gl L-Beverages

- g L-Super Lunch Specials

g L-Entrees

+- @ L-Chicken Francese
@@ L-Chicken Marsala
@ L-Shrimp & Broccoli
@ L-Lunch Combo

Button Text |L-Steak

Item properties
[tern # 1027
Itern Mame | L-Steak
Print Mame | L-Steak
Receipt Hame

Farmly | L-Lunch Et
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@@ L-Chicken Cacciatore
@@ L-¥eal Cacciatore Cost -
& L-Filet Pom Chicken Hald Time [+
@@ Filet Pom Shrimp =
@ L- Filet Pomodoro [E] Use Se:
@ L- Penne Yodka [=] Half lten
@ L- Fett Alf
@ L-5teak

g Steak Temp

. mml cEalads

s 0 o O O O o O s O s O s O s R

[ ]&ukto Beturn [ ] Pag

8. A list of all your existing Link Groups appears. Highlight the group named Manual Modifiers and click
the Select button.

o | (IR e
. + aup an
m Builder L. R
: i+ g Lunch tenu
_—Pizza, Calzs Qe
i+ gl Dinner Menu
-~5ub and 5o L -
-Appetizers ; .Wmes
--App + gl Fizza Maods Mod Option
_-Beverages L -
i+ gl "ing Coupaon
_~Super Lunc L :
i+ g Catering
~-Entrees L
x i+ g Open Food
B L-Chicken L .
x i+ g Slice Sodas
B L-Chicken L . :
- + g Family 5 pecial
B L-Shrimp L :
i+ gl Dessetlink
B L-Lunch C L o
: i+ g Fries Link
B L-Chicken ) L Erurger Add
B L-Yeal Car €
B L-Filet Por
B Filet Pom
B L- Filet Po
B L- Penne Y
i L- Fett Alf
B L-Steak
rRSteak 1
gfotea Celect ] I Cancel
—-Raladcs
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9. Click the + sign next to the Menu Item where you just added these groups.

10. Highlight the first modifier group under this item.

11. On the right side in the Quantity field enter how many modifiers a customer can choose.
If the modifier is required to be entered before the server can move on (steak temp, egg prep, etc.)
enter the quantity in the Force Quantity filed.
If you are allowed one choice, but not required to enter it (with a ham & cheese sandwich, the guest
may get a choice of cheeses, but the server can press go on and not enter one of the guest asks for no
cheese) enter the quantity in the Quantity field.

Itemsz ; enus Button properties

Builder : H Futtu:un Text | IEMAFTE

[ : | ol 15teak Temp [I

S - _ _ Steak Temp
| E@ L-Stea Internal image... ] [ Hide Button
S Steak Temp Custor | ] e
< = TSI
".Manual Modifiers i
-- _EDUPS Clear button image I
- g Pasta x
.. i.Eteaks Group properties
- gggChicken and Veal Force Quantity (0 =1 [~ Manual Modifier
- g Seafood
G- hWings Ouantity [0 = I~ Skip
-- :.Enld Subs Mode Dizplay
B ot Subs [&ll Modes -
- g oides
[ m NIRRT

For Example: For the meat temperatures a customer chooses only one meat temperature, so you would
put the quantity as 1 in the Force Quantity field and after the server selects the meat temp. he/she is
automatically moves onto the next choice of item modifiers. If you want to display the modifier group over
and over again until the server prompts the system to go on, leave a 0 value in the Quantity field. You
normally do this in the case of sub modifiers where customers order multiple toppings.

12. Do the same for any other modifier groups you have linked to this item.
13. Now highlight the Manual Maodifiers link group under the item you are working with.

14. If you have Manual Modifiers (such as "No" this and that, "Add" this and that or "Extra" this and that)
added to the item, then make sure to select it first and then check the Manual Modifier option.
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Item Builder - Manual Modifiers

. Departments  Menu & Bule Builder i Smart Rules ] henu Categories 1 [tern M aintenance ]

~ 4 amane | PH YO A vl eowoix® BEFAYDL

[tems Links Hain’ﬂenus Button properties
Colar
Builder futtu:un Text Fant...
[ | b anual todifiers I:]
-ltem;-- - | i Manual Modifiers
El. L-Steak Internal image... I [T Hide Button
Customn image... ]
-- hSuups Clear button image ]
(- ggPasta ]
E- i.gteaks Group properties
i ; N
__:;:::;r;and veal Force Cuantity IEI
" hWings Duantity |0
- :.Euld 5'—;:'5 Made Display
o i [l Modes ~]
- gl Sides

IMPORTANT: Add forced modifiers groups (yellow blocks) before Manual Modifiers link group. You can
change the order of modifier groups by right clicking on the group and from the menu that pops up
choosing Move node up, Move node down or Move node to top, Move node to bottom or analogously using
the buttons on the toolbar.

B e _
[+ -l_ .ﬂ.ppEtll Clear all Item modifier
[+ .L Beverc ) o
i+ gl- SuperI; Copy node = Duantity | L
=L EntrEE' Paste node Mor Priced | C

[+ L- Ehn:

= Delete node

+ -l Eh“i [ ] tdarual Mo

i+ @ L-Shri Rename node

[+ 0 L-Lum — [ ]Skip

<] @ L-Chic pdate nodes

- L-Vea Maowe node up

[+ L—FilE‘.

[=-@ Filet |.~1 Mot niode down

- L- F“E'i Move node ko top

= L- Peri
+ 0 L- FEtl Mowe node ko bottom

E_' &= " EtE“ Preview

.Manual Modifiers
[+ ggL-Salads

[+ i.L—Desserts |v|

=% Eaa®a 2D 03 vE)e -e..'f?ix =
[ Modifiers | [ _ Main Menus _EL_'FFE'_'!EIPEE!FEE?_

Builder

Move Up and Move Down

T
I.
[=l ﬁ Item Builder |

+ ml -Pirza. Falznnes and Sheamhbali

Rttt Tewt || -Rowl Pazta Fazul F

15. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to



the SoftTouch screen.

g e 1IN B0 1024 Nz, »

| -Rruwal Paska

5.25 Add New Modifier

Under the General applet, click on Item Builder.

General .

) Company/Feqist.
- Sysbemm

g?é COrder Functions
[]

';,ﬂ Employvees

L¥] Time Editor

Q Lot alky
¥ Hostess
"5 SoftTouch Msgs

1. Click on the yellow button labeled Modifiers and all Modifier Groups are displayed.

~F | Eaa® @) HD 0 UE e

| | ttems [ Links Buttor
_ Builder |
Itern \ | I
—_@ Modifier Builder

£ r;’EPizza&ings Buiton

+ (gNo Mods i

+ TaAdd Mods Modifiers Yellow Button  Modifi

Click on the + sign next to the Modifier Group name to expand it and reveal Modifiers it holds.
Highlight the Modifier Group name where you wish to add your Modifier(s).
4. Then click on the Add Maodifier icon (small yellow M). See image:
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Builder
Item
=|- g Modifier Builder
- r1 - -
+ ggPizza Toppings

+ gNo Mods Add Modifier icon ]
* rgé.l!lu.u:lu:l Mods Bdab

Button

5. A small window will pop up asking to enter a Modifier name. Type in the name of the Modifier and click
Ok.

6. If you are adding more than one madifier, click Yes when asked "Continue adding?" and repeat steps
5, otherwise click No.

7. Highlight the first Modifier that you added by clicking on it. Modifier Properties fields will be displayed
on the right side.

8. Click the Family drop-down menu. A list of Family Groups will show up. Select the Family Group that
this Modifier will belong to.

Modifier properties

[term #1031 Aictive []&8

Madifier Mame |Yinegrette
Frint M ame "»-"iﬁegret.te

Receipt Mame

((Famiy | v )

Cost || Family namne

Appetizers

B aked Specialtiez + Combos
Beverages

Calzones

Cold Subs

["] Page Break| D-Catering

Dr-Darmestic Beer |
D-Diraft Beer [

—"-LM adifier 4 Itern APricing 4 Printers 4Recipe o T ax Addjust [

>

Hald Tirme

Specify Price and Schedule for a Modifier Item

9. Now click the Pricing tab at the bottom of the screen.
sarride I | nck Frce

=
\ Modifier / IterPricing Jint Groups / Recipe AT ax (Adjust. (Rentals fMenu Details 4 Stock |

10. Enter the price of this Modifier Item in the Amount field.

11. Click the Schedule drop-down menu. A list of all predefined Schedules will show up. Select the
Schedule for this price.
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Price details + Add Ielete W Save

Armount $0.25

per Ibloz For scales

Scheduled || -

Order Type |Mame i
All Day Schedule [ M
Delivery Charge 1

Delivery Charge 2

Drallar D omestic

E ntertainmment

Paoal Table Day

Pricrity l

Options Paol T able Might
v Active Pricel -
[+ Default Price [+ Mot Discountable

| &7 O [ | ook Price
' Modifier zltem ?-'-,F'ricing APrint Groups A Fecipe A Tax dAdust. ARentals 4Menu Details 4 Stock /

12. If you have more than one price, click the * #dd pytton next to Price Details heading and repeat
steps 10 and 11.

13. Repeat steps 7 through 11 for additional Modifiers you might have added.
Note: When adding new modifiers and not just modifying the already existing one, you must exit out of

SoftTouch on all stations and re-launch the SoftTouch on all the stations in order for the new modifiers to

appear on all stations. Modifiers follow the remote printer and tax table of the menu item they are
assigned to.

14. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to

the SoftTouch screen.
- —
BER)
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5.2.6 Change Number of Items on Display

If you make additions to your menu, you may need to change the way the items display on your screen.
For Example: if your appetizer group has 12 items in it, the screen should be set to display 3 columns
and 4 rows. This way the buttons are as large as possible while fitting all items on one page. If you add
two items to this group, the system will automatically put them on page 2. Keeping all items on one page
is faster and more convenient to access.

Under the General applet, click on Item Builder.
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General -

) Company/Feqist.
- Sysbemm

b% COrder Functions
[]

&b Emnployess

U¥) Tirme Editar

iEr Seating/Zones
@. Lovyalty

¥ Hostess

"5 SoftTouch Msgs

1. Click on the Modifiers (yellow) or Items (red) button and then highlight either Modifier Group or Item
group, depending on which button you selected.

= dmm® e 0T U e
| Sions | ks [
 Builder \ [
Item | i
- Modifier §uilder
+ ggPizza Tdgpings Buttah
+ gaMNo Mods i :
+ YAdd Mods Modifiers Yellow Button  Modifi

=4 mEE® = 08 U S e e

| [Moditiers | [T TS [0 Buttonpro

_Builder | ButtonC

Item \ | r
—|-£H Item Builder
* i.L—PizzaII Calzones akd Stromboli Button Text
* i.L—Suh and Soup
ML Appekizers Items Red Button
giL-Beverages
i.L-SI.IpEI‘ Lunch specials
i.L-EI'ItI‘EES
i.L—5::|Iq':|||:|s
LmL-Desserts

(][] [ [

+|

2. Highlight the Modifier or Item Group that you On the right, under Group Properties heading you set
the number of items to be displayed on a screen by changing the values in the Rows and Columns
fields.
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em Builder

gL-Pizza, Calzones and Stromboli
gL-5ub and Soup

gL-Appetizers

gL-Beverages

L-Super Lunch Specials
R '.':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':..':.zi

gL-Salads
gL-Desserts

gL-Pizza

gL-Gourmet Pizza
gCalzone & Stromboli
gAppetizer & Sides

mN_Diz—ra

1

Buktton properties
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Buttan Calor

[ ]

Enfrees

Button Text iEntrees

Item group properties

[H':""""S i4 {?]']] [El:llumns |4 - .

Fage Mames

Lunch Entrees
Page 2
Page 3
Page 4
Page &
Page 6

3. The Page Names field below Rows and Columns are the titles that appear at the top of your menu
buttons when you ring up an order to indicate what items are on what page.

SEPTTRRE )

%) o
| BT

.-I-Mlﬁilum

Lunch
Entrees

L-Chicken
Francese
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5.3 Employees

5.3.1 Add Employees That Don't Ring Checks

To add an employee that doesn't ring up checks (bus people, dishwashers, hostesses, drivers etc.) do the

following:

Under the General applet, click on Employees.

General .

) Company/Feqist.

Ei Cuskamers

#1 Scheduling

E= Item Builder
Stock/Barcodes
|# seating/Zones
Q‘ Lovyalty

¥ Hostess

"5 SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

Employee list i Mew employes Wizard" ]

Employee list

Search by last name by first name

] Firat M ame

Blade
_ |Busboy
_|Came
Joe
Ciealer
| Driver
N
 |Cassi

| |Manager

The bottom half of the screen is where you add new employees.

Lazt Mame

Bartender

Bartender

Busboy

Cazhier

Comy

Dealer Company
Diriver Last Mame
Employes

Eubank

Manager Lazt Mame

Uszer 1D
Bartender
Blade17
Busboyl4
Cazhier
Joel19
zofttouchadmin
Diriver
Mew 13
Cazzandra
M anager

[ Hide inactive empl

7 |'I':urrent Employee Job List |

Bartender
| M anager
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Employee | Seu:urit_l,l] Finger Print | Job &Wages] Address | Phaone numbers ] TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes |

Employee + .-'-‘-.::fd _a
Bp s Left/Right handed |Hight handed L]
dtolls IEET'Z Button Size |Small buttans L]
Last name ]Bartender D bk |'.-_~,',:h,.amed j
Bz b b od
Emplayee Type |S-:|ftTDuu:h Erployes L] I

Social zecurity # Show/Hide
Bithday | -]

E mployrment date | LJ

Group Mame |

[+ Dealer Adccount

Add Employee

Click the *#dd putton in the Employee detail area.

2. Enter the employee's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the 24 hockbox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.
You can create a Group Name and assign it to employees for additional sorting in other areas of
SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.
If you are doing delivery at this restaurant, and this employee is a Driver, select Basic for the Driver
Dispatch Assignment Mode. This allows a driver to assign deliveries to themselves but not to
another employee.

5. Click on the Security tab.

EmPlD}'EEFinger P'rint] Job &Wages] Address | Fhaore numbers | Tils/Pockets Scheduling] Tracking | Alertz/Email /S5 | MHotes ]

The screen below will appear:
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.Emplcu_l,lee Security | Finger Print | Job & W ages | Address | Phone numbers | Tillz/Pockets | Scheduling | Tracking | Alel
Security
W Activeldccount Dizabled SoftTouch

Iv Swipe id/AFID never expires

[+ Leave cazhout money under orginal emplayee

|z account locked:

System Uzer 1D |Bartender 7 Comcurrent user logan

i Backaffice [+ Show bank, detail armounts
[+ Can clockout without clozing out

Ch E d |
ANge Fassworn Swipe ID/RFID expires

Pazsword expires Mewver
SIS Change Swipe |D Change FFID

Enter the employee's name in the System User ID field.

Press the Change Swipe ID button, and swipe the employee's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urit_l,l] Finger Pring] Job &Wages. Address | Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall/SMS | Motes ]

The following screen will appear:

.Emplcu_l,lee] SEcurit_l,ll Finger Print  Job & 'Wages |.-'-‘-.|:I|:Iress | Phone numbers | Tillz/Pockets | Scheduling | Tracking | .-i'-.lerts.-"EmaiIa"SMS] M

Employee job and wage detail o+ fdd

v "*"'3“‘"3 FPay Type | ﬂ

Job Dezcription I ﬂ ‘s Aot li S how/Hide

Security Group ] j

[+ Apply tip credit
Ao L':'Qm | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YWAGES FEATURES!
[ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ &zzign BFID or gwipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description.



-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages J.ﬁ.ddress] Phane numl:-ersi TiIIsHP‘acketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

v Active

Job Description

Security Graoup Description

Pap Type IH:::url_l,l j

W' age Amount ShowHide

Bar Help

Auta Login

Bus Help
Cashier
Dizh Help
Diriver

[+ &pply ip credit

ATANT NOTICE ABOUT WEEKLY HOURS AND
5 FEATURES!

| |e sole responsibility of the user to ensure that
—|ekly hours and wages calculation features of
oduct are properly configured to comply with
hnd Federal labor and pay wage laws.
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Hostess
Kitchen Help .

10. Select the Employees security level from the drop down selection by Security Group.

. Emplu:u_l,lee1 Securty ] Finger Print  Job &'ages ].ﬁ.ddress] Fhone numbers i TiIIs;"F‘u:u:ketsI Schedulingi Tracking 1 Alertz/Em:

Employee job and wage detail

W Active Pay Tupe JH:::urI_l,l LJ

Job Dezcription ]Bartender ‘11 R it ]4 Show/Hide

[ &pply ip credit

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
Bartender It iz the sole responsibility of the user to ensure that
Cashier B the weekly hours and wages calculation Features of

[ Wi this product are properiy configured to comply with
Dealer i state and federal labor and pay wage laws.
Drrivers

Employes
b anagers bl

Securty Group '

drririztratar

Auto Login
Agzt, Manager

11. If this is an employee that does not ring checks, keep the Auto Login at None.

12. Select whether this Employee is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.

.Emplu}leei Seu:urity1 Finger Print  Job & Wages 1.ﬁ.ddress] FPhone numbers] TiIIs.-’F'u:uu:kets1 Scheduling} Tracking ] Alerts/E mail

Employee job and wage detail

@ sctve Pay T
Jaob Description (B artender - 1oL
1 —‘—J Wage Amount |7yertime E vernpt I
Security Group |Bartend : ;
¥ P 1 IENGES —-:J [+ Apply Hp credit
At Ll:lgir'l iNDnE j IMPORTANT NOTICE ABOUT WEEKLY HOURS AND

YWAGES 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.

[+ Pickup all emploves checks
[+ Azsign BFID or swipe card on clockin

13. Enter the weekly or hourly wage this Employee is paid in the Wage Amount field.
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.Empll:n_l,lee] Security] Finger Print  Job & ‘ages ].ﬁ.ddress | Phone numl:uers] Tillz/Pockets | Scheduling | Tracking | Alertz/Ema

Employee job and wage detail

W Active Fay Type |Hourly -
Job Dezcription |Bartender LJ ol age Aot |
Securty Group  |Bartender : ‘
5 - | LJ [+ Apply tip credit
Auta Login |N|:|r'|e ﬂ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+¥ Pickup all employee checks It i= the sole responsibility of the user to ensure that
. ) ) the weekly hours and wages calculation Features of
[+ Aszzign RFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pag wage laws.

14. If this is an employee that does not ring checks, do not check the Pickup all employee checks
option box. If this employee is keeping the same swipe card to clock in, do not check the Assign
RFID or swipe card on clockin option box.

-Emplcuyeﬂ Seu:urit_l,l] Finger Print  Job &'/ ages ].ﬁ.ddressi Fl

Employee job and wage detail

v Active
Job Descriphion ]Eartender _v:_J
Secunty Group lEartender L]
Ao Login ]Nu:une :_J

[+ Pickup all emplayee checks

[+ Aszzign BFID or swipe card on clockin

15. If this Employee is making less than minimum wage and the tip credit set up under the System applet
applies, check the Apply Tip Credit option box.

.Emplu:u_l,lee] Seu:urit_l,li Finger Print  Job & 'wages ].ﬁ.ddress | Phaore numbers | Tills/Pockets | Scheduling] Tracking ] Alerts/E mai

Employee job and wage detail

Iv Active Pay Tupe 1H|:uurl_u :J
Job Description |Bartender LJ \adamiaunt | e
Security Group  |B artender ; ;
_|,| R I ,11 [+ Apply tip credit
Auta Login |N|:|r'|E! __T_J IMPORTANT NOTICE ABDUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emplopes checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ Aszzign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee." Click No.
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o )

Confirm .

I.o.l Dioes this ermployee carry hisfher own bank? Choose Yes to create a pocket for this employee,

Yes Mo

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule. You would not use Tracking for Employees that do not ring checks.

Ermployes l Seu:urity] Finger P'rint] Job &Wages] .ﬁ.ddress] Phone numbers l TiIIs.-’F'u:n:kets] Scheduling] Tracking] Alerts/Email/SMS | MHotes ]

17. Repeat steps 1 through 16 to add another employee.

18. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to

g@ﬁ
A

g -y 10 200 1024 S, ri

| -Rruwal Paska

5.3.2 Add Non Banking Server

To add a non banking server (In cashier environments, a server may not take payments for their checks)
do the following:
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Under the General applet, click on Employees.

General -

) Company/Feqist.

[i Cuskamers
41 Scheduling

= Trerm Builder
Stock/Barcodes
[ seating/Zones
Q Lot alky

ﬁ Hosktess
|""= softTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

Employee list i Mew employes Wizard" I

Employee list

Search by last name | by first name I

[ Hide inactive empl

Firat M ame

Blade
_ |Busboy
_|Came
Joe

Ciealer
Ciriveer

Mew

Caszi
M anager

The bottom half of the screen is where you add new employees.

Lazt Mame

Bartender
Bartender

Busboy

Cazhier

Com

Dealer Company
Diriver Last Mame
Employes

Eubank.

Manager Last Mame

Uszer 1D
Bartender
Blade17
Busboyl4
Cazhier

Joel9
zofttouchadmin

Diriver
Mew 13
Cazzandra
M anager

Current Employee Job List |

A

Bartender
td anager
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Employee | Seu:urit_l,l] Finger Print | Job &Wages] Address | Phaone numbers ] TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes |

Employee '|'.-'-‘-.=:RS| -
Employee # 5 Left/Right handed |Right handed -l
First name IEart Button Size |Small buttons L]
Last name ]Bartender Drriver Dizpatch

1.-'-‘-.dvanu:eu:| _vJ

Azsi t Mod
Emplayee Type |S-:|ftTDuu:h Erployes L] I

Social zecurity # Show/Hide
Bithday | -]

E mployrment date | LJ

Group Mame |

[+ Dealer Adccount

Add Non Banking Server

Click the *#dd putton in the Employee detail area.

2. Enter the server's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the 2% hockbox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.

You can create a Group Name and assign it to employees for additional sorting in other areas of
SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

5. Click on the Security tab.

EleD}'EEFinger F"rint] Jab &Wages] .ﬁ.ddress] Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall /S5 | Motes ]

The screen below will appear:
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.Emplcu_l,lee Security | Finger Print | Job & W ages | Address | Phone numbers | Tillz/Pockets | Scheduling | Tracking | Alel
Security
W Activeldccount Dizabled SoftTouch

Iv Swipe id/AFID never expires

[+ Leave cazhout money under orginal emplayee

|z account locked:

System Uzer 1D |Bartender 7 Comcurrent user logan

i Backaffice [+ Show bank, detail armounts
[+ Can clockout without clozing out

Ch E d |
ANge Fassworn Swipe ID/RFID expires

Pazsword expires Mewver
SIS Change Swipe |D Change FFID

Enter the employee's name in the System User ID field.

Press the Change Swipe ID button, and swipe the server's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urit_l,l] Finger Pring] Job &Wages. Address | Phane numbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall/SMS | Motes ]

The following screen will appear:

.Emplcu_l,lee] SEcurit_l,ll Finger Print  Job & 'Wages |.-'-‘-.|:I|:Iress | Phone numbers | Tillz/Pockets | Scheduling | Tracking | .-i'-.lerts.-"EmaiIa"SMS] M

Employee job and wage detail o+ fdd

v &

Fay Tupe | ﬂ

Job Dezcription | ﬂ ‘s Aot li S how/Hide

Security Group ] j

[+ Apply tip credit
Ao L':'Qm | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YWAGES FEATURES!
[ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[« &zzign RFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description. In this case, we are
adding the Server Job Description.
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-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages i.ﬁ.ddress] Phane numl:-ersi TiIIsHP‘acketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

W Active Pay Tupe IH:::url_l,l Lj
Sy — PSRN e
Security Graoup Description 3 : :
Bar Help [ &pply tip credit
Auta Login RTANT NOTICE ABOUT WEEKLY HOURS AND
Bus Help S FEATURES!
sk |_| e sole responsibility of the user to ensure that
‘_33 Ier —|ekly hours and wages calculation features of
Dizh Help oduct are properly configured to comply with
Diriver hnd Federal labor and pay wage laws.
Hostess
Kitchen Help i

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Servers. If so, select it.

. Emplu:u_l,lee1 Securty ] Finger Print  Job &'ages ].ﬁ.ddress] Fhone numbers 1 TiIIs;"F‘u:u:kets] Schedulingi Tracking 1 Alertz/Em:

Employee job and wage detail

W Active Pay Tupe JH:::urI_l,l j
Job Dezcription ]Bartender .1] \wage Afaunt l_— Show/Hide

Securty Group

[+ &pply ip credit

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
Agat. tanager WAGES FEATURES!
Bartender It iz the sole responsibility of the user to ensure that
Cashier B the weekly hours and wages calculation features of

[ Hin this product are properiy configured to comply with
Dealer — state and federal labor and pay wage laws.
Drivers

Employes
b anagers b

Auto Login drririztratar

11. You may want to set the Auto Login for Dining so that this employee will be taken to the Dining mode
to ring up checks when they swipe their card or enter their number at a workstation.

12. Select whether this Employee is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.
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.Empln:n_l,lee] Sec:urit_l,l] Finger Print  Job &' ages ].ﬁ.ddress | Phane numhersI TiIIs;"F‘ackets] Scheduling1 Tracking | Alerts/E mail

Employee job and wage detail

Job Description |Bartender - oy
1 —‘—J W age Amount | yerirne Evernpt I
Security Group  |Bartender ; ;
= E J LJ [+ Apply tip credit
Auta Login 1Nu:une L] IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YAGES FEATURES!
[+ Pickup all employee checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation features of
[+ Aszign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

13. Enter the weekly or hourly wage this Employee is paid in the Wage Amount field.

.Empll:n_l,lee] Security] Finger Print  Job & ‘ages ].ﬁ.ddress | Phone numl:uers] TiIIsHF‘uckets] Scheduling] Tracking | Alertz/Ema

Employee job and wage detail

W Active Fay Type |Hourly -
Job Dezcription |Bartender L] Witace Amoiiri I
Security Group |Bartend ! -
: P | el LJ [+ Apply tip credit
Auto Login {Hone | IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WwWAGES FEATURES!
[¥ Pickup all employee checks It i= the sole responsibility of the user to ensure that
. 4 ) the weekly hours and wages calculation Features of
[+ Aszign RFID or swipe card on clockin thiz product are properly configured to comply with

state and federal labor and pag wage laws.

14. For a server that does not access other employees checks, do not check the Pickup all employee
checks option box. If this employee is keeping the same swipe card to clock in, do not check the
Assign RFID or swipe card on clockin option box.

15. Servers generally make less than minimum wage. If this server is making less than minimum wage
and the tip credit set up under the System applet applies, check the Apply Tip Credit option box.

. Emplu:u_l,lee] Securit_l,li Finger Print ~ Job & ages ].ﬁ.ddress | FPhone numbers | Tillz/Pockets | Scheduling] Tracking 1 Alertz/Emar

Employee job and wage detail

IV Active Pay Type 1HI:ILH|_'.-' _v_l
Job Dezcription |Bartender LJ g Amatint | T
Security Group |Bartend - ;
? R I ekl :J [+ Apply Hp credit
BAuto LDgir'l |N|:|ne __T_J IMPORTANT NOTICE ABDUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emploves checks It i5s the sole responsibility of the user to ensure that
: ; ] the weekly hours and wages calculation Features of
[+ Azzign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.
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16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee."

Confirm ?

I.e.l Dioes this ermployee carry hisfher own bank? Choose Yes to create a pocket for this employee,

o

Yes Mo

An employee that carries their own bank is not tied to a particular station. They can cash out a
customer/guest at any station that their bank was assigned to and must place the money and/or checks in
their bank (usually the employee's pocket).

Since this is a non banking server, select No.

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule.

Ermployes ] Seu:urity] Finger P'rint] Job &Wages] .ﬁ.ddress] Fhone numbers | Tils/Pockets Scheduling] Tracking] Alerts/Email/SMS | MHotes ]

Add Tracking Totals

You may want to track certain totals for employees that ring up checks that don't already appear on their
reports. You can create a tracking group for a Super Department, a Department, a Family Group or a
Menu Item. Managers may wish to use these tracking groups to hold contests for the employee who sells
the most desserts in an effort to promote sales of new or slow selling items.

17. Click on the Tracking tab.

Employes ] Seu:urity] Finger P'rint] Job &Wages] .ﬁ.ddress] Phone numbers ] TiIIs.-’F'u:n:kets] Schedulin.-i‘-.lerts.-’EmaiIa’SMS | MHotes ]

18. You can select a Super Department, Department or Family group by clicking in the blank area beneath
the desired header and selecting from the drop down list, then click the Save button at the right side
of the screen.

Empl-:uyee] Security] Finger F'rint] Job &Wages1 .-’-'-.ddress] Phone nurmberz 1 TiIIs#F‘uckets] Scheduling  Tracking 1.ﬁ.lerts£EmaiIa’5MS ] M otes ]
Employee tracking

. E;:up_l,l Records  Paste Records + &dd Fﬁgﬁﬁg

_ SL_,IDEI Department Departrment F arnily [tem #

> Lo - | I S
Beer -
Drririkz
Food

Liguor.

berchandize
Fizza
Fool T ables it
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19. To add a second tracking group, click on the blank area beneath the desired header and select from
the drop down list, then click the Save button at the right side of the screen.

.Emplcu_l,lee] Seu:urit_l,l] Finger Print | Job &Wageﬂ .-’-'-.ddress] Phone rumbers 1 TiIIsfP'u:u:ketﬂ Scheduling  Tracking | Alerts/EmaildShs | Mates ]

Employee tracking

I--E;ﬁﬁ-hecurds _F';stei H_E:_I:I:IrdS l

I .SuperDepartment :Department
i _Liquu:ur

I.:a.mil_l,l .:.I.terr] ﬁ

Pool Tables
Rentalz

20. If you want to track a particular menu item, you will need to get the menu item number by going to
Item Builder then find and highlight the item you wish to track. You will see the menu item number
on the right side of the screen.

Items
Builder

Itenj i

Eﬁ Item Builder

i i.Pizza

- gl Burgers

- gl Salads
-g@Appetizers

- gl Soups

-gPasta

- gl Steaks

- g Chicken and ¥Yeal
- gl Seafood

- gl Wings

- g Cold Subs
-glgHot Subs

- g Sides
-'-Desserts

(@@ Cannoli

@ Tiramisu

@ Cheese Cake
[+- ggBeverages

- gig Cocktail A

[+ g Cocktail B

2 ]Key Lime Pie

Button properties
Buttor Text  Font.. | Colar

Internal image... ]J_“ Hide Buttan

Key Lime
Pie

Cuztom image... ]

Clear button image

Item prope

v Active

Print Mame |Key Lime Pie

Receipt J

Farnily {Desserts
Priarity =

Barcode/PLU i

=

Enable Scale |

[ Roll Modifiers $ | 86 [« Allow Fefills [Fiogk]
[ Upsel Display [« Mon Taxahle
[+ Do not print on checkreceipt if $0

20. Once you have the number of the menu item you wish to track, enter that number in the Item #
field, then click the Save button at the right side of the screen.
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. Emplu:u_l,leel Seu:urit_lrll Finger F'rinti Job &Wagesl .ﬁ.ddressl Phaore rumbers | Tills/Pockets Scheduling Tracking |.-'1‘-.Iert$.-"EmaiI.-"5MS | Motes l

Employee tracking

| Copy Records  Paste Becords |

Super Department | Department | Farnily | [tem # |

Liquir

Pacl Tables . .
) ————————————)

21. Repeat steps 1 through 20 to add another non banking server.

22. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.

T

BE & LD 0w s
|

| -Rrwl Paska

5.3.3 Add Self-Banking Server

To add a self-banking server (a server who accepts payments for their checks) do the following:

Under the General applet, click on Employees.

) CompanyRegist,
Swskerm

[i» Cusktamers
#iy Scheduling
= Item Builder
_EE' Stock/Barcodes
:El Seating/Zones
P Lovyalty
Hiostess

E SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.
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Employee list I Mew employes Wizard" |

Search by last name by first name [~ Hide inactive empl

Firat M ame Lazt Mame Uszer 1D - |Eurrent Employee Job List |

Bartendsr Bartendsr Bartender

_|Blade Bartender Blade1? | M anager

_ |Busboy Busboy Busboyl4

_|Came Cazhier Cazhier

_|Joe Com Joe19 i

_|Dealer Dealer Company zofttouchadmin &

| Driver Diriver Last Mame Diriver

_Mew Employes Mew 13

 |Cassi Eubank Cazzandra

| |Manager Manager Last Mame M anager

The bottom half of the screen is where you add new employees.

Employee | Seu:urit_l,l] Finger F'rint] Job &Wages] Addresﬂ Phaone numbers 1 TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes |

Employee 'l'e'-"ﬁ'i "'1%
Employee # 5 Left/Right handed |Right handed -]
First name IEart Button Size ]Small buttans Lj
Last name iBartender Diiver Dizpatch

1.-'—‘-.dvanu:ed _v_J

Azsi tMod
Emplayee Type ISthTDu::h Erployes L] ST A

Social zecurity # Show/Hide
Bithday | -]

E mployrment date ] LJ

Group Mame |

[+ Dealer Account

Add Non Banking Server

Click the ¥ #dd putton in the Employee detail area.

2. Enter the server's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the 2% hockbox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.

You can create a Group Name and assign it to employees for additional sorting in other areas of
SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

5. Click on the Security tab.
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EmPlD}'EEFinger P'rint] Job &Wages] Address | Phone numbers | Tills/Pockets Scheduling] Tracking | Alertz/Email /S5 | MHotes ]

The screen below will appear:

.Empln_l,lee Security | Firiger P'rint] Job & WwWages | Addrezs | Fhone numbers | Tillz/Pockets | Scheduling | Tracking | Ale

Security

v Activeitcoount Dizabled SoftTaouch

B A v Swipe id/AFID never expires

[+ Leave cazhout money under original emplopes

Syztem Uzer ID |Bartender 7 Comcurent user logan

i~ Backaoffice [+ Show bank detail amounts

[+ Can clockout without closing out

Ch P d |
ANge Fazswar Swipe ID/RFID expires

Pazsword expires Mevwver
Selacid Change Swipe [D Change RFID

Enter the employee's name in the System User ID field.

Press the Change Swipe ID button, and swipe the server's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urity] Finger Pring] Job &Wages. .ﬁ.ddress] FPhone numbers | Tills/Pockets Scheduling] Tracking | Alertz/Email /S5 | MHotes ]

The following screen will appear:

.Emph:nyee] Security] Finger Print  Job &'ages |.-'-‘-.|:||:Iress | Phone numberz | Tillz/Pockets | Scheduling | Tracking | .-“-‘-.Ierts.-’EmaiIa"SMS] Me

Employee job and wage detail + Add

[~ ,-'f-.c:twa FPay Tupe | ﬂ

Job Description I ﬂ Wage Aol Show/Hide

Securty Group I ﬂ

[+ Apply tip credit
Auta Login | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all employee checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[« Azzign BFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description. In this case, we are
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adding the Server Job Description.

-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages i.ﬁ.ddress] Phane numl:-ersi TiIIsHP‘acketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

W Active Pay Tupe IH:::url_l,l Lj
Sy — PSRN e
Security Graoup Description 3 : :

Bar Help [ &pply tip credit

Auta Login RTANT NOTICE ABOUT WEEKLY HOURS AND
Bus Help S FEATURES!
sk |_| e sole responsibility of the user to ensure that

‘_33 Ier —|ekly hours and wages calculation Features of

Dizh Help oduct are properly configured to comply with
Diriver hnd Federal labor and pay wage laws.
Hostess
Kitchen Help i

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Servers. If so, select it.

. Emplu:u_l,lee1 Securty ] Finger Print  Job &'ages ].ﬁ.ddressi Fhone numbers 1 TiIIs;"F‘u:u:ketsl Schedulingi Tracking 1 Alertz/Em:
Employee job and wage detail
v Active
Job Dezcription ]Bartender .1]

Fay Type 1H|:uur|_l,l j

WWage Amaunt Show/Hide

[+ &pply ip credit

IMPDRTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!

It is the sole responsibility of the user to ensure that
i the weekly hours and wages calculation features of

[ this product are properiy configured to comply with
state and Federal labor and pay wage laws.

Securty Group '

Auto Login drririztratar
Agzt, Manager

Bartender

11. You may want to set the Auto Login for Dining so that this employee will be taken to the Dining mode
to ring up checks when they swipe their card or enter their number at a workstation.

12. Select whether this Employee is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.
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Emplopee 1 S ecurity ] Finger Print  Job &' ages ] Address | Phaone numbers 1 Tillz/Pockets ] Scheduling 1 Tracking | Alerts/E mail
Employee job and wage detail

Job Deszcription iBartender _v_J Swlaige At e S I

Security Grou -
g F JBartender —J [+ Apply tip credit
Ao LI:IQIFI 1NDFIE L] IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all employes checks It iz the sole responsibility of the user to ensure that
the weekly hours and wages calculation features of
[+ Aszign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

13. Enter the weekly or hourly wage this Employee is paid in the Wage Amount field.

.Empll:n_l,lee] Security] Finger Print  Job & ‘ages ].ﬁ.ddress | Phone numl:uers] TiIIsHF‘uckets] Scheduling] Tracking | Alertz/Ema

Employee job and wage detail

W Active Fay Type |Hourly -
Job Dezcription |Bartender L] Witace Amoiiri I
Security Group |Bartend ! -
: P | el LJ [+ Apply tip credit
Auto Login {Hone | IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WwWAGES FEATURES!
[¥ Pickup all employee checks It i= the sole responsibility of the user to ensure that
. 4 ) the weekly hours and wages calculation Features of
[+ Aszign RFID or swipe card on clockin thiz product are properly configured to comply with

state and federal labor and pag wage laws.

14. For a server that does not access other employees checks, do not check the Pickup all employee
checks option box. If this employee is keeping the same swipe card to clock in, do not check the
Assign RFID or swipe card on clockin option box.

15. Servers generally make less than minimum wage. If this server is making less than minimum wage
and the tip credit set up under the System applet applies, check the Apply Tip Credit option
box.

. Emplu:u_l,lee] Securit_l,li Finger Print  Job &' ages ].ﬁ.ddress | FPhone numbers | Tillz/Pockets | Scheduling] Tracking 1 Alertz/Emar

Employee job and wage detail

v Active Pay Type 1HI:ILH|_'.-' _v_l
Job Dezcription |Bartender LJ g Amatint | e
Secunty Group |Barkend - ;
? R I ok :J [+ Apply Hp credit
BAuto LDgir'l |N|:|ne __T_J IMPORTANT NOTICE ABDUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emploves checks It i5s the sole responsibility of the user to ensure that
: ; ] the weekly hours and wages calculation Features of
[+ Azzign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.
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16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee."

Confirm ?

I.e.l Dioes this ermployee carry hisfher own bank? Choose Yes to create a pocket for this employee,

o

Yes Mo

An employee that carries their own bank is not tied to a particular station. They can cash out a
customer/guest at any station that their bank was assigned to and must place the money and/or checks in
their bank (usually the employee's pocket).

Since this is a banking server, select Yes.

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule.

Ermployes ] Seu:urity] Finger P'rint] Job &Wages] .ﬁ.ddress] Fhaore numbers | Tils/Pockets Scheduling] Tracking] Alerts/Email/SMS | MHotes ]

Add Tracking Totals

You may want to track certain totals for employees that ring up checks that don't already appear on their
reports. You can create a tracking group for a Super Department, a Department, a Family Group or a
Menu Item. Managers may wish to use these tracking groups to hold contests for the employee who sells
the most desserts in an effort to promote sales of new or slow selling items.

17. Click on the Tracking tab.

Employes ] Seu:urity] Finger P'rint] Job &Wageﬂ .ﬁ.ddress] Phone numbers ] TiIIs.-’F'u:n:kets] Schedulin.-i‘-.lerts.-’EmaiIa’SMS | MHotes ]

18. You can select a Super Department, Department or Family group by clicking in the blank area beneath
the desired header and selecting from the drop down list, then click the Save button at the right side
of the screen.

Empl-:uyee] Security] Finger F'rint] Job &Wages1 .-’-'-.ddress] Phone nurmberz 1 TiIIs#F‘uckets] Scheduling  Tracking 1.ﬁ.lerts£EmaiIa’5MS ] M otes ]

Employee tracking

. E;:;:u_l,l Records _F'a-ste_ﬁe_cnrds + &dd Fﬁgﬁﬁg
_ _SL_,IDEI Department _ Departrment F arnily [tem #
> Lo - — — (—
Beer A
Cirine 2

Fqud
Liguor.

berchandize
Fizza
Fool T ables it
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19. To add a second tracking group, click on the blank area beneath the desired header and select from
the drop down list, then click the Save button at the right side of the screen.

.Emplcu_l,lee] Seu:urit_l,l] Finger Print | Job &Wageﬂ .-’-'-.ddress] Phone rumbers 1 TiIIsfP'u:u:ketﬂ Scheduling  Tracking | Alerts/EmaildShs | Mates ]

Employee tracking
| Copy Records  Paste Records | *M‘i |

I .Super Department :Department :Famil_l,l .Item #
i _Liquu:ur

* | =

Pool Tables
Rentalz

20. If you want to track a particular menu item, you will need to get the menu item number by going to
Item Builder then find and highlight the item you wish to track. You will see the menu item number
on the right side of the screen.

eine Links || [MSin Me Button properties

Button Text  Font.. | Colar

Builder X
fiar ]Key Lirme Fie I:I KEY Lime
E--ﬁ;tem Builder Internal image... ] [T Hide Button Pie

(- g Pizza .
__ i-Burgers Cuztom image... ]
-- _Salads Clear button image
- g Appetizers .
--i-Euups Item prope
G- gl Pasta v Active
(- g Steaks _
G- g Chicken and Yeal s =Fie
G- g Seafood Pririt M arne |Ke_|,| Lime Fie
[+- g Wings .
--i.l:uld Subs Hzesipt J
[+ ggHot Subs Farmily {Desserts Ll
[+- g Sides - l_——]‘
- g@Desserts A x|

@ Cannoli | Barcode/PLU i

@ Tiramisu

@8 Cheese Cake Enable Scale | _v_J

R Jkey Lime Pie 7 Foll Modifiers § = 7 Allow Refills (Kiosk)]

- _.Bev:ra?es 7 Upsell Display ¥ Mon Taxable
- gig Cocktail A ; A
- L Cocktail B [+ Do not privt on check/receipt if $0

20. Once you have the number of the menu item you wish to track, enter that number in the Item #
field, then click the Save button at the right side of the screen.
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. Emplu:u_l,leel Seu:urit_lrll Finger F'rintl Job &Wagesl .ﬁ.ddressl Phaore rumbers | Tills/Pockets Scheduling Tracking |.-'1‘-.Iert$.-"EmaiI.-"5MS | Motes l

Employee tracking
| Copy Records  Paste Becords |

Super Department | Department | Farnily | [tem # |

Liquir

m Pacl Tables . .
) ————————————)

21. Repeat steps 1 through 20 to add another self-banking server.

22. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.

BER)
T

B & LY (7)) s0 s S5 »
|

| -Rrwl Paska

5.3.4 Add Cashier

Under the General applet, click on Employees.

) Company Regist,

[i» Cuskomers
#iy scheduling

= Item Builder
_EE' Stock/Barcodes
l@l Seating/Zones
P Lovyalty
Hiostess
E SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.
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Employee list | Mew employes Wizard" |

Search by last name by first name [~ Hide inactive empl

Firat M ame Lazt Mame Uszer 1D - |Eurrent Employee Job List |

Bartender Battendsr Bartender

_|Blade Bartender Blade1? | M anager

_ |Busboy Busboy Busboyl4

_|Came Cazhier Cazhier

_|Joe Com Joe19

_|Dealer Dealer Company zofttouchadmin =

| Driver Diriver Last Mame Diriver

_Mew Employes Mew 13

 |Cassi Eubank Cazzandra

| |Manager Manager Last Mame M anager

The bottom half of the screen is where you add new employees.

Employee | Seu:urit_l,l] Finger F'rint] Job &Wages] Address | Phaone numbers 1 TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes

Employee 'l'.-'-‘-a:Fd —f}
Emplopes # 5 Left/Right handed |Right handed -]
First name IEart Button Size JSmaII buttons Lj
Last name ]Bartender Diiver Dizpatch

1.-'—‘-.dvanu:ed _v_J

Azsi tMod
Emplayee Type ISthTDu::h Erployes L] ST A

Social zecurity # Show/Hide
Bithday | -]

E mployrment date | LJ

Group Mame |

[+ Dealer Account

Add Cashier

Click the *#d8d putton in the Employee detail area.

2. Enter the cashier's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the D4 pockhox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.
You can create a Group Name and assign it to employees for additional sorting in other areas of

SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

If you are doing delivery at this restaurant, and this cashier will assign deliveries to drivers, select
Advanced for the Driver Dispatch Assignment Mode. This allows a cashier to assign deliveries to
themselves or any driver that is clocked in.
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5. Click on the Security tab.

EmPlD}'EEFinger P'rint] Job &Wages] Address | Phone numbers | Tills/Pockets Scheduling] Tracking | Alertz/Email /S5 | MHotes ]

The screen below will appear:

.Empln_l,lee Security | Firiger P'rint] Job & WwWages | Addrezs | Fhone numbers | Tillz/Pockets | Scheduling | Tracking | Ale

Security

v Activeitcoount Dizabled SoftTaouch

B A v Swipe id/AFID never expires

[+ Leave cazhout money under original emplopes

Syztem Uzer ID |Bartender 7 Comcurent user logar

i~ Backaoffice [+ Show bank detail amounts

[+ Can clockout without closing out

Ch P d |
ANge Fazswar Swipe ID/RFID expires

Pazsword expires Mevwver
Selacid Change Swipe [D Change RFID

Enter the employee's name in the System User ID field.

Press the Change Swipe ID button, and swipe the cashier's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urity] Finger Pring] Job &Wages. .ﬁ.ddress] Phone numbers | Tills/Pockets Scheduling] Tracking | Alertz/Email /S5 | MHotes ]

The following screen will appear:

.Emph:nyee] Security] Finger Print  Job &' ages |.-'-‘-.|:||:Iress | Phone numberz | Tillz/Pockets | Scheduling | Tracking | .-“-‘-.Ierts.-’EmaiIa"SMS] Me

Employee job and wage detail + Add

Fap Type | ﬂ

Job Description I ﬂ Wage Aol Show/Hide

Securty Group I ﬂ

[+ Apply tip credit
Auta Login | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all employee checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[« Azzign BFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._
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9. Select the Employees job from the drop down selection by Job Description. In this case, we are
adding the Cashier Job Description.

-Emplcuyee] Seu:uritﬂ Finger Print  Job &'/ ages |.-‘-‘-.|:||:|r3331 Phone numl:uers1 TiIIs;"P‘u:u:ketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

W Active Pay Type IH:::urI_I.I j
Security Group | DESCription & : i
Ear Help [+ Apply tip credit
Auta Login RTANT NOTICE ABOUT WEEKLY HOURS AND
Buz Help 5 FEATURES!
ok | 'le sole responsibility of the user to ensure that
'_33 1er —|ekly hours and wages calculation features of
Digh Help oduct are properly configured to comply with
Oiriver hnd Federal labor and pay wage laws.
Hostess
K.itchen Help it

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Cashiers. If so, select it.

.Emplu:u_l,lee1 Seu:uritﬂ Finger Print  Job & ‘W ages ].ﬁ.ddress | Phone numbers ] TiIIs.-"F'u:uu:kets1 Scheduling1 Tra-:king1 .-’-'-.Ierts.-"EmaiI.-"SMS1 Maotes ]

Employee job and wage detail + Add HJE;%
W Active Pay Type |H|:|url_l,l L]
Job Description 1Eashler _v_J WagRamount Ii Shaw/Hide
Security Group 8| Cazhi . ;
g _ 7 Apply tip credi
Auta Lagin 1Nune _'.] IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ Assign BFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

11. You can set the Auto Login so this employee will be taken to the mode you select here to ring up
checks when they swipe their card or enter their number at the workstation. If this cashier is closing
checks for servers, you may wish to select Dining mode. If they will be ringing up counter orders, you
may wish to select Counter mode. If you leave this field at None, they will select the mode they wish
to work in after they swipe their card or enter their number to log onto the system.

12. Select whether this Employee is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.
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.Emplu:u_l,lee1 Seu:uritﬂ Finger Print  Job & ‘W ages l.-'l'-.ddress | Phone numbers | TiIIs.-"F'u:uu:kets1 Scheduling1 Tra-:king1 .-’-'-.Ierts.-"EmaiI.-"SMS1 Maotes ]

Employee job and wage detail

v Active
Job Description |Eashier _v_J
Security Group IEashier LJ
Auto Login 1N|:une L]

[+ Pickup all employee checks
[+ Assign BFID or swipe card on clockin

& Add = Delete

Wage Amaount Show/Hide

[ &pply tip credit

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!

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

13. Enter the weekly or hourly wage this Employee is paid in the Wage Amount field.

.Emplu:u_l,lee1 Seu:uritﬂ Finger Print  Job & ‘W ages l.-'l'-.ddress | Phone numbers I TiIIs.-"F'u:uu:kets1 Scheduling1 Tra-:king1 .-’-'-.Ierts.-"EmaiI.-"SMS1 Maotes ]

Employee job and wage detail

v Active
Job Description |Eashier _v_J
Security Group IEashier LJ
Auto Login 1N|:une L]

[+ Pickup all employee checks
[+ Assign BFID or swipe card on clockin

& Add = Delete

Pay Type |H|:|url_l,l L]
Wage Amaount Show/Hide
[ Apply tip credit

IMPORTANT NOTICE ABODUT 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.

14. If this cashier will access other employees checks, check the Pickup all employee checks option box.
If this cashier is keeping the same swipe card to clock in, do not check the Assign RFID or swipe

card on clockin option box.

15. Cashiers generally make at least minimum wage so you would not check the Apply Tip Credit option

box.

.Emplu:u_l,lee] Seu:urit_l,li Finger Print  Job & 'wages ].ﬁ.ddress | Phaore numbers | Tills/Pockets | Scheduling] Tracking ] Alerts/E mai

Employee job and wage detail

v Active
Job Description |Bartender LJ
Secrity Group ]Bartender ﬂ
Auta Login |Nn:|ne __*_J

[+ Pickup all emplovee checks
[+ Aszzign RFID or swipe card on clockin

Fap Type 1H|:uurl_u :J

i Show/Hide

[# 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.

W'age Amount |
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16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee." Click No.

( Confirm ?

'-0.' Dioes this ermployee carry hisfher own bank? Choose Yes to create a pocket for this employee,

An employee that carries their own bank is not tied to a particular station. They can cash out a
customer/guest at any station that their bank was assigned to and must place the money and/or checks in
their bank (usually the employee's pocket). This is usually used for self banking servers.

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule.

Ermployes l Seu:urity] Finger P'rint] Job &Wages] Address | Phone numbers | Tills/Pockets Scheduling] Tracking | Alerts/Email/SMS | MHotes ]

Add Till(s)

17. Click on the Tills/Pockets tab.

Employee ] Seu:urit_l,l] Finger F"rint] Jaob & YWages | Address | Phaone numberdl] Tillz/Pockets B Scheduling] Tracking | Alertz/Email/SMS | MHaotes ]

18. You need to add the till(s) that this cashier will use.

18 A. If there is one till that this cashier uses EVERY time they close checks, add that till under the
Employee assigned tills/pockets section on the left.

Click the * #dd button under the Employee assigned tills/pockets section and from the drop-down
menu below select the cash drawer from the list that this cashier will be using.
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Emplcuyee] Security] Finger F'rint] Job &Wages1 .ﬁ.ddress] Phone numbers  Tills/Pockets | Scheduling | Tracking

Employee assigned tills/pockets Employee assignable tills
& Add [elzte «f Save X Unda & Add
! Copy Recordz  Pazte Heu:u:urd_s. ._I_:np_l,l Recordz  Paste Heu:u:urds_.

Azzigned hllz/pocketz - .|.-'1‘-.ssignal:ule hills I
Till #1 LY |

L'rawer M ame -
Cazsi Eubank Pocket

Joe Caory Pocket

Mike Teras Pocket ]
Sandy Server's Poclet L
Test Employes Pocket

R -

Till #2

iTable Til e

18B. If this cashier uses different tills, depending on what workstation they are working at on any given
day, add that till under the Employee assignable tills section on the right.

Click the * #dd button under the Employee assignabile tills section and from the drop-down menu below
select the cash drawer from the list that this cashier will be using.

. Empl-:uyee] Securit_l,l] Firuger F'rint] Job &Wages] .-'-‘-.ddress] Fhone numbers  Tille/Pockets | Scheduling] Tran:king1

Employee assigned tills/pockets Employee assignable tills
+ Add Telet e+ Adhde + Add | = Delete
| CopyRecords  Paste Fiecords | | Copy Records  Paste Records

|..;’-;-.ssigne-i -til.ls.-.’En:u:kets | - .E'-.ss.iﬁna-l.:uie I;ills

M N

I
Till #1

19. If this cashier will use more than one till, repeat step 18A or 18B to add another till.

Add Tracking Totals

You may want to track certain totals for employees that ring up checks that don't already appear on their
reports. You can create a tracking group for a Super Department, a Department, a Family Group or a
Menu Item. Managers may wish to use these tracking groups to hold contests for the employee who sells
the most desserts in an effort to promote sales of new or slow selling items.

20. Click on the Tracking tab.

Employes ] Seu:urit_l,l] Finger F"rint] Jab &Wages] .ﬁ.ddress] Phone numbers ] TiIIs;"F‘u:u:kets] Schedulin.-*-.Ierts.-"EmaiI.-"SMS | Motes ]

21. You can select a Super Department, Department or Family group by clicking in the blank area beneath
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the desired header and selecting from the drop down list, then click the Save button at the right side
of the screen.

. Empl-:u_l,leel Seu:urit_l,ll Finger F'rintl Jab &Wagesl .ﬁ.ddressl Phone nurmberz I Ti"S.-"PDCkEtSI Scheduling  Tracking | Alets/Email/SM5 l Maotes I

Employee tracking

| Copy Records  Paste Records |

Super Department Departrment |Fami|_l,l |Item B
& Liquod -
Beer -
Dirinkz

Food

[ Bigior 0
Merchandize

Pizza

Pool Tables ¥

22. To add a second tracking group, click on the blank area beneath the desired header and select from
the drop down list, then click the Save button at the right side of the screen.

. Emplu:u_l,leel Seu:urit_l,ll Finger F'rintl Job &Wagesl .ﬁ.ddressl Phorne numbers I TiIIs.-"P'u:u:ketsI Scheduling  Tracking |.-'-‘-.Ierts.-"EmaiI.-"SMS | Motes I

Employee tracking

| Copy Records  Paste Records |

Super Department | D epartment Farnily [tem # |
Liquir

| -

[#]

Pool Tablez
Fentalz ¥

23. If you want to track a particular menu item, you will need to get the menu item number by going to

Item Builder then find and highlight the item you wish to track. You will see the menu item number
on the right side of the screen.
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Builder
[berm [
=-£H Item Builder
; --i.Pizza
- gl Burgers
- gl Salads
-g@Appetizers
- gl Soups
-gPasta
- gl Steaks
- g Chicken and ¥Yeal
- gl Seafood
- gl Wings
-g Cold Subs
-glgHot Subs
- gl Sides
-'-Desserts
(@ Cannoli
@ Tiramisu
@ Cheese Cake
| JKey Lime Pie
[+- ggBeverages
- gig Cocktail A
[+ g Cocktail B

ltems Links Main Menus

[+

Button properties

Button Text  Font. | Color
|Key Lime: Pie Key Lime
Internal image. .. l [~ Hide Buttan Fie

Cuztom image... ]

Clear button image |

Item prope

¥ Active

Print Mame |Key Lime Pie

Receipt !

Farnily iDesserts
Friority I_—:]
Barcode/PLU |
Enable Scale I

[¥ Foll Modifiers $ [~ 26 [ Allow Befils [Kiosk)
[V Upsel Dizplay [ Mon Taxahle
[+ Da not print on checkreceipt it $0

24. Once you have the number of the menu item you wish to track, enter that number in the Item #
field, then click the Save button at the right side of the screen.

.Emplcu_l,leel Seu:urit_ul Finger F'rinti Job &Wages! .ﬁ.ddressi Phone nurmberz ! TiIIsfF‘ucketsI Scheduling  Tracking I.-’-‘-.IertsHEmaiI.-’SMS l Motes I

Employee tracking

| Copy Records  Paste Records |

Super Department | Departrment

|Item1¢ |

L Ligquar

Pool Tables . .

25. Repeat steps 1 through 24 to add another cashier.

26. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.
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5.3.5 Add Bartender with Assigned Till

To add a bartender that has an assigned till, do the following:

Under the General applet, click on Employees.

General _-

ﬂ Company/Feqist.

[i Cuskamers
1 Scheduling

= Trerm Builder
Stock/Barcodes
i_ﬁ} Seating/Zones
Q Lot alky

ﬁ Hosktess

Ema—
B

|""= softTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

Employes list i Mew employes Wizard" |

Search by last name | b first name i [~ Hide inactive empl

! Firat M ame Lazt Mame Uszer 1D + | Current Employee Job List |
Bartender Bartender _|Bartender

i_ Blade Bartender Blade1? l td anager

i_ Buzboy Busboy Busboyl4

|_|Carrie Cashier Cashier

!_ Joe Com Joe19 i

!_ Dealer Dealer Company zofttouchadmin T

!_ Driver Driver Last Mame Diriver

!_ Mew Employes Mew 13

|_ Caszi Eubank Cazzandra

M anager Manager Last Mame M anager

The bottom half of the screen is where you add new employees.
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Employee | Seu:urit_l,l] Finger Print | Job &Wages] Address | Phaone numbers ] TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes |

Employee + .-'-‘-.::fd _a
Bp s Left/Right handed |Hight handed L]
dtolls IEET'Z Button Size |Small buttans L]
Last name ]Bartender D bk |'.-_~,',:h,.amed j
Bz b b od
Emplayee Type |S-:|ftTDuu:h Erployes L] I

Social zecurity # Show/Hide
Bithday | -]

E mployrment date | LJ

Group Mame |

[+ Dealer Adccount

Add Bartender

Click the * 444 button in the Employee detail area.

2. Enter the bartender's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the D4 pockhox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.
You can create a Group Name and assign it to employees for additional sorting in other areas of
SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

If you are doing delivery at this restaurant, and this bartender will assign deliveries to drivers, select
Advanced for the Driver Dispatch Assignment Mode.

5. Click on the Security tab.

EleD}'EEFinger F"rint] Jab &Wages] Address | Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall /S5 | Motes ]

The screen below will appear:
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.Emplcu_l,lee Security | Finger Print | Job & W ages | Address | Phone numbers | Tillz/Pockets | Scheduling | Tracking | Alel
Security
W Activeldccount Dizabled SoftTouch

Iv Swipe id/AFID never expires

[+ Leave cazhout money under orginal emplayee

|z account locked:

System Uzer 1D |Bartender 7 Comcurrent user logan

i Backaffice [+ Show bank, detail armounts
[+ Can clockout without clozing out

Ch E d |
ANge Fassworn Swipe ID/RFID expires

Pazsword expires Mewver
SIS Change Swipe |D Change FFID

Enter the bartender's name in the System User ID field.

Press the Change Swipe ID button, and swipe the bartender's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urit_l,l] Finger Pring] Job &Wages. Address | Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall/SMS | Motes ]

The following screen will appear:

.Emplcu_l,lee] SEcurit_l,ll Finger Print  Job & 'Wages |.-'-‘-.|:I|:Iress | Phone numbers | Tillz/Pockets | Scheduling | Tracking | .-i'-.lerts.-"EmaiIa"SMS] M

Employee job and wage detail o+ fdd

v "*"'3“‘"3 FPay Type | ﬂ

Job Dezcription I ﬂ ‘s Aot li S how/Hide

Security Group ] j

[+ Apply tip credit
Ao L':'Qm | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YWAGES FEATURES!
[ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ &zzign BFID or gwipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description. In this case, we are
adding the Bartender Job Description.
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-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages i.ﬁ.ddress] Phane numl:-ersi TiIIsHP‘acketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

W Active Pay Tupe IH:::url_l,l Lj
Sy — PSRN e
Security Graoup Description 3 : :
Bar Help [ &pply tip credit
Auta Login RTANT NOTICE ABOUT WEEKLY HOURS AND
Bus Help S FEATURES!
sk |_| e sole responsibility of the user to ensure that
‘_33 Ier —|ekly hours and wages calculation features of
Dizh Help oduct are properly configured to comply with
Diriver hnd Federal labor and pay wage laws.
Hostess
Kitchen Help i

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Bartenders. If so, select it.

. Emplu:u_l,lee1 Securty ] Finger Print  Job &'ages ].ﬁ.ddress] Fhone numbers 1 TiIIs;"F‘u:u:kets] Schedulingi Tracking 1 Alertz/Em:

Employee job and wage detail

W Active Pay Tupe JH:::urI_l,l j
Job Dezcription ]Bartender .1] \wage Afaunt l_— Show/Hide

Securty Group

[+ &pply ip credit

IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
Agat. tanager WAGES FEATURES!
Bartender It iz the sole responsibility of the user to ensure that
Cashier B the weekly hours and wages calculation features of

[ Hin this product are properiy configured to comply with
Dealer — state and federal labor and pay wage laws.
Drivers

Employes
b anagers b

Auto Login drririztratar

11. You may want to set the Auto Login for Bar so that this bartender will be taken to the Bar mode to ring
up checks when they swipe their card or enter their number at a workstation.

12. Select whether this Bartender is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.
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.Empln:n_l,lee] Sec:urit_l,l] Finger Print  Job &' ages 1.-'1'-.ddress | Phane numhersI TiIIs;"F‘ackets] Scheduling1 Tracking | Alerts/E mail

Employee job and wage detail

W Active Pay Type
Job Description |Bartender - oy
1 —‘—J Wage Amount [ 7yertime E zempt
Security Group  |Bartender ; ;
- B J LJ [+ Apply tip credit
Auta Login 1Nu:une L] IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YAGES FEATURES!
[+ Pickup all employee checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation features of
[+ Aszign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

13. Enter the weekly or hourly wage this Bartender is paid in the Wage Amount field.

.Empll:n_l,lee] Security] Finger Print  Job & ‘ages ].ﬁ.ddress] Phone numl:uers] TiIIsHF‘uckets] Scheduling] Tracking | Alertz/Ema

Employee job and wage detail

W Active Pay Type |Hourly -
Job Dezcription |Bartender L] B i ]
Security Group |Bartend ! -
-4 P | bl LJ [+ Apply tip credit
Auta Login INDHE ﬂ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WwWAGES FEATURES!
] Fickup all employes checks It i5 the sole responsibility of the user to ensure that
. 4 ) the weekly hours and wages calculation Features of
[% fzsign BFID o swipe card on clockin thiz product are properly configured to comply with

state and federal labor and pag wage laws.

14. If this bartender does not access other employees checks, do not check the Pickup all employee
checks option box. If they do, place a check in the Pickup all employee checks option box.

If this employee is keeping the same swipe card to clock in, do not check the Assign RFID or swipe

card on clockin option box.

15. If this bartender is making less than minimum wage and the tip credit set up under the System applet
applies, check the Apply Tip Credit option box.
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.Emplu:u_l,lee] Seu:urit_l,li Finger Print  Job & 'wages | Address | Phaore numbers | Tills/Pockets | Scheduling] Tracking | Alerts/E mai

Employee job and wage detail

[v Active Pay Type ]Hu:nurlj,I ﬂ
Job Description |Bartender j et | R

Security Grou -
? R |Bartender ,J [+ Apply tip credit
Auto Login |N|:|r'|E: LJ IMPORTANT NMOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emplopes checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ Azzign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee."

- )

Canfirtm .

'-6.' Coes this employee carry hisfher own bank? Choose Yes to create a pocket for this ermployee.

An employee that carries their own bank is not tied to a particular station. They can cash out a
customer/guest at any station that their bank was assigned to and must place the money and/or checks in
their bank (usually the employee's pocket).

Since this is a bartender, select No.

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule.

Employee l Seu:urit_l,l] Finger F"rint] Jab &Wages] Address | Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Email/SMS | MHaotes ]

Add Till(s)

17. Click on the Tills/Pockets tab.

Ermployes ] Seu:urity] Finger P'rint] Job & Wanes | Address | Phone numberdl Tillz/FPockets B Scheduling] Tracking | Alerts/Email/SMS | MHotes ]

You will need to add the till(s) this bartender will use.

You will use the Employee assigned tills/pockets if there is one till that this bartender uses EVERY time
they close checks. Add that till under the Employee assigned tills/pockets section on the left.
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18. Click the *#dd putton under the Employee assigned tills/pockets section and from the drop-down
menu below select the cash drawer from the list that this cashier will be using.

.Emplcu_l,lee] SEcurit_l,I] Finger F'rint] Job &Wageﬂ .ﬂ.ddress] Phone numbers  Tills/Pockets ] SCheduIing] Tracking]

Employee assigned tills/pockets Employee assignable tills

* Add 7 Delete o Save X Undo % Add |

I Copy H;ccurds Fazte Records | :l:-:up_l,l Records F'-;Sha HECEEISZ:

Azzigned tllz/pockets - .|..-i'-.ssignal:|le fill: I ]
Till #1 LY |

Urawer Mame -

Cazzi Eubank Pocket

Joe Cary Pocket

Mile Texaz Pocket

Sandy Server's Poclet R |
Test Employes Focket

E

Till #2

iT able Til ¥

19. Click the Save button.

Add Tracking Totals

You may want to track certain totals for employees that ring up checks that don't already appear on their
reports. You can create a tracking group for a Super Department, a Department, a Family Group or a
Menu Item. Managers may wish to use these tracking groups to hold contests for the employee who sells
the most desserts in an effort to promote sales of new or slow selling items.

20. Click on the Tracking tab.

Employes ] Seu:urit_l,l] Finger F"rinti Jab &Wagn331 .ﬁ.ddress] Fhone numbers ] TiIIs;"F‘u:u:kets] Schedulin.-*-.Ierts.-"EmaiI.-"SMS | Motes ]

21. You can select a Super Department, Department or Family group by clicking in the blank area beneath
the desired header and selecting from the drop down list, then click the Save button at the right side
of the screen.

. Empl-:u_l,lee] Seu:urit_l,l] Finger F'rint] Jab &Wages% .ﬁ.ddress] Phone nurmberz 1 Ti"S.-"PDCkEtS] Scheduling  Tracking ].&Ierts.-"EmaiI.-"SMS 1 Maotes ]

Employee tracking
| Copy Records  Paste Becords ] +idd = \'_ 'ﬁi:

L .SgperDepartment - | Departrment Farnily [term #

% Liquod ~ |
Beer i
Dirinkz

Food )
| |
Merchandize

Pizza

Pool Tables ¥

22. To add a second tracking group, click on the blank area beneath the desired header and select from
the drop down list, then click the Save button at the right side of the screen.
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.Emplcu_l,lee] Seu:urit_l,l1 Finger Print | Job &Wageﬂ .-’-'-.ddress] Phaore nurbers | Tills/Pockets Scheduling  Tracking ].-'-‘-.IertstmaiI.-’SMS | M otes 1

Employee tracking
| Copy Records Paste Fiecnrd_s_' +M¥i 5

[ .Super Department :Department iFamiI_l,l .Item #
i _Liquu:ur

- | =

Pool Tables
Rentalz

23. If you want to track a particular menu item, you will need to get the menu item number by going to
Item Builder then find and highlight the item you wish to track. You will see the menu item number
on the right side of the screen.

Items Button properties

; . = = Buttori Test  Font. | Color
Builder — ;
i [ |« ]Key Lime Pie I:I Key LImE
=& Item Builder Internal image... ] [ Hide Button Pie

(- g Pizza .
__ i-Burgers Cuztom image... ]
-- _Salads Clear button image J
- g Appetizers
--i-Euups Item prope
G- gl Pasta v Active
-- gl Steaks _
-- i.l:hiEkEl'l and Yeal Y ellie
G- g Seafood Pririt M arne ]Ke_l,l Lime Fie
[+- g Wings .
--i.l:uld Subs Hzesipt J
[+ gigHot Subs Farmily {Desserts LJ
[+- g Sides - ]——'—]‘
- g@Desserts ey x|

@ Cannoli | Barcode/PLU i

@ Tiramisu

@8 Cheese Cake Enable Scale l _v__J

e dkeytimePie [ TITVRR R S [ Allow Refils (Kiosk]

- _.BE"'Era'-;'ES % Upszell Display [ Mon Taxable
[+ gig Cocktail A ; A
i L Cocktail B [ Da nat print on check/receipt if $0

24. Once you have the number of the menu item you wish to track, enter that number in the Item #
field, then click the Save button at the right side of the screen.
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. Emplu:u_l,leel Seu:urit_lrll Finger F'rintl Job &Wagesl .ﬁ.ddressl Phaore rumbers | Tills/Pockets Scheduling Tracking |.-'1‘-.Iert$.-"EmaiI.-"5MS | Motes I

Employee tracking
| Copy Records  Paste Becords |

|Item1¢ |

Super Department | Department | Farnily

Liquir

m Pacl Tables . . .
> )

25. Repeat steps 1 through 24 to add another cashier.
26. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.

B & LY (7)) s0 s S5 »
|

| -Rrwl Paska

5.3.6 Add Bartender with Assignable Tills

To add a bartender that assigns their own till, depending on the workstation they are working at on any
given day, do the following:
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Under the General applet, click on Employees.

General -

) Company/Feqist.

E‘ Cuskamers

#1 Scheduling

E= Item Builder
Stock/Barcodes
#H Seating/Zones
@. Lovyalty

¥ Hostess

"5 SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

Employee list ] Mew employes Wizard" ]

Search by last name by first name [~ Hide inactive empl

Firat M ame Lazt Mame Uszer 1D - |Eurrent Employee Job List |

Bartender Eartender Bartender

_|Blade Bartender Blade17 | M anager

_ |Busboy Busboy Busboyl4

_|Came Cazhier Cazhier

_|Joe Com Joel9 i

_|Dealer Dealer Company zofttouchadrmin =

| Driver Diriver Last Mame Diriver

_Mew Employes Mew 13

 |Cassi Eubank. Cazzandra

| |Manager Manager Last Mame M anager

The bottom half of the screen is where you add new employees.

Employee J Seu:urit_l,ll Finger F'rint] Job &Wages1 Addresﬂ Phone numbers 1 TiIIsfF‘u:u:kets] Scheduling] Trau:king1 Alertz/Email/SMS 1 Motes |

Employee * hdd ﬁ

Employee # 5 Left/Right handed |Right handed -]
First name 18'3” Button Size ]Small buttons Lj
Last name JBartender Drriver Dizpatch

i.ﬁ.dvanced _:_J

Azsi t Mod
Emplayee Type ;SnftTDuch Employes _:_] I

Social zecurity # Show/Hide J
Birthday j

E mployrment date

Group Mame

l
1
I
[+ Dealer Account

Add Bartender
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Click the *#dd putton in the Employee detail area.

2. Enter the bartender's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the D4 pockhox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.
You can create a Group Name and assign it to employees for additional sorting in other areas of

SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

If you are doing delivery at this restaurant, and this bartender will assign deliveries to drivers, select
Advanced for the Driver Dispatch Assignment Mode.

5. Click on the Security tab.

EleD}'EEFinger F"rint] Jaob & YWages | Address | Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall /S5 | Motes ]

The screen below will appear:

' Employee  Security | Finger F"rint] Job & Wages | Address | Phaone numbers | Tillz/Pocketz | Scheduling | Tracking | Ale

Security

W Activeldccount Dizabled SoftTouch
v Swipe id/AFID never expires

[+ Leawve cazhout money under orginal emplayee

|z account locked:

System Uzer 1D |Bartender 7 Concurent user logan

r— Backaffice |+ Show bank detail amounts

[+ Can clockout without clozing out

Ch E d |
ANge Fassworn Swipe ID/RFID expires

Pazsword expires Mewver
St oLl Change Swipe 1D Change RFID

Enter the bartender's name in the System User ID field.

Press the Change Swipe ID button, and swipe the bartender's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urit_l,l] Finger Pring] Job &Wages. .ﬁ.ddress| Phaone numbers | Till/Pockets Scheduling] Tracking | Alertz/Emall/SMS | Motes ]

The following screen will appear:
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.Emplcu_l,lee] SEcurit_l,I] Finger Print  Job & 'Wages J.ﬁ.ddress] Phone numbersl TiIIs.-"F'u:u:kets] Scheduling1 Tracking | .-i'-.lerts.-"EmaiIa"SMﬂ M

Employee job and wage detail iﬁ:ﬁ
[+ tive Pay Tupe ] L]
Job Description j lJ Wi Birbunt l—‘ Show/Hide ]
Security Grou . :
s E ] LJ [+ &pply tip credit
Auta Login | Li IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
™ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ Azsign RFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description. In this case, we are
adding the Bartender Job Description.

-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages J.&ddressI Phane numl:-ersi TiIIsHP‘ackets1 Scheduling1 Tracking 1 Alertas

Employee job and wage detail

W Active Pay Tupe IH:::url_l,l Lj
Security Graoup Description s : :
Biar Help [+ Apply tip credit
Auta Login BTANT NOTICE ABOUT WEEKLY HOURS AND
Bus Help S FEATURES!
sk |_'| e sole responsibility of the user to ensure that
‘_33 Ier —|ekly hours and wages calculation Features of
Dizh Help oduct are properly configured to comply with
Diriver and Federal labor and pay wage laws.
Hostess
Kitchen Help .

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Bartenders. If so, select it.



. Emplu:u_l,lee1 Securty ] Finger Print  Job &'ages ].ﬁ.ddress | Fhone numbers ] TiIIs;"F‘u:u:kets] Scheduling] Tracking ] Alertz/Em:

Employee job and wage detail

¥ Active
Job Dezcription ]Bartender LJ

Securty Group '

drririztratar
Agzt, Manager
Bartender
Cashier —
Dealer —
Dirivers

Employes

b anagers b

Auto Login

11. You may want to set the Auto Login for Bar so that this bartender will be taken to the Bar mode to ring

Fay Type ]Hu:uurl_l,l LJ

“Wage Amalnt Show/Hide

[+ &pply tip credit

IMPDRTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!

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

up checks when they swipe their card or enter their number at a workstation.
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12. Select whether this Bartender is paid Hourly or if they are Overtime Exempt (Salaried) from the drop

down selection by Pay Type.

.Emplu}lee1 Seu:urity] Finger Print  Job & W ages 1.ﬁ.ddress] Fhone numbers] TiIIs.-’F'u:n:ketsi Scheduling1 Tracking | Alerts/E mail

Employee job and wage detail

v Active
Job Description jBartender _v_J
Securty Group 1Bartender j
Auto Login iNDnE L]

[+ Pickup all emploves checks
[ Azzign BFID or swipe card on clockin

HOLn I

Wage Amount | 7yertime E vernpt

[+ Apply tip credit

IMPORTANT NOTICE ABOUT YWEEKLY HOURS AND
YWAGES FEATURES!

It i5 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.

13. Enter the weekly or hourly wage this Bartender is paid in the Wage Amount field.

.Emplu:u_l,lee] SEcurit_l,l] Finger Print  Job & 'wages ].ﬂ.ddress] Phane numl:uers] TiIIs;"F‘u:uckets] Scheduling] Tracking | Alertz/Ema

Employee job and wage detail

v Active
Job Description |Bartender L]
Securty Group |Bartender LJ
Autka Login ]Nnne ﬂ

[¥ Pickup all ermployes checks
[¥ Aszsign RFID or swipe card on clockin

Pay Type |Haourly -

YW'age Amount ]

[+ 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.
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14. If this bartender does not access other employees checks, do not check the Pickup all employee
checks option box. If they do, place a check in the Pickup all employee checks option box.

If this employee is keeping the same swipe card to clock in, do not check the Assign RFID or swipe
card on clockin option box.

15. If this bartender is making less than minimum wage and the tip credit set up under the System applet
applies, check the Apply Tip Credit option box.

.Emplu:u_l,lee] Seu:urit_l,li Finger Print  Job & 'wages | Address | Phaore numbers | Tills/Pockets | Scheduling] Tracking | Alerts/E mai

Employee job and wage detail

v Active Pay Type 1H|:uurl_u :J
Job Description |Bartender j \adamiaunt | T
Security Group  |B artender ; ;
_|,| R | ,ﬂ [+ Apply tip credit
Auto Login |N|:|ne LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
WAGES FEATURES!
[+ Pickup all emplopes checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[+ Azzign RFID or swipe card on clockin this product are properly configured to comply with

state and Federal labor and pay wage laws.

16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee."

Canfirtm ?

'-6.' Coes this employee carry hisfher owen bank? Choose Yes to create a pocket for this ermployee.

-

Yes Mo

An employee that carries their own bank is not tied to a particular station. They can cash out a
customer/guest at any station that their bank was assigned to and must place the money and/or checks in
their bank (usually the employee's pocket).

Since this is a bartender, select No.

You have the option to add an Address, Phone numbers or Notes to this employee. You also may wish to
add them to a schedule.

Employee l Seu:urit_l,l] Finger F"rint] Jab &Wages] Address | Phaone numbers | Till/Pockets Scheduling] Tracking | Alertz/Email/SMS | MHaotes ]

Add Till(s)
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17. Click on the Tills/Pockets tab.

Ermployes ] Seu:urity] Finger P'rint] Job & Wanes | .ﬁ.ddress] Phone numberdl Tillz/FPockets B Scheduling] Tracking | Alerts/Email/SMS | MHotes ]

You will need to add the till(s) this bartender will use.

If this bartender uses different tills, depending on what workstation they are working at on any given day,
add that/those till(s) under the Employee assignable tills section on the right.

18. Click the *#dd putton under the Employee assignable tills section and from the drop-down menu
below select the cash drawer from the list that this cashier will be using.

. Empln_l,lee] Se-:urit_l,l] Finger F'rint] Job &Wages] .ﬁ.ddress] Phone numbers  Tille/Pockets | Scheduling] Tra-:king1

Employee assigned tills/pockets Employee assignable tills
+ Add Ielet e + 4dd = Delete
| Copy Fesords  Paste Fiecords | | Copy Records  Paste Records

Azzignable tillz
CHEED. U -

iFocke
Till #1
Till #2
iT able Till

|..:’-'-.ssigned tiIIsé’{:u:n:kets I -

¥ |

19. If this bartender will use more than one till, repeat step 18 to add another till.

Add Tracking Totals

You may want to track certain totals for employees that ring up checks that don't already appear on their
reports. You can create a tracking group for a Super Department, a Department, a Family Group or a
Menu Item. Managers may wish to use these tracking groups to hold contests for the employee who sells
the most desserts in an effort to promote sales of new or slow selling items.

20. Click on the Tracking tab.
Employes ] Seu:urity] Finger P'rint] Job & Wages | .ﬁ.ddress] Phone numbers ] TiIIs.-’F'u:n:kets] Schedulin.-i‘-.lerts.-’EmaiIa’SMS | MHotes ]

21. You can select a Super Department, Department or Family group by clicking in the blank area beneath
the desired header and selecting from the drop down list, then click the Save button at the right side
of the screen.
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.Empln_l,leel Seu:urit_l,ll Finger F'rintl Jab &Wagesl .ﬁ.ddressl Phore nurmbers | Tils/Pockets Scheduling  Tracking | Alets/Email/SM5 I Maotes I

Employee tracking

| Copy Records  Paste Records |

& Liquod -

Beer -

Dirinkz

Food

By 0
kMerchandize

Pizza

Pool Tables ¥

Super Department Departrment

|Fami|_l,l Item #

22. To add a second tracking group, click on the blank area beneath the desired header and select from
the drop down list, then click the Save button at the right side of the screen.

. Emplu:u_l,leel Seu:urit_l,ll Finger F'rintl Job &Wagesl .ﬁ.ddressl Phorne numbers I TiIIs.-"P'u:u:ketsI Scheduling  Tracking |.-'-‘-.Ierts.-"EmaiI.-"SMS | Motes I

Employee tracking

| Copy Records  Paste Records |

e

Super Department | D epartment

| Farnily Itemn # |

Liquir

[#]

= i

Pool Tablez
Fentalz

H S

I

23. If you want to track a particular menu item, you will need to get the menu item number by going to
Item Builder then find and highlight the item you wish to track. You will see the menu item number

on the right side of the screen.
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Builder
[berm [
=-£H Item Builder
; --i.Pizza
- gl Burgers
- gl Salads
-g@Appetizers
- gl Soups
-gPasta
- gl Steaks
- g Chicken and ¥Yeal
- gl Seafood
- gl Wings
-g Cold Subs
-glgHot Subs
- gl Sides
-'-Desserts
(@ Cannoli
@ Tiramisu
@ Cheese Cake
| JKey Lime Pie
[+- ggBeverages
- gig Cocktail A
[+ g Cocktail B

ltems Links Main Menus

[+

Button properties

Button Text  Font. | Color
|Key Lime: Pie Key Lime
Internal image. .. l [~ Hide Buttan Fie

Cuztom image... ]

Clear button image |

Item prope

¥ Active

Print Mame |Key Lime Pie

Receipt !

Farnily iDesserts
Friority I_—:]
Barcode/PLU |
Enable Scale I

[¥ Foll Modifiers $ [~ 26 [ Allow Befils [Kiosk)
[V Upsel Dizplay [ Mon Taxahle
[+ Da not print on checkreceipt it $0

24. Once you have the number of the menu item you wish to track, enter that number in the Item #
field, then click the Save button at the right side of the screen.

.Emplcu_l,leel Seu:urit_ul Finger F'rinti Job &Wages! .ﬁ.ddressi Phone nurmberz ! TiIIsfF‘ucketsI Scheduling  Tracking I.-’-‘-.IertsHEmaiI.-’SMS l Motes I

Employee tracking

| Copy Records  Paste Records |

Super Department | Departrment

|Item1¢ |

L Ligquar

Pool Tables . .

25. Repeat steps 1 through 24 to add another cashier.

26. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to
the SoftTouch screen.
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SRR L R
|

| -Rrwl Paska

5.3.7 Add Manager

To add a manager, do the following:

Under the General applet, click on Employees.

General -

) Company Regist,

[t Cusktamers
#iy Scheduling

= Item Builder
Stock/Barcodes
" seating/Zones
Q_ Lovyalty
;“; Hiostess
|""= SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

Emplopee list i MNew employes ""wizard" I

Emiployee list

Search by last name | by first name I

[~ Hide inactive empl

Firgt Mame Lazt Mame Uszer 1D
Bartender Bartender

_|Blade B artender Blade17
_|Busboy Buzbaoy Buszboyld
_|Canie Cazhier Cazhier
_[Joe Cory Joe13
|Dealer Dealer Company zofttouchadmin
| Driver Diriver Last Mame Diriveer
_|Mew Employes Mew13
|_ Cassi Eubank Cazzandra

bl anager tanager Lazt Mame td anager

The bottom half of the screen is where you add new employees.

Current Employee Job List |

[

Bartender
M anager
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Employee | Seu:urit_l,l] Finger Print | Job &Wages] Address | Phaone numbers ] TiIIsfF‘u:u:kets] Scheduling] Tracking | Alerts/E mail/SMS | Motes |

Employee '|'.-'-‘-.=:RS| -
Employee # 5 Left/Right handed |Right handed -l
First name IEart Button Size |Small buttons L]
Last name ]Bartender Drriver Dizpatch

1.-'-‘-.dvanu:eu:| _vJ

Azsi t Mod
Emplayee Type |S-:|ftTDuu:h Erployes L] I

Social zecurity # Show/Hide
Bithday | -]

E mployrment date | LJ

Group Mame |

[+ Dealer Adccount

Add Manager

Click the *#dd putton in the Employee detail area.

2. Enter the manager's first and last name and select SoftTouch Employee as the Employee Type.

3. Make sure the 2% hockbox is checked. Note: you may deactivate an employee without deleting
his/her info for later activation again by selecting/unselecting the Active checkbox.

4. Social security, Birthday and Employment date are optional fields.

You can create a Group Name and assign it to employees for additional sorting in other areas of
SoftTouch. For example, you may wish to add a Front of House and a Back of House group. When
asked in other areas of SoftTouch for a Group Name, you will be able to sort accordingly.

5. Click on the Security tab.

EleD}'EEFinger F"rint] Jab &Wages] .ﬁ.ddress] Phione rumbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall /S5 | Motes ]

The screen below will appear:
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.Emplcu_l,lee Security | Finger Print | Job & W ages | Address | Phone numbers | Tillz/Pockets | Scheduling | Tracking | Alel
Security
W Activeldccount Dizabled SoftTouch

Iv Swipe id/AFID never expires

[+ Leave cazhout money under orginal emplayee

|z account locked:

System Uzer 1D |Bartender 7 Comcurrent user logan

i Backaffice [+ Show bank, detail armounts
[+ Can clockout without clozing out

Ch E d |
ANge Fassworn Swipe ID/RFID expires

Pazsword expires Mewver
SIS Change Swipe |D Change FFID

Enter the manager's name in the System User ID field.

Press the Change Swipe ID button, and swipe the manager's card. Place your cursor in the confirm
Swipe ID field and swipe the card again. Press the Ok button when finished. (If you are not using
swipe cards, just enter the number in both fields and press the Ok button)

Assign Job

8. Click on the Job & Wages tab.

Employes ] Seu:urit_l,l] Finger Pring] Job &Wages. Address | Phane numbers | Tills/Pockets Scheduling] Tracking | Alertz/Emall/SMS | Motes ]

The following screen will appear:

.Emplcu_l,lee] SEcurit_l,ll Finger Print  Job & 'Wages |.-'-‘-.|:I|:Iress | Phone numbers | Tillz/Pockets | Scheduling | Tracking | .-i'-.lerts.-"EmaiIa"SMS] M

Employee job and wage detail o+ fdd

v &

Fay Tupe | ﬂ

Job Dezcription | ﬂ ‘s Aot li S how/Hide

Security Group ] j

[+ Apply tip credit
Ao L':'Qm | LJ IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
YWAGES FEATURES!
[ Pickup all emploves checks It is the sole responsibility of the user to ensure that
the weekly hours and wages calculation Features of
[« &zzign RFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pay wage laws._

9. Select the Employees job from the drop down selection by Job Description. In this case, we are
adding the Manager Job Description.
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-Empln:n_l,lee] Sec:urit_l,l1 Finger Print  Job & 'Wages i.ﬁ.ddress] Phane numl:-ersi TiIIsHP‘acketsI Scheduling1 Tracking 1 Alertas

Employee job and wage detail

v Active Pap Type IH:::url_l,l j
Security Group | Description ‘. _ :
Bar Help [ Apply tp credit
Auta Login RTANT NOTICE ABOUT WEEKLY HOURS AND
Bus Help S FEATURES!

e sole responsibility of the user to ensure that

I:‘_E'Shler |—| ekly hours and wages calculation Features of
Dizh Help oduct are properly configured to comply with
Diriver hnd Federal labor and pay wage laws.

Hostess

Kitchen Help i

10. Select the Employees security level from the drop down selection by Security Group. You will most
likely have a security group for Managers. If so, select it.

. Empll:u_l,lee] Security1 Finger Print  Job & ‘ages ].ﬁ.ddress] Phone numbers ] TiIIsHF‘uckets] Scheduling] Tracking] .ﬁ.lertSa’EmaiIa’SMS] Motes ]

Had =D

Employee job and wage detail

¥ Active
Job Description ]I'-.-1 anager L]

Fay Type iHl:uurIy _:J

W age Amount ] Show/Hide

[+ Apply tip credit

Security Group

B artender

Auta Login . IMPORTANT NOTICE ABOUT WEEKLY HOURS AND
Cashier WAGES FEATURES!
Dealer It i5s the sole responsibility of the user to ensure that
Dirivers y - the weekly hours and wages calculation Features of
[ Hfn this product are properly configured to comply with
Employes T state and federal labor and pay wage laws.

tanagers
Dhwarer
Server b

11. Usually for a manager, you will keep the Auto Login field as None.

12. Select whether the Manager is paid Hourly or if they are Overtime Exempt (Salaried) from the drop
down selection by Pay Type.

. Empln_l,len31 Se-:urit_l,l1 Finger Print  Jab & ‘Wages ].ﬁ.ddress] Phone numhers] TiIIs.-"F'u:u:kets] Scheduling] Tracking ] Alertz/Email /Sh5 ] Motes ]

Employee job and wage detail

v Active Pay Type §iHourly _1]
Job Dezcription 1Manager ,.1'.1 Wwage Amount l—' e |
Security Grou ] ;
¥ P Lj [+ &pply tip credit
At L-:ngin JNDHE _‘j IMPORTANT NOTICE ABOUT WEEELY HOURS AND

¥ Pickup all ermployes checks
[+ Azsign RFID or swipe card on clockin

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.
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13. Enter the weekly or hourly wage this Manager is paid in the Wage Amount field.

. Empln_l,lee] Se-:urit_l,l] Finger Print  Job & “ages | Addrezs | Phone numberz | TiIIs.-"F'u:u:kets] Scheduling] Tracking | Alertz/Emall /S5 ] Motes ]

Employee job and wage detail & Add =D
W Active Pay Type |H|:|ur|_l,l ‘1]
Job Dezcription ]Manager L] st AmaneE = hav/Hide
Security Group |[ERERES : ;
Y F i LJ [+ Apply tip credit
Auta L-:ugin iNDnE L] IMPORTANT NOTICE ABOUT WEEELY HOURS AND
WAGES FEATURES!
[w Fickup all emplopes checks It is the sole responsibility of the user to ensure that
: ! : the weekly hours and wages calculation Features of
[+ Azsign BFID or swipe card on clockin this product are properly configured to comply with

state and federal labor and pag wage laws.

14. If this Manager is allowed to access other employees checks, check the Pickup all employee checks
option box.

If this Manager is keeping the same swipe card to clock in, do not check the Assign RFID or swipe
card on clockin option box.

15. Do not check the Apply Tip Credit option box.

16. When you press the Save button, you will be asked "Does this employee carry his/her own bank?
Choose Yes to create a pocket for this employee."

Confirm ?

I.o.l Dioes this ermployee carry hisfher own bank? Choose Yes to create a pocket for this employee,

o

For Managers, usually you select No. If this Manager will be closing checks for other employees, you will
want to add all tills as described in Step 17.

You have the option to add an Address, Phone numbers or Notes to this Manager. You also may wish to
add them to a schedule.

Ermployes l Seu:urity] Finger P'rint] Job &Wages] .ﬁ.ddress] Fhaore numbers | Tils/Pockets Scheduling] Tracking] Alerts/Email/SMS | MHotes ]

Add Till(s)
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17. Click on the Tills/Pockets tab.

Ermployes ] Seu:urity] Finger P'rint] Job & Wanes | .ﬁ.ddress] Phone numberdl Tillz/FPockets B Scheduling] Tracking] Alerts/Email/SMS | MHotes ]

You may need to add till(s) so this Manager can close out checks for other employees.

Add all tills under the Employee assigned tills/pockets section on the left.

18. Click the *#dd putton under the Employee assigned tills/pockets section and from the drop-down
menu below select the cash drawer from the list that this cashier will be using.

Emplu:u_l,lee] SEcurit_l,I] Finger F'rint] Job &Wages1 .ﬂ.ddress] Phone numbers  Tills/Pockets ] 5cheduling1 Tracking]

Employee assigned tills/pockets Employee assignable tills
+ Add Delete o Save X Undo + Add
_ Copy Recordz  Pazte Heu:u:uru:ls_ | Copy Records Paste Hecu:un:ls__

Azzigned tllz/pockets - |.i'-.ssignal:|le fill: I

LM |

Cazzi Eubank Pocket
Joe Cary Pocket

Mile Texaz Pocket
Sandy Server's Poclet
Test Employes Focket

Till #1

Till #2
i able Til x

19. Click the Save button.

20. Repeat steps 17 through 19 to add additional tills.
21. Repeat steps 1 through 19 to add another Manager.

22. When finished, click on the red X in the top right corner of the screen to close BackOffice and return to

A

g -y 13 a0 w024 G |

| -Rruwal Paska

5.3.8 Employee Wizard

The Employee Wizard is designed to assist in employee set up by guiding you through the process and
allowing you to copy settings from an employee that is already set up the same way you wish to set up the
new employee.
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Under the General applet, click on Employees.

General -

ﬂ Company/Feqist.

[i Cuskamers
#1 Scheduling

= Ttem Builder
Stock/Barcodes
ﬁ] Seating/Zones
Q Lovyalty
E. Hiostess
"5 SoftTouch Msgs

The top half of the screen on the left displays a list of employees already entered into the system.

1. Click the New Employee "Wizard" tab.

Employee list#Flew emplaves "wizard
Employee list

Search by last name by first name

[~ Hide inactive empl

Firat Mame Lazt Mame

|P Bart Bartender Bartender
|_|Blade Bartender Blade1?

_ |Busboy Busboy Busboyl4
_|Came Cazhier Cazhier

_|Joe Com Joe19

!_ Dealer Dealer Company zofttouchadmin
|_| Dirivver Driver Last Mame Diriver

;_ Mew Employes Mew 13

!_ Caszi Eubank, Cazzandra

'_ M anager Manager Lazt Mame M anager

"A—|-I:urrent Employee Job List |

2. From the New Employee Wizard screen, click the Click here to start adding a new employee

button.
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Employee list | Mew emplopes "wWizard" |

Welcome

Create new employes wizard

This wizard iz designed to step you through simple stepsz on creating a new employee in
the system. If you wish to modify employees or modify more advanced employee features

then click on the "Employee list” tab above.

Click here to start adding a new employes '

3. From the Employee details screen, you MUST enter a first and last name. As indicated, these are

required fields. Social security #, Birthday and Employment date fields are all optional.
When finished, click on the Next button at the bottom right of the screen.

|Employee setup -,

Emplovee list  Mew emploves "wizard"

Employee details
Ernployes detail information

Please enter the employee information below, please note that zome fieldz are required to
be filled in to proceed.

First name || Fiequired

Fequired

Last name I

Social zecurnity # I

Birthday | |

E mployment date | d

4. From the Address and Phone # screen, all fields are optional.
When finished, click on the Next button at the bottom right of the screen.
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Employes list  Mew employes MWizard" ]

Address and Phone #

Fleaze enter the addrezs and phone # infarmation for thiz emplopes

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

Address

Dezcription

Addressl

Address?

|

|
City |

State -

Zip code
Phone # -

Area Code

Ii

Phone #

E wtenzion

Description ]

5. From the Security Settings screen, you can copy settings that another employee is using or you can
manually configure the Security Settings.



118

Employee list  Mew employes "MWizard" |

Security Settings

Fleaze set your security settings

Please fill in any zecurity zettings you wish this employee to perform, you may hover your
mouse 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 uze then you may want to pick an employee from the drop down
to usze that employees settings. Thizs will configure all zettings shown in the box below.

|| =]

Global Systern Uszer 1D |Leif21

v Swipe id never expires

[+ Leave cazhout money under onginal employee
[+ Concurrent user logon

[+ Show bank detail amounts

[+ Can clockaut withaut closing out

5A. To copy settings that another employee is using, select the employee that is already configured the
way you want this employee to be configured from the drop down list of employees. Once you select an
employee, you will be asked to confirm that you wish to duplicate the selected employees settings for the
new employee you are creating.
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Employes list  Mew employes "wizard" J

Security Settings

Fleaze set your securnty settings
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Please fill in any zecurity settings you wizh this employee to perform, you may hover your
mouse 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 use that employees settingz. Thiz will configure all settings shown in the box below.

Bartender, Bart
Bartender, Elade
Busboy, Buzbaoy
Cazhier, Carrie
Comy, Joe

Dealer Company, Dealer
Drriver Last Hame, Driver
Employes, Mew

=

[+ Show bank detail amountz

[+ Can clockaut withaut clozing aut

5B. If you wish to manually configure this employees security settings, select the options you wish to

enable.

Swipe id never expires - This employees number or swipe ID card does not expire. Check this unless this

employee is using a RFID bracelet that will be collected when they clock out and re-assigned when they

clock back in the next day.

Leave cashout money under original employee - This is usually only checked for Managers, who will close a

check for another employee, but give the employee they closed the check for the money collected.
Concurrent user logon - This means that this employee can be logged onto more than one workstation at

the same time.

Show bank detail amounts - Select this if you wish for this employee to be able to see bank detail amounts
Can clockout without closing out - This is selected if you wish to require this employee to closeout before

they clock out.
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Employee list  Mew employes "Wizard" |

Security Settings

Fleaze set your security settings

Please fill in any zecurity zettings you wiszh this employee to perform, you may hover pour
mouse 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 uze then you may want to pick an employee from the drop down
to uze that employees settingz. Thiz will configure all zettings shown in the box below.

| =]

Global Systern User ID |Leif21

v Swipe id never expires

[+ Leave cazhout money under onginal employee

[+ Concurrent uzer logon
[+ Show bank detail amountz

[+ Can clockout without clazing aut

6. The system will assign a System User ID. This is the name that is printed on a guest check, time chits,
etc. This is also the User Id that this person will use if they are allowed to access BackOffice. You can
change the System User ID to any name you wish to use.

When finished, click on the Next button at the bottom right of the screen.

Employee izt MNew employes "Wizard" I

Security Settings

Please zet vour security settings

Pleaze fill in any security settings you wizh thiz 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.

| =]

Global System User D 1Leif2'|

v Swipeid never expires

[+ Leave cazhout money under original employes
[+ Concurrent uger logon
[+ Show bank detail arounts

|+ Can clockout without closing out
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7. You will only give this employee a BackOffice Password if they are allowed access to BackOffice. If you
assign a BackOffice password, it has to be 7 characters with at least one of those characters being a
number. For example:passwordl

You MUST enter either a Swipe ID (Swipe a card or enter a number) or Register a Finger Print for this
employee to log on to the system. As indicated, these are required fields.

When finished, click on the Next button at the bottom right of the screen.

Employee setup - Johnsen, Leif |
Emplayes list  Mew employes "wWizard" |

Passwords

Azsign a backoffice pazsward and softtouch swipe id

In thiz screen you may assign a backoffice password, swipe id. If you use
fingerprint readers in your system then pyou must azsign the employees fingerprint.

Click on the button to set the backoffice password. |i Set a BackOffice Pazsword

Click. on the button o zet the SoftT ouch swipe logi Set Swipe 1D
AND/OR ] Fequired
Click, on the button to zet the employees fingerpri Register Finger Print

8. You MUST select a Job Description from the drop down list. As indicated, this is a required field.

9. You MUST select a Security Group from the drop down list. As indicated, this is a required field.

10. Select either Hourly or Overtime Exempt (Salaried) for Pay Type from the drop down list.

11. Enter an hourly or weekly wage amount in the Wage Amount field.

12. If this employee is making less than minimum wage and the Tip Credit that was set up in the System
applet applies, check the Apply Tip Credit option box.

13. When finished, click on the Next button at the bottom right of the screen.
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Employee setup - Johnsen, Leif

Employee list  Mew employes "fizard" ]

Job assignment

Fleaze select a job...

Please select which job thiz employee will be performing, the security azsigned to
thiz job and pleaze hll in the wage information.

- Select a job and zecurity

Juob D escription ]| : ‘

Secunty Group |

W aae Infarmatian = 1

Fap Type ]Hu:uurl_l,l _:1 ‘

wage Armaunt Show/Hide

[« &pply tip credit

The Job Description selected above will determine which screens will display for Banks selection. All
Job Descriptions will give you the following prompts except the Server Job Description. You can find
the screens that display if you are using the New Employee Wizard to add a Server below.

FOR ALL JOB DESCRIPTIONS EXCEPT SERVER

14. From the Banks screen, you can copy banks (tills) that another employee is using or you can
manually configure the Banks.
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Employee setup - Johnsen, Leif < > m
Emplayee list  New employee "wWizard" |

Bartender banks

B artender banks

Wwill thiz bartender be uzing a permant till or will he/she azsigning a till on start of shift?

Permanent or Aezignable

(" Permanent
f* Azzignable

Barksz

If you're not sure which banksz to use then you may want to pick an employee from the drop down and then click
"uze employee zettings” to use that employees zettings. Thiz will configure all banksz used by the selected employee.

| =

|Banks I -

Y |

# 4dd Bank

14A. To copy banks that another employee is using, select the employee that already has the banks (tills)
you want this employee to have from the drop down list of employees. Once you select an employee, you
will be asked to confirm that you wish to duplicate the selected employees bank(s) for the new employee
you are creating.
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Employee setup - Johnsen, Leif

Employes list  Mew employes "Wizard" ]

Bartender banks

B artender banks

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

Permanent or Azsignable

" Permanent
f* fzzignable

Barksz

If pyou're nut sure whlch hanks to uze then you may want to pick an employee from the drop down and then click
a p pes settings. This will configure all banks uzed by the zelected employee.

Bartender, Blade B | -
1Buzhoy, Bushay | [
1Cazhier, Carrie

Com, Joe

Dealer Compary, Dealer
Driver Last Mame, Driver
Employes, Hew

+ Add Bank

14B. If you wish to manually configure this employees banks (tills), select the proper options.

Permanent - If there is one till that this employee uses EVERY time they close checks, select Permanent

from the Permanent or Assignable Option box.
Assignable - If this employee uses different tills, depending on what workstation they are working at on
any given day, select Assignable from the Permanent or Assignable Option box.
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Employee setup - Johnsen, Leif T T =
Emplayes list  Mew employes “wizard" |

Bartender banks

Bartender banks

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

Permanent or Azzignable

" Permanent

Barksz

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 zettings” to use that employees settings. This will configure all banks uszed by the zelected employee.

| =)

| Barksz I -

[ | @

+ Add Bark

Add Bank - Add the Bank(s) this employee will use.
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Employee setup - Johnsen, Leif T T S

Employes list  Mew emplopes "izard"” ]

Bartender banks

B artender bankz

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

Permanent or Azsignable

7 Permanent
(* Azzignable

Barks

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

| =)

Lirawer Mame -
Caszi Eubank Pocket

Joe Caory Pocket

Mike Texas Pocket

Sandy Server's Poclet

Test Employes Pocket -
THH e

Till #2

i able Til ¥

16. When finished, click on the Next button at the bottom right of the screen.

17. You screen will tell you the New Employee was created. Press the Finish button at the bottom right
to exit the New Employee Wizard.

FOR THE JOB DESCRIPTION OF SERVER

14. If this server will be closing checks and making change out of their own pocket, select Yes and click
the Next button at the bottom right of the screen.

If this server will not be closing checks and making change out of their own pocket, select No and click
the Next button at the bottom right of the screen.
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Ermplavee list  Mew employes "wizard" |

Server self banking?
Server zelf banking?

Will thiz server be "Self Banking"? | =&l Banking?

15. You screen will tell you the New Employee was created. Press the Finish button at the bottom right
to exit the New Employee Wizard.



General Functions
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Part 6 General Functions
6.1 Move Orders

***No longer here

A server or a bartender cannot clock out with open checks. The Move Orders button allows a manager to
transfer all orders from one server or bartender to another. This function can be used to move all AM
bartneder's checks to a PM bartender.

Move Orders Procedure

Press the Employee button at the top right of the screen.

Press the Change Employee button to select the employee who's checks need to be moved.
Press the Move Orders button.

Press the name of an employee to move orders to.
All of the orders have now been moved from one employee to another.

uhwNE
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6.2 Set OP Date

When the system is Z'ed out at night, the operation date is automatically forwarded so the system date and
operation date are the same. If a site accidentally runs the Z procedure twice, or if they were closed for a day
and did not Z, the operation date and system date will get off and you may need to use the Set OP Date
button to correct this.

*You cannot have open checks in the system when you do this.
If there are only a couple of checks, the site may wish to reset the days checks to zero, set the operation date
and ring the checks up again.

If they have too many checks open, they can subtract yesterdays reports from today's reports to get today's
information and make sure they correct the problem before the next business day begins.

To Set OP Date

1. Press the Manager icon at the top of the screen.

2. Press General Functions icon on the left.

3. Press the Set OP Date button at the bottom of the screen.
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6.3 Reprint Last Check

To Reprint Last Check

1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the Reprint Last Check button at the bottom of the screen.

The last check accessed will be printed to the check/receipt printer assigned to the station you are working
at.
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6.4 Change Employee

A manager may wish to change the employee logged in from themselves to another employee so they can
perform functions on their behalf.

To Change Employee
1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the Change Employee button at the bottom of the screen.

Set Reprint
Remote Exit

4. A list of all clocked in employees will appear on the screen. Select which employee you wish to
impersonate from the list.

*Notice at the top left of the screen, you will see the name of the employee you are now logged in as in
red next to the word Impersonate.

I General Functions

5. Perform whatever function you wish to on behalf of the employee, then log out.



6.5 System Information

To Obtain System Information
1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the System Information button at the bottom of the screen.

133

A screen will display with the system information.
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6.6 Launch BackOffice

The Launch Backoffice button allows you to get into the Backoffice directly from SoftTouch, where you
can adjust or change the core functionality of how the system operates, specific to the needs of your
establishment.

Analogously, you could launch the Backoffice by double clicking on the Backoffice icon on the desktop.

Note: It is recommended to restart SoftTouch front end after you've made any BackOffice changes.

To Launch BackOffice from SoftTouch

1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the Launch BackOffice button.

Set Reprint Change
~ DPDate (| Last Check Employee
Remote Exit
Session SoftTouch

4. Enter the User ID and Password that you were given to get into the BackOffice.

System Manager Alert Shutdown
et Videos | Shutdown || Stations

Reset

oftTouch BackOffice

Login Information :_

A Welcome to 5oftTouch, please enter your username and
i pazsword and press OK or use Fy e
Enter your login usename]
Preszs finger on device for 1 zec /
UseriD | ) @

Fazzwiord |

" User ID and Password are case sensitive

Login Cancel |

Reqgistered to: SoftTouch, LLC

User agrees to terms and conditions of the Customer
¥ -
License Agreement.

Yiew Customer License Agreement
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6.7 System Reset

The System Reset button is for dealer use ONLY. It resets all of the data either for the day or all of it,
depending on your selection.
The System Reset button is a password protected function.

To Do a System Reset
1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the System Reset button at the bottom of the screen.

4. You will see a Confirmation Dialog box that cautions you to shut down the other workstations before
proceeding. If you are sure you want to continue, press Yes.

Confirmati

IMPORTANT! All stations must be
"shutdown" first before proceeding, do

you wish to proceed? ,

' f

5. You will see an Information Dialog box that warns you that you must manually clear your credit card
batch. Once you have acknowledged this, press Ok to continue.



136

Information Dialog

Warning, this will not clear your credit
card batch, this must be done manually by
the processor

6. A typing keyboard will appear and ask you to enter the password. Only authorized dealers have access
to this password. It can be obtained by calling the SoftTouch support phone number at 954-482-0288.

7. Once you have entered the password, you will be asked to Reset All or Reset Day.

*Reset all will clear all your sales data. This is meant to be used when a site first opens and
wants to clear out all the training checks.

Reset Day will clear out all sales for the operation date you are working on only.

Information Dialog

-_—

Reset Type

Once you make a selection, the system will exit you out of SoftTouch. To launch SoftTouch again, use the
icon on the desktop.



6.8 Manager Videos

Manager videos are available to assist with manager training.
To Access Manager Videos
1. Press the Manager icon at the top of the screen.

2. Press General Functions icon on the left.

3. Press the Manager Videos button at the bottom of the screen.

137
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6.9 Alert Shutdown

To Do an Alert Shutdown
1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the Alert Shutdown button at the bottom of the screen.
: 5elt. . Re_prinl:
Exit

A message will appear indicating that an alert has been sent to the other workstations to complete what
they are working on immediately because the terminal is about to shutdown.
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6.10 Shutdown Stations

Shutdown Stations

1. Press the Manager icon at the top of the screen.
2. Press the General Functions header or icon.

3. Press the Shutdown Stations button.

4. Choose either ShutDown or Terminate button.

Shutdown button will shutdown all stations from the the master terminal without you having to go
physically to each station to turn off the computer.

Terminate button is to terminate all the stations. This will exit all stations out of the SoftTouch System
into your Windows Operating System. This will not turn off the computers.

Caution: Executing this function will disrupt your ability to have SoftTouch running on the other stations.
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6.11 Remote Session

To view the activity that is occurring on a workstation from BackOffice, you must first go to the station you
wish to monitor, and activate the Remote Session.

To Activate a Remote Session

1. Press the Manager icon at the top of the screen.
2. Press the General Functions header or icon.

3. Press the Remote Session button.

4. To activate the Remote Session, press yes on the Conformation Dialog box.
Confirmation Dialog

The remote session is not running, do you
wish to start a remote session?

You can now go to BackOffice and select this station from the Monitor Stations applet.



6.12 Exit SoftTouch

The Exit SoftTouch button gives the choice of:

Exit the SoftTouch into Windows (Exit to desktop button)
Restart SoftTouch front end (Restart SoftTouch button)
Exit the SoftTouch and turn off the computer (Power OFF PC button)

1. Press the Manager icon at the top of the screen.
2. Press General Functions icon on the left.

3. Press the Exit SoftTouch button.
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4. Select whether you wish to Exit to Desktop, Restart SoftTouch or Power OFF PC.




Reports
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Part 7 Reports

The Reports section will allow you to view and print several reports under the Manager mode. However,
there are many more reports available in the Backoffice application.

To Get to Report Screen
1. Press the Manager icon at the top of the screen.

2. Press Reports icon on the left.
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7.1 Balance (X) Report

Balance (X) report shows only CLOSED checks at the time you take the report.
View or Print Balance Report

1. To view a Balance report press the Balance (X) button.

2. The system will ask you to select the report print size (40 or 80 column).

3. When the report shows on the screen you can print it by pressing the Print button.

If you've chosen the 40 column format, the report will be printed on the receipt printer that is connected

to the station. If you've chosen the 80 column format, the report will be printed on the report printer
(normal desktop printer).
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7.2 Department Report

Department Report gives you the day's totals broken down into Food, Beer, Liquor, Wine, Merchandise.
You are only viewing closed check totals.

View or Print Department Report

1. To view a Department report press the Depart. Report button.

2. The system will ask you to select the report print size (40 or 80 column).

3. When the report shows on the screen you can print it by pressing the Print button.

If you've chosen the 40 column format, the report will be printed on the receipt printer that is connected

to the station. If you've chosen the 80 column format, the report will be printed on the report printer
(normal desktop printer).
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7.3 Labor Sales Report

Labor Sales report will show all sales and the amount spent on labor up until that point in the day.
View or Print Labor Sales Report

1. To view a Labor Sales report press the Labor Sales button.

2. The system will ask you to select the report print size (40 or 80 column).

3. When the report shows on the screen you can print it by pressing the Print button.

If you've chosen the 40 column format, the report will be printed on the receipt printer that is connected

to the station. If you've chosen the 80 column format, the report will be printed on the report printer
(normal desktop printer).
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7.4 Family Sales Report

Family Sales report will show all sales up until that point in the day broken down into individual families.
View or Print Family Sales Report

1. To view a Family Sales report press the Family Sales button.

2. The system will ask you to select the report print size (40 or 80 column).

3. When the report shows on the screen you can print it by pressing the Print button.

If you've chosen the 40 column format, the report will be printed on the receipt printer that is connected

to the station. If you've chosen the 80 column format, the report will be printed on the report printer
(normal desktop printer).
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7.5 Server Quick Summary Report

Server Quick Summary report shows all relevant sales information up to the time you take the report
broken down by individual servers.

View or Print Server Quick Summary Report

1. To view a Server Quick Summary report press the Server Quick Sum button.
2. The system automatically prints in 40 column format.
3. When the report shows on the screen you can print it by pressing the Print button.

The report will be printed on the receipt printer that is connected to the station.



7.6  Check Detail Report

Check Detail report shows all information for the chosen check.
View or Print Check Detail Report

To view a Check Detail report press the Check Detail button.
Enter the desired check number at the prompt.

The system automatically prints in 80 column format.

A

When the report shows on the screen you can print it by pressing the Print button.

The report will be printed on the report printer (normal desktop printer).
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7.7 Charge Tips
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Charge Tips report shows all charge tips for all employees up to the time you take the report broken

down by individual servers.
View or Print Charge Tips Report

1. To view a Charge Tips report press the Charge Tips button.

2. The system automatically prints in 40 column format.

3. When the report shows on the screen you can print it by pressing the Print button.

The report will be printed on the receipt printer that is connected to the station.
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7.8 Revenue Centers

Revenue Centers Report gives you the day's totals broken down by the revenue centers set up in
BackOffice. You are only viewing closed check totals.

View or Print Revenue Centers Report

1. To view a Revenue report press the Revenue Centers Report button.

2. The system will ask you to select the report print size (40 or 80 column).

3. When the report shows on the screen you can print it by pressing the Print button.

If you've chosen the 40 column format, the report will be printed on the receipt printer that is connected

to the station. If you've chosen the 80 column format, the report will be printed on the report printer
(normal desktop printer).



Overview



Part 8 Overview

The Overview section contains all of the following areas.

All Checks

Open Checks
Closed Checks

Future Orders
e Offline Checks

e Open Tips
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8.1 All Checks
The All Checks tab allows you to view and adjust all checks.
** If you have a closed check highlighted, you will have the button selection with the options

available for closed checks. If you have an open check highlighted, you will have the button
selection with the options available for open checks.

Enter the All Checks tab

1. Press the Manager icon at the top of the screen.

2. Press the All Checks Overview icon on the left.

6/07 06:35p Cassandra

Set Op date. change employee. launch backoffice, system reset... System alert management

g General Functions - Alerts

Reports
Printreports

Web/Internet

Internet web browser

All Checks Overview _Tip Pools

b=
Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
§f

Journal
Daily transactional journal

Time Editor

Time clock editor, tip fund editor & clocked in employees

o
S

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, §transfers, driver banks and balances &%J Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out

&% Employwees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
¢ ] House accounts, gift card and card account management

y

You will be brought to a screen that looks like this:
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ining $9.01 cash $9.01 Cassandra Cassandra
Closed 101 Bar 16 $9.00 $0.00 $0.54 $0.00 $0.00 49,54 Cash $9.54 Bartender Bartender  Barten
Closed 102 Bar $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Bartender Bartender  Barten
Closed 103 Diring 108 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Cassandra Cassandra  Cassan
Closed 104 Counter $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 Cassandra Cassandra  Cassan
Closed 105 Diring 107 $2.50 $0.00 $0.51 $0.00 $0.00 $9,01 House Account $9.01 Cassandra Cassandra  Cassan

Closed 106 Diring 107 $52.50 $0.00 $3.15 $0.00 $0.00 $55.65 House Account $55.65 Cassandra Cassandra  Cassan

$0.00 $0.00 0 $22.26 House Account Cassandra

7 Cassandra

Closed

$£21.00

Dining

RePrint

I'-'.el:lp_en.

8.1.1 Find Check #

This button allows you to look up a check by number.

Tip: If you have a serial barcode scanner installed, you can scan a barcode on the check to have the system
bring you right to the check without having to search for it.

1. Press the Find Check # button at the bottom of the screen

Float Full

2. Enter the check # and press the enter key.
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8.1.2 Find Customer

If you are assigning names to a check (bar orders, counter orders) you can pull up checks by the name
assigned to that check.

1. Press the Find Customer button at the bottom of the screen

2. Type the name that was assigned to the check you are looking for and press enter

All checks that this name has been assigned to will appear on the screen.
8.1.3 Recent Checks

This button brings up all recent checks (the last 50 checks).

1. Press the Recent Checks button at the bottom of the screen

A list of the most recent checks will populate the screen.
8.1.4 Float Check On/Off

This button allows you to show or hide the actual check on the screen while still working in the Overview
section.

1. Highlight the check you wish to look at
2. Press the Float Check On/Off button at the bottom of the screen

You will see the check detail for the selected check.
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wag a column header hese bo group by that column

1 Medium Pima S50 &
Saladi 31,00

3. Press the Float Check On/Off button again to remove the check detail from the screen.
8.1.5 Float Full On/Off

This button allows you to show or hide a detailed view of the actual check on the screen while still working in
the Overview section.

1. Highlight the check you wish to look at
2. Press the Float Full On/Off button at the bottom of the screen

_Find F_in_l:] -
Relﬂnﬁnl.l Refresh |

You will see the check detail for the selected check as well as check stats.
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3. Press the Float Full On/Off button again to remove the check detail from the screen.
8.1.6 Group By

You may find the check you are looking for by pressing the Group By button and all orders will be sorted
by the user ID under which the check was started.
Note: By default all closed orders are sorted by Order #.

Group By

1. Press the Group By button at the bottom of the screen.

2. Choose the way you would like the orders grouped.



159

3. Press on the small + sign next to the grouping of checks you want to view and the group will expand.

4. You can now select the check you need.
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6/1703:06p Cassandra

AllChecks  OpenChecks €

40,00 :$:||.|||| 40,54 40,00 40,00 I Liquor
Well Vodka

Well Scotch

$0.00 $0.00 $0.00

el Rum

& -,_E ' g y £
ReOpen

8.1.7 Filter Check Type

You may find the check you are looking for by pressing the Filter Check Type button and selecting just a
particular order type. This will limit the orders on screen to just that check type, making it easier to find
the desired check.

Note: By default all orders are sorted by Order #.

Filter Check Type

1. Press the Filter Check Type button at the bottom of the screen.
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2. Choose which Check Type you would like to Filter.

3. You can now select the check you need and select the action desired from the buttons below.
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8.1.8 RePrint Check

The RePrint Check button allows to re-print the closed check. It will show DUPLICATE on the top of the
check.

RePrint Check

Select the check you want to re-print.
2. Press the RePrint Check button.

8.1.9 Find Past Check #

This button allows you to bring up checks from previous operation dates.

1. Press the Find Past Check # button at the bottom of the screen.

2. Choose the date for the check you are searching and press ENTER.
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. ciear | 1] June, 2011
H Sun Mon Tue Wed Thu Fri Sat

29 30 31 1 2 3 4

omfown| + | sl o)l 5 6 7 8 9 w0 7

— | 12 13 15 16 17 18
20‘2?22 23 24 25

& DToday: 6/19/2011

3. Enter the check number you want to view and it will display on screen.
8.1.10 Adjust Payments
*** No longer here

The Adjust Payments button takes you into the cashout screen so you can adjust the tenders or a
server's tip.

Adjust Payment

Select the check you want to change (use the Get Check # button if needed to locate the check).
Press the Adjust Payments button.
You'll be taken into the payment screen of this closed check.

Select the tender that was entered wrong.

i
B Tondore

= N W N B

Payment Types

Mastercard

R it =
mpe———

Check Comp

Discover

Tendered:  $26.64 E
Ralamnras «n nn &dj
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5. Right after you select a tender type, a new set of buttons show up at the bottom of the screen.

Remove Tender | Shows up no matter what the tender was: cash or credit card. Remove Tender
button allows to remove one tender at a time.

1. Selected the tender if you haven't already.

2. Press the Remove Tender button.

The tender is now removed.

Clear Tenders Shows up no matter what the tender was: cash or credit card. Clear Tenders button

allows to remove multi-tenders with one click.

1. Select the tender if you haven's already.

2. Press the Clear Tenders button.

3. If you are sure you want to clear all tenders, press YES to the confirmation
dialog.

All the tenders are now removed.

Adjust Tip Shows up only if the tender was a credit card.

1. Select the tender for which you need to adjust the tip.

2. Press the Adjust Tip button.

3. Enter the correct tip amount and press ENTER.

4. Press YES to the confirmation dialog if the tip you entered is correct.

6. If you removed tender or cleared multi-tenders, you need to re-enter the payment just as if you were
tendering the check for the first time. (Read the Cash Out explanations under Main Menu Procedures or
click here to go there now).

8.1.11 ReOpen Check
The ReOpen Check button is used for re-opening a check that was closed by mistake.

ReOpen Check

1. Highlight the check you want to re-open.
2. Press the ReOpen Check button.

Find Find Recent Float Check Float Full Group Filter RePrint Find Past
Check # Customer Checks On/OfF On/OFfF By Check Type

Check Check #

ReOpen 1 Refresh
" Check Checks

3. You will be given the option to Reopen the check or Reopen the check and void the payment off at the
same time.
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3. A warning will be displayed. Press Ok.

Warning! Reqpen;""
be used if it wa

4. You will then be asked if you are sure you want to re-open this check. Press YES.

5. Press Ok to the information dialog.

The check is now re-opened under the mode it was originally started.
For example: If the check was initially opened under Dining mode, that is where you will find this check.
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8.2 Open Checks

The Open Checks section allows a manager to view all open checks and open tips in the system.

1. Press the Manager icon at the top of the screen.

2. Press the All Checks Overview icon on the left.

6/07 06:35p Cassandra

A General Functions n Alerts

é Set Op date, change employee, launch backoffice, system reset.. System alert management
Reports Web/Internet
Printreports Internetweh browser

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver banks and balances

Bank & Employee Close out

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

o P Y e ®

’g% Ermployees and banks awaiting close out 2 Z out systermn wizard
-

Charge Tip Verification
rﬁ YWerify employee declared credit card tips

Customers & Loyalty

' Customers and loyalty maintenance
Accounts
(d I House accounts, gift card and card account management

< ) TS

3. Press Open Checks tab at the top of the screen.

8.2.1 Find Check # (copy)

This button allows you to look up a check by number.
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Tip: If you have a serial barcode scanner installed, you can scan a barcode on the check to have the system
bring you right to the check without having to search for it.

1. Press the Find Check # button at the bottom of the screen

2. Enter the check # and press the enter key.
8.2.2 Find Customer

If you are assigning names to a check (bar orders, counter orders) you can pull up checks by the name
assigned to that check.

1. Press the Find Customer button at the bottom of the screen

Reopen/

2. Type the name that was assigned to the check you are looking for and press enter

All checks that this name has been assigned to will appear on the screen.
8.2.3 Recent Checks (copy)

This button brings up all recent checks (the last 50 checks).

1. Press the Recent Checks button at the bottom of the screen

* Float Check
o

A list of the most recent checks will populate the screen.
8.2.4 Float Check On/Off (copy)

This button allows you to show or hide the actual check on the screen while still working in the Overview
section.

1. Highlight the check you wish to look at
2. Press the Float Check On/Off button at the bottom of the screen
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You will see the check detail for the selected check.

Dvang a colurmn hieader here bo geoup by Hhat column

~Food
Medium Pirza
Galami

.ﬂﬂﬂﬂ

3. Press the Float Check On/Off button again to remove the check detail from the screen.
8.2.5 Float Full On/Off

This button allows you to show or hide a detailed view of the actual check on the screen while still working in
the Overview section.

1. Highlight the check you wish to look at
2. Press the Float Full On/Off button at the bottom of the screen

You will see the check detail for the selected check as well as check stats.
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3. Press the Float Full On/Off button again to remove the check detail from the screen.
8.2.6 Group By (copy)

You may find a closed check you are looking for by pressing the Group By button and all orders will be
sorted by the user ID under which the check was started.
Note: By default all closed orders are sorted by Order #.

Group By

1. Press the Group By button at the bottom of the screen.

Find

Reopen/ ‘

2. Choose the way you would like the orders grouped.
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3. Press on the small + sign next to the grouping of checks you want to view and the group will expand.

4. You can now select the check you need.
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6/1908:51a Cassandra

‘Allchecks  Open Checks

Open 110 Bar 6 $12.00 4000 4072 4000 4000 $1272 Bartender
Open 111 Bar 2 $30.00 $0.00 $1.80 $0.00 $0.00 $31.80 Bartender
Open 112 Bar 12 $22.50 $0.00 $1.35 $0.00 $0.00 $23.85 Bartendsr
Open 113 Bar 12 $4.50 $0.00 $0.27 $0.00 +0.00 3477 Bartender
Open 114 Bar 11 $10.00 $0.00 $0.60 $0.00 $0.00 $10.50 Bartender

er ¢ Cassandra

8.2.7 Filter Check Type

You may find the check you are looking for by pressing the Filter Check Type button and selecting just a
particular order type. This will limit the orders on screen to just that check type, making it easier to find
the desired check.

Note: By default all orders are sorted by Order #.

Filter Check Type

1. Press the Filter Check Type button at the bottom of the screen.

Find _ Find

~ Che ~ Lustomer
Reopen/ Resend
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2. Choose which Check Type you would like to Filter.

3. You can now select the check you need.

8.2.8 Void Order

This button allows you to void an order that was not made or poured.
You will be given an opportunity to indicate why the order was voided from a picklist.



Yoid Reasons

Void Reason List

Customer changed mind

Didn't like food

Food prepared' Wrong

Food was cold
Other
Out of item

Server rang wrong item

8.2.9 Void Waste

This button allows you to void an order that was made or poured.
You will be given an opportunity to indicate why the order was voided from a picklist.
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Yoid Reasons

4"} void Reason List

Customer changed mind

Didn't like food

Food prepared' Wrong

Food was cold
Other
Out of item

Server rang wrong item

8.2.10 UnHide Check

This button allows you to make a check visible again, so that a payment can be adjusted or to alter a tip.
Once you unhide a check, you can access it from the mode it was rung up in. For example, if you unhide a
dining check, you can go back to the Dining mode and find the check on the table it was originally rung up on.

8.2.11 Resend Check

You can use the resend button to send the items to the remote printers again.
1. Highlight the check you wish to resend

2. Press the resend button at the bottom of the screen

Find

Re

All items on the check will be resent to the designated printers.
8.2.12 Edit Order

A manager can pick up an open check and make adjustments to an existing order using the Edit Order
function.
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1. Highlight the check you wish to resend

2. Press the Edit Order button at the bottom of the screen

The check will open and you will be brought to the order screen. From here you can make the necessary
modifications.
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8.3 Closed Checks
The Closed Checks section allows a manager to view all closed checks in the system.
Enter the Closed Checks tab
1. Press the Manager icon at the top of your screen.

2. Press the All Checks Overview icon on the left.

Soiifain Jo5 | CHle  Dmwer  Hsby o  Couer PikUp  Bar  Ding 1
6/07 06:35p Cassandra %\ k - @ m
n General Functions Alerts
g Set Op date. change employee. launch backoffice, system reset... ‘ System alert management
X Reports . Web/Internet
':l Printreports u Internetweh browser
All Checks Overview - Tip Pools
Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
: Journal 5, Time Editor
K,,g Daily transactional journal __'.' Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management
._ Faid IN/OUT, refunds, § transfers, driver banks and balances i, Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out
3{% Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification

Werify employee declared credit card tips

Customers & Loyalty

' Customers and loyalty maintenance
Accounts
{d ‘ House accounts, gift card and card account management

»

3. Press Closed Checks tab at the top of the screen.
8.3.1 Find Check # (copy)

This button allows you to look up a check by number.

Tip: If you have a serial barcode scanner installed, you can scan a barcode on the check to have the system
bring you right to the check without having to search for it.

1. Press the Find Check # button at the bottom of the screen



177

2. Enter the check # and press the enter key.
8.3.2 Find Customer

If you are assigning names to a check (bar orders, counter orders) you can pull up checks by the name
assigned to that check.

1. Press the Find Customer button at the bottom of the screen

2. Type the name that was assigned to the check you are looking for and press enter

All checks that this name has been assigned to will appear on the screen.
8.3.3 Recent Checks (copy)

This button brings up all recent checks (the last 50 checks).

1. Press the Recent Checks button at the bottom of the screen

A list of the most recent checks will populate the screen.
8.3.4 Float Check On/Off (copy)

This button allows you to show or hide the actual check on the screen while still working in the Overview
section.

1. Highlight the check you wish to look at
2. Press the Float Check On/Off button at the bottom of the screen
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You will see the check detail for the selected check.
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3. Press the Float Check On/Off button again to remove the check detail from the screen.
8.3.5 Float Full On/Off

This button allows you to show or hide a detailed view of the actual check on the screen while still working in
the Overview section.

1. Highlight the check you wish to look at
2. Press the Float Full On/Off button at the bottom of the screen

You will see the check detail for the selected check as well as check stats.
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3. Press the Float Full On/Off button again to remove the check detail from the screen.
8.3.6 Group By (copy)

You may find a closed check you are looking for by pressing the Group By button and all orders will be
sorted by the user ID under which the check was started.
Note: By default all closed orders are sorted by Order #.

Group By

1. Press the Group By button at the bottom of the screen.

2. Choose the way you would like the orders grouped.
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3. Press on the small + sign next to the grouping of checks you want to view and the group will expand.

4. You can now select the check you need.
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8.3.7 Filter Check Type

You may find the closed check you are looking for by pressing the Filter Check Type button and
selecting just a particular order type. This will limit the orders on screen to just that check type, making it
easier to find the desired check.

Note: By default all closed orders are sorted by Order #.

Filter Check Type

1. Press the Filter Check Type button at the bottom of the screen.

2. Choose which Check Type you would like to Filter.
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2. Press on the small + sign next to the owner (employee) whose checks you want to view and the group
will expand.

3. You can now select the check you need and select the action desired from the buttons below.

8.3.8 RePrint Check (copy)

The RePrint Check button allows to re-print the closed check. It will show DUPLICATE on the top of the
check.



RePrint Check

1. Select the check you want to re-print.
2. Press the RePrint Check button.

8.3.9 Find Past Check #

This button allows you to bring up checks from previous operation dates.

1. Press the Find Past Check # button at the bottom of the screen.
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& DToday: 6/19/2011

3. Enter the check number you want to view and it will display on screen.

3
10
17
24

1

3




8.3.10 Adjust Payments
*** NO LONGER HERE

This button allows you to adjust a payment on a closed check.

You do this by touching the tender as shown below.

Tenders

Next, choose wether you want to Remove Tender or Clear Tenders.

Cancel/ Remove

Done Tender

System
Functions

You will then need to confirm you decision.

. Are you sure you want to remove this
payment?

Now, simply put in the new tender and press ENTER.
8.3.11 ReOpen Check

The ReOpen Check button is used for re-opening a check that was closed by mistake.

ReOpen Check

1. Highlight the check you want to re-open.
2. Press the ReOpen Check button.
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3. You will be given the option to Reopen the check or Reopen the check and void the payment off at the
same time.

3. A warning will be displayed. Press Ok.

4. You will then be asked if you are sure you want to re-open this check. Press YES.

5. Press Ok to the information dialog.

The check is nhow re-opened under the mode it was originally started.
For example: If the check was initially opened under Dining mode, that is where you will find this check.
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8.4

Future Orders

The Future Orders section allows a manager to view all future orders in the system.

Enter the Future Orders tab

1. Press the Manager icon at the top of your screen.

2. Press the All Checks Overview icon on the left.

General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $§ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press Future Orders tab at the top of the screen.

8.4.1

Float Check On/Off (copy)

%T ’ G.« L 8

T

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out system wizard

This button allows you to show or hide the actual check on the screen while still working in the Overview

section.

1. Highlight the check you wish to look at.
2. Press the Float Check On/Off button at the bottom of the screen.
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Float Check Float Full
L On/OfF On/OFF

: 06/01 01:17pn Liquer

i . 1 Amstel Light :

jH— K6 06/01 12:44pm BY 1 jach Daniak 54.5019%

Open  Yes 127 06/01 12:32pm Bar Straiahe Uip <0 50470

Open  Yes 101 06/01 11:02am Bar Food $24.30, 14

T — 1 hAptiz Fh [Ep S¥.50
Ai9wmer: e B AbBetizer First
ﬁm:’mﬂ 2 French Cip 15,90

r——— - Frieg
SIDE HORSEY AND
-

3. Press the Float Check On/Off button again to remove the check detail from the screen.
8.4.2 Float Full On/Off

This button allows you to show or hide a detailed view of the actual check on the screen while still working in
the Ovedrview section.

1. Highlight the check you wish to look at
2. Press the Float Full On/Off button at the bottom of the screen

.

Float Check
On/Dff

You will see the check detail for the selected check as well as check stats.



that calumn

Naote: Only the bast il checks are displagedd st ome time, the
v auy & cnlamn header here bo group ﬁ

Orng
Closed 101 Oring

Closed 102 Oring
Closed 1032 DRy
HMosed 104 Counter
Closed 105 Dinrg
106 Countsr

Check #: 107
Status: Decupied
Custormer:
Parky Sizes 1
Server: Manager
Check Totak: §15.57
Course:
List Timwe: —

Seated Timpe: 1133205 any
Dpen Tinme: 11253205 am
Print Tinpe: 1L:32:22 a0
Close Tirme: —

Doruped Ming 20220

Actual/ Target: (453.79) / 446820

Food £14.50
1 h=dium Picza si2.e0 B
Galami S0

.mwmn&

3. Press the Float Full On/Off button again to remove the check detail from the screen.

8.4.3 Group By (copy)

You may find the check you are looking for by pressing the Group By button and all orders will be sorted

by the user ID under which the check was started.
Note: By default all closed orders are sorted by Order #.

Group By

1. Press the Group By button at the bottom of the screen.

Float Check
- On/OFff

Float Full

2. Choose the way you would like the orders grouped.

il |
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3. Press on the small + sign next to the grouping of checks you want to view and the group will expand.

4. You can now select the check you need.

8.4.4  Filter Check Type

You may find the check you are looking for by pressing the Filter Check Type button and selecting just a
particular order type. This will limit the orders on screen to just that check type, making it easier to find
the desired check.

Note: By default all orders are sorted by Order #.

Filter Check Type

1. Press the Filter Check Type button at the bottom of the screen.

2. Choose which Check Type you would like to Filter.



3. You can now select the check you need.

8.4.5 Void Order (copy)

This button allows you to void an order that was not made or poured.
You will be given an opportunity to indicate why the order was voided from a picklist.
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Yoid Reasons

Void Reason List

Customer changed mind

Didn't like food

Food prepared' Wrong

Food was cold
Other
Out of item

Server rang wrong item

8.4.6 Void Waste (copy)

This button allows you to void an order that was made or poured.
You will be given an opportunity to indicate why the order was voided from a picklist.
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Customer changed mind

Didn't like food

192

Food prepared Wrong

Food was cold

Other

Out of item

Server rang wrong item




8.5 Offline Checks

Enter topic text here.

193
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8.6 Open Tips

The Open Tips section allows a manager to view all open tips in the system.
Enter the Open Tips tab

1. Press the Manager icon at the top of the screen.

2. Press All Checks Overview icon on the left.

6/07 06:35p Cassandra

General Functions Alerts

Set Op date. change employee. launch backoffice, system reset... B System alert management

Reports Web/Internet

Print reports @ Imternet web browser

All Checks Overview - Tip Pools

Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out

Journal Time Editor

Daily transactional journal @ Time clock editor, tip fund editor & clocked in employees

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Employee Shifts, Open Time Clocks

& -Empl>oyee Management

= 5

Z Qut

Z out system wizard

Bank & Employee Close out
Employees and banks awaiting close aut ﬂ

Charge Tip Verification

Werify employee declared credit card tips

B =

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

S

3. Press the Open Tips tab.
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Open Tips

Drag a column header here to group by that column

8.6.1 Float Check On/Off

This button allows you to show or hide the actual check on the screen while still working in the Open Tips
section.

1. Press the Manager icon at the top of the screen.
2. Press the All Checks Overview icon on the left.
3. Press the Open Tips tab.

4. Highlight the check you wish to see

5. Press the Float Check On/Off button at the bottom of the screen.
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Float Check

On/Off

You will see the check detail on the screen.

6. Press the Float Check On/Off button again to remove the check detail from the screen.
8.6.2 Clear Tips

If a server went home and forgot to close out their opened charge tips, you should close them for the
server otherwise all the open tips will be cleared on Z.

Clear Tips

1. Press the Manager icon at the top of the screen.
2. Press the All Checks Overview icon on the left.
3. Press the Open Tips tab.

4. Press the Clear All Tips button to clear all tips that are still open.

Float Check

On/Off

5. If you are sure, press Yes when prompted by the confirmation dialog box.

Confirmation Dialog

‘s - =
~ Are you sure you want to clear all open

| tips?
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8.6.3 RePrint Check (copy)

The RePrint Check button allows to re-print the closed check. It will show DUPLICATE on the top of the
check.

RePrint Check

1. Press the Manager icon at the top of the screen.
2. Press the All Checks Overview icon on the left.
3. Press the Open Tips tab.

4. Select the check you want to re-print.

5. Press the RePrint Check button.

Float Check Clear
On,/OfF all Tips




Banks (Tills/Pockets)
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Part 9 Banks (Tills/Pockets)
9.1 Local Tills

Enter topic text here.
9.1.1 PaidIn

The Paid In function allows you to pay money into the till (on any terminal with a till) without adding to
sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In to Local Till Procedure

From the workstation you are putting the money into:

1. Press the Manager icon at the top of your screen.

e Ch Ty Drawer Histol Info Delivel ispatch ~ Counter  Take Out  Pick U
SoftTouchlPOS - J',..Q' .ﬂ?\ Disp P s b
6/1304:16p Cassandra % \-l;’\ . e @ _i;’ \I ﬁ I
Warnings & Reminders  ChalkBoard [ 5p | Self pay Cashout  Alertst

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.
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SoftTouch POS|
6/0706:35p Cassandra

;\é General Functions Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

q All Checks Overview Tip Pools

g
Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
%

Time Editor

Time clock editor, tip fund editor & clocked in employees

: Journal
E, Daily transactional journal

Employee Management
Employee Shifts, Open Time Clocks

B anks (T-ilis;"P ockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out Z Out
Emplayees and banks awaiting close aut ﬂ | Z out system wizard

Charge Tip Verification

5]
rﬁ “Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
‘d I House accounts, gift card and card account management

)

3. The screen will default to the Local Tills area. Highlight the till you are taking the money from and
press the Paid In button.

4. You will be prompted to choose the payment type.
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= _ -
~» Payment Type List

Cash

Visa

Mastercard

Amex

Discover

Diners;/ Carte Bl

5. Enter the amount of a Paid In.

6. Press Yes to the confirmation dialog.

9.1.2 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) without
deducting from sales. The system will ask you for reason codes and you can print a report with the




reasons.

Paid Out is used when you need to remove money from a till to pay for a repair, buy produce if you run

out, etc. (the amount does not deduct from sales)

Paid Out Procedure

From the workstation you are taking the money from:

1. Press the Manager icon at the top of your screen.

202

s &Reminders  ChalkBoard

| T oday’s S’Peﬁ'fa}s

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

6/07 06:35p Cassandra

General Functions
Set Op date, change employee, launch backoffice, system reset..,

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver banks and balances

Bank & Employee Close out

Ermployees and banks awaiting close out

Charge Tip Verification

YWerify employvee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

¢« B ad)c e

Accounts
House accounts, gift card and card account management

=S

Alerts

System alent management

Web/Internet

Internet web browsar

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard
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3. The screen will default to the Local Tills area. Highlight the till you are taking the money from and
press the Paid Out button.

4. Select the reason money is being removed from the till.
Cash Paid
U casnpadist

Paid OUT Driver Paid

Paid OUT Driver Tips Paid

Paid OUT Paid Out

Paid OUT Tips Paid

5. Enter the amount of the Paid Out.

6. Press Yes to the confirmation dialog.
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Confirmation Dialog

Paid OUT: ($75.00)
Till #1
Paid Out

9.1.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with
General Refund.

Refund Order Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Yaminge B Rromnders, | the

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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_m—_
i
%’

General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

B anks (T-ilis;"P ockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. The screen will default to the Local Tills area.

press the Refund Order button.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

4. Select the order type that the check being refunded was originally rung up under.

Highlight the till you are taking the money from and




‘Select refund order type
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July, 2011

m- Sun Mon Tue Wed Thu Fri

26 27 28 29 30 1

4 il;!a 6 7 8
10 11 13 14 15
17 18 19 20 21 22
24 25 26 27 28 29
3 1 2 3 4 5

Sat

2
9
16
23
30
6
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6. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.

R &

EC @

Deliver Counter  Take Out  Pick Up Bar ; ng

6 G a @ (o

SoftTouch POS) TG wﬁ

'7/0505:30p Cassandra

<

Cancel

DateTime

Check Refund

Tender

,: Man. Ttem
Scan

7. Select whether you are refunding cash or applying a refund to a credit card.

Change
Gratuity

# - Guest: 1 : )
- Nl 1 [ 2 3fa 567 ] 89| oFC | C| |meatem| ft
Food (510.75) Food Menu Pizza Sides
Starters - = —
Minestrone
z > Burgers Beverages
Breakfast Pizza Burgers Salads
Salads Desserts
= Liquor
Appetizers RIEEs
Appetizers Steaks ——
Pool
SLUL Table
_ I;ool—TahIe
i o DT P . . : Raskey Re-Rental
“hicke : Cold
Seafood Wings — =
Subs Steaks Lo
Rentals
Chicken
and Yeal
Beverages Desserts
Seafood
Wings
Pool-Table Cue S ——
Re-Rental Rentals Subs
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) retmaresonise

Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Other

Out of item

Server rang wrong item

Server training

9. If you selected Credit in step 7, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 7, you will be prompted with a verification
screen.
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9.1.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.
General Refund Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.

g s s Drawer History Info Delivery  Dispatch  Counter  Take Out  Pick Up
SoftTouchiPOS =~ : = ~ .
6/1304:16p Cassand ‘% Y U A @ ' j @
:16p Cassandra u d m f '.1.‘} \
Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.



'6/0706:35p Cassandra
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

Find. recpen, reprint, adjust payments, offine, voids

q All Chechks Overview

: Journal
E, Daily transactional journal

'Ean-ks (T-ilis;"Pockets)
Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts

Paid IN/OUT, refunds. $ transfers. driver banks and balances

House accounts, gift card and card account management

3. The screen will default to the Local Tills area.

press the General Refund button.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

4. Enter the total amount that you are refunding (including the tax).

Highlight the till you are taking the money from and




Enter refund amount

5. Select whether you are refunding cash or applying a refund to a credit card.

6. Select the reason for the refund from the list.

211
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- Refund Reasons

‘ _» Refund Reason List

Customer changed mind

Didn't like food

Food prepared wrong

Fuul:i was cuiEl

Elther

Out of item

Server rang wrong item

Server training

7. If you selected Credit in step 5, you will need to swipe the credit card or enter the credit card number
first, then the expiration date. If you selected Cash in step 5, you will be prompted with a verification
screen.

9.1.5 Transfer from Store

You will use the Transfer from Store button when you want to transfer money from the default store safe
to a till, pocket or another store safe.

Transfer from Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.
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2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

\SoftTouch POS,

i General Functions : Alerts

g Set Op date, change employee, launch backoffice, system reset.. System alert management
Reports Web/Internet
Printreports Internetweh browser

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

o € ®

Time Editor

Time clock editor, tip fund editar & clocked in employees

Journal
Daily transactional journal

B anks (Tilis!P ockets)

Paid IN/OUT, refunds. § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Dut

Z out systern wizard

Bank & Employee Close out

Ermployees and banks awaiting close out

Ty 'Employe:M_anagem ent
a

Charge Tip Verification
@ YWerify employee declared credit card tips

- Customers & Loyalty
v Customers and loyalty maintenance

Accounts
| House accounts, gift card and card account management

=~

3. The screen will default to the Local Tills area. Highlight the till you are putting money in and press the
Transfer from Store button.

4. Enter the amount you are transferring from the store to this till.



214

Enter transfer amount

5. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.1.6 Transfer to Store

You will use the Transfer to Store button when you want to transfer money from a till, pocket or another
store safe to the default store safe.

Transfer to Store Procedure

From the workstation you are transferring money to:



1. Press the Manager icon at the top of your screen.
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e | SDakdionnd

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT, refunds, § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close out

Charge Tip Verification

YWerify employvee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

System alent management

Web/Internet

Internet web browsar

TKP ools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard

3. The screen will default to the Local Tills area. Highlight the till you are taking the money from and
press the Transfer to Store button.




Paid

5. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.1.7 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe
to another till, pocket or store safe.

Transfer To... Procedure

From the workstation you are transferring money from:

1. Press the Manager icon at the top of your screen.
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SoftTouch POS.
i 6413 04:16p tassafndra 1

T oday's S:pec'fd

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

\SoftTouch POS,

,\é General Functions : Alerts

Set Op date, change employee, launch backoffice, system reset.. System alert management

Reports

Web/Internet
Printreports |

Irnternet web browser

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Daily transactional journal Time clock editor, tip fund editor & clocked in employees

B anks (Tilis!P ockets)

Paid IN/OUT, refunds. § transfers, driver banks and balances Emplayee Shifts, Open Time Clacks

Z out

Z out systern wizard

Bank & Employee Close out

Ermployees and banks awaiting close out

*
@
&
Journal %I Time Editor
a
a

Charge Tip Verification
@ Yerify employee declared credit card tips

- Customers & Loyalty
v Customers and loyalty maintenance

Accounts
| House accounts, gift card and card account management

3. The screen will default to the Local Tills area. Highlight the till you are taking the money from and
press the Transfer To... button.
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4. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.

Bank List

Wrarero

Depository Depository
Dealer Pocket

Safe

éEIfPa!,r Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

IE:assi Eubank Pocket

5. Enter the amount you are transferring from the till to the Bank (till, pocket or safe).
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Enter transfer amount

7 s | o | or

s fe )l -

CANCEL ENTER

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

7. Take the money from the till selected in step 3 and put it in the Bank (Till, Pocket or Store Safe) you
selected in step 4.

9.1.8 Close Out

You will use the Close Out button when you want to close out and count a till or pocket. Usually the till or
pocket will be closed by the employee that was assigned to this till or pocket when they end their shift. If
their shift was closed without the till being closed, or if you wish to assign a fresh till or get fresh pocket
totals, you have the ability to close a till or pocket with this procedure.

Close Out Procedure

1. Press the Manager icon at the top of your screen.

Warnings & Reminders  ChalkBoard [SPECHIS | Self Pay Cashout  lertst NS

Fodsgy's Speciafs



220

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/0706:35p Cassandra

General Functions = Alerts
Set Op date, change employee, launch backoffice, system reset.. System alert management

Reports
Printreports

Web/Internet

Internet web browser

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editar & clocked in employees

Journal
Daily transactional journal

Employee Management
Employee Shifts. Open Time Clocks

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver hanks and balances

ﬁ‘oﬁ@n\e (3

Bank & Employee Close out Z Out
Ermployees and banks awaiting close out ﬂ Z out systern wizard

Charge Tip Verification
@ YWerify employee declared credit card tips

Customers & Loyalty

0 Customers and loyalty maintenance
Accounts
< | House accounts, gift card and card account management

3. The screen will default to the Local Tills area. Highlight the till you are closing out and press the Close
Out button.

Paid

4. From the Close Out Checklist screen, press the Close out bank button on the right.
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'T/[IE 06:29p Cassandra

Closecut Checklist

‘
Required ‘ Close out bank |
=

m Close out bank: Till #1

5. The screen will display the amount expected and default to that amount being the amount of cash
counted for this till, pocket or store safe if you do not have Blind Drop selected in BackOffice set up. If

the amount is correct, press Process to finalize the Close Out.

If the amount is not the same as the amount expected, press the <- Change $ button.
Till/ Pocket Closeout

Till #1
Total "Cash™ amount you should have: 4¢140.00

Enter "Cash” amount you actually have: ¢140.00

Actual 'Cash” drop amount: $140.00

Over / Under ?

Over/Under $0.00

Over/Under Reason:

6. Enter the actual amount of money in the till, pocket or store safe in the Enter new drop amount dialog
box that becomes available.
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Enter new drop amount

Till #1

Total "Cash" .

Enter "Cash” a

Over / Under 7

Over/1
Over/Under Re

7. If the actual amount entered and the expected amount are different, you will see the difference in the
Over / Under section of the Till/Pocket Close Out dialog box. If you wish to select the reason for the
discrepancy, press the reason button and select the reason from the Over / Under Reasons list.

Total "Cash™ amount you should have: %$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over: $7.32

Over/Under Reason:
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8. You will now see the Over / Under amount and the reason in the Over / Under section of the Till/Pocket
Close Out screen. Now press the Process button at the bottom to finalize.

Till/ Pocket Closeout

Till #1

Total "Cash™ amount you should have: 4$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over:

9. Now press the Process button at the bottom to finalize.

9.1.9 Bank Report

This allows you to take a report on any till, pocket or store safe.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Fodsgy's Speciafs

Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

2.
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6/07 06:35p Cassandra

;\é General Functions - Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Printreports w Internetweh browser

Reports

q All Chechks Overview

- Tip Pools
Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
Journal Time Editor
Daily transactional journal % Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances .‘_a Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out
Emplayees and banks awaiting close aut ﬂ £ out system wizard

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty
. Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. The screen will default to the Local Tills area. Highlight the till you are closing out and press the Bank
Report button.

4. A Daily Batch List will appear. A batch is any period the till was open and closed. You may use the till
more than once per day and you would have multiple batches. Each batch will indicate what date and
time it was opened and closed and list it's status as Open or Closed. This will enable you to select the
report that corresponds with correct shift that the till was used during. If you only use each till once
per day, you will only see one batch.

Select the batch that you wish to run a report on.
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oatchise

Shift Date Time Status

07/05 05:26pm - Open

5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button

SAMPLE BANK REPORT



Bank Close Out Beport
Date Time: 7/8/2011 5:EE:50 PM

Till #E&
Operation Date: 7/8,/2011
Shift: 5:1&5:50 PM -

Gross Cash Collected

TOTAL CARH

CEEDIT CARDS

1 Amex

z Masztercard

1 Tiza

4 TOTAL CREDIT CARDS

TOTAL PATID IN CREDIT
u] TOTAL PATD TN

TOTAL PATD OUT CREDIT
u] TOTAL PATD OUT
u] MET PAID IN/SOUT

TSED BY & TIPE PAID

Bartender, Bart TIPS:
TIPS PATID: #0.00 TIPS OWED:

BANE CASH SUMMART

+ CASH IN DEAWEER
- TIPS PATD» FROM LEOP

TOTAL CASH TO DEOP

*** Manager Copy *+%

Employes Close Out Beport

Date Time: 7 872011 E:E8:37 PH
EBartender, Bart

Job: Bartender

Operation Date: 7/8,/E011
Bhift: L:1l&6:Z8 PM -

TOTAL SALES

5Z Food

Zd Ligquor

26 TOTAL SALER
ADJUSTHENTS

1 10% Discount

1 Ttem Conmp

E TOTAL ADJUSTMENTS

ToIDS

F0.00

$21.00

[$Z2.5E)
(#d4_L50)

($7.08)

226
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Bank Report before a Close Out

This is an example of a bank report taken before the employee who worked the till closed their shift
and before the till itself was closed out. Remember, with true cash management, the employee
report will reflect the sales, voids, adjustments that the employee performs while the till report will
tell you information about the money in the drawer.

A - Total Cash

Your Total Cash is Gross Cash Collected, and the Net Paid In/Out. (If you Paid In $50 from the vending machine
and Paid Out $10 for produce, your Net Paid In/Out would be $40).

B - Credit Cards
This section will give you a count of and a total for each credit card tendered.

C- Total Credit Cards
This will give you a count of and a total for all credit cards tendered.

D - Paid In’s
This will section will break out Cash Paid In and Credit Cards Paid In, then give you a total of all Paid In’s.

E - Paid Out’s
This will section will break out Cash Paid Out and Credit Cards Paid Out, then give you a total of all Paid Out’s.

F - Net Paid In/Out
This is the difference between the Paid In and Paid Out totals.

G - The Used By & Tips Paid section will give you information for each employee who used this till.
H - This is the name of the first (sometimes only) employee that has used the till.
I - This is the amount of Charge Tips added to the checks of the employee named on the left.

J - This is the amount of Tips Paid to the employee (the employee shift and the bank have not been closed or
the tips paid would be populated in most scenarios set up when programming BackOffice).

K - This is the amount of Charge Tips still owed to the employee indicated.
L - Cash in Drawer total

M - Once you close a till, the “cash in drawer” will be dropped to your safe. This figure is the total of Charged
Tips that are being paid out from the cash in drawer before the money is dropped to the safe.

N - The amount of cash left after the tips that were paid out. This is the amount of Cash that will be transferrecd

to or dropped to the default store safe that was indicated when programming Back Office.

Employee Report
We have BackOffice set to print the employee report for any employee who has rung on this till.
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O - This is the total sales generated by the employee named in this report. You will get a count and dollar
amount of each of the super departments.

P - This is a total of all sales.

Q - This is the total of adjustments generated by the employee named in this report. You will get a count and
dollar amount for each adjustment.

R - This is a total of all adjustments.
S - These are the void item and void waste totals for this employee.
T - This is a total of all Charged Tips for this employee

U - This will show you and credit card deductions you have set up in BackOffice under the Media/Accounts
applet.

V - If this employee owes any tips that have been set up under tip dispersions, it will appear here.

W - If this employee has earned any tips that have been set up under tip dispersions, it will appear here.
X - If this employee owes any tips that have been set up under tip pools, it will appear here.

Y - If this employee has earned any tips that have been set up under tip pools, it will appear here.

Z— Net Charge Tips is a total of all tips earned less tips due from this employee because of tip dispersions or tip pools.

AA — Total gratuity earned by this employee. If there was a party of 6 or more and a gratuity was added to one of this
employee’s checks, it would show here, as a gratuity, rather than a tip. This allows a restaurant to keep track of these totals
independently.

BB — If this employee earned any portion of the delivery charge on orders that they delivered, it would show here, as Delivery
Earnings, rather than a tip. This allows a restaurant to keep track of these totals independently.

CC—This is a total sum after all “tips earned” and “tips owed” are calculated.
DD — This is the amount of Cash Tips declared by this employee.

EE — The Net Minimum Cash Tips will tell you if the net total of this employee’s charge tips and the cash tips declared meet the
minimum requirements that tipped employees must declare. For example, if tipped employees must declare 10% of their sale
as tips, and their sales for the night are $1,000, they need to report $100 in tips. If credit card tips are under $100, not meetin
the 10% requirement, they will need to report the difference as cash tips. If this figure is less than the percent set up in
BackOffice it will look like this: ($23.71). If it satisfies the requirements set up in BackOffice, there will be no () around the
number.

FF — Tracking Groups can be a Super Department, a Department, a Family Group or a Menu Item. You may have a multitude o
tracking groups and you can have different tracking groups for different employees and employee groups. You will see a coun
the tracking type (Super Department, Department, Family or Menu Item)
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9.2 AllTills

Enter topic text here.
9.2.1 PaidIn

The Paid In function allows you to pay money into the till (on any terminal with a till) without adding to
sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In to All Tills Procedure

From the workstation you are putting the money into:

1. Press the Manager icon at the top of your screen.

Drawer  History Info Delivery  Dispatch  Counter  Take Out  Pick Up Bar Dining

SoftTouch POS, : 7~ P ~
6/13 04:16p Cassandra ﬁ LY . !V @ ‘ @ ?“ / I

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout | Alerkst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Reports Web/Internet

Printreports Q Internetweh browser
&

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Tills tab at the top of the screen.

Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are adding the money to and press the Paid In button.

5. You will be prompted to choose the payment type.



~» Payment Type List

Cash

Visa

232

Mastercard

Amex

Discover

Diners;/ Carte Bl

6. Enter the amount of a Paid In.

7. Press Yes to the confirmation dialog.

9.2.2 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) without
deducting from sales. The system will ask you for reason codes and you can print a report with the

reasons.
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Paid Out is used when you need to remove money from a till to pay for a repair, buy produce if you run
out, etc. (the amount does not deduct from sales)

Paid Out Procedure

From the workstation you are taking the money from:

1. Press the Manager icon at the top of your screen.

6/13 04:16p Eassa_ndra-'

‘Warnings & Reminders  ChalkBoard .
Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

\g General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Irnternet web browser

Reports
Printreports

Ti_p Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offline, voids

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Banks (‘rillslPockets) Employee Management

Faid IN/OUT, refunds, § transfers, driver banks and balances %E Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out
Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty

' Customers and loyalty maintenance
Accounts
(d I House accounts, gift card and card account management

3. Press the All Tills tab at the top of the screen.
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— —

Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Paid Out button.

5. Select the reason money is being removed from the till.

=
L Cash Paid List

Paid OUT Driver Paid

Paid OUT Driver Tips Paid

Paid OUT Paid Out

Paid OUT Tips Paid

6. Enter the amount of the Paid Out.
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7. Press Yes to the confirmation dialog.

Confirmation Dialog

Paid QUT: ($75.00)
Till #1
Paid Out

9.2.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with
General Refund.

Refund Order Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.

E

Warnings & Reminders  ChalkBoard | "\ Gelf Pay Cashout  Alerts! \/

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Tills tab at the top of the screen.

Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Refund Order button.



5. Select the order type that the check being refunded was originally rung up under.

6. Select the date that the check being refunded was originally rung up on.
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m cer | £ July, 2011
H I Sun Mon Tue Wed Thu

26 27 28 29 30

R ERE: X

10 11 13 14

akehankeaball 7 15, 20 %
B

C DToday: 7/5/2011

60 min || > Days

7. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.



123045 o789 ol clc]| /o
Seat #1 ;
s el e Pizza Sides
Atarters _— =
1 Minestrone (53.50) rew % =
1 Chicken Caesar Salad _ (57.29) B Breakfast Pizza Burgers Salads | i
Salads Desserts
= . Liquor
Appetizers RIEEs
Appetizers
Pool
SLUL Table
Pool-Table
Pasta
o~ Re-Rental
: Cold _
Seafood Wings . iy (
Subs ] Steaks Lo
. Rentals
Chicken
and Yeal
Beverages Desserts
Seafood
i —_—— Wings
~ Pool-Tak Cue ot
ntal Rentals Subs

Change
Ehiatiiby

Man. Ttem

Scan

8. Select whether you are refunding cash or applying a refund to a credit card.
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9. Select the reason this transaction is being refunded from the list.

Refund Reasons

‘ '+ Refund Reason List Bl
Customer changed mind

Didn't like food

Food prepared wrong

Fuul:i was cuiEl

Server rang wrong item

Server training

10. If you selected Credit in step 8, you will need to swipe the credit card or enter the credit card number

first, then the expiration date. If you selected Cash in step 8, you will be prompted with a verification
screen.

9.2.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.

General Refund Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.
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SoftTouch POSL
| 6/1304:16p Cassandra !

; Chalkboard
Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

' Reports Web/Internet
E Printreports Q Internetweh browser
&

Tip Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offine, voids

Journal Time Editor

Daily transactional journal %’ Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Faid IN/OUT, refunds, §transfers, driver banks and balances & Emplayee Shifts, Open Time Clocks

Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

" Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. Press the All Tills tab at the top of the screen.
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Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the General Refund button.

6. Select whether you are refunding cash or applying a refund to a credit card.
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) retmaresonise

Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Other

Out of item

Server rang wrong item

Server training

8. If you selected Credit in step 6, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 6, you will be prompted with a verification
screen.
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9.2.5 Transfer from Store

You will use the Transfer from Store button when you want to transfer money from the default store safe
to a till, pocket or another store safe.

Transfer from Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

SaftTonch POS. Drawe: Histo info Deli Dispatch  Counte ake Out  Pick U B
SoftTouch POS: i H DT ;‘;\' Jake Do gk Up t-‘,'{\
6/1304:16p Cassandra '% % . ﬁ‘ 6‘ = A @ J‘.:!_gi' r%

Warnings & Reminders  ChalkBoard [ Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions & Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

N AR A

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty

O Customers and loyalty maintenance
Accounts
‘d I House accounts, gift card and card account management

3. Press the All Tills tab at the top of the screen.

— ——

Local Tills

Local Tills

Bank Name Total Cash Total Other Status
Till #1 $0.00 S0.00

4. Highlight the till you are putting money in and press the Transfer from Store button.

Paid
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5. Enter the amount you are transferring from the store to this till.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.2.6 Transfer to Store

You will use the Transfer to Store button when you want to transfer money from a till, pocket or another
store safe to the default store safe.

Transfer to Store Procedure



247

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

T oday’s

S eﬁ'fﬁI f S

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 D6:35p

Cassandra

General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/P ockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

Werify employee declared credit card tips

v
dl

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

vV

3. Press the All Tills tab at the top of the screen.

'Employee Management

Alerts

System alert management

Waﬂlnternet

Internet weh browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Shifts, Open Time Clocks

Z Qut

Z out system wizard
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Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Transfer to Store button.

Paid

5. Enter the amount you are transferring from the till to the default store safe.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.
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9.2.7 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe
to another till, pocket or store safe.

Transfer To... Procedure

From the workstation you are transferring money from:

1. Press the Manager icon at the top of your screen.

e T Drawe: Histol Info Deli Dispatch  Counte Take Out  Pick U
SoftTouchiPOS = H A ;\r e
6/13 04:16p Cassandra % \-l;’\ . ﬁ _@‘ -';:;:-i\ i

Warnings & Reminders  ChalkBoard [ € ! self pay Cashout  Alerts!

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions & Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

N AR A

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty

O Customers and loyalty maintenance
Accounts
‘d I House accounts, gift card and card account management

3. Press the All Tills tab at the top of the screen.

— ——

Local Tills

Local Tills

Bank Name Total Cash Total Other Status
Till #1 $0.00 S0.00

4. Highlight the till you are taking the money from and press the Transfer To... button.

Paid
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5. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.

Bank List

ot
Depository Depository
Dealer Pocket

Safe

éEIfPa!,r Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

IE:assi Eubank Pocket

6. Enter the amount you are transferring from the till to the Bank (till, pocket or safe).
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Enter transfer amount

7 s | o | or

s fe )l -

CANCEL ENTER

7. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.2.8 Close Out

You will use the Close Out button when you want to close out and count a till or pocket. Usually the till or
pocket will be closed by the employee that was assigned to this till or pocket when they end their shift. If
their shift was closed without the till being closed, or if you wish to assign a fresh till or get fresh pocket
totals, you have the ability to close a till or pocket with this procedure.

Close Out Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra

| selfPay Cashout  Alertst NS

Warnings &Reminders  Chalkgoard (53

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
E Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

@n|6 L 2

Journal
Daily transactional journal

Time Editor

Time clock editor, tip fund editor & clocked in employees

W

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances .‘-a Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ | £ out system wizard

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Tills tab at the top of the screen.

Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are closing out and press the Close Out button.
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! Transfer from || Transfer to

5. From the Close Out Checklist screen, press the Close out bank button on the right.

'7/06 06:29p Cassandra

Closecut Checklist

m Close out bank: Till #1 Required

6. The screen will display the amount expected and default to that amount being the amount of cash
counted for this till, pocket or store safe if you do not have Blind Drop selected in BackOffice set up. If
the amount is correct, press Process to finalize the Close Out.

If the amount is not the same as the amount expected, press the <- Change $ button.

Till #1
Total "Cash™ amount you should have: 4¢140.00

Enter "Cash” amount you actually have: ¢140.00

Actual 'Cash” drop amount: $140.00

Over / Under ?

Over/Under $0.00

Over/Under Reason:

7. Enter the actual amount of money in the till, pocket or store safe in the Enter new drop amount dialog
box that becomes available.
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Enter new drop amount

Till #1

Total "Cash" .

Enter "Cash” a

Over / Under 7

Over/1
Over/Under Re

8. If the actual amount entered and the expected amount are different, you will see the difference in the
Over / Under section of the Till/Pocket Close Out dialog box. If you wish to select the reason for the
discrepancy, press the reason button and select the reason from the Over / Under Reasons list.

Total "Cash™ amount you should have: %$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over: $7.32

Over/Under Reason:
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9. You will now see the Over / Under amount and the reason in the Over / Under section of the Till/Pocket
Close Out screen. Now press the Process button at the bottom to finalize.

Till/ Pocket Closeout

Till #1

Total "Cash™ amount you should have: 4$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over:

10. Now press the Process button at the bottom to finalize.

9.2.9 Bank Report

This allows you to take a report on any till, pocket or store safe.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Fodsgy's Speciafs

Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

2.
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‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
E Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

@n|6 L 2

Journal
Daily transactional journal

Time Editor

Time clock editor, tip fund editor & clocked in employees

W

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances .‘-a Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ | £ out system wizard

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Tills tab at the top of the screen.

Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are closing out and press the Bank Report button.



! Transfer from || Transfer to

5. A Daily Batch List will appear. A batch is any period the till was open and closed. You may use the till
more than once per day and you would have multiple batches. Each batch will indicate what date and
time it was opened and closed and list it's status as Open or Closed. This will enable you to select the
report that corresponds with correct shift that the till was used during. If you only use each till once
per day, you will only see one batch.

Select the batch that you wish to run a report on.

w;-l ) —
‘ ' » Batch List

Shift Date Time Status
07/05 05:26pm - Open

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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9.3 Pockets

Enter topic text here.
9.3.1 PaidIn

The Paid In function allows you to pay money into a till (on any terminal with a till) or server pocket

without adding to sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and

restaurant's deposits (the amount does not add to sales)

Paid In to a Pocket Procedure

From any workstation. Be sure to give the money to the employee whose pocket you select in step 4.

1. Press the Manager icon at the top of your screen.

[ N Drawer Histo Infa Delive Dispatch  Counter  Take Out  Pick U

SoftTouchiPOS -~ r&i{r R’ i ﬁ\‘ ~ i
6/13 04:16p Cassandra ﬁ Kb} . " m @ I'i;’ ﬁ\ l‘-ﬁ
Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout | Alerkst

Fodsgy's Speciafs

& >

Bar Dining

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.
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‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
E Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

@n|6 L 2

Journal
Daily transactional journal

Time Editor

Time clock editor, tip fund editor & clocked in employees

W

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances .‘-a Employee Shifts, Open Time Clocks
Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ | £ out system wizard

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

7
Local Tills

Bank Name Total Cash Total Other Total Status
Till #1 %0.00 +0.00 40.00

4. Highlight the till you are adding the money to and press the Paid In button.
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5. You will be prompted to choose the payment type.

~» Payment Type List

Cash

Visa

Mastercard

Amex

Discover

Diners;/ Carte Bl

6. Enter the amount of a Paid In.

7. Press Yes to the confirmation dialog.

9.3.2 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) without
deducting from sales. The system will ask you for reason codes and you can print a report with the
reasons.

Paid Out is used when you need to remove money from a till or pocket to pay for a repair, buy produce if
you run out, etc. (the amount does not deduct from sales)



Paid Out Procedure

From any workstation. Be sure to get the money from the pocket of the employee that you select in step

4.

1. Press the Manager icon at the top of your screen.

6/1304:16p Cassandra
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Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

6/07 06:35p Cassandra

d
SN
<
EE
=

General Functions

Set Op date, change employee, launch backoffice, system reset..,

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver hanks and balances

Bank & Employee Close out

Ermployees and banks awaiting close out

Charge Tip Verification

YWerify employvee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift cardd and card account management

3. Press the Pockets tab at the top of the screen.

Alerts

System alent management

Web/Internet

Irnternet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard
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=

Local Tills  all’
| =S

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 %0.00 £0.00 £0.00

4. Highlight the till you are taking the money from and press the Paid Out button.

5. Select the reason money is being removed from the till.

=
L Cash Paid List

Paid OUT Driver Paid

Driver Tips Paid

Paid Out

Tips Paid

6. Enter the amount of the Paid Out.
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7. Press Yes to the confirmation dialog.

9.3.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with

General Refund.

Refund Order Procedure

From any workstation. Be sure to get the money from the pocket of the employee that you select in step

4.

1. Press the Manager icon at the top of your screen.

T S Di ! Histal Info Delf Dispatch

SoftTouch POS| mr H L ;@3 -

6/13 04:16p Cassandra % l\‘}. . /—\' @
= v

Warnings & Reminders  ChalkBoard [ 5p | Self pay Cashout  Alerts!

Today's Spetrals

Counter  Take Out  Pick Up Ba:r
O @ O &

N

Dining

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

¢: € ®

All Checks Overview Tip Pools

Find. recpen, reprint, adjust payments, offine, voids Tip pool close out

Journal Time Editor

Daily transactional journal | Time clock editor, tip fund editor & clocked in employees

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Pockets tab at the top of the screen.

= p—-=

Local Tills Al Tills
S

7
Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 %0.00 £0.00 £0.00

4. Highlight the till you are taking the money from and press the Refund Order button.



5. Select the order type that the check being refunded was originally rung up under.

6. Select the date that the check being refunded was originally rung up on.
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m cer | £ July, 2011
H I Sun Mon Tue Wed Thu

26 27 28 29 30

R ERE: X

10 11 13 14

akehankeaball 7 15, 20 %
B

C DToday: 7/5/2011

60 min || > Days

7. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.



123045 o789 ol clc]| /o
Seat #1 ;
s el e Pizza Sides
Atarters _— =
1 Minestrone (53.50) rew % =
1 Chicken Caesar Salad _ (57.29) B Breakfast Pizza Burgers Salads | i
Salads Desserts
= . Liquor
Appetizers RIEEs
Appetizers
Pool
SLUL Table
Pool-Table
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o~ Re-Rental
: Cold _
Seafood Wings . iy (
Subs ] Steaks Lo
. Rentals
Chicken
and Yeal
Beverages Desserts
Seafood
i —_—— Wings
~ Pool-Tak Cue ot
ntal Rentals Subs

Change
Ehiatiiby

Man. Ttem

Scan

8. Select whether you are refunding cash or applying a refund to a credit card.
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9. Select the reason this transaction is being refunded from the list.

Refund Reasons

’.-_'_!1 ——
‘ _» Refund Reason List

Customer changed mind

Didn't like food

Food prepared wrong

Fuul:i .was l:uld

Server rang wrong item

Server training

10. If you selected Credit in step 8, you will need to swipe the credit card or enter the credit card number

first, then the expiration date. If you selected Cash in step 8, you will be prompted with a verification
screen.

9.3.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.

General Refund Procedure

From any workstation. Be sure to get the money from the pocket of the employee that you select in step
4.

1. Press the Manager icon at the top of your screen.
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SoftTouch POSL
| 6/1304:16p Cassandra !

; Chalkboard
Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

' Reports Web/Internet
E Printreports Q Internetweh browser
&

Tip Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offine, voids

Journal Time Editor

Daily transactional journal %’ Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Faid IN/OUT, refunds, §transfers, driver banks and balances & Emplayee Shifts, Open Time Clocks

Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

" Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. Press the Pockets tab at the top of the screen.
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Local Tills

Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 %0.00 £0.00 £0.00

4. Highlight the pocket you are taking the money from and press the General Refund button.

6. Select whether you are refunding cash or applying a refund to a credit card.
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) retmaresonise

Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Other

Out of item

Server rang wrong item

Server training

8. If you selected Credit in step 6, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 6, you will be prompted with a verification
screen.
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9.3.5 Transfer from Store

You will use the Transfer from Store button when you want to transfer money from the default store safe
to a till, pocket or another store safe.

Transfer from Store Procedure

From any workstation. Be sure to give the money to the employee whose pocket you select in step 4.

1. Press the Manager icon at the top of your screen.

P e Drawe: Histol Info Deli Dispatch  Counte ake Out  Pick U, Bai

SoftTouch \POS ,.J\" R"‘_“""’ s ;é'l\ o ,.?f\

6/1304:16p Cassandra ‘% KV (I T @ 5 @ 8 Y
| i, A e

Warnings & Reminders  ChalkBoard [ 5 Self Pay Cashout  Alerkst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions & Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

N AR A

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty

O Customers and loyalty maintenance
Accounts
‘d I House accounts, gift card and card account management

3. Press the Pockets tab at the top of the screen.

=

Local Tills @ﬁﬁ

(s

Lacal Tills

Bank Mame Total Cash Total Other Total Status
Till #1 %0.00 +0.00 +0.00

4. Highlight the pocket you are putting money in and press the Transfer from Store button.

Paid
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5. Enter the amount you are transferring from the store to this pocket.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.3.6 Transfer to Store

You will use the Transfer to Store button when you want to transfer money from a till, pocket or another
store safe to the default store safe.

Transfer to Store Procedure
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From any workstation. Be sure to get the money from the pocket of the employee that you select in step
4.

1. Press the Manager icon at the top of your screen.

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 06:35p Cassandra

;\é General Functions - Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Waﬂlnternet

Internet weh browser

Reports
Printreports

Tip Pools

Find. recpen, reprint, adjust payments, offine, voids Tip pool close out

q All Chechks Overview

Daily transactional journal Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/P ockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Z Qut

Z out system wizard

Bank & Employee Close out

Employees and banks awaiting close aut

*
@
&
Journal 6& Time Editor
]
a

Charge Tip Verification
rﬁ Werify employee declared credit card tips

Customers & Loyalty

. Customers and loyalty maintenance
Accounts
(d I House accounts, gift card and card account management

D 7

3. Press the Pockets tab at the top of the screen.
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=

Local Tills  all’
SRR

Local Tills
Bank Name Total Cash Total Other Total Status

Till #1 %0.00 £0.00 £0.00

4. Highlight the pocket you are taking the money from and press the Transfer to Store button.

Paid

5. Enter the amount you are transferring from the pocket to the default store safe.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.3.7 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe
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to another till, pocket or store safe.

Transfer To... Procedure

From any workstation. Be sure to get the money from the pocket of the employee that you select in step
4,

1. Press the Manager icon at the top of your screen.

\SoftTouch POS
6413 04:16p Eassqhdra

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 06:35p Cassandra

Alerts

System alent management

'-;‘é General Functions

Set Op date, change employee, launch backoffice, system reset...

Web/Internet

Internet web browsar

Reports
Printreports

Tip Pools

Find, recpen, reprint, adjust payments, offine, voids Tip pool close out

@ﬂ 6‘(}

q All Checks Overview

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

5

Banks (Tills/Pockets) Employee Management
Paid IN/OUT, refunds. § transfers, driver banks and balances Employee Shifts, Open Time Clocks

&

Bank & Employee Close out Z Out

Z out systern wizard

@ Ermployees and banks awaiting close out

Charge Tip Verification
rﬁ YWerify employee declared credit card tips

Customers & Loyalty

. Customers and loyalty maintenance
Accounts
td | House accounts, gift card and card account management
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3. Press the Pockets tab at the top of the screen.

==

Local Tills  anTills £p
SRR

Local Tills

Bank Name Total Cash Total Other Total Status
Till #1 %0.00 40.00 40.00

4. Highlight the pocket you are taking the money from and press the Transfer To... button.

5. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.
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Bank List

ot
Depository Depository
Dealer Pocket

Safe

éEIfPa!,r Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

IE:assi Eubank Pocket

6. Enter the amount you are transferring from the pocketl to the Bank (till, pocket or safe).
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Enter transfer amount

e o flor

Sl el

o
CANCEL ENTER

7. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

8. Take the money from the till selected in step 4 and put it in the Bank (Till, Pocket or Store Safe) you
selected in step 5.

9.3.8 Close Out

You will use the Close Out button when you want to close out and count a till or pocket. Usually the till or
pocket will be closed by the employee that was assigned to this till or pocket when they end their shift. If
their shift was closed without the till being closed, or if you wish to assign a fresh till or get fresh pocket
totals, you have the ability to close a till or pocket with this procedure.

Close Out Procedure

1. Press the Manager icon at the top of your screen.

= s = r
6/13 04:16p Cassandra @

Warnings & Reminders  ChalkBoard : 5p

" SelfPay Cashout  Alertst \-/

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
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d!

General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Pockets tab at the top of the screen.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

Z out gystem wizard

= e

Local Tills Al Tills
S

Till #1

Local Tills

Bank Name

Total Cash
%0.00

Total
40.00

Total Other
+0.00

4. Highlight the till you are closing out and press the Close Out button.

Status
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! Transfer from || Transfer to

5. From the Close Out Checklist screen, press the Close out bank button on the right.

'7/06 06:29p Cassandra

Closecut Checklist

m Close out bank: Till #1 Required

6. The screen will display the amount expected and default to that amount being the amount of cash
counted for this till, pocket or store safe if you do not have Blind Drop selected in BackOffice set up. If
the amount is correct, press Process to finalize the Close Out.

If the amount is not the same as the amount expected, press the <- Change $ button.

Till #1
Total "Cash™ amount you should have: 4¢140.00

Enter "Cash” amount you actually have: ¢140.00

Actual 'Cash” drop amount: $140.00

Over / Under ?

Over/Under $0.00

Over/Under Reason:

7. Enter the actual amount of money in the till, pocket or store safe in the Enter new drop amount dialog
box that becomes available.
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Enter new drop amount

Till #1

Total "Cash" .

Enter "Cash” a

Over / Under 7

Over/1
Over/Under Re

8. If the actual amount entered and the expected amount are different, you will see the difference in the
Over / Under section of the Till/Pocket Close Out dialog box. If you wish to select the reason for the
discrepancy, press the reason button and select the reason from the Over / Under Reasons list.

Total "Cash™ amount you should have: %$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over: $7.32

Over/Under Reason:
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9. You will now see the Over / Under amount and the reason in the Over / Under section of the Till/Pocket
Close Out screen. Now press the Process button at the bottom to finalize.

Till/ Pocket Closeout

Till #1

Total "Cash™ amount you should have: 4$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over:

10. Now press the Process button at the bottom to finalize.

9.3.9 Bank Report

This allows you to take a report on any till, pocket or store safe.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Fodsgy's Speciafs

Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

2.



287

General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Pockets tab at the top of the screen.

= ——

Local Tills  anTills £p
S

Local Tills

Bank Name Total Cash Total Other Total Status
Till #1 %0.00 +0.00 40.00

4. Highlight the pocket you are closing out and press the Bank Report button.



! Transfer from || Transfer to

5. A Daily Batch List will appear. A batch is any period the till was open and closed. You may use the till
more than once per day and you would have multiple batches. Each batch will indicate what date and
time it was opened and closed and list it's status as Open or Closed. This will enable you to select the
report that corresponds with correct shift that the till was used during. If you only use each till once
per day, you will only see one batch.

Select the batch that you wish to run a report on.

w;-l ) —
‘ ' » Batch List

Shift Date Time Status
07/05 05:26pm - Open

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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9.4 Store

Enter topic text here.
9.4.1 PaidIn

The Paid In function allows you to pay money into a till or store safe without adding to sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In to a Store (Safe) Procedure

From any workstation. Be sure to put the money in the store safe you select in step 4.

1. Press the Manager icon at the top of your screen.

[ N Drawer Histo Infa Delive Dispatch  Counter  Take Out  Pick U Bar Dini
SoftTouchiPOS b : EEER DT . . p ng

6/13 04:16p Cassandra ﬁ ® l

.

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

.\ self Pay Cashout | Alerkst

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Reports Web/Internet

Printreports Q Internetweh browser
&

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Store tab at the top of the screen.

Bank Name Total Cash Status
Store Bank (Store Safe) %0.00

4. Highlight the safe you are adding the money to (there may be more than 1 in some cases), and press
the Paid In button.
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5. You will be prompted to choose the payment type.

G roment et

Cash

Visa

Mastercard

Discover

6. Enter the amount of a Paid In.
7. Press Yes to the confirmation dialog.

8. Be sure to put the money in the store safe you indicated, not the till at the workstation you are
performing this action at.

9.4.2 Paid Out

The Paid Out function allows you to pay money out of a till or a store safe without deducting from sales.
The system will ask you for reason codes and you can print a report with the reasons.

Paid Out is used when you need to remove money from a till or store safe to pay for a repair, buy produce
if you run out, etc. (the amount does not deduct from sales)
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Paid Out Procedure

From any workstation. Be sure to get the money from the store safe that you select in step 4.

1. Press the Manager icon at the top of your screen.

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 06:35p Cassandra

General Functions - Alerts
Set Op date, change employee, launch backoffice, system reset.. System alent management

We_bf | ntbern et

Internet weh browser

Reports
Printreports

Tip Pools

Tip pool close out

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Daily transactional journal Time clock editor, tip fund editor & clocked in employees

aX

Banks (Tills/Pockets)

Faid IN/OUT. refunds, § transfers. driver hanks and balances
i)

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard

&
Journal _(if Time Editor
Bank & Employee Close out
Ermployees and banks awaiting close out ﬂ
Charge Tip Verification

Yerify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
¢ | House accounts, gift card and card account management

% v

3. Press the Store tab at the top of the screen.
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Bank Mame Total Cash Status
Store Bank (Store Safe) %0.00

4. Highlight the store safe you are adding the money to (there may be more than 1 in some cases), and
press the Paid Out button.

5. Select the reason money is being removed from the safe.

‘ " » Cash Paid List
Paid OUT Driver Paid

Paid OUT Driver Tips Paid

Paid OUT Paid Out

Paid OUT Tips Paid
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6. Enter the amount of the Paid Out.

7. Press Yes to the confirmation dialog.

8. Be sure to take the money from the store safe you indicated, not the till at the workstation you are
performing this action at.

9.4.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with
General Refund.

Refund Order Procedure

From any workstation. Be sure to get the money from the store safe that you select in step 4.

1. Press the Manager icon at the top of your screen.

Info Delivery Dispatch Counter Take Out Pick Up Dining Employse

RO N XN

| Self pay Cashout  Alerts!

C o EE T el DAC Drawer
SoftTouch POS|

6/13 04:16p Cassandra

Warnings & Reminders  ChalkBoard : 5p

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Reports Web/Internet

Printreports Q Internetweh browser
&

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Stores tab at the top of the screen.

Bank Mame Total Cash Status
Store Bank (Store Safe) %0.00

4. Highlight the store safe you are taking the money from (there may be more than 1 in some cases),
and press the Refund Order button.



5. Select the order type that the check being refunded was originally rung up under.

6. Select the date that the check being refunded was originally rung up on.
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7. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.



123045 o789 ol clc]| /o
Seat #1 ;
s el e Pizza Sides
Atarters _— =
1 Minestrone (53.50) rew % =
1 Chicken Caesar Salad _ (57.29) B Breakfast Pizza Burgers Salads | i
Salads Desserts
= . Liquor
Appetizers RIEEs
Appetizers
Pool
SLUL Table
Pool-Table
Pasta
o~ Re-Rental
: Cold _
Seafood Wings . iy (
Subs ] Steaks Lo
. Rentals
Chicken
and Yeal
Beverages Desserts
Seafood
i —_—— Wings
~ Pool-Tak Cue ot
ntal Rentals Subs

Change
Ehiatiiby

Man. Ttem

Scan

8. Select whether you are refunding cash or applying a refund to a credit card.
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9. Select the reason this transaction is being refunded from the list.

Refund Reasons

’.-_'_!1 ——
‘ _» Refund Reason List

Customer changed mind
Didn't like food
Food prepared wrong

Fuul:i .was l:uld

Server rang wrong item

Server training

10. If you selected Credit in step 8, you will need to swipe the credit card or enter the credit card number

first, then the expiration date. If you selected Cash in step 8, you will be prompted with a verification
screen.

9.4.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.

General Refund Procedure

From any workstation. Be sure to get the money from the store safe that you select in step 4.

1. Press the Manager icon at the top of your screen.
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SoftTouch POSL
| 6/1304:16p Cassandra !

; Chalkboard
Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

' Reports Web/Internet
E Printreports Q Internetweh browser
&

Tip Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offine, voids

Journal Time Editor

Daily transactional journal %’ Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Faid IN/OUT, refunds, §transfers, driver banks and balances & Emplayee Shifts, Open Time Clocks

Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

" Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. Press the Stores tab at the top of the screen.
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Bank Mame Total Cash Status
Store Bank (Store Safe) %0.00

4. Highlight the store safe you are taking the money from (there may be more than 1 in some cases),
and press the General Refund button.

Paid

5. Enter the total amount that you are refunding (including the tax).

Enter refund amount

6. Select whether you are refunding cash or applying a refund to a credit card.
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Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Server rang wrong item

Server training

8. If you selected Credit in step 6, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 6, you will be prompted with a verification
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screen.
9.45 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe

to another till, pocket or store safe.

Transfer To... Procedure

From any workstation. Be sure to get the money from the store safe that you select in step 4.

1. Press the Manager icon at the top of your screen.

R Drawer History Info Delivery  Dispatch
SoftTouchiPOS: B AN =
=N \ \ e
6/13 04:16p Cassandra ﬁ \_‘:}\ - ol @
Warnings & Reminders  ChalkBoard [ 5 Self Pay Cashout  Alerkst

Fodsgy's Speciafs

Counter  Take Out  Pick Up Bar
F—--‘.‘ o ‘ =y, F. g \;._
-:;;:- ‘ul ﬂ '1}

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Reports Web/Internet

Printreports Q Internetweh browser
&

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Store tab at the top of the screen.

Bank Name Total Cash Status
Store Bank (Store S5afe) %0.00

4. Highlight the store safe you are taking the money from and press the Transfer To... button.
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Paid

5. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.
- Bank List .
e

Depository Depository
Dealer Pocket

SelfPay Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

Cassi Eubank Pocket

6. Enter the amount you are transferring from the store safe to the Bank (till, pocket or safe).



307

Enter transfer amount

7. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

8. Take the money from the Store Safe you selected in step 4 and put it in the Bank (Till, Pocket or Store
Safe) you selected in step 5.
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9.5 Open Banks

Enter topic text here.
9.5.1 PaidIn

The Paid In function allows you to pay money into the till (on any terminal with a till) without adding to
sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In to an Open Bank Procedure

From the workstation you are putting the money into:

1. Press the Manager icon at the top of your screen.

SoftTouch POS Dra':e'r' }ﬁ,;u;;\y Info ,DE Dispalch  Counter Talcfou't Pick Up ;\ ;'-f?m\
6/1304:16p Cassandra ﬁ \"'}; .r afi \ l [’:‘ﬁ_,- '?:- &

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout | Alerkst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Open Banks tab at the top of the screen.

"_m:al I;ﬂ%_ :
.L T | | = ‘N F.

Local Tills

Bank Name Total Cash Total Dther Total Status
Till #1 $0.00 %0.00 $0.00

4. Highlight the till you are adding the money to and press the Paid In button.



l ") Payment Type List |

cath| Cash

Visa

Mastercard

Amex

Discover

Diners;/ Carte Bl

6. Enter the amount of a Paid In.

7. Press Yes to the confirmation dialog.
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Confirmation Dialog

Paid IN: $50.00
Till#1
Paid in

9.5.2 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) without
deducting from sales. The system will ask you for reason codes and you can print a report with the
reasons.

Paid Out is used when you need to remove money from a till or pocket to pay for a repair, buy produce if
you run out, etc. (the amount does not deduct from sales)

Paid Out Procedure

From the workstation you are taking the money from:

1. Press the Manager icon at the top of your screen.

Warnings & Reminders | ChalkBoard 53

T oday's SpPetials

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Open Banks tab at the top of the screen.

N AR A

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Local Tills

Till #1

Local Tills

Bank Name

Total Cash
$0.00

Total Dther
%0.00

4. Highlight the till you are taking the money from and press the Paid Out button.

Status




5.

6.

7.

Select the reason money is being removed from the till.

Cash Paid

=
L Cash Paid List

Paid OUT Driver Paid

Paid OUT Driver Tips Paid

313

Paid OUT Paid Out

Paid OUT Tips Paid

Enter the amount of the Paid Out.

Press Yes to the confirmation dialog.
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9.5.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with
General Refund.

Refund Order Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.

&Hfffﬁa"d@'ﬂ :/D‘Ej Drﬂjl..ﬂ!.r History Info Delhr-lleljr Dmpail:h Cmther Take -Cflut Pick Up
= [ - Ay S & A .
6/13 04:16p Cassandra ‘\J:.a' . [ { ‘3‘-}‘ ! E i

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

.\ self Pay Cashout  Alertst

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Open Banks tab at the top of the screen.

Local Tils  AllTills  Pockets &

Local Tills

Bank Name Total Cash Total Dther Total Status

Till #1 $0.00 %0.00 $0.00

4. Highlight the till you are taking the money from and press the Refund Order button.



5. Select the order type that the check being refunded was originally rung up under.

6. Select the date that the check being refunded was originally rung up on.
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7. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.
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Scan

8. Select whether you are refunding cash or applying a refund to a credit card.
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9. Select the reason this transaction is being refunded from the list.

Refund Reasons

‘ '+ Refund Reason List Bl
Customer changed mind

Didn't like food

Food prepared wrong

Fuul:i was cuiEl

Server rang wrong item

Server training

10. If you selected Credit in step 8, you will need to swipe the credit card or enter the credit card number

first, then the expiration date. If you selected Cash in step 8, you will be prompted with a verification
screen.

9.5.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.

General Refund Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.
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SoftTouch POSL
| 6/1304:16p Cassandra !

; Chalkboard
Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

' Reports Web/Internet
E Printreports Q Internetweh browser
&

Tip Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offine, voids

Journal Time Editor

Daily transactional journal %’ Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Faid IN/OUT, refunds, §transfers, driver banks and balances & Emplayee Shifts, Open Time Clocks

Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

" Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. Press the Open Banks tab at the top of the screen.
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Local Tills

Local Tills

Bank Name ) Total Cash Total Dther Total Status

Till #1 i %0.00 %0.00 $0.00

4. Highlight the till you are taking the money from and press the General Refund button.

Enter refund amount

6. Select whether you are refunding cash or applying a refund to a credit card.
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e

4 rofund Reasontst

Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Other

Out of item

Server rang wrong item

Server training

8. If you selected Credit in step 6, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 6, you will be prompted with a verification
screen.
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9.5.5 Transfer from Store

You will use the Transfer from Store button when you want to transfer money from the default store safe
to a till, pocket or another store safe.

Transfer from Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

SaftTonch POS. Drawe: Histo info Deli Dispatch  Counte ake Out  Pick U B
SoftTouch POS: i H DT ;‘;\' Jake Do gk Up t-‘,'{\
6/1304:16p Cassandra '% % . ﬁ‘ 6‘ = A @ J‘.:!_gi' r%

Warnings & Reminders  ChalkBoard [ Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Reports Web/Internet

Printreports Q Internetweh browser
&

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Open Banks tab at the top of the screen.

Local Tills

Bank Name Total Cash Total Dther Total Status

Till #1 $0.00 %0.00 %0.00

4. Highlight the till you are putting money in and press the Transfer from Store button.
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Paid

5. Enter the amount you are transferring from the store to this till.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

95.6 Transfer to Store

You will use the Transfer to Store button when you want to transfer money from a till, pocket or another
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store safe to the default store safe.

Transfer to Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

\SoftTouch POS
6413 04:16p Eassqhdra

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 06:35p Cassandra

Alerts

System alent management

'-;‘é General Functions

Set Op date, change employee, launch backoffice, system reset...

Web/Internet

Internet web browsar

Reports
Printreports

Tip Pools

Find, recpen, reprint, adjust payments, offine, voids Tip pool close out

@ﬂ 6‘(}

q All Checks Overview

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

5

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)
Faid IMN/OUT, refunds, § transfers. driver hanks and balances

&

Bank & Employee Close out Z Out

Z out systern wizard

@ Ermployees and banks awaiting close out

Charge Tip Verification
rﬁ YWerify employee declared credit card tips

Customers & Loyalty

. Customers and loyalty maintenance
Accounts
td | House accounts, gift card and card account management
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3. Press the Open Banks tab at the top of the screen.

ocamite ANTHs rockets store (openooid)

Local Tills

Bank Name Total Cash Total Dther Total Status
Till #1 $0.00 %0.00 $0.00

4. Highlight the till you are taking the money from and press the Transfer to Store button.

Paid

5. Enter the amount you are transferring from the till to the default store safe.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.
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9.5.7 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe
to another till, pocket or store safe.

Transfer To... Procedure

From the workstation you are transferring money from:

1. Press the Manager icon at the top of your screen.

e T Drawe: Histol Info Deli Dispatch  Counte Take Out  Pick U
SoftTouchiPOS = H A ;\r e
6/13 04:16p Cassandra % \-l;’\ . ﬁ _@‘ -';:;:-i\ i

Warnings & Reminders  ChalkBoard [ € ! self pay Cashout  Alerts!

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions ; Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Open Banks tab at the top of the screen.

7
Local Tills

Bank Name ) Total Cash Total Dther Total Status

Till #1 i $0.00 %0.00 %0.00

4. Highlight the till you are taking the money from and press the Transfer To... button.
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Paid

5. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.
- Bank List .
e

Depository Depository
Dealer Pocket

SelfPay Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

Cassi Eubank Pocket

6. Enter the amount you are transferring from the till to the Bank (till, pocket or safe).
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Enter transfer amount

e o flor

Sl el

o
CANCEL ENTER

7. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

8. Take the money from the till selected in step 4 and put it in the Bank (Till, Pocket or Store Safe) you
selected in step 5.

9.5.8 Close Out

You will use the Close Out button when you want to close out and count a till or pocket. Usually the till or
pocket will be closed by the employee that was assigned to this till or pocket when they end their shift. If
their shift was closed without the till being closed, or if you wish to assign a fresh till or get fresh pocket
totals, you have the ability to close a till or pocket with this procedure.

Close Out Procedure

1. Press the Manager icon at the top of your screen.

= s = r
6/13 04:16p Cassandra @

Warnings & Reminders  ChalkBoard : 5p

" SelfPay Cashout  Alertst \-/

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
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d!

General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

¢: € ®

A

[

3. Press the Open Banks tab at the top of the screen.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Employee Management
Emplayee Shifts, Open Time Clocks

Z Qut

Z out gystem wizard

Till #1

4. Highlight the till you

Local Tills ﬂm _3_'_ m I -‘.ﬂﬁ_ )pen Banl
Local Tills

Bank Name

Total Cash
$0.00

Total
$0.00

Total Dther
%0.00

are closing out and press the Close Out button.

Status
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! Transfer from || Transfer to

5. From the Close Out Checklist screen, press the Close out bank button on the right.

'7/06 06:29p Cassandra

Closecut Checklist

m Close out bank: Till #1 Required

6. The screen will display the amount expected and default to that amount being the amount of cash
counted for this till, pocket or store safe if you do not have Blind Drop selected in BackOffice set up. If
the amount is correct, press Process to finalize the Close Out.

If the amount is not the same as the amount expected, press the <- Change $ button.

Till #1
Total "Cash™ amount you should have: 4¢140.00

Enter "Cash” amount you actually have: ¢140.00

Actual 'Cash” drop amount: $140.00

Over / Under ?

Over/Under $0.00

Over/Under Reason:

7. Enter the actual amount of money in the till, pocket or store safe in the Enter new drop amount dialog
box that becomes available.
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Enter new drop amount

Till #1

Total "Cash" .

Enter "Cash” a

Over / Under 7

Over/1
Over/Under Re

8. If the actual amount entered and the expected amount are different, you will see the difference in the
Over / Under section of the Till/Pocket Close Out dialog box. If you wish to select the reason for the
discrepancy, press the reason button and select the reason from the Over / Under Reasons list.

Total "Cash™ amount you should have: %$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over: $7.32

Over/Under Reason:




335

9. You will now see the Over / Under amount and the reason in the Over / Under section of the Till/Pocket
Close Out screen. Now press the Process button at the bottom to finalize.

Till/ Pocket Closeout

Till #1

Total "Cash™ amount you should have: 4$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over:

10. Now press the Process button at the bottom to finalize.

9.5.9 Bank Report

This allows you to take a report on any till, pocket or store safe.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Fodsgy's Speciafs

Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

2.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the Open Banks tab at the top of the screen.

ocami: i BB
—

Local Tills

Bank Name Total Cash Total Dther Status

Till #1 $0.00 %0.00

4. Highlight the till you are closing out and press the Bank Report button.



! Transfer from || Transfer to

5. A Daily Batch List will appear. A batch is any period the till was open and closed. You may use the till
more than once per day and you would have multiple batches. Each batch will indicate what date and
time it was opened and closed and list it's status as Open or Closed. This will enable you to select the
report that corresponds with correct shift that the till was used during. If you only use each till once
per day, you will only see one batch.

Select the batch that you wish to run a report on.

w;-l ) —
‘ ' » Batch List

Shift Date Time Status
07/05 05:26pm - Open

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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9.6 All Banks

Enter topic text here.
9.6.1 PaidIn

The Paid In function allows you to pay money into the till (on any terminal with a till) without adding to
sales.

Paid In is used for sales of gift certificates, money received as a portion of vending machine revenue and
restaurant's deposits (the amount does not add to sales)

Paid In to All Banks Procedure

From the workstation you are putting the money into:

1. Press the Manager icon at the top of your screen.

Drawer  History Info Delivery  Dispatch  Counter  Take Out  Pick Up Bar Dining

SoftTouch POS, : 7~ P ~
6/13 04:16p Cassandra ﬁ LY . !V @ ‘ @ ?“ / I

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout | Alerkst

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Local Tills

=
Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are adding the money to and press the Paid In button.



") Payment Type List |

! J Cash

Visa

341

Mastercard

Discover

Diners/ Carte Bl

6. Enter the amount of a Paid In.

7. Press Yes to the confirmation dialog.
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Confirmation Dialog

Paid IN: $50.00
Till#1
Paid in

9.6.2 Paid Out

The Paid Out function allows you to pay money out of the till (on any terminal with a till) without
deducting from sales. The system will ask you for reason codes and you can print a report with the
reasons.

Paid Out is used when you need to remove money from a till or pocket to pay for a repair, buy produce if
you run out, etc. (the amount does not deduct from sales)

Paid Out Procedure

From the workstation you are taking the money from:

1. Press the Manager icon at the top of your screen.

Warnings & Reminders | ChalkBoard 53

T oday's SpPetials

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions & Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

N AR A

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Customers & Loyalty

O Customers and loyalty maintenance
Accounts
‘d I House accounts, gift card and card account management

3. Press the All Banks tab at the top of the screen.

e —

Local Tills

=
Local Tills

Bank Name Total Cash Total Other Status

Till #1 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Paid Out button.




5.

6.

7.

Select the reason money is being removed from the till.

Cash Paid

=
L Cash Paid List

Paid OUT Driver Paid

Paid OUT Driver Tips Paid

344

Paid OUT Paid Out

Paid OUT Tips Paid

Enter the amount of the Paid Out.

Press Yes to the confirmation dialog.
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9.6.3 Refund Order

You will use the Refund Order button when you have a copy of the guest check and want to refund each
item and reverse the transaction rather than just entering in a total refund amount as you would with
General Refund.

Refund Order Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.

&Hfffﬁa"d@'ﬂ :/D‘Ej Drﬂjl..ﬂ!.r History Info Delhr-lleljr Dmpail:h Cmther Take -Cflut Pick Up
= [ - Ay S & A .
6/13 04:16p Cassandra ‘\J:.a' . [ { ‘3‘-}‘ ! E i

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

.\ self Pay Cashout  Alertst

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Local Tills

=
Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Refund Order button.



5. Select the order type that the check being refunded was originally rung up under.

6. Select the date that the check being refunded was originally rung up on.

347
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m cer | £ July, 2011
H I Sun Mon Tue Wed Thu

26 27 28 29 30

R ERE: X

10 11 13 14

akehankeaball 7 15, 20 %
B

C DToday: 7/5/2011

60 min || > Days

7. You will be brought to the ordering screen. From here, enter everything that is on the original ticket
just as it was originally rung up. Notice the ( ) around the price of each item and the totals. You are
ringing up a negative amount on this check to reflect the refund. When you have entered all items on
the original check, press the Refund Tender button at the bottom of the screen.



123045 o789 ol clc]| /o
Seat #1 ;
s el e Pizza Sides
Atarters _— =
1 Minestrone (53.50) rew % =
1 Chicken Caesar Salad _ (57.29) B Breakfast Pizza Burgers Salads | i
Salads Desserts
= . Liquor
Appetizers RIEEs
Appetizers
Pool
SLUL Table
Pool-Table
Pasta
o~ Re-Rental
: Cold _
Seafood Wings . iy (
Subs ] Steaks Lo
. Rentals
Chicken
and Yeal
Beverages Desserts
Seafood
i —_—— Wings
~ Pool-Tak Cue ot
ntal Rentals Subs

Change
Ehiatiiby

Man. Ttem

Scan

8. Select whether you are refunding cash or applying a refund to a credit card.
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9. Select the reason this transaction is being refunded from the list.

Refund Reasons

‘ '+ Refund Reason List Bl
Customer changed mind

Didn't like food

Food prepared wrong

Fuul:i was cuiEl

Server rang wrong item

Server training

10. If you selected Credit in step 8, you will need to swipe the credit card or enter the credit card number

first, then the expiration date. If you selected Cash in step 8, you will be prompted with a verification
screen.

9.6.4 General Refund

You will use the General Refund button when you do not have a copy of the guest check and want to
refund a general amount.

General Refund Procedure

From the workstation you are refunding the money from:

1. Press the Manager icon at the top of your screen.
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SoftTouch POSL
| 6/1304:16p Cassandra !

; Chalkboard
Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

‘\é General Functions = Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

' Reports Web/Internet
E Printreports Q Internetweh browser
&

Tip Pools

Tip pool close out

q All Chechks Overview

Find. recpen, reprint, adjust payments, offine, voids

Journal Time Editor

Daily transactional journal %’ Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Faid IN/OUT, refunds, §transfers, driver banks and balances & Emplayee Shifts, Open Time Clocks

Bank & Employee Close out Z Out

Emplayees and banks awaiting close aut ﬂ Z out system wizard

Charge Tip Verification
rﬁ Werify employee declared credit card tips

" Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

3. Press the All Banks tab at the top of the screen.
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Local Tills

Local Tills

Bank Name Total Cash Total Other Status

Till #1 $0.00 $0.00

4. Highlight the till you are taking the money from and press the General Refund button.

6. Select whether you are refunding cash or applying a refund to a credit card.
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) retmaresonise

Customer changed mind

Didn't like food

Food prepared wrong

Food was cold

Other

Out of item

Server rang wrong item

Server training

8. If you selected Credit in step 6, you will need to swipe the credit card or enter the credit card humber
first, then the expiration date. If you selected Cash in step 6, you will be prompted with a verification
screen.
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9.6.5 Transfer from Store

You will use the Transfer from Store button when you want to transfer money from the default store safe
to a till, pocket or another store safe.

Transfer from Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

SaftTonch POS. Drawe: Histo info Deli Dispatch  Counte ake Out  Pick U B
SoftTouch POS: i H DT ;‘;\' Jake Do gk Up t-‘,'{\
6/1304:16p Cassandra '% % . ﬁ‘ 6‘ = A @ J‘.:!_gi' r%

Warnings & Reminders  ChalkBoard [ Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Bank Name Total Cash Total Other Total Status

Local Tills ! |

Local Tills

Till #1 $0.00 $0.00 %0.00

4. Highlight the till you are putting money in and press the Transfer from Store button.
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Paid

5. Enter the amount you are transferring from the store to this till.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

9.6.6 Transfer to Store

You will use the Transfer to Store button when you want to transfer money from a till, pocket or another
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store safe to the default store safe.

Transfer to Store Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

\SoftTouch POS
6413 04:16p Eassqhdra

Fodsgy's Speciafs

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.

6/07 06:35p Cassandra

Alerts

System alent management

'-;‘é General Functions

Set Op date, change employee, launch backoffice, system reset...

Web/Internet

Internet web browsar

Reports
Printreports

Tip Pools

Find, recpen, reprint, adjust payments, offine, voids Tip pool close out

@ﬂ 6‘(}

q All Checks Overview

Time Editor

Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

5

Employee Management
Employee Shifts, Open Time Clocks

Banks (Tills/Pockets)
Faid IMN/OUT, refunds, § transfers. driver hanks and balances

&

Bank & Employee Close out Z Out

Z out systern wizard

@ Ermployees and banks awaiting close out

Charge Tip Verification
rﬁ YWerify employee declared credit card tips

Customers & Loyalty

. Customers and loyalty maintenance
Accounts
td | House accounts, gift card and card account management
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3. Press the All Banks tab at the top of the screen.

Local Tills

=
Local Tills

Bank Name Total Cash Total Other Total Status
Till #1 $0.00 $0.00 $0.00

4. Highlight the till you are taking the money from and press the Transfer to Store button.

Paid

5. Enter the amount you are transferring from the till to the default store safe.

Enter transfer amount

6. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.
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9.6.7 Transfer To...

You will use the Transfer To... button when you want to transfer money from one till, pocket or store safe
to another till, pocket or store safe.

Transfer To... Procedure

From the workstation you are transferring money to:

1. Press the Manager icon at the top of your screen.

e T Drawe: Histol Info Deli Dispatch  Counte Take Out  Pick U
SoftTouchiPOS = H A ;\r e
6/13 04:16p Cassandra % \-l;’\ . ﬁ _@‘ -';:;:-i\ i

Warnings & Reminders  ChalkBoard [ € ! self pay Cashout  Alerts!

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Local Tills

=
Local Tills

Bank Name Total Cash Total Other Total Status

Till #1 $0.00 $0.00 %0.00

4. Highlight the till you are taking the money from and press the Transfer To... button.
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Paid

5. Select the Bank (till, pocket or safe) that you are transferring money to from the Bank List.
- Bank List .
e

Depository Depository
Dealer Pocket

SelfPay Drawer

Server Pocket

Station 1 Drawer Al

Station 1 Drawer PM

Cassi Eubank Pocket

6. Enter the amount you are transferring from the till to the Bank (till, pocket or safe).
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Enter transfer amount

7| s o | on

e

o o0
CANCEL ENTER

7. Once you have read the Confirmation Dialog box and verified the information is accurate, press the Yes
button to finalize.

8. Take the money from the till selected in step 4 and put it in the Bank (Till, Pocket or Store Safe) you
selected in step 5.

9.6.8 Close Out

You will use the Close Out button when you want to close out and count a till or pocket. Usually the till or
pocket will be closed by the employee that was assigned to this till or pocket when they end their shift. If
their shift was closed without the till being closed, or if you wish to assign a fresh till or get fresh pocket
totals, you have the ability to close a till or pocket with this procedure.

Close Out Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra

.} SelfPay Cashout Alerts! \'/

Warnings & Reminders  ChalkBoard 15p

Today's Spetrals

2. Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances
icon.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Bank Name Total Cash Total Other Total Status
Till #1 $0.00 $0.00 $0.00

Local Tills

=
Local Tills

4. Highlight the till you are closing out and press the Close Out button.
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! Transfer from || Transfer to

5. From the Close Out Checklist screen, press the Close out bank button on the right.

'7/06 06:29p Cassandra

Closecut Checklist

m Close out bank: Till #1 Required

6. The screen will display the amount expected and default to that amount being the amount of cash
counted for this till, pocket or store safe if you do not have Blind Drop selected in BackOffice set up. If
the amount is correct, press Process to finalize the Close Out.

If the amount is not the same as the amount expected, press the <- Change $ button.

Till #1
Total "Cash™ amount you should have: 4¢140.00

Enter "Cash” amount you actually have: ¢140.00

Actual 'Cash” drop amount: $140.00

Over / Under ?

Over/Under $0.00

Over/Under Reason:

7. Enter the actual amount of money in the till, pocket or store safe in the Enter new drop amount dialog
box that becomes available.
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Enter new drop amount

Till #1

Total "Cash" .

Enter "Cash” a

Over / Under 7

Over/1
Over/Under Re

8. If the actual amount entered and the expected amount are different, you will see the difference in the
Over / Under section of the Till/Pocket Close Out dialog box. If you wish to select the reason for the
discrepancy, press the reason button and select the reason from the Over / Under Reasons list.

Total "Cash™ amount you should have: %$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over: $7.32

Over/Under Reason:
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9. You will now see the Over / Under amount and the reason in the Over / Under section of the Till/Pocket
Close Out screen. Now press the Process button at the bottom to finalize.

Till/ Pocket Closeout

Till #1

Total "Cash™ amount you should have: 4$140.00

Enter "Cash” amount you actually have: $147.32

Actual 'Cash” drop amount: $147.32

Over / Under ?

Over:

10. Now press the Process button at the bottom to finalize.

9.6.9 Bank Report

This allows you to take a report on any till, pocket or store safe.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Fodsgy's Speciafs

Press the Banks (Tills & Pockets) Paid IN/OUT, Refunds, $ Transfers, Driver Banks and Balances

icon.

2.
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General Functions . Alerts
Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Tip Pools

Tip pool close out

¢: € ®

Journal Time Editor
Daily transactional journal Time clock editor, tip fund editor & clocked in employees

A

[

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
I House accounts, gift card and card account management

S

3. Press the All Banks tab at the top of the screen.

Bank Name Total Cash Total Other Total Status
Till #1 $0.00 $0.00 $0.00

Local Tills

=
Local Tills

4. Highlight the till you are closing out and press the Bank Report button.



! Transfer from || Transfer to

5. A Daily Batch List will appear. A batch is any period the till was open and closed. You may use the till
more than once per day and you would have multiple batches. Each batch will indicate what date and
time it was opened and closed and list it's status as Open or Closed. This will enable you to select the
report that corresponds with correct shift that the till was used during. If you only use each till once
per day, you will only see one batch.

Select the batch that you wish to run a report on.

w;-l ) —
‘ ' » Batch List

Shift Date Time Status
07/05 05:26pm - Open

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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Bank & Employee Close Out
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Part 10 Bank & Employee Close Out

This section of the Manager Screen is used when certain Cash Control options have been implemented by the
Dealer for the site.

Tills/Pockets Awaiting Drops

In BackOffice, you can set certain Jobs so that once they close their till or pocket, a manager must count
and verify the money then process that drop so the money is transferred to the store safe and the till or
pocket is free to start fresh totals for another shift.

In BackOffice, from the Jobs applet, make sure you select the option to "Have a manager authorize the
bank/till closeout transfer before the drop to enable this level of security.

Clozeout Options

Iv Hawve the manager review tipz before the drop

ve a manader autharize the bank Al clogeout transfer befare the drop
[v Can the emploves job collect hizdher tip on clogeout without 3 manager
[+ Hide zalez on employes shift repork
Iv Enable/Print the emploves report on clozeout
[+ Enable "server pocket' quick closeout

v Do not agk faor the kil tatal on the bl closeoot

|Elin::k here to zelect a predefing "closeaut’ zetup... Ll Configure

Employee's Awaiting Tips

Today's Drops

Every time a till or pocket is closed, the cash collected for guest checks during that shift must be dropped to
the store safe. A list of all drops will appear under the Today's Drops tab so you can undo a drop, modify a
drop or take reports on the activity of the till for the selected shift.
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10.1 Tills/Pockets Awaiting Drop

Tills/Pockets Awaiting Drops

In BackOffice, you can set certain Jobs so that once they close their till or pocket, a manager must count
and verify the money then process that drop so the money is transferred to the store safe and the till or
pocket is free to start fresh totals for another shift.

In BackOffice, from the Jobs applet, make sure you select the option to "Have a manager authorize the
bank/till closeout transfer before the drop" to enable this level of security.

Clozeout Optionz

W Have the manager review tips before the drop

ve a manager authorize the bank Al clogeout ransfer before the drop
[ Can the emplovee job collect hig/her tip on clogeout without a manager
[+ Hide zalesz on employee shift report
[v Enable/Print the emploves repart on closeaut
[+ Enable "server pocket" quick clozeout

v Do not agk for the il batal on the bl clozeout

|I:Ii|:k here to zelect a predefing "'closeout’ setup... L] Configure

10.1.1 Process Drop

The Process Drop function allows a manager to finalize a drop once they have counted the till or pocket
and verified the money reported by the employee using the till is accurate.

Process Drop Procedure

1. Press the Manager icon at the top of your screen.

O EbT R e Drawer History Info Delivery Dispatch Counter Take Out

SoftTouch JﬂJ':) . (;P\ N . A= P

6/13 04:16p Cassandra = b - ‘v-‘ £ i
e Y e =

N T
'\)2-
VE

L

Warnings & Reminders  ChalkBoard [ 5 s | Self pay Cashout  Alerts!

Today's Spetrals

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

¢ ®

| B

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. The screen will default to the Tills/Pockets Awaiting Drop area. You will see any tills or pocket that
need to be processed on this screen. You can highlight the till or pocket and press the Process Drop
button at the bottom of the screen or just press the Process Drop button on the beige till or pocket
information box.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.
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Filf #2
Employee: Bartender, Bart

Total Cash: $69.35
Declared Cash: $69.35 AR
Over/Under $0.00

Tips Paid:  ($87.00) | ProcessDrop.

Process

gubrap;

4. The Till/Pocket Close Out dialog box will allow you to change the amount in case the employee
miscounted, change which safe you are dropping the money to or Process the drop with the default
information shown. To finalize, press the Process button at the bottom of the dialog box.
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Till/ Pocket Closeout
Till #2
Total "Cash™ amount you should have: 4$69.35

"Cash" amount declared by employee: 4$69.35

Actual 'Cash™ drop amount: $69.35

Drop amount to which bank? Store Bank (Store Safe)

Over / Under ?

Over/Under $0.00

Over/Under Reason:

4. Once you finalize the drop by pressing the Process button in the previous step, the till will move off this
screen and now show up under the Today's Drops tab.

10.1.2 Undo Drop

Once a bank is closed, you cannot do many functions with it, such as paid outs, refunds, etc. A closed
bank is a bank that is no longer in use. The Undo Drop function allows a manager change the status of a
till or pocket so they can.

Undo Drop Procedure

1. Press the Manager icon at the top of your screen.

Warnings & Reminders  ChalkBoard 1 5p . Self Pay Cashout  Alerkst \-/

Today's Spetrals

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. The screen will default to the Tills/Pockets Awaiting Drop area. You will see any tills or pocket that

¢ ®

| B

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

need to be processed on this screen. You can highlight the till or pocket and press the Undo Drop
button at the bottom of the screen or just press the Undo Drop button on the beige till or pocket
information box.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.

A white information box indicates that this till or pocket is not selected.
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‘7/11 05:40p Cassandra

Tills/Pockets Awaiting Drops  Employees Awaiting Tips ~ Today's Drops

Tilf #2
Employee: Bartender, Bart

Total Cash: $69.35
Declared Cash: $69.35
Over/Under $0.00

Tips Paid: (%87.00)

4. You keyboard will appear asking you to type YES if you are sure you want to Undo the Drop. Type yes
and press enter.

5. A Confirmation Dialog box will appear asking if you are sure you want to undo this drop. Press the Yes
button.



Confirmation Dialog

Are you sure you want to undo this drop?
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6. Once you have undone the drop, you can go to Banks Tills and Pocket Management to perform the

action needed.

10.1.3 Bank Report

You can run a Bank Report on any till or pocket that has been closed from this screen.

Bank Report Procedure

1.

Press the Manager icon at the top of your screen.

6/13 04:16p Eassa_ndra-'

‘Warnings & Reminders  Chalksoard

Self Pay Cashout  Alertst
g i Ellnaparing) PLEE

Today's Spetrals

2.

Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. The screen will default to the Tills/Pockets Awaiting Drop area. You will see any tills or pocket that
need to be processed on this screen. You can highlight the till or pocket and press the Bank Report
button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.

Process

4. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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Done

10.1.4 Employee Report

You can run an Employee Report on an employee that has worked on a selected till or pocket that has
been closed from this screen.

Employee Report Procedure

1. Press the Manager icon at the top of your screen.

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. The screen will default to the Tills/Pockets Awaiting Drop area. You will see any tills or pocket that

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

need to be processed on this screen. You can highlight the till or pocket and press the Employee

Report button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.

A white information box indicates that this till or pocket is not selected.

Process

4. You will need to select the shift worked by the employee that you want a report for from the list that
displays.

5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
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below to Print the report, Zoom In or Out or View the report at 100%
information, press the Done button

. When you are finished with this

Done Print gou

In

10.1.5 Driver Report

You can run a Driver Report on a driver that has closed delivery checks and put money in the selected till
or pocket (which has been closed) from this screen.

Driver Report Procedure

1. Press the Manager icon at the top of your screen.
SortTouch|POS ——

@

6413 04:16p Cassandra @' ‘{L; . ."

Warnings & Reminders  ChalkBoard

Lon

" Self Pay Cashout Alerts!
Fodsgy's Speciafs

2.

Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
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Printreports
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Web/Internet

Internet web browser

Tip Pools
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Employee Management
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Z Qut

£ out system wizard

3. The screen will default to the Tills/Pockets Awaiting Drop area. You will see any tills or pocket that
need to be processed on this screen. You can highlight the till or pocket and press the Driver Report
button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.

Process

4. You will need to select the shift worked by the driver that you want a report for from the list that
displays.

5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
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below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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10.2 Employees Awaiting Tips

Employees Awaiting Tips

In BackOffice, you can set certain Jobs so that employees turn in all the cash in their till or pocket and
collect their tips from the manager from the bank or money source that the manger specifies during this
process.

In BackOffice, from the Jobs applet, make sure you DO NOT select the option for "Can the employee job
collect his/her tip on close out without a manager" to enable this level of security.

Clozeout Options

v Have the manager review tips befare the drop

v Hawve a manager authonze the bank Aill clozeout transfer before the dop
®an the employes job collect hisher tip on clozeout without a manager

[+ Hide zalez on employes shift repart

[v Enable/Frint the employves report on clozeout

|+ Enable "server pocket” quick closeout

[w Do not agk faor the kil tatal on the bl closeout

||:Ii|:k here to zelect a predefine "clozeout’’ setup. .. LJ Configure

10.2.1 Pay Tip

The Pay Tip function allows a manager to pay an employee their tips after they close their shift. Tips can
be paid from any till or pocket that is open and has cash in it.

Pay Tip Procedure

1. Press the Manager icon at the top of your screen.

P i Drawer History Info Delivery Dispatch Counter Take Out Pick Up Bar Dining
SIrEFI Uz A P g B g g g A P
6/1304:16p Cassandra | . = = i ¥\ 4

v b - 5 =

Warnings & Reminders  ChalkBoard Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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g General Functions > Alerts

Set Op date. change employee. launch backoffice, system reset... System alert management

Web/Internet

Internet web browser

Reports
Printreports

¢ €

Tip Pools

Find. recpen, reprint, adjust payments, offine, voids Tip pool close out

q All Chechks Overview

i

Time Editor

Time clock editor, tip fund editor & clocked in employees

- Journal
K, Daily transactional journal
A

Banks (Tills/Pockets) Employee Management
Faid IN/OUT, refunds, § transfers, driver banks and balances . Employee Shifts, Open Time Clocks

Bank & Employee Close out
Emplayees and banks awaiting close aut

Charge Tip Verification
rﬁ “Werify employee declared credit card tips

Z Qut

£ out system wizard

N

Customers & Loyalty

Customers and loyalty maintenance

Accounts
(d ' House accounts, gift card and card account management

3. Press the Employees Awaiting Tips tab at the top of the screen.

Tills/Pockets Awaiting Drops " oyees Awaiting Tips_J Today's Drops

4. You will see any employee waiting for tips that need to be paid on this screen. You can highlight the
tip information box and press the Pay Tip button at the bottom of the screen or just press the
Process Drop button on the beige till or pocket information box.

If the Tip information box is beige, that indicates that this is the highlighted or selected tip. A white
information box indicates that this tip is not selected.
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| SoftTouch POS
' 7/1204:23p Cassandra

Illﬁgm"ﬁm&ﬁwé Emplovees Awaiting Tips  To I 1y _h:. D

Bartender, Bart

07/12 01:58pm - 07,12 04:22pm
Fips Owed: $38.00

Declared Cash Tips: $2.00
Met Min Tips: $16.15

5. Press the Pay from button to select where you are taking the money from to pay this employees tips.



Bartender, Bart
07/12 01:58pm - 07/12 i]4:22pm

fns Owed: $.38.00

Declared Cash Tips: $2.00 Pay Tip

Met Min Tips: $16.15

Bartender, Bart

Pay out tips amount: $38.00

Pay out tips from:

6. A list of all open safes, tills or pockets with cash in them will populate the screen. Press the safe, till or

pocket you will be taking the money from.
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Depository
Store Bank (Store Safe)

Total Cash
%216.82

7. You will see the "Pay out tips from:" populate with your selection. To process this request and

complete the procedure, press the Process button.

Bartender, Bart

Pay out tips amount: $38.00

Pay out tips from: Store Bank {Store Safe)
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10.2.2 Employee Report

You can run an Employee Report on an employee that is waiting for their tips from this screen.

Employee Report Procedure

1. Press the Manager icon at the top of your screen.

r  History Info Delivery  Dispatch

SoftTouch POS. s
S O (»

6/13 04:16p Cassandra

Warnings & Reminders  ChalkBoard [ ! Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
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3. Press the Employees Awaiting Tips tab at the top of the screen.

Tills/Pockets Awaiting Drops

4. You will see any employees with tips that need to be paid on this screen. You can highlight the
employee information box and press the Employee Report button at the bottom of the screen.

If the employee information box is beige, that indicates that this is the highlighted or selected
employee. A white information box indicates that the employee is not selected.
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Pay Employee i
Tiki ~ Report : Refresh

5. You will need to select the shift worked by the employee that you want a report for from the list that
displays.

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown

below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button

Done ‘ Print

10.2.3 Driver Report

You can run a Driver Report on a driver that is waiting for their tips from this screen.

Driver Report Procedure

1. Press the Manager icon at the top of your screen.

% Take Out  Pick L

s

6/1304:16p Cassandra

Wamm’gs& Reminders ChalkBoard i 5Sp .| self Pay Cashout

T oday's Spetials

Alerts!

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
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3. Press the Employees Awaiting Tips tab at the top of the screen.

4. You will see any employees with tips that need to be paid on this screen. You can highlight the

Tills/Pockets Awaiting Drops

employee information box and press the Driver Report button at the bottom of the screen.

If the employee information box is beige, that indicates that this is the highlighted or selected

employee. A white information box indicates that the employee is not selected.
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5. You will need to select the shift worked by the driver that you want a report for from the list that
displays.

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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10.3 Today's Drops

Today's Drops

Every time a till or pocket is closed, the cash collected for guest checks during that shift must be dropped to

the store safe. A list of all drops will appear under the Today's Drops tab so you can undo a drop, modify a
drop or take reports on the activity of the till for the selected shift.

10.3.1 Undo Drop

Once a bank is closed, you cannot do many functions with it, such as paid outs, refunds, etc. A closed
bank is a bank that is no longer in use. The Undo Drop function allows a manager change the status of a

till or pocket so they can.

Undo Drop Procedure

1. Press the Manager icon at the top of your screen.

C o Er Tl DAC Histol Info Delive

SoftTouchiPOS -y f,-—ff ﬁ-n\l?’

6/13 D4:16 ra | & \ 725
:16p Cassandra =l s 3 "

Dispatch

Warnings & Reminders

Today's Spetrals

ChalkBoard |

| Self pay Cashout  Alerts!

Counter

Take Out Pick Up

t-':éijg

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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3. Press the Today's Drops tab at the top of the screen.

Tills/Pockets Awaiting Drops

4. You will see any tills or pocket that have been processed on this screen. You can highlight the till or
pocket and press the Undo Drop button at the bottom of the screen or just press the Undo Drop
button on the beige till or pocket information box if it is available there as well.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.
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Tilf #2

shift Start: 7/11,/2011 5:36:19 PM
End: 7/11/2011 6:04:09 PM

Total Cash: $69.35
Declared Cash: $69.35
Over/Under: %0.00

5. You keyboard will appear asking you to type YES if you are sure you want to Undo the Drop. Type yes
and press enter.

6. A Confirmation Dialog box will appear asking if you are sure you want to undo this drop. Press the Yes
button.
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Confirmation Dialog

I T E——_pT
Are you sure you want to undo this drop?

7. Once you have undone the drop, you can go to Banks Tills and Pocket Management to perform the
action needed.

10.3.2 Modify Drop

The Modify Drop function allows a manager change the amount of money dropped by a till or pocket.

Modify Drop Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Varnings & Reminders | ChalkBoard  1.5p

Fodsgy's Speciafs

I Pay Cashout  Alertst

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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3. Press the Today's Drops tab at the top of the screen.

Tills/Pockets Awaiting Drops

4. You will see any tills or pocket that have been processed on this screen. You can highlight the till or
pocket and press the Modify Drop button at the bottom of the screen or just press the Modify Drop
button on the beige till or pocket information box.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.
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Till #2

Shift Start: 7/11/2011 5:36:19 PM
End: 7/11/2011 6:04:09 PM

: D
Total Cash: $69.35 LndoDrop
Declared Cash: $69.35
Over/Under: $0.00

5. From the Till/Pocket Close Out screen, press the <- Change $ button to modify the amount in the
till or pocket, then enter the actual amount in the till or pocket and press Enter.
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Till/ Pocket Closeout
Till #2

Total "Cash™ amount you should have: 4£69.35

Enter "Cash™ amount you actually have: %£68.35

Actual 'Cash” drop amount: $68.35

Over / Under ?

Under: {$1.00)

Over/Under Reason: Missing Money

6. If the Total "Cash" amount you should have and the "Cash" amount you actually have if different, you
will see an amount in the Over/Under ? section of the Till/Pocket Close Out screen. Press the <-
Reason button to enter an explanation.

Till #2
Total "Cash™ amount you should have: £69.35

Enter "Cash” amount you actually have: %£68.35

Actual 'Cash” drop amount: $68.35

Over / Under ?

Under: {$1.00)

Over/Under Reason: Missing Money

7. Once you have selected a reason from the Over/Under Reasons list, that reason will appear in red in
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the Over/Under section of the Till/Pocket Close Out dialog screen. To finalize this change, press
the Modify button at the bottom of the Till/Pocket Close Out dialog screen.

Till/ Pocket Closeout
Till #2

Total "Cash™ amount you should have: 4£69.35

Enter "Cash™ amount you actually have: %£68.35

Actual 'Cash” drop amount: $68.35

Over / Under ?

Under: {$1.00)

Over/Under Reason: Missing Money

10.3.3 Bank Report

You can run a Bank Report on any till or pocket that has been closed and dropped from this screen.

Bank Report Procedure

1. Press the Manager icon at the top of your screen.

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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6/07 06:35p Cassandra

General Functions - Alerts

Banks (Tills/Pockets) Employee Management
Paid IN/OUT, refunds. $ transfers. driver banks and balances

o
‘é Set Op date. change employee. launch backoffice, system reset... B System alert management
Reports Web/Internet
E Printreports w Internetweh browser
All Checks Overview - Tip Pools
q Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
: Journal Time Editor
%’ Daily transactional journal % Time clock editor, tip fund editor & clocked in employees
s

Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

@

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

« E(®

Accounts
I House accounts, gift card and card account management

S

3. Press the Today's Drops tab at the top of the screen.

Tills/Pockets Awaiting Drops

4. You will see any tills or pocket that have been processed on this screen. You can highlight the till or
pocket and press the Bank Report button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.
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5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this

information, press the Done button
Done ‘ Prinkt zﬁﬁm
You can run an Employee Report on an employee that has worked on a selected till or pocket that has

10.3.4 Employee Report
been closed from this screen.

Employee Report Procedure

1. Press the Manager icon at the top of your screen.

SoftToucl "3 POSLL Drawer ﬁﬂﬁw Info Ddh‘emr - Dispatch ~ Counter ~ Take Out  Pick Bar ‘Dining  Employee & Manager %
6413 04:16p Eassal::llra' @' “ '\; (y RE;\ @ :; @I b= @ . - " @ 1
" GelfPay Cashout  Alertst v

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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6/07 06:35p Cassandra

General Functions - Alerts

Banks (Tills/Pockets) Employee Management
Paid IN/OUT, refunds. $ transfers. driver banks and balances

o
‘é Set Op date. change employee. launch backoffice, system reset... B System alert management
Reports Web/Internet
E Printreports w Internetweh browser
All Checks Overview - Tip Pools
q Find. recpen, reprint, adjust payments, offine, voids @ Tip pool close out
: Journal Time Editor
%’ Daily transactional journal % Time clock editor, tip fund editor & clocked in employees
s

Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

Bank & Employee Close out

Emplayees and banks awaiting close aut

@

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

« E(®

Accounts
I House accounts, gift card and card account management

S

3. Press the Today's Drops tab at the top of the screen.

Tills/Pockets Awaiting Drops

4. You will see any tills or pocket that have been processed on this screen. You can highlight the till or
pocket and press the Employee Report button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.
A white information box indicates that this till or pocket is not selected.
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5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this

information, press the Done button
Done ‘ Prinkt zﬁﬁm
You can run a Driver Report on a driver that has closed delivery checks and put money in the selected till

10.3.5 Driver Report
or pocket (which has been closed) from this screen.

Driver Report Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra I '\ @ ' E - ] r oy
.| Self Pay Cashout  Alerks! v

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

2. Press the Bank & Employee Close Out Employees and banks awaiting close out icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Today's Drops tab at the top of the screen.

Tills/Pockets Awaiting Drops

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

4. You will see any tills or pocket that have been processed on this screen. You can highlight the till or
pocket and press the Driver Report button at the bottom of the screen.

If the Till or Pocket's information box is beige, that indicates that this is the highlighted or selected till.

A white information box indicates that this till or pocket is not selected.
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5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button




Charge Tip Verification
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Part 11 Charge Tip Verification

Charge Tip Verification

In BackOffice, you can set certain Jobs to require a manager to verify and approve the charge tips the
employee has added to their checks.

In BackOffice, from the Jobs applet, make sure you select the option to "Have a manager review tips
before the drop" to enable this level of security.

[~ Clozeout Options

ave the manager review tips before the diop

v Have a manager autharize the bank.till closeout transfer befare the drop
[ Can the emplovee job collect hizdher tip on closeout without a manager
[+ Hide zales on emploves shift report

v Enable/Print the emploves report on clossout

[+ Enable "server pocket" quick closeout

[w Dionot ask faor the bl tatal on the bl closeoot

||:Ii|:k here to zelect a predefine "clozeout’ zetup. .. ﬂ Configure
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11.1 Select Employee

Before you can verify an employee's charged tips, you must first select the employee.

Select Employee Procedure

1. Press the Manager icon at the top of your screen.

6/1304:16p Cassandra

Fodsgy's Speciafs

%) | Seaidioand]

2. Press the Charge Tip Verification Verify employee declared credit card tips icon.

6/07 06:35p Cassandra

Alerts

System alent management

General Functions
Set Op date, change employee, launch backoffice, system reset..,

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

Faid IN/OUT. refunds, §transfers. driver hanks and balances

Bank & Employee Close out

Ermployees and banks awaiting close out

Charge Tip Verification

Yerify employee declared credit card tips

0ustome;s & Loyalty

Web/Internet

Internet web browsar

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard

<« (B BN € 1P & K

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

=S




3. Press the Select Employee button at the bottom of the screen.

Sofizouch|ROS,
.?flz 02:05p Cassandra [T

Check# Payment #

4. Touch or click on the name of the employee whose tips you wish to verify to select from the list of

employees that are clocked in.

412
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11.2 Sort By

When you are verifying an employee's charged tips, you can change the way the tips are sorted to make it
easier to locate a particular tip. You must first select an employee as described below.

Sort By Procedure

1. Press the Manager icon at the top of your screen.

e e e e S Drawer History Info Delivery Dispatch
SoftTouchiPOS B~ O ~

i g / \ =
6/13 04:16p Cassandra % \..‘:"} . ] @

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Charge Tip Verification Verify employee declared credit card tips icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

Find. recpen, reprint, adjust payments, offine, voids

Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

a All Chechks Overview
-
Y

Bank & Employee Close out

&

Journal

% /

2

{a Employees and banks awsiting close out ﬂ
Charge Tip Verification

rﬁ “Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

<

Accounts
House accounts, gift card and card account management

S

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Press the Select Employee button at the bottom of the screen.
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SoftTouch POS:

'7/12 02:05p Cassandra

Bartender, Bart _
Check# Payment # Total Tit
e am Tip B

4. Touch or click on the name of the employee whose tips you wish to verify to select from the list of
employees that are clocked in.

5. A list of all of the selected employee's tips will populate the screen. Press the Sort By button at the
bottom of the screen.



Check # - The will sort the tips by check number.

Payment # - This will sort the tips by payment number.
Payment $ - This will sort the tips by the amount of the payment.

Tip - This will sort the tips by the tip amount.

417
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11.3 Change Tip Amount

When you are verifying an employee's charged tips, you can change the amount of a tip if it was
inaccurately entered. You must first select an employee as described below.

Change Tip Amount Procedure

1. Press the Manager icon at the top of your screen.

S e e Drawe: Histo Info Deli Dispatch

SoftTouchiPOS| — H ﬁ‘y —
B \ \ =

6/13 04:16p Cassandra % \::;‘ . " = 6

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Charge Tip Verification Verify employee declared credit card tips icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

Find. recpen, reprint, adjust payments, offine, voids

Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

a All Chechks Overview
-
Y

Bank & Employee Close out

&

Journal

% /

2

{a Employees and banks awsiting close out ﬂ
Charge Tip Verification

rﬁ “Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

<

Accounts
House accounts, gift card and card account management

S

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Press the Select Employee button at the bottom of the screen.
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7/12 02:05p Cassandra @ <‘. L;' '. | N. 6\ |

i

Bartender, Bart

Check# Payhent # Total Tip

l Change ‘ Accept ‘

Select

Employee

4. Touch or click on the name of the employee whose tips you wish to verify to select from the list of
employees that are clocked in.

5. A list of all of the selected employee's tips will populate the screen. You can highlight the tip and press
the Change Tip Amount button at the bottom of the screen or just press the Change button on the
beige tip information box.
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If the Tip information box is beige, that indicates that this is the highlighted or selected tip. A white
information box indicates that this tip is not selected.

u-.-,,J 'FE'?_J ich ;‘@3 Drawer History Info Delivery Dizpatch Counter Ta
S L AL =) =
7/1202:07p Cassandra [ \ j - ___f‘ 5
S e
Bartender, Bart
\Check# Payment# Total Tip e
i Accept
o102 4 $115.93 $20.00 \ | 4
Check # Payment # Total Tip
Y Change a t
103 5 $127.74  $2200 |00 || heeer
Check # Payment # Total Tip
T Change Accept
104 6 $209.83 $45.00 rd B
Check # Payment # Total Tip
e Change a t
107 9 $100.63 $10.00 S e
Check # Paanent # Total Tip |
e Change Accept
109 11 $153.49 $30.00 N
Check # Payment # Total Tip |
R Change Accept
110 12 $96.43 $20.00 _ e ) .
Check # Pawnhent # Total Tip
T Change Accept
111 13 $64.93 $22.00 | P
Check # Payment # Total Tip
ST Change Accept
113 15 $74.89 $15.00 | p
Check # Payment # Taotal Tip |
ey Change Accept
115 17 $116.46 $20.00 J E J
Check # Payment # Total Tip
~e Change Accept
117 19 $86.78 $20.00 L s -
Check # Payment # Total Tip
g Change Accept
118 20 $117.40 $22.00 d *

4| 1

Select Sort Change Tip Accept Accept
Employee By Amount Tip All

6. From the numeric keypad that populates the screen, enter the correct tip amount for this check.

7. A Confirmation Dialog box will appear. If the "Add tip amount" is correct tip amount, press the Yes
button.
This will add this tip amount IN PLACE OF the old tip amount. It will not add this tip amount to the



existing tip amount.

‘Confirmation Dialog

Add tip amount$2[]qm

Payment# ”213 :
Payment $117.40
Check # 118

You will see the change reflect on the screen.

422
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11.4 Accept Tip

Once a manager has verified a tip is correct, they will "Accept" the tip as a verified amount. You must first
select an employee as described below.

Accept Tip Procedure

1. Press the Manager icon at the top of your screen.

S e Drawe Histo Info Deli Dispatch  Counter  Take Out  Pick U
SoftTouchiPOS| " H R“U — ;‘:\r - 4
6/13 04:16p Cassandra ﬁ ‘\\. - S '@\ ! :tl- ‘ q\
: > =y e A

.\ self Pay Cashout  Alertst

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

2. Press the Charge Tip Verification Verify employee declared credit card tips icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

Find. recpen, reprint, adjust payments, offine, voids

Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

a All Chechks Overview
-
Y

Bank & Employee Close out

&

Journal

% /

2

{a Employees and banks awsiting close out ﬂ
Charge Tip Verification

rﬁ “Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

<

Accounts
House accounts, gift card and card account management

S

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Press the Select Employee button at the bottom of the screen.
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7/12 02:05p Cassandra ﬁ ‘r. l.,_; | l. | ﬁ\" | |

Bartender, Bart

Check# Payhent # Total Tip

l Change ‘ Accept ‘

Select

Employee

4. Touch or click on the name of the employee whose tips you wish to verify to select from the list of
employees that are clocked in.

5. A list of all of the selected employee's tips will populate the screen. You can highlight the tip and press
the Accept Tip button at the bottom of the screen or just press the Accept button on the beige tip
information box.
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If the Tip information box is beige, that indicates that this is the highlighted or selected tip. A white
information box indicates that this tip is not selected.

’:";JFE'?J‘J""IFJ :‘?;_4 Drawer History Info Delivery Dizpatch Counter Ta
= AL E SN LS =4 . ; ; . ; = - =
7/1202:07p Cassandra [ \ _ - ___49-‘ 5
N e
Bartender, Bart
| Check# P nt # Total Ti
| B R = — Change
i 102 4 %$115.93 $20.00 L J
Check# P nt # Tot i
o Total Tip Change
103 5 $127.74 $22.00 L | pric i
Check # Payment # Total Tip
= Change fccept
104 6 $209.83 $45.00 rd B
Check # Payment # Total Tip
e Change a t
107 9 $100.63 $10.00 L S sl
Check # Payment # Total Tip
e Change Accept
109 11 $153.49 $30.00 N
Check # Payment # Total Tip |
e Change | t
110 12 $96.43 $20.00 el B
Check # Pawnhent # Total Tip
e Change Accept
111 13 $64.93 $22.00 3 i | L
Check # Payment # Total Tip
ST Change Accept
113 15 $74.89 $15.00 | p
Check # Payment # Total Tip
- Change Accept
115 17 $116.46 $20.00 J i | L J
Check # Payment # Total Tip
e Change Accept
117 19 £86.78 $20.00 L = J B
Check # Payment # Total Tip
g Change Accept
118 20 $117.40 $22.00 d L

| 1

select Sort Change Tip Accept
Employee By Amount All

6. Once you press the Accept Tip button at the bottom of the screen or just press the Accept button on
the beige tip information box, this tip will be removed from the list of tips that need to be verified by
the manager.
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11.5 AcceptAll

Rather than accept tips one at a time, a manager may wish to verify the tips on screen, then Accept All
tips at once. You must first select an employee as described below.

Accept All Procedure

1. Press the Manager icon at the top of your screen.

ST e Drawer  Histo Info Deli Dispatch  Counter  Take Out

SoftTouchiPOS| " H — e E\r P:

T e o m e B G
o —r i ™~ \

Warnings & Reminders  ChalkBoard :5p .\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Charge Tip Verification Verify employee declared credit card tips icon.
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‘\é General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

Find. recpen, reprint, adjust payments, offine, voids

Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

a All Chechks Overview
-
Y

Bank & Employee Close out

&

Journal

% /

2

{a Employees and banks awsiting close out ﬂ
Charge Tip Verification

rﬁ “Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

<

Accounts
House accounts, gift card and card account management

S

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. Press the Select Employee button at the bottom of the screen.
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'7/12 02:05p Cassandra |

Bartender, Bart _
Check# Payment # Total Ti
AN 1 Ch ge ce

4. Touch or click on the name of the employee whose tips you wish to verify to select from the list of
employees that are clocked in.

5. A list of all of the selected employee's tips will populate the screen. Press the Accept All button at the
bottom of the screen.
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6. Once you press the Accept All button at the bottom of the screen, all tip will be removed from the list.



Accounts
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Part 12 Accounts

The Accounts screen allows you to search and view Member or Gift Card accounts and create new Gift Card
accounts.
You can also manage the accounts from here such as:

adjust the credit limit of an account
make a refund to an account

close an account
activate/deactivate an account
reconcile an account etc.

Card Account needs to have a Card # assigned to it. A Card Account is a single person account and can only
be applied to one individual. A Card Account can be either pre-paid or not. A Gift Card is an example of a
Card Account.

Member Account does not need to have a Card # assigned to it. It is the members inside the Member
Account that need to have a Customer Card # assigned to them. A Member Account can hold multiple people
in it. People are set up as Customers and then linked to an Account.

For example: a company might have a Member Account at the establishment with different members in it
that are the company's employees.

To Get to Accounts Screen

1. Press the Manager icon at the top of the screen.

Drawer History Info Delivery Dispatch Counter Take Out Pick Up

SoftTouch'POS 8 = K
ey \ oo P \ . P ,{;T S : \ ¢ \
6/13 04:16p Cassandra % g U . /—\ @ :';i!d | ﬂ L) L @ /p:-;/:
- . 18

Warnings & Reminders  ChalkBoard [ ! Self Pay Cashout  Alerts!

Fodsgy's Speciafs

2. Press Accounts icon on the bottom of the screen.
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Alerts

Swetem alen management

Q General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports Web/internet

Print reports Internet web browser

All Checks Overview = Tip Pools

Find, recpen, reprint, adjust payments, offline, voids @ Tip pool close out

Journal Time Editor

Daily transactional journal (@' Time clock editor, tip fund editor & clocked in employees
Banks (Tills/Pockets) Employee Management

Paid IN/OUT, refunds, $ transfers. driver banks and balances @ Employee Shifts. Open Time Clocks

BEank & Employee Close out Z Out

Employvees and banks awvaiting close out | 2 out swstem wizard

Charge Tip Verification

Yerify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
Haouse accounts, gift card and card account management
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12.1 Search Card Account
The Search Card Act. button allows you to quickly find the Card Account by the card number.

Search for Card Account

1. Press the Search Card Act. button.

Search
Account #

Account Reconcile Accounkt Prinkt i : Reconcile

2. Select the appropriate card account category from the list, deposit or non-deposit (if the restaurant has

several card account categories set up).
3. Swipe the card or type the card number and press ENTER.

~ Account Account

The account info, account summary and recent account transactions are displayed.
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12.2 Search Member

The Search Member button allows you to quickly find the member of a Member Account either by either their:

Phone #

Last Name

First Name
Company Name
Card #

Search for Member of a Member Account

1. Press the Search Member button.

Exit Search Search Search
' Card Act. % Member | Account# | |
Account Reconcile Account Print int
‘Account Histor; L nvoice(s) || T

2. Search for a person of the Member Account in the same manner as you search for a customer in the
Delivery or the Take Out modes.
3. When the member is found, touch their record and press the Select Customer button.

The account info, account summary and recent account transactions are displayed.
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12.3 Search Account Number

The Search Account # button allows you to quickly find either the Card Account or a Member Account by
their account nhumber. The account number is printed on the invoices.

Search for Account Number

1. Press the Search Account # button.

. Search
l Eie H Card Act. ]
Account Reconcile

2. At the prompt enter the account number.
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12.4 New Card Account / Gift Cards

The New Card Act. button allows you to create a new Card Account directly from SoftTouch.
Note: Unlike Card Accounts, Member Accounts can only be created in the Backoffice.

Your establishment can have Deposit Card Accounts (Pre-Paid) and Non Deposit Card Accounts (a customer

will have to pay the balance later through the invoice). A good example of a Pre-paid Deposit Card Account is
a Gift Card.

Create Deposit Card Account (Pre-Paid Gift Cards)

1. Press the New Card Act. button.

2. Select the appropriate card account category from the list, deposit or non-deposit (if the restaurant has
several card account categories set up).
3. Swipe the card or enter the card number manually and press ENTER.

Enter "New" Card #

4. You'll be prompted to enter the amount of the Gift Card. The quick keys on the right are provided to allow
easier and more accurate entry of Gift Card amount.



Enter card amount

438

5. Once you have entered the amount of the Gift Card, you will be taken to a screen that displays the

information already entered and additional options.
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6/16 02:22p Cassandra

W Swipe Card
' Confirm

Swipe Card Now...

r Please swipe your new card(s) now...
- _— )

Newly created cards Total: 5100.00
Card #: 4444 $100.00 -

Name:

é.:) Cancel

From here you can add another card to this transaction by pressing the Add New Card button and repeating
steps 3 and 4.

You can also change the amount of a Gift Card that has been added to this transaction by highlighting the
card in the Newly Created Cards list and pressing the Change Amount button. A keypad will display
allowing you to enter the amount desired.

If you have more than 1 card, you can remove a card that is listed without the need to cancel the transaction

and start again.
You can add an account name to the card by pressing the Account Name button and entering the name into

the keyboard that will display.

6. When you are done, press the Finish button

¢ )
Change
‘ﬂ:' e ‘ Amount

7. You will be brought to a screen that will ask what method of payment you are using. Select the method of
payment then swipe the credit card (if a credit card is used).
8. You will be brought to a confirmation screen. From here you can confirm and finalize, go back to make
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changes or cancel the transaction.

6/16 02:38p Cassandra

I Swipe Card . .
B confirm Confirmation

_—

Purchase 1 card(s) for a total of $100.00.

Confirm below to complete this transaction.

Create Non-Deposit Card Account

1. Press the New Card Act. button.

2. Select the appropriate card account category from the list, deposit or non-deposit (if the restaurant has
several card account categories set up).

3. Swipe the card or enter the card number manually and press ENTER.

4. You'll be prompted to enter a name for the account. Account name can be called any nhame you want.

Press ENTER.

Enter the credit limit amount for the card account and press ENTER.

If everything is correct press YES to a confirmation dialog.

owu
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12.5 Adjust Account

The Adjust Account button allows to adjust the credit limit amount of a Card Account for both, desposit and
non-deposit card accounts.

Adjust Credit Limit Amount of a Deposit Card Account

1. Find the account.
2. Press the Adjust + /- Account button.

Exit Search Search . :
Card Act. Member || Acco
Account Reconcile Account
i

3. Select if the payment is Cash or Credit by pressing on the appropriate button.

4. 1If it's Cash - enter the amount being added and press ENTER, if everything is correct press YES to a
confirmation dialog.
If it's Credit - swipe the credit card, enter the amount being added, press ENTER, if everything is correct
press YES to a confirmation dialog.

Adjust Credit Limit Amount of a Non-Deposit Card Account

1. Find the account.
2. Press the Adjust Account button.

. Search
! it 1 Cardact. ||
Account Reconcile I

3. Specify the new credit limit for the card account. You can adjust it to a greater or lesser amount, just
punch in the new credit limit amount, press ENTER.

4. At the confirmation box, Press Yes if the information is correct and the old credit limit amount is replaced
with the new one.

Confirmation Dialog

Acco_L-_j_r—f_f? Mr D:DE
hly -
Credit Limit: $300.00




12.6 Refund Account

The Refund Account button allows you to refund an amount to a customer's deposit Card Account.

To Make a Refund

1.
2.

Find the account.
Press the Refund Account button.

Exit SFarch Search
Card Act. Member |

Account Reconcile Account
i

3.
4.
5.

Choose the reason for the refund.
Enter the amount to refund and press ENTER.
If everything is correct press YES to the confirmation dialog.
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12.7 Close Account
The Close Account button allows you to close both, Member Accounts and Card Accounts if the balance of

the account is paid.
Note: You cannot close an account that has a remaining balance.

Close Account

1. Find the account.
2. Press the Close Account button.

Search ' ! De/Active
- Account & _ard A i ¥

3. If you are sure that you want to close this account press YES to a confirmation dialog.
4. Information dialog is displayed saying that the account is closed, press Ok.
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12.8 Deactivate/Activate Account

The De/Active Account button allows you to temporarily deactivate the account without having to close it.
You can activate it again at a later time.

Deactivate Account

1. Find the account.
2. Press the De/Active Account button.

Exit j5.ea|_.’“h._, :SF..E!?l-‘h o Seaich,
Account Reconcile

3. If you are sure that you want to deactivate this account press YES to a confirmation dialog.

Activate Account Back Again

1. Find the account.
2. Press the De/Active Account button.

|
T
Account Reconcile Account l

3. If you are sure that you want to re-activate this account press YES to a confirmation dialog.
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12.9 Account Name
The Account Name button allows to change the account name or assign one if none is present.
Change or Assign New Name to Account

1. Find the account.
2. Press the Account Name button.

3. If a name already exists, press the Clear button and type in the new one, press ENTER.



12.10 Reconcile Account

The Reconcile Account button allows to reconcile the non-deposit accounts.

Reconcile Account

1. Find the account.
2. Press the Reconcile Account button.

Exit jﬁg_é'i-_.’i“hl- B
Recuncil

A list of all unreconciled transactions will display.
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Account Info

Account Name: Mr Doe Total Owed: $55.65
Group Name: House Account Cleared Amount: $0.00

Card #: 327 Balance Owed: $55.65

Unreconciled Transactions

7 6/17/2011 10:29:28 AM ($9.01) 105 Guest Check  Doe, John
Reconciled $: $0.00 Proposed Reconciled %: Reconciled Balance: $9.01
J 6172011 10:37:47 AM £9.01 Refund
Reconciled %: Proposed Reconciled %: Reconciled Balance: ($9.01)
J 6172011 10:41:55 AM { $55.65) 106 Guest Check Doe, John
Reconciled $: $0.00 Proposed Reconciled %: Reconciled Balance: $55.66
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3. Press the Enter Amount button and type in the amount received from a customer, press ENTER.

4. Amounts that the payment was applied to will be marked with the red square on the left side.

e If a customer sent in the exact payment being owed, the account will be reconciled to the penny.

o If a customer sent less than owed, the payment will be applied partially and a customer will still owe

the balance left after reconciliation.
6. Press the Reconcile button.
7. If everything is correct press YES to a confirmation dialog.
3. Select the payment method.




You have just reconciled this account.
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12.11 Account History
The Account History button allows to view a history of transactions of the account.
Account History

1. Find the account.
2. Press the Account History button.




12.12 Print Account
The Print Account button allows to print the status of the account.
Useful when a customer has a Gift Card and wants to know the remaining credit amount on it.
Print Account

1. Find the account.
2. Press the Print Account button.

Exit jﬁg_é'i-_.’i“hl- B
Account quun_ci_h_:_,

450
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12.13 Print Invoice(s)

The Print Invoice(s) button allows to print invoices for non-deposit accounts.

Note: Invoices are preformated for the No. 9 standard double-window envelope. Just fold them at the small
line marks.

Print Invoice(s)

1. Find the account.
2. Press the Print Invoice(s) button.

Exit
count Reconcile

Search

Ac
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12.14 Delete Transactions

If you use your own accounting software and you don't want to use SoftTouch for reconciliation of accounts,
the Delete Transactions button allows you to delete the transactions on and before the date that you enter.

Export the account transactions first and then delete them from SoftTouch.

Delete Transactions

1. Find the account.
2. Press the Delete Transactions button.

Exit Search Search Search
' Card Act. || Member | Account# |
Account Reconcile Account Print | i
Account History || Tnw

DEanti?E
Account |  Account

" WARNING! This function will "delete™ ALL
transactions for ALL House Account! This
canhnot be undone. Proceed?

3. Specify the date up until which you want to delete the transactions. The transactions on that date will also
be deleted.

4. Press ENTER.

5. If you are sure that you want to delete the transactions on and before the specified date press YES to a
confirmation dialog.

6. Type "YES" in the confirmation dialog and press ENTER.

6. An information dialog pops up saying that transactions have been deleted. Press Ok.
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12.15 Reconcile Transactions

The Reconcile Transactions button will automatically reconcile ALL member accounts and a paid-in will be
recorded for all unpaid balances.

It is recommended to print all account invoices before reconciling all accounts so that you have a record of the
transactions.

Reconcile Transactions

1. Search for any account.
2. Press the Reconcile Transactions button.

Exit Search Search Search
' Card Act. || Member | Account# |
Account Reconcile Account Print int
Account Histon t || Invoice

Confirmation Dialog

WAPRNING! This function will
automatically "reconcile" and post paid
in's for ALL transactions for ALL House

Account! This cannot be undone. Proceed?

3. Specify the date up until which you want to reconcile the transactions. The transactions on that date will
also be reconciled.

4. Press ENTER.

5. Select a payment type for the reconciliation.

6. If you are sure that you want to reconcile the transactions on and before the specified date press YES to a
confirmation dialog.

7. Type "YES" in the confirmation dialog and press ENTER.

8. Information dialog pops up saying that transactions have been reconciled. Press Ok.



Tip Pools
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Part 13 Tip Pools

Tip Pools

In BackOffice, you can set Tip Dispersions and Tip Pools. From this area in SoftTouch's front of house,
you can run a report to see how much is currently in the pool and how it will be distributed as well as
committing a pool, which closes the pool and makes the final calculations as to how the money in the pool will
be distributed.

Tip Dispersions and Tip Pools are a powerful tool that your restaurant can utilize. Please see the
BackOffice manual for complete set up instructions.
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13.1 Commit

When you commit a pool, that pool is closed and any additional tips that are added by employees that
were joined to the pool will not be added to this pool. Be sure all participants in a tip pool have
added their charged tips to their transactions before committing a pool.

Commit Procedure

1. Press the Manager icon at the top of your screen.

’_';"'__J FE?-)L!?"J“J :J/Z)Ej Drawer History Info Delivery Dispatch Counter Take Out Pick Up Bar Dining
SoftTouc § _ﬁ"_\‘ ;"9"\ ﬂr\ ﬁﬁf-\ - ’ﬁ P ,F\-
6/1304:16p Cassandra % \“{:} 5 /—\' '_‘fp ,g_;i \ ﬂ i {- ! T& "f//

Warnings & Reminders  ChalkBoard i 5p

.\ self Pay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Tip Pools Tip pool close out icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Commit button at the bottom of the screen.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

4. You will be asked to enter the amount of Cash Tips that is being added to this pool.
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Enter cash pool amount...

5. If you are sure you want to commit this pool and close it, and that the cash amount reported is correct,
press the Yes button in the Confirmation Dialog box.

-

6. You will see a screen that tells you that the pool has been committed. Press OK to continue.

7. You will see the following screen. Notice the status of the Pool is now Closed and you only have the
option to print the Tip Pool Report. If you wish to run a report, select the Tip Pool Report button.






460

13.2 Tip Pool Report

You can take a report on a Tip Pool before you commit and close the pool.

Tip Pool Report Procedure

1. Press the Manager icon at the top of your screen.

2. Press the Tip Pools Tip pool close out icon.

ISoftTouch POS

6/07 06:35p Cassandra

General Functions

Set Op date, change employee, launch backoffice, system reset..,

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, §transfers. driver hanks and balances

Bank & Employee Close out

Ermployees and banks awaiting close out

Charge Tip Verification

Yerify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

'Employee Management

Alerts

System alent management

Web/Internet

Internet web browsar

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard
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3. Press the Tip Pool Report button at the bottom of the screen.

4. You will be asked to enter the amount of Cash Tips that is being added to this pool.

Enter cash pool amount...

5. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button




Sample Tip Pool Report
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Tip Pool Report

Date Time: 7/15/2011 1:55:00 PH

POOL SUMMARTY

Bar Pool Open
Start: PFLLFE2011 11:55:00 AM
End: 771572011 1:EE5:00 PM
Total CCrAGrat: 147 .00
Cash Tips=s: FZ00._.00
Pool Total: 34700
Pool Cash Balance: s0._00
EMPFLOYEE FUNDEERES
Bartender, Bart Bartender
Shift #z
07415 11:Efam 07715 0Ol:E5&pm #2700
Shift Total $87.00
Bartender, EBlade Bartender
Shift 4
07415 1zZ:15pm 0715 Ol:E5&pm #e0._00
Shift Total $e0.00
FUMNLD DISTRIBUTION Priority: 1
Bar Back
Elective , 5%  Fund, Equal Dist.
FUMD DISTRIEBUTION Priority: z

Bartenders=

Electiwe, 100% , Fund, Equal Dist.

Bartender, Bart
$100.00 $73.50

Bartender, EBElade
$1l00.00 73,50

F200.00  $147_00

Breakout Total
Minutes 127
#0.00 £173_50
Mirmtes=s 107
#0.00 =#173_E0

F0.00 £347_00

Heig H=H
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Tip Pool Report

A —Tip Pool Name
This is the name that was designated in BackOffice for the pool that this report was run for.

B — Tip Pool Status
This will tell you the status of the tip pool, open or closed.

C —Tip Pool Start Time
The time the tip pool began.

D —Tip Pool End Time
The time the tip pool ended.

E — Total CC/Grat

The total amount of charged tips and gratuity charges added to checks belonging to employees that have joined the pool.

It will only reflect the charged tips added during the time they were “joined” or clocked into a tip pool or tip fund. If the
employee is automatically clocked into this pool when they clock in (this is an option when you set up Tip Pools in BackOffice) al
charged tips and gratuities will automatically accumulate in the pool. If the pool is elective, they needed to be joined when the)
apply their tips for the tips to accumulate in the pool.

F — Cash Tips
This is the amount of cash that was reported for this pool when the pool was committed.

G - Pool Total
This is the total amount of money (cash and tips) in the tip pool.

H — Pool Cash Balance

| — Employee Funders

This section lists all employees who were joined to the pool, and closed checks with tips that were added to this pool.

J— Employee Funder Name
This is the name of the first employee who contributed tips to this tip pool or tip fund.

K — Employee Funder Job
This is the job that the first employee who contributed tips to this tip pool or tip fund worked while joined to this tip pool or ti
fund.
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L — Employee Funder Shift
This is the shift that the first employee who contributed tips to this tip pool or tip fund worked while joined to this tip pool or
tip fund.

M — Employee Funder Time
This is the date and time that the first employee who contributed tips to this tip pool or tip fund joined and left this tip pool or
tip fund.

N — Employee Funder Tips Contributed Total
This is the amount of charged tips and gratuities that the first employee contributed to this tip pool or tip fund.

The report will print items J through N for each additional employee who contributed tips to this tip pool or tip fund.

O — Fund Distribution
This section of the report will tell you who gets paid from the tip pool

P — Priority
This tells you who gets paid first. A Priority 1 fund distribution gets paid before a priority 2 fund distribution.

Q - Fund Distribution Job Name
This tells you which job gets paid from this tip pool or tip fund.

R — Fund Distribution Set Up

This tells you how this fund distribution was set up in BackOffice.

Elective — This means that when an employee clocks in, they are not automatically joined to the tip pool. You also have the
choice in BackOffice for Automatic, which means that when somebody clocks in to this job description, they are automatically
joined to the tip pool or tip fund.

% - This is the percentage of money in the tip pool that will be pulled out and divided by the number of people clocked in to
this job description.

Fund — There are one of 4 places that you can take money from to pay members of a tip pool.

Sales indicates that this job description will be paid the percentage indicated from sales rung by the employees funding this tip
pool or tip fund.

Super Department indicates that this job description will be paid the percentage indicated from sales of a super department
rung by the employees funding this tip pool or tip fund. For example, a bar back may get paid a % of Liquor sales in exchange
for running ice and bringing fresh glasses.

Department indicates that this job description will be paid the percentage indicated from sales of a department rung by the
employees funding this tip pool or tip fund. For example, a wine steward may get paid a % of Wine sales in exchange for
presenting the wines to the guest.

Fund indicates that this job description will be paid the percentage indicated from charged tips and gratuities received by the
employees funding this tip pool or tip fund

Equal Dist. — In BackOffice you can set up a Fund Distribution to pay out all employees equally (Equal Distribution) or based on
amount of time invested in the tip pool (Weighted Average ).

In the case where weighted average is selected, if there is $100 to be split by this job group and Al worked 6 hours while Bob
worked 2, Al would get $75 and Bob would get $25 because Al worked 75% of the total hours worked and Bob only worked
25% of the total hours worked.
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With the same scenario and Equal Distribution set up in BackOffice, both Al and Bob would get $50 each.

S — Fund Distribution
After the money is deducted for the priority 1 Fund Distribution, remaining funds will be divided as specified in the next Fund
Distribution. The meaning of all information is the same the information in section O as described above.

T - Title Bar
This is the title bar for the summary area that tells you how much money should be distributed to each employee.

U — Name and Time
This is the name of the employee being paid from the tip pool and how much time they invested in the tip pool.

V — Funds Accumulated
This tells you how much money is due the employee from cash, from credit card tips and total earned.

W — This shows the totals paid out equal the total reported for reconciliation.
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Part 14 Time Editor

The Time Editor allows you to edit an employees time records, and add or delete time records.

You can also edit an employee's Tip Share Time Clock. The difference between Time Clock times and Tip
Sharing times is this:

A bartender clocks in at 2:30 pm but doesn't join a Tip Pool until 4:30 pm when 2 other bartenders clock in
and prepare for happy hour.

This bartender clocks out and backs out of the Tip Pool at 11:30 pm.

The Time Clock time (total hours worked used for payroll) would be 2:30 pm until 11:30 pm. 9 hours

The Tip Share time (total hours joined in the Tip Pool) would be 4:30 pm until 11:30 pm. 7 hours
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14.1 Time Clock Editor

The Time Editor allows you to edit an employees time records, and add or delete time records.

Access Time Clock Editor Procedure

1. Press the Manager icon at the top of your screen.

P e Drawer  Histo Info Deli Dispatch  Counte Take Out  Pick Uj Bar
SoftTouchiPOS mr {-J\" ﬁ - E\r o . m@p ;\
6/13 04:16p Cassandra ﬁ \‘l:) . ' m @ '3.‘:;:’ q\ l.!_.- ?

.\ self Pay Cashout  Alertst

Warnings & Reminders  ChalkBoard i 5p

Fodsgy's Speciafs

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

 Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard

3. You will default to the Time Clock Editor screen.

14.1.1 Select Employee

Before you can alter an employee's time, you must first select the employee.

Select Employee Procedure



471

1. Press the Manager icon at the top of your screen.

Fodsgy's Speciafs

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

\SoftTouch POS|
6/1305:31p Cassandra

A General Functions Alerts

‘é Set Op date, change employee, launch backoffice, system reset.. ﬁ System alett management
Reports Web/Internet
Printreports @ Internetweh browser
All Checks Overview - Tip Pools

q Find, recpen, reprint, adjust payments, offine, voids = Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver hanks and balances

Employee Management
Employee Shifts, Open Time Clocks

¥y ¢

Z Out

Z out systern wizard

Bank & Employee Close out

Employees and banks awaiting close out

Charge Tip Verification

YWerify employvee declared credit card tips

B @

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

7

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of
the screen.




SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.

472
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. From here you can select which action you wish to perform using the buttons at the bottom of the
page. If you wish to select a different employee, press the Select Employee button at the bottom of
the screen and repeat step 4.

14.1.2 Punch Card



Punch Card Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra
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T oday's S’Pef'fa.,..l’s.

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

v
dl

General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver hanks and balances

Bank & Employee Close out

Employees and banks awaiting close out

Charge T_ip Verification

YWerify employvee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of

the screen.

Alerts

System alent management

We_bfl lTlternet

Internet web browsar

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard




SoftTouch POS.
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Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.
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Employees

e
' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Ijur!,r, Joe

Dealer Company, Dealer

Driver Last Name, Driver

iEmpIquE, MNew

5. With the employee selected, press the Punch Card button at the bottom of the screen.

6. An Information Dialog box will appear asking you if this employee is clocking out or taking a break.
Press the appropriate button.

IF THE EMPLOYEE CLOCKS OUT, THE SYSTEM ASSUMES THEY ARE GOING HOME AND THEY WILL NOT BE
PAID.

IF THE EMPLOYEE BREAKS OUT, IT ASSUMES THEY ARE TAKING A PAID BREAK AND THEY WILL BE PAID
ON THE TIME BETWEEN WHEN THEY BREAK OUT AND CLOCK BACK IN AFTER THEIR BREAK.

IF THE SITE DOES NOT PAY FOR BREAKS, THE EMPLOYEE SHOULD BE CLOCKING OUT WHEN
THEY TAKE A BREAK. MANAGERS SHOULD MAKE SURE THAT THE EMPLOYEES ARE NOT
BREAKING OUT BY CHECKING WHETHER THE STATUS IS OUT OR BREAK ON THE ATTENDANCE
REPORT WHEN THEY CHECK THE IN AND OUT TIMES.



477

Information Dialog.

Clock Out or Breal¢?

7. A calendar will appear asking you to enter the date and time that you wish to add a punch record for.
There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor in the Date or
Time field to manually enter the data.

12:36PM Bl : Ju|y, 2011
_ ‘ L _
u Sun Mon Tue Wed Thu Fri Sat

26 27 28 29 30 1 2
4 5 6 7 8 9

10 11 12 13 @» 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6

& DToday: 7/14/2011

8. You will now see the new time record added to the list of time records for the date range selected.
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\SoftTouch POSH
7714 12:39p Cassandra

Clock Date/ Time Operation Date/ Time
¥/11/2011 8:00:00 AM Manager 7/11/2011, 05:34pm-03:29pm

7/11/2011 1:00:00 PM BREAK Wanager 7/13/2011, 03:29pm-

7/11/2011 1:48:00 PM IN Fanager 7/13/2011, 03:29pm-

7/11/2011 7:00:00 P out Kanager 7/13/2011, 03:29pm-

7/13/2011 7:00:00 AM N Manager 7/13/2011, 03:29pm-

7/13/2011 6:00:00 PM out Manager 7/13/2011, 03:29pm-

7/14/2011 7:00:00 AM N Manager 7/13/2011, 03:29pm-

7/14/2011 12:39:00 P out ¥lanager 7/13/2011, 03:29m- I

14.1.3 Add In/Out

Add In/Out Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra

Fodsgy's Speciafs
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2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

~o
A General Functions . Alerts
"é Set Op date, change employee, launch backoffice, system reset.. B System alent management
Reports Web/Internet
Printreports @ Internetweh browser

Tip Pools

Find, recpen, reprint, adjust payments, offine, voids Tip pool close out

q All Checks Overview

Time Editor
Time clock editor, tip fund editor & clocked in employees

! Journal
w Daily transactional journal
Eey
-

Employee Management
Employee Shifts. Open Time Clocks

Banks (Tills/Pockets)
Faid IN/OUT. refunds, § transfers. driver hanks and balances

Bank & Employee Close out Z Out
&% Ermployees and banks awaiting close out ﬂ Z out systern wizard

Charge Tip Verification
@ YWerify employvee declared credit card tips

. Customers & Loyalty
0 Customers and loyalty maintenance

Accounts
| House accounts, gift card and card account management

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of
the screen.



SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.
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Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

lf:nr!,r, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. With the employee selected, press the Add In/Out button at the bottom of the screen.

Delete

6. A calendar will appear asking you to enter the "In" date and time that you wish to add a punch record
for. There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor in the
Date or Time field to manually enter the data.



482

e el
e =
P ) I O P

26 27 28 29 30 1

e e N P

10 11 12 13 @E» 15
-I- 17 18 19 20 21 22

24 25 26 27 28 29

3 1 2 3 4 5 6

& DToday: 7/114/2011

7. A calendar will appear asking you to enter the "Out" date and time that you wish to add a punch
record for. There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor
in the Date or Time field to manually enter the data.
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8. You will now see the new time record added to the list of time

14.1.4 Add Break/In

Add Break/In Procedure

1. Press the Manager icon at the top of your screen.

6/1304:16p Cassandra
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records for the date range selected.

| Today's Spetrals

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

6/1305:31p Cassandra

General Functions
Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

Banks (TIllS;’P ockets)

Faid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

Werlfy employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

¢ B Sl ¢ 0 B K

Accounts
House accounts, gift card and card account management

=

Alerts

Systerm alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

Z out gystem wizard
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3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of
the screen.

SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

‘:‘: Employee: None, Date: 7/ 13,?2!]1351%

Clock Date/Time
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4. A list of employees will populate the screen. Touch or click on the employee name to select.

l ' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

lf:nr!,r, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. With the employee selected, press the Add Break/In button at the bottom of the screen.

6. A calendar will appear asking you to enter the "In" date and time that you wish to add a punch record
for. There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor in the
Date or Time field to manually enter the data.
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7. A calendar will appear asking you to enter the "In" date and time that you wish to add a punch record
for. THIS IS THE TIME THE EMPLOYEE CLOCKED BACK IN FROM THEIR BREAK.

There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor in the Date
or Time field to manually enter the data.
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8. You will now see the new time record added to the list of time records for the date range selected.
14.1.5 Edit Entry

Edit Entry Procedure

1. Press the Manager icon at the top of your screen.

we eminders  ChalkBoard [5pecials’ Self Pay Cashout  Alertst \-/

T oday's Spetials

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of

the screen.

 Time Editor

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard




SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.

489




490

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

lf:nr!,r, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. With the employee selected, highlight the time record you wish to change and press the Edit Entry
button at the bottom of the screen.

Delete

6. A calendar will appear asking you to enter the "Edit" date and time that you wish to add a punch
record for. There are shortcut buttons (Today, Now, 10 min,1 day) or you can touch or put the cursor
in the Date or Time field to manually enter the data.
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8. You will now see the changed time record in the list of time records for the date range selected.
14.1.6 Delete Entry

Delete Entry Procedure

1. Press the Manager icon at the top of your screen.

o T 2
6/13 04:16p Cassandra

warni inders  ChalkBoard [ SHEcials

pElEk e astingby) AIEds
Fodgy's Specials

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of

the screen.

 Time Editor

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard




SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. With the employee selected, highlight the time record you wish to change and press the Delete Entry
button at the bottom of the screen.

6. At the Confirmation Dialog box, press Yes if you are sure you would like to delete this time card entry.
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Confirmation Dialog

Are you sure you want to delete this
timecard entry?

YOU CANNOT DELETE AN ENTRY FOR A PERSON THAT IS CLOCKED IN. IF YOU TRY TO YOU WILL GET THE
FOLLOWING MESSAGE:

Information Dialog

Cannot remove this fi'meé}dck entry,
employee must clockout to remmrg thIS
clock in entry -

14.1.7 Reset Time Cards

Reset Time Cards Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra

Fodsgy's Speciafs
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Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

\SoftTouch POS|

6/1305:31p Cassandra

-~

-

General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

=
=

L

the screen.

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

Z out gystem wizard

3. You will default to the Time Clock Editor screen. Press the Select Employee button at the bottom of




SoftTouch POS.

' 7/1410:58a Cassandra

Time Clock Editor

Clock Date/Time

4. A list of employees will populate the screen. Touch or click on the employee name to select.
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

5. With the employee selected, highlight the time record you wish to change and press the Reset
Timecards button at the bottom of the screen.

6. At the Confirmation Dialog box, press Yes if you are sure you would like to reset ALL TIMECARDS for
this employee.



Confirmation Dialog

Are you sure you want to delete all your
timecare

ALL Timecards for this employee only will be deleted.

499
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14.2 Tip Sharing Time Clock

The Tip Sharing Time Clock allows you to edit the time an employee is joined to a tip pool or tip dispersion
group.

The difference between Time Clock times and Tip Sharing times is this:

A bartender clocks in at 2:30 pm but doesn't join a Tip Pool until 4:30 pm when 2 other bartenders clock in
and prepare for happy hour.

This bartender clocks out and backs out of the Tip Pool at 11:30 pm.

The Time Clock time (total hours worked used for payroll) would be 2:30 pm until 11:30 pm. 9 hours
The Tip Share time (total hours joined in the Tip Pool) would be 4:30 pm until 11:30 pm. 7 hours

Tip Sharing Time Clock Editor Procedure

1. Press the Manager icon at the top of your screen.

Drawer History Info Delivery Dispatch Counter T2 Dut

SoftTouchPOS - P g &= =
6/1304:16p Cassandra | | \_L) ! LN @ .3;’ i ' ﬂ

Warnings & Reminders  ChalkBoard [ € 5! self pay Cashout  Alerts!

Today's Spetrals

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

WA

K
-

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

b S el =

Set Op date. change employee. launch backoffice, system reset..

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard

3. Press the Tip Sharing Time Clock tab at the top of the screen.

| SoftTouch POSE
rr?jl4'ﬁ§’:§_ﬁ;_'_ Cassandra

ﬁt Employee: None

Fund Name Job Name
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14.2.1 Select Employee
Before you can alter an employee's tip sharing time, you must first select the employee.

Select Employee Procedure

1. Press the Manager icon at the top of your screen.

T B

SoftTouchiPOS @

6/13 04:16p Cassandra

Warnings & Reminders  ChalkBoard :5p "\ Self Pay Cashout  Alerks!

Fodsgy's Speciafs

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

WA

K
-

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

b S el =

Set Op date. change employee. launch backoffice, system reset..

Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor
Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out gystem wizard

3. Press the Tip Sharing Time Clock tab at the top of the screen.

| SoftTouch POSE
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ﬁt Employee: None

Fund Name Job Name
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4. Press the Select Employee button at the bottom of the screen.

SoftTouch POS,

' 7/1405:28p Cassandra

Tip Sharing Clock Editor

Employee: None

Fund Name Job Mame

5. A list of employees will populate the screen. Touch or click on the employee name to select.
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

6. From here you can select which action you wish to perform using the buttons at the bottom of the
page. If you wish to select a different employee, press the Select Employee button at the bottom of
the screen and repeat step 4.

14.2.2 Add Entry

Add Entry Procedure



1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra
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Fodsgy's Speciafs

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.

.;‘é

¥y ¢ »

A e R\ %

General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find, recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/P ockets)

Faid IN/OUT. refunds, § transfers. driver hanks and balances

Bank & Employee Close out

Employees and banks awaiting close out

Charge Tip Ve-rification

YWerify employvee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift cardd and card account management

i-' '),'E'

Alerts

System alent management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

 Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Out

Z out systern wizard

3. Press the Tip Sharing Time Clock tab at the top of the screen.
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Tip Sharing Clock Editor

ﬁt Employee: None

Fund Name Job Name

4. Press the Select Employee button at the bottom of the screen.
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SoftTouch POS

7/140528p Cassandra

Tip Sharing Clock Editor

Employee: None

Fund Name Job Mame

5. A list of employees will populate the screen. Touch or click on the employee name to select.
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

6. From here you can add a tip sharing time record. Press the Add Entry button a the bottom of the
screen.

7. Select the job this employee was working when they qualified to be joined to the tip pool or tip fund
from the Jobs list that populates the screen.
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Bartender

8. Select the tip pool or tip fund this employee was qualified to be joined to from the Tip funds list that
populates the screen.



W

Runners/Bus

Bartender

511

Bar Pool

9. A calendar will appear asking you to enter the "In" date and time, or the time this employee should
have joined the tip pool or tip fund. There are shortcut buttons (Today, Now, 10 min,1 day) or you

can touch or put the cursor in the Date or Time field to manually enter the data.
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10. A Confirmation Dialog box will appear asking you if you wish to add an out time, or time the employee
left the tip pool or tip fund. If the employee is still working the pool, press No. Otherwise, press Yes.

Do you wish to add a clockout entry?

11. If you selected Yes, a calendar will appear asking you to enter the "Out" date and time, or the time
this employee should have left the tip pool or tip fund. There are shortcut buttons (Today, Now, 10
min,1 day) or you can touch or put the cursor in the Date or Time field to manually enter the data.
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The new Tip Sharing time entry will appear on screen.

14.2.3 Edit Entry

Edit Entry Procedure

1. Press the Manager icon at the top of your screen.

2
9
16
23
30
6

Warnings & Reminders ChalkBoord [SFE(iAf) SelfPay Cashout  alerts!

Fodsgy's Speciafs

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions
Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

WA

K
-

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management
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Alerts

Systermn alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

'Emﬁoyee Managementﬂ

Employee Shifts, Open Time Clocks

Z Qut

Z out gystem wizand

3. Press the Tip Sharing Time Clock tab at the top of the screen.

ﬁt Employee: None

Fund Name Job Name
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4. Press the Select Employee button at the bottom of the screen.

SoftTouch POS,

' 7/1405:28p Cassandra

Tip Sharing Clock Editor

Employee: None

Fund Name Job Mame

5. A list of employees will populate the screen. Touch or click on the employee name to select.
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l ' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

lf:nr!,r, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

6. Highlight the tip sharing time record you wish to adjust. Press the Edit Entry button a the bottom of
the screen.

7. A calendar will appear asking you to enter the "In" date and time, or the time this employee should
have joined the tip pool or tip fund. There are shortcut buttons (Today, Now, 10 min,1 day) or you
can touch or put the cursor in the Date or Time field to manually enter the data.
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8. A Confirmation Dialog box will appear asking you if you wish to add an out time, or time the employee
left the tip pool or tip fund. If the employee is still working the pool, press No. Otherwise, press Yes.

Do you wish to add a clockout entry?

9. If you selected Yes, a calendar will appear asking you to enter the "Out" date and time, or the time
this employee should have left the tip pool or tip fund. There are shortcut buttons (Today, Now, 10
min,1 day) or you can touch or put the cursor in the Date or Time field to manually enter the data.
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The changed Tip Sharing time entry will appear on screen.
14.2.4 Delete Entry

Delete Entry Procedure

1. Press the Manager icon at the top of your screen.

T oday's S’Pef'; ds

2. Press the Time Editor Time clock editor, tip fund editor & clocked in employees icon.
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General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out
Employees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

Systermn alert management

Web/Internet

Internet web browser
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Tip pool close out

. Time Editor
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Employee Management
Employee Shifts, Open Time Clocks

Z Qut
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3. Press the Tip Sharing Time Clock tab at the top of the screen.

| SoftTouch POS,

ﬁt Employee: None

Fund Name

Job Name

4. Press the Select Employee button at the bottom of the screen.
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SoftTouch POS

7/140528p Cassandra

Tip Sharing Clock Editor

Employee: None

Fund Name Job Mame

5. A list of employees will populate the screen. Touch or click on the employee name to select.
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' Employee List

Bartender, Bart

Bartender, Blade

Busboy, Busboy

Cashier, Carrie

Cory, Joe

Dealer Company, Dealer

Driver Last Name, Driver

Employee, New

6. Highlight the tip sharing time record you wish to delete. Press the Delete Entry button a the bottom
of the screen.

The Tip Sharing time entry will be removed and will no longer appear on screen.



Employee Management
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Part 15 Employee Management

The Employee Management procedures allow you to manage employees and their shifts. From here you
can clock out all employees at once, close all open employee shifts at once or take a report on an
employee with an open shift.



15.1 Open Time Clocks
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The Open Time Clocks procedure will allow you to clock out all employees at once.

Open Time Clocks Procedure

1. Press the Manager icon at the top of your screen.

6/1304:16p Cassandra

Fodsgy's Speciafs

xe, | | Ehaliioand

2. Press the Employee Management Employee Shifts, Open Time Clocks icon.

General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal
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Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

Alerts

Systerm alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

Z out system wizard
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3. You will see a list of all employees that are clocked in. Press the Clock Out Employees button at the
bottom of the screen to clock all employees out.

4. If you are sure you want to clock out all employees, press Yes at the Confirmation Dialog box.

Confirmation Dialog

Are you sure you want to clockout all
employees?
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15.2 Employee Shifts

The Employee Shifts procedure will allow you to close all open employee shifts at once or take a report
on an employee with an open shift.

Employee Shifts Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Eassa_ndra-'

Harmngs i Reawnders || Lhalcioarnd

Today's Spetrals
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2. Press the Employee Management Employee Shifts, Open Time Clocks icon.
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General Functions

Set Op date, change employee, launch backoffice, system reset..

Reports
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All Checks Overview
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Tip Pools
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Time Editor
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Z Out

Z out systern wizard
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3. Press the Employee Shifts tab at the top of the screen.

Job Name
Cashier

First Name Last Name Date Time Clock
.Carrie Cashier 741372011 10:18:53 AM
Cassi Eubank 7/11/2011 5:38:48 PM
Bart Bartender ¥/13/2011 10:18:30 AM

Manager

Bartender

4. From here you can Close All Shifts for employees with open shifts or take an Employee Report for

employees with open shifts.

15.2.1 Close All Shifts

The Close All Shifts procedure will allow you to close all open employee shifts at once.

Close All Shifts Procedure

1. Press the Manager icon at the top of your screen.

6/13 04:16p Cassandra

Warnings & Reminders | | SelfPay Cashout  Alertst

Fodsgy's Speciafs

2. Press the Employee Management Employee Shifts, Open Time Clocks icon.
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6/07 D6:35p

,
A4

S e B @

General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Employee Shifts tab at the top of the screen.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

First
Carr

MName Last Mame
ie Cashier

Eubank

Date Time Clock
7/13/2011 10:18:53 AM

7/11/2011 5:38:48 PM

Job Mame
Cashier

Manager

Bartender

7/13/2011 10:18:30 AM

Bartender

4. You will see a list of all employees with open shifts. Press the Clock Out Employees button at the
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bottom of the screen to clock all employees out.

Employee

5. If you are sure you want to close all shift, press Yes at the Confirmation Dialog box.
Confirmation Dialog

R ——
Are you sure you want to close all shifts?

15.2.2 Employee Report

The Employee Report procedure will allow you to take a report on an employee with an open shift.

Employee Report Procedure

1. Press the Manager icon at the top of your screen.

Fodsgy's Speciafs

2. Press the Employee Management Employee Shifts, Open Time Clocks icon.
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6/07 D6:35p

,
A4

S e B @

General Functions

Set Op date. change employee. launch backoffice, system reset...

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

3. Press the Employee Shifts tab at the top of the screen.

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

First
Carr

MName Last Mame
ie Cashier

Eubank

Date Time Clock
7/13/2011 10:18:53 AM

7/11/2011 5:38:48 PM

Job Mame
Cashier

Manager

Bartender

7/13/2011 10:18:30 AM

Bartender

4. You will see a list of all employees with open shifts. Highlight the employee you wish to take a report
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for and press the Employee Report button at the bottom of the screen.

Emplo

}..'EE.

.:’._1.|. o

5. A list of this employees shifts will appear. Select the shift you wish to run a report for.

6. The report will appear on screen. Once the report is displayed, you can use any of the buttons shown
below to Print the report, Zoom In or Out or View the report at 100%. When you are finished with this
information, press the Done button
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The Z Out procedure will allow you to finalize the days transactions, settle your credit card batch, run
reports on today's business and clear totals to prepare for tomorrow's business.

Z Out Procedure

1.

Press the Manager icon at the top of your screen.

CnFiTrirh DOC Drawer Histol Infa
SoftTouch JJ/?J-:J ﬁ fg

6/13 04:16p Cassandra

Warnings & Reminders  ChalkBoard [ €

! self pay Cashout  Alertst

Today's Spetrals

2.

Press the Z Out Z out system wizard icon.
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EXD:IJE:BSp Cassandra ' %\' @ @.

'3

General Functions

Set Op date. change employee. launch backoffice, system reset... '
Reports
Printreports \J

All Checks Overview
Find. recpen, reprint, adjust payments, offine, voids

Journal
Daily transactional journal

Banks (Tills/Pockets)

Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out

Emplayees and banks awaiting close aut

Charge Tip Verification

“Werify employee declared credit card tips

Customers & Loyalty

Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

O

i

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

£ out system wizard

3. You will come to a screen alerting you to any cash management tasks that have not been completed.

If you have an open bank, pressing the Go to button to the right of it will take you to the open bank
section so you can find out why the bank is not closed and take the appropriate action.

If you have a bank with a balance, pressing the Go to button to the right of it will take you to the open
bank section so you can find out why the bank has a balance and take the appropriate action.

If you have an employee you need to pay tips to, pressing the Go to button to the right of it will take
you to the employee tips section so you can pay out the tips before closing all tills.

If you have 1 employee still clocked in, that is normal since you are clocked in. If you have more than
1 employee clocked in press the Go to button to the right of it and you can clock the employee out.

YOU CAN STILL PRESS THE CONTINUE Z PROCESS BUTTON WITH OPEN ISSUES, ALTHOUGH
WE ADVICE YOU CLEAR THEM UP FIRST.
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7/1303:18p Cassandra

2Wizard 2 Status

B Overview Z Overview
| Confirmation Operation date: 7/11/2011

End of day closeout

' ‘b You have 1 open bank(s)
‘L\‘ You have 1 bank(s) with a balance

/ ] .\ . .
‘L You have 1 employee tips(s) not paid

J‘s You have 1 employee(s) clocked in

]
< You have some items that you may want to resolve before moving on with your end of day closeout procedure,
; if not the system will automatically handle those items for you if you continue.

5. From here you can Continue Z Process, Alert Shutdown, or Shutdown Stations.
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The Z Out procedure will allow you to finalize the days transactions, settle your credit card batch, run
reports on today's business and clear totals to prepare for tomorrow's business.

Continue Z Process Procedure

1. Press the Manager icon at the top of your screen.

6413 04:16p Cassandra

Uhnss Remndeia ) iChdBnany | -

Fodsgy's Speciafs

2. Press the Z Out Z out system wizard icon.

Fetietahody | Mots:

6/07 06:35p Cassandra

\g General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

q All Chechks Overview

Find. recpen, reprint, adjust payments, offline, voids

: Journal
K‘, Daily transactional journal

Banks (Tills/Pockets)
5 Paid IN/OUT, refunds. $ transfers. driver banks and balances

Bank & Employee Close out
&% Employees and banks awaiting close aut

Charge Tip Verification
rﬁ Werify employee declared credit card tips

Customers & Loyalty
' Customers and loyalty maintenance

Accounts
(d I House accounts, gift card and card account management

Alerts

System alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Management
Employee Shifts, Open Time Clocks

Z Qut

Z out system wizard
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3. You will come to a screen alerting you to any cash management tasks that have not been completed.

If you have an open bank, pressing the Go to button to the right of it will take you to the open bank
section so you can find out why the bank is not closed and take the appropriate action.

If you have a bank with a balance, pressing the Go to button to the right of it will take you to the open
bank section so you can find out why the bank has a balance and take the appropriate action.

If you have an employee you need to pay tips to, pressing the Go to button to the right of it will take
you to the employee tips section so you can pay out the tips before closing all tills.

If you have 1 employee still clocked in, that is normal since you are clocked in. If you have more than
1 employee clocked in press the Go to button to the right of it and you can clock the employee out.

YOU CAN STILL PRESS THE CONTINUE Z PROCESS BUTTON WITH OPEN ISSUES, ALTHOUGH
WE ADVICE YOU CLEAR THEM UP FIRST.

'7/130%:18p Cassandra

2 Wizard 2 Status

] Dverview Z Overview
Corfirmation Operation date: 7/11/2011
End of day closeout
! You have 1 open bank(s) Go to
{  You have 1 bank(s) with a balance Go to
! You have 1 employee tips(s) not paid Go to
!t You have 1 employee(s) clocked in Go to

]
-~ vou have some items that you may want to resolve before moving on with your end of day closeout procedure,
5’ if not the system will automatically handle those items for you if you continue.

Continue 2 Alert Shutdown Refresh

Process Shutdown Stations Overview
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5. If you have resolve all open issues or would like to continue anyway, press the Continue Z Process
button at the bottom of the screen.

6. You will come to a Z Confirmation screen. To continue, press the Finalize Z button at the bottom of the
screen.

T/1303:26p Cassandra a

£ Wizard ;‘_h

[ Owerview ' " .
B confirmation Z Confirmation
: End of day closeont

You are about to 2 your system (end of day), please select "2 Out" to proceed.

J.’} Warnings...

- All open bank balances will get moved to your default bank.
- All clocked in employees will get clocked out.

7. A Confirmation Dialog box will appear showing you your current operation date and the new operation
date that will be set if you continue. Verify this is correct to prevent Z'ing out twice in one day.
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(In the scenario shown, they were closed Tuesday and the operation date is advancing to today's date. Normally these dates will be
one day apart. ex. Current Operation Date: 7/12/2011 "New" Operation Date: 7/13/2011)

Confirmation Dialog

Current Operation Date: 7/11 /2011

"New" Operation Date: 7/13,/2011

Are you sure you want to continue?

8. When the Z process is complete, you will see a message at the top left indicating this and information
on screen about the status of your Z. To back out of this screen, press the Back button at the bottom
of the screen.



The 2 process completed successfully...

[Press angwhere in this windows to close it)

Z Status

Sending request to the server to start the £ process

Please wait... The £ is processing...

3:29:12 PM - STEP 1. Z for operation date 711172011, Please wait...
J3:29:16 PM - STEP 1. SUCCESS, New operation date set

J3:29:16 PM - STEP 2. Closing current batch, Please wait...

J3:29:16 PM - STEP 2. SUCCESS closing batch

Do not forget to halance your

merchant batch totals with SoftTouch

J3:29:16 PM - STEP 3. Printing report batch, Please wait...

3:29:17 PM - STEP 3. SUCCESS printing report(s)

F3:29:17 PM - STEP 4. Moving history data, Please wait...

3:29:17 PM - STEP 4. SUCCESS History data

J3:29:17 PM - STEP 5. Processing exports, Please wait...

J3:29:17 PM - STEP 5. SUCCESS Export process

J3:29:17 PM - STEP 6. Backing up data to automatic location, Please wait...
3:29:23 PM - STEP 6. FAILED Backup process

Error backing up to media

3:29:23 PM - STEP 7. Sweeping database, Please wait...

J3:29:24 PM - STEP 7. SUCCESS Sweep process

J3:29:24 PM - 7 Ended for operation date /11,2011

( . '
et ) Cancel Back Finalize 2

e

540




541

16.2 Alert Shutdown

The Alert Shutdown procedure will allow you to alert the other stations and then shut them down.

Alert Shutdown Procedure

1. Press the Manager icon at the top of your screen.

Fodsgy's Speciafs

2. Press the Z Out Z out system wizard icon.

6/07 06:35p Cassandra

General Functions

Set Op date. change employee. launch backoffice, system reset..

Reports
Printreports

All Checks Overview
Find. recpen, reprint, adjust payments, offline, voids

Journal
Daily transactional journal

B;ﬂgﬁ |_IIsIP ockets)

Faid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
House accounts, gift card and card account management

'Employee Management

Alerts

Systerm alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Shifts, Open Time Clocks

Z Qut

Z out system wizard
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3. You will come to a screen alerting you to any cash management tasks that have not been completed.

If you wish to alert the other stations and then shut them all down at once, press the Alert Shutdown
button at the bottom of the screen.

Cancel

Continue 2 Alert . Shutdown || Refresh
Process | Shutdown J| _Stations Overview

4. The screen will display a beige pop up notification that your system will be shutting down soon and you
should finish up and logout. The screen also displays an Information Dialog box indicating that a
shutdown alert was sent to the stations. Press OK to acknowledge this message and clear it from the

screen.

System will shutdown shortly, please complete
your session and logout ASAP

[Press angwhere in this windows to oloselt]

~ A

. UVEI‘VIEW

Confirmation

Z Overview
Operation date: 7/13/2011

Emnd of day closeoud

1 You have 1 open tips(s)

1 You have 2 open check(s)

1 Youhave 1 open b

Shutdown alert sent to stations.

J:h ¥You have 1 bank(s

1 You have 2 emplo

a0

<~ ¥ou have some items that you may want to resolve before moving on with your end of day closeout procedure,

i
LR oY

= if not the system will automatically handle those items for you if you continue.

é.. \9 Cancel

Continue 2 Shutdown Refresh

Process Stations Overview

Go to
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16.3 Shutdown Stations

The Shutdown Stations procedure will allow you to shut down the other stations.

Shutdown Stations Procedure

1. Press the Manager icon at the top of your screen.

Fodsgy's Speciafs

2. Press the Z Out Z out system wizard icon.

6/07 06:35p Cassandra

Set Op date. change employee. launch backoffice, system reset..

?:‘é General Functions

Reports
Printreports

Find. recpen, reprint, adjust payments, offline, voids

q All Chechks Overview

: Journal
%’ Daily transactional journal
s

B;ﬂgﬁ |_IIsIP ockets)

Faid IN/OUT, refunds. § transfers. driver banks and balances

Bank & Employee Close out

Employees and banks awaiting close aut

Charge Tip Verification

B
rﬁ Werify employee declared credit card tips

Customers & Loyalty
Customers and loyalty maintenance

Accounts
(d I House accounts, gift card and card account management

'Employee Management

Alerts

Systerm alert management

Web/Internet

Internet web browser

Tip Pools

Tip pool close out

Time Editor

Time clock editor, tip fund editor & clocked in employees

Employee Shifts, Open Time Clocks

Z Qut

Z out system wizard
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3. You will come to a screen alerting you to any cash management tasks that have not been completed.

If you wish to shut the stations all down at once, press the Shutdown Stations button at the bottom
of the screen.

Continue2 (| | | Refresh

Lancel " Prox Overview

4. The screen displays an Information Dialog box asking whether you wish to Shut Down or Terminate
the stations.

Information Dialog

f’——__—"
Shutdown or Terminate?

Shut Down -
Terminate -






	Manager Procedures Introduction
	Opening Procedures
	Closing Procedures
	Shutting Down Stations
	Z

	Key Manager Procedures
	Open Price
	Item Adjust
	Item Void
	Item Waste
	Void Order
	Void Waste
	Check Adjust
	Super Adjust
	Seat Adjust
	Check Date/Time
	Change Menu
	Change Server
	Change Gratuity
	Print Server Report
	Pay Out Tips - Cashier System Only
	Paid In 
	Paid Out
	Reset Employee Timecards

	BackOffice Manager Procedures
	Credit Card Batch
	Menu Items
	Change Menu Item Name
	Change Menu Item Price
	Add New Menu Item
	Link Modifier Group to Menu Item
	Add New Modifier
	Change Number of Items on Display

	Employees
	Add Employees That Don't Ring Checks 
	Add Non Banking Server
	Add Self-Banking Server
	Add Cashier
	Add Bartender with Assigned Till
	Add Bartender with Assignable Tills
	Add Manager
	Employee Wizard


	General Functions
	Move Orders
	Set OP Date
	Reprint Last Check
	Change Employee
	System Information
	Launch BackOffice
	System Reset
	Manager Videos
	Alert Shutdown
	Shutdown Stations
	Remote Session
	Exit SoftTouch

	Reports
	Balance (X) Report
	Department Report
	Labor Sales Report
	Family Sales Report
	Server Quick Summary Report
	Check Detail Report
	Charge Tips
	Revenue Centers

	Overview
	All Checks
	Find Check #
	Find Customer
	Recent Checks
	Float Check On/Off
	Float Full On/Off
	Group By
	Filter Check Type
	RePrint Check
	Find Past Check #
	Adjust Payments
	ReOpen Check

	Open Checks
	Find Check # (copy)
	Find Customer
	Recent Checks (copy)
	Float Check On/Off (copy)
	Float Full On/Off
	Group By (copy)
	Filter Check Type
	Void Order
	Void Waste
	UnHide Check
	Resend Check
	Edit Order

	Closed Checks
	Find Check # (copy)
	Find Customer
	Recent Checks (copy)
	Float Check On/Off (copy)
	Float Full On/Off
	Group By (copy)
	Filter Check Type
	RePrint Check (copy)
	Find Past Check #
	Adjust Payments
	ReOpen Check

	Future Orders
	Float Check On/Off (copy)
	Float Full On/Off
	Group By (copy)
	Filter Check Type
	Void Order (copy)
	Void Waste (copy)

	Offline Checks
	Open Tips
	Float Check On/Off
	Clear Tips
	RePrint Check (copy)


	Banks (Tills/Pockets)
	Local Tills
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer from Store
	Transfer to Store
	Transfer To...
	Close Out
	Bank Report

	All Tills
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer from Store
	Transfer to Store
	Transfer To...
	Close Out
	Bank Report

	Pockets
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer from Store
	Transfer to Store
	Transfer To...
	Close Out
	Bank Report

	Store
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer To...

	Open Banks
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer from Store
	Transfer to Store
	Transfer To...
	Close Out
	Bank Report

	All Banks
	Paid In
	Paid Out
	Refund Order
	General Refund
	Transfer from Store
	Transfer to Store
	Transfer To...
	Close Out
	Bank Report


	Bank & Employee Close Out
	Tills/Pockets Awaiting Drop
	Process Drop
	Undo Drop
	Bank Report
	Employee Report
	Driver Report

	Employees Awaiting Tips
	Pay Tip
	Employee Report
	Driver Report

	Today's Drops
	Undo Drop
	Modify Drop
	Bank Report
	Employee Report
	Driver Report


	Charge Tip Verification
	Select Employee
	Sort By
	Change Tip Amount
	Accept Tip
	Accept All

	Accounts
	Search Card Account
	Search Member
	Search Account Number
	New Card Account / Gift Cards
	Adjust Account
	Refund Account
	Close Account
	Deactivate/Activate Account
	Account Name
	Reconcile Account
	Account History
	Print Account
	Print Invoice(s)
	Delete Transactions
	Reconcile Transactions

	Tip Pools
	Commit
	Tip Pool Report

	Time Editor
	Time Clock Editor
	Select Employee
	Punch Card
	Add In/Out
	Add Break/In
	Edit Entry
	Delete Entry
	Reset Time Cards

	Tip Sharing Time Clock
	Select Employee
	Add Entry
	Edit Entry
	Delete Entry


	Employee Management
	Open Time Clocks
	Employee Shifts
	Close All Shifts
	Employee Report


	Z Out
	Continue Z Process
	Alert Shutdown
	Shutdown Stations




